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Instructions:

1. Answer ALL questions in section (A) and ANY Two questions in section B

2. Candidates are advised not to write on the question paper.

3. Candidates must hand in their answer booklets to the invigilator while in the
examination room.
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SECTION A

Q1. Define the following terms

a) Encoder (2 marks)

b) Decoder (2marks)

c) Message (2 marks)

d) Describe the process of communication in a diagram (5marks)

e) Highlight the different channels of communication and explain briefly what they entail

(5 marks)

f) Distinguish between a good listener and a bad one. (3 marks)

g) Illustrate the purpose of filing (2 marks)

h) List three ways of note taking (3 marks)

i) Highlight any 2 factors to consider when preparing a speech (3 marks)

j) Explain the term extrinsic motivation ( 3 marks)

SECTION B

Q1. Discuss the essential factors for effective study. (15marks)

Q2. Explain in detail the characteristics of a good speech. (15 marks)

Q3.   Discuss factors to be considered when choosing a filing system. (15 marks)


