
 

 

        STRICTLY CONFIDENTIAL 

 

 
 

2014 EXAMINATIONS 
 

ACCOUNTING TECHNICIAN PROGRAMME 

 
PAPER TC2:  COMMUNICATION 

 
MONDAY 1 DECEMBER 2014                      TIME ALLOWED : 3 HOURS 

                

        

 

                    
           
          

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUGGESTED SOLUTIONS  

 

 

 

 

 

 

 

 



                                                     

 

1 

 1.  (a) There are many reasons why communication is important in any organization.  
 The following are some of them: 

 

 It is a means of informing other members about what is happening in the 

organization.  Without such knowledge, an organization cannot operate as one 
entity. 

 

 It is a means through which members enquire information about different 
needs. This enables all members to access information used for effective 

operations. 
 

 Communication is a means of providing instructions to others.  Instructions 
help to prevent risks and accidents especially to those working with 

machinery. 
 

 Communication is a means for buying and selling products or services.  

Without it, customers and suppliers would not know what the organizat ion is 
offering or requires. 

 
 

(b)       (i) Wheel network pattern can be used in a situation where several people are    
  working together and have to be led by a leader.  For example in a meeting 
  where the chairperson controls a group of people (members).      

 
(ii) Chain network pattern can be used in a situation where a message that has 

been received has to be delivered to another person and so on.  In some 
situations people have to sign to show that they have read the message.  
For example a message from the General manager to the Finance Manager 

and then to the Finance Officer and so on.            
 

(iii) Circle network pattern is used in a situation where several people are in a 
group which has no leader. It is usually associated with informal 
gatherings of small groups.  For example in situations where close friends 

are brainstorming solutions to challenges affecting them. It may also be 
formed where friends are chatting over tea break or lunch.              

 
 
 (c) (i) Upward communication is not common because: 

 
- Some subordinates fear their superiors.                                      

- Superiors sometimes regard messages from subordinates as not 
important.                                                                                    

 
(ii) Upward communication can be encouraged by: 
 

- Superiors responding to upward communication quickly.         

- Superiors encouraging upward communication by praising or 

rewarding such efforts openly.     
-                                                
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2. (a) To make a meeting successful, members can:  
 

- Go through the agenda and plan their contributions before the meeting  

- Give constructive contributions during the meeting  

- Arriving at the meeting in good time 

- Helping to maintain order in a meeting by: 
 

- Speaking through the chairperson; abstaining from dominating 

discussion.                 
 

 
(b) Writing a memorandum on behalf of management:  

 

 Candidates to write a memorandum 

 Points to be rearranged starting with disappointing news and finishing 

 with good news thereby ending on a positive note. 
 

 
 (c) Ways of overcoming barriers to communication: 

 

(i) Language differences                             

- Using a common language 

- Using a translator 
- Learning the other person’s language if possible.  

 
(ii) Information overload                            -

 Analyzing the audience and giving them adequate information 

 only. 

 
(iii) Stereotyping                              

- Avoiding understanding people in terms of the group they   
  belong to or where they come from. 

(iv) Stage fright                             

- Rehearsing before presentations; adequate preparation.  

 
(v) Excessive emotion                 

- Waiting for the other person to be recomposed before giving them 
 any information that requires their full attention.  

 

3. (a) Four facilities common in desk telephones: 
 

- Call register: This is important as it keeps records of all calls made or received 
including the time spent on telephones.  
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- Call transfer : Allows phone to transfer calls to another extension line thereby 
allowing callers to talk to their receivers. 

 
- Hands free: Allows receivers or callers to be able to speak on the telephone 

while freely using their hands. 
 

- Volume adjustment:  Allows user to adjust volume of tone/earphone to levels 

that are convenient.   
 

 
 (b) Benefits of delivering a message by telephone rather than by face to face: 
 

- Saves travel costs, accommodation costs 
- Saves travel time` 

- Dressing does not matter 
- Physical presence (face to face) can sometimes be threatening. 

 

 
(c) A person who needs to make a telephone call needs to be prepared.  S/he needs to 

verify the number before dialing.  This helps in preventing dialing wrong 
numbers.  S/he also needs to prepare an outline of the message.  This especially 
helps where they have to leave a message.  When speaking they need to use the 

correct tone and pronounce words clearly. This is important in making the 
message become clear.  A caller must ensure that they are focused on the call.  

This can be done by removing of ignoring any barriers.  These are some ways in 
which the caller can prepare for a telephone call to make communication 
effective. 

 

4. (a) Writing a speech 

 Candidates to write a speech 

 
 (b) Five ways of preparing for a speech presentation are: 
 

(i) Analyzing the type of audience.  
(ii) Checking the type of venue and the resources it has, e.g. electricity. 
(iii) Researching for more information on the topic.  

(iv) Organizing visual aids to be used if necessary.  
(v) Practicing the presentation including how to use the visual aids.  

(vi) Preparing appropriate dressing. 
 

 

5. (a) Four ways in which a message can attract attention on a notice board: 
 

- Increasing font size 
- Printing in colour 
- Using images/pictures 

- Being brief by using bullets 
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 (b) Messages non-verbal forms may convey: 
 

(i) Dressing in uniform: It may show unity of purpose.  For example in banks, 
in the military, in schools etc. 

 
(ii) Posture: Different types of posture may indicate interest or lack of interest, 

attention or exhaustion, etc.  For example, head leaning on the table may 

show tiredness. 
 

(iii) A smiling face: it may convey happiness or gladness.  A person who sees 
a smiling face gets the impression that the other person is friendly and this 
encourages communication. 

 
(iv) Time management: Good time management shows commitment, 

seriousness while bad time management depicts lack of commitment.  For 
instance, coming to a meeting early shows how committed one is.  

 

(c) (i) The Accountant gave the officers the loans on Monday.             

(i) On the way to the bank, she saw the factory.               

(ii) John failed almost every exam he took.               

(iii) Every Saturday he goes home.                         

(iv) The student will occupy their room.                  

      

6. Answers to interview questions need to focus on the following areas: 
  

 (a) The introduction should focus on the background, experience, and relevance of 
qualifications other than focusing on personal history (Date of birth, primary, 

secondary education, etc).                                                                          
 (b) Candidate needs to write about the strong areas of the company he/she wa nts to 

join and express willingness to be part of a successful or motivated workforce.  

May also hint on the contribution he/she will make when given the chance.   
 (c) The question asks for a professional weakness like relying on team work; 

believing in consultations; sacrificing personal benefits or allowances, holidays to 
achieve organizational goals.  Candidates should not focus on personal health or 
mental problems.                

 (d) Candidates should refrain from outright mention of figures.  They should give the 
impression that service and not money matters most to them.  For instance, 

emphasizing that “I will accept any salary according to my qualifications and 
experience”.                            

 

 (e) Candidates need to ask a question or make a comment; usually a compliment.  
Common questions are like: 

 
- How soon should I expect the results? 
- If successful, will I be allowed to advance my career through further 

 training?        

E N D 


