UGANDA BUSINESS AND TECHNICAL EXAMINATIONS BOARD

Business Education Certificate Examinations
BASIC COMMUNICATION SKILLS

Nccs112/CBcs1105/CB51103ICHIC1103ICRIM1103I
CSIM1103/CPPM1103/CCS1103

YEAR I, SEMESTER I

21> HOURS

MONDAY, 10™ DECEMBER 2018

INSTRUCTIONS TO CANDIDATES

This paper consists of two sections A and B.

Section A is compulsory and carries 20 marks.

Section B consists of six questions. Answer only four
begin on a fresh page.

questions from this section.

All answers to each question should

Do not write on the question paper.
All answers and rough work should pe written in the official answer bookiet pro vided.

N oo R N

Read other instructions on the answer booklet.

©2018 Uganda Business and Technical Examinations Board Turn over




SECTION A - (20 MARKS)

Answer all questions in this section.
Question One

(@)  Pick the correct word from the bréckets to complete the sentences below;
() What sort of will this new book have On your work performance?
(affect, effect) (01 mark)
(i)  Iam going to at home.
(bathe, berth) (01 mark)
(b)  Spell the following words correctly:

() Pumphlet (01 mark;

(i) Occassion (01 mark)
(€)  Use the verbs in the brackets to complete the sentences below j
(i) The thief to death after being shot at by the security guard. 1
(bleed) (01 mark i
(i) Jane was Innocent by the judge. g
(prove) (01 mare. E
(d)  Write a correct sentence using each of the words below; _ ig
()  Dairy (01 marig é
(i)  Diary (01 ma =
(€)  Define barrier as used in communication, (02 maris g
(f)  State two demerits of using a telephone to share official information (02 marns !
(9)  Mention two Causes of grapevine communication. (02 maru j_____
(h)  Outline two qualities of 3 good report. (02 mars - E’;:_
() Define the following terminologies as used in meetings; .
()  Chair ' (01 marg =
(i) Unanimous (01 ma =
(i) State two causes for poor listening. (02 mames
=
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SECTION B - (80 MARKS)

Answer only four questions in this section,
Question Two

(@) Outline two importance of visyal communication,
(b) Identify two gadgets used in visya| communication,

(©)  Asatour guide of AA National Game Park,
written communication,

(i) In

(02

(02
you realized that most tourists prefe

four ways, Justify this choice of communication,

(081
(i) Explain four communication-related challenges that these tourists may
(08 n
Question Three

As a caterer of YX Hotel, suppli
orders for materials,

(@)  State four effects of this problem to the business,

(04 m:
(b)  Suggest four materials that you would order for so as to host a two-day interna
conference, (04 ma

(€)  Write a letter of complaint to one of the gy

this letter, (12 mar

Question Four

(@  State four differences between MEemos and letters as used in formal COmmunicat
(08 mark
(b) The management of Esther Foundation (EF) has decided to hold a one-day capaci

of ti
(12 marks




Question Five

(a) Define the following meeting terms;
() Incamera (01 mark)
(i)  Casting vote (01 mark)

(b) Meetings are held from time to time in organizations for smooth running. As secretary

of CC Enterprises Ltd;

0] Explain four reasons for this. (08 marks)

(ii) Write a notice calling all the staff to attend a meeting to discuss the strategic
eting is due on 17th December, 2018 in the

plan for the next five years. The me
(10 marks)

Boardroom beginning at 2.00pm.

Question Six
ositions. Assuming Yo«

KTN Enterprises shall conduct i
n Resource

nterviews to recruit new staff in some p
officer of this company;
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were the Assistant Huma
s to the company. (04 marks.

listed applicants, would prepars
(08 mar="

nt out four benefits of interview

(a) Poi
nior, one of the short-

(b) Explain four ways in which Ju

this interview.
(c) Describe four ways i

n which Junior would conduct himself during the interview.
(08

Question Seven
as required to present the end of year report d

At GBD Grocery Limited, Twyne W
Annual General Meeting. Before and during the presentation, she was full fear and pans
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the meeting could not commence. (02

two positions without whom
ing each of the positions suggest=S

@) Suggest
(b) Explain one role played by the people occupy
during the meeting. (0=7
(08

s of Twyne's problem.

(©) 1dentify siX likely cause
les that Twyn

(d) Explain four communication princip e should have used to OvE

8

above problem.
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