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1. (a) Explain in detail any five factors that you would consider when choosing 
media of communication.                       10 Marks 

 
(b) Identify any three network patterns of communication in organizations 

and discuss their advantages.                  10 Marks  
  (TOTAL : 20 MARKS) 

 

2. (a) Discuss, using appropriate situations within organizations, the kinds of  
  messages that the following signals could send in the workplace: 

 
(i) distance and space 

(ii) personal appearance 

(iii) time 

(iv) environment 

(v) eye contact             15 Marks 

 
(b)      State the circumstances in which non-verbal communication signals could   

           interfere with the success of the communication process.                5 Marks 

                                                  (TOTAL : 20 MARKS) 

 

3. (a) Discuss the communication skills that an interviewer needs to have to  
  conduct an interview successfully.                  10 Marks 

 
(b) State any five reasons why a candidate with good qualifications could fail 

an interview.                                               10 Marks 

(TOTAL : 20 MARKS) 

 

4. (a) The effectiveness of committee meetings partly depends on the secretary  
  and the chairperson. 

 

Required: 

 

Explain in detail what the secretary and the chairperson should do to 
prepare for, and conduct a meeting.            16 Marks 

 

(b) Why are resolution minutes preferable to narrative minutes in formal 
meetings?                4 Marks 

                                                                   (TOTAL : 20 MARKS) 
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5. (a) Imagine  that  you   are   the   chief accountant in a wholesale company.   
  After checking some accounts records, you have discovered that some of  

  your big customers who had been allowed to buy goods on credit ha ve 
 large outstanding bills. 

 
  Required: 

 

  Write a memorandum to your assistant accountant instructing him/her to  
  write letters of collection of outstanding bills to all the customers  

  concerned.                6 Marks 

 

(b) Imagine that you are an accountant working for a wholesale company that 

sells a variety of goods. A prominent customer has been buying goods 
from your company on credit for a long time. Records have recently 

shown that for the past nine months this customer has not been sending 
any installments to cover the debt. The debt is now outstanding. You have 
sent two reminders which have been ignored.  

 
 Required: 

 
 Write an appropriate letter to this customer asking him/her to pay the debt.  

         14 Marks 

 (TOTAL:  20 MARKS) 

 

6. (a) Imagine that you are working at the head office of a company that has 
 branches nationwide. Management has learned that trouble has developed 
 at one of its branches. Some officers have resigned and more workers are 

 threatening to leave.  The Chief Executive Officer has asked you to visit 
 this branch and find out the problems and write a report to him.  

 
You went to this branch and investigated. You discovered a number of 
serious problems. 

 
Required: 

Write a short formal report to the Chief Executive Officer giving him the 
information that you discovered.             16 Marks 

 
(b) Why is it important to be objective/unbiased when presenting your 

findings in a report?               4 Marks 

                                                         (TOTAL : 20 MARKS) 

 

 

 

 

 

 

Continued/…… 
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7. The three short passages below are descriptions of styles of leadership of three 
General Managers of companies.  After reading the passages, you will be required 

to answer the questions that follow.  
 

Vyatumbwa Enterprises 

 
Mr Tijepani is General Manager of Vyatumbwa Enterprises. As the top manager, 

he believes that his employees should fear him.  He, therefore, deliberately avoids 
constant communication with them because he believes, “familiarity breeds 

contempt”.  He issues directives that must be implemented without question, and 
without discussion.  He determines policy, tasks and methods of carrying out the 
tasks. 

 
His focus is on the achievement of the company’s objectives.   From his point of 

view, the personal welfare of the employees is their own business and not the 
company’s.  His only interest in them is that they should do their work according 
to his instructions and achieve organizational goals.  

 
Communication in Vyatumbwa Enterprises comes from above and any feedback 

from below is ignored, and the General Manager does not entertain it. Employees 
are discouraged from holding meetings because meetings encourage gossip and 
laziness.  Discipline in the company is very high. All decision-making is the 

prerogative of the General Manager, so the other members of management 
generally feel sidelined. 

 
Nsanje Zanu Limited 

 

Mr Ndatsalapati is the General Manager of Nsanje Zanu Limited.  He feels that it 
is important to please his employees at all times, and he is afraid of alienating his 

subordinates. The result is that he leaves his subordinates free to do their tasks 
without his getting involved. He refrains from  supervising them or giving them 
any direction.  The subordinates are almost in complete control.  

 
Mr Ndatsalapati regards his job as that of a facilitator who merely provides 

materials and monetory resources that are necessary for carrying out the duties.  
He feels the subordinates know what they are doing.  
 

Communication in the organization lacks direction. The subordinates arrange 
meetings which he rarely attends.  They can make decisions as to what tasks they 

should do and how they should carry them out. There is a general atmosphere of 
laxity and unlimited freedom. 
 

Muzipasi Company 

 

Mr Kadyanji manages Muzipasi Company.  He believes that employees should be 
allowed to exercise a certain amount of freedom in carrying out their duties but 
within the organizational structure. Communication in this company is multi-

directional but within the organization’s laid down communication structure. 
Meetings are scheduled and planned carefully.  
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Mr Kadyanji feels that the decisions that he finally makes should be the result of 
information obtained from his juniors who have the hands-on skills. He, therefore, 

rarely makes decisions without consulting his subordinates.  
 

He also believes that the welfare of the employees is very important for the 
achievement of the organizational goals, so he makes every effort to create a 
conducive working environment.  There is discipline, but the employees do not 

feel too controlled, therefore, feel they have a certain amount of flexibility.   
 

Required: 

 

(a) Choose five words from the following list and explain each word as it is 

used in the passage: 
 

(i) prerogative                  

(ii) sidelined                  

(iii) alienating                  

(iv) facilitator                  

(v) multi-directional                  

(vi) hands-on                  

(vii)  flexibility                  

                           5 Marks 

 
(b) Name the style of leadership exercised by the general manager of each of 

the above companies.                          3 Marks 
 

(c) Discuss the problems that a company might face under each of the three 
styles of leadership.               6 Marks 

 

(d) Discuss the benefits that a company might gain from each style of 
leadership.                6 Marks 

 (TOTAL : 20 MARKS) 

 

 

 

E N D 


