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PART A -15 Marks

Answer all questions.

Question 1

Communication is a process of sending and receiving messages through verbal
or nonverbal means, including speech, or oral communication; writing and
graphical representations (such as infographics, maps, and charts); and signs,

signals, and behavior.

Why English is important for your career? (4 marks)
i. llustrate a mind map on the three (3) types of non-verbal
communication with examples.

(6 marks)

Question 2

Effective communication is a key interpersonal skill and learning how we
can improve our communication has many benefits. Communications a
two way process, so improving communication involves both how we send

and receive messages.
i.  What are the five (5) characteristics of effective communication?

Provide examples to support your answer.
(5 marks)
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Question 3

A report aims to inform and sometimes to persuade. They should be written as

clearly as possible, with evidence about a topic, problem or situation.

i) What are the four (4) functions of report writing? (4 marks)
ii) llustrate the three (3) process of report writing. (6 marks)
Question 4

A presentation is referring to communication that can be adapted to various
speaking situations, such as talking to group, addressing a meeting or briefing a
team.

i) What are the purposes of business presentation? (5 marks)

ii) Draw & (five) tips for effective presentation. (5 marks)
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Question 5
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Visual aids are important to help the audience more understand, remember and

increase their (audience) interest, also act as notes or reminders for the speaker.

i.  Draw a mind map on the five (5) benefits of using visual aids.

(5 marks)

ii. The table below shows the number of Adigun Sdn. Bhd. house

sales in year 2018, according to the types of house. Create a

suitable graph and provide short explanation based on the

information given.
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(10 marks)
Types of House Unit Sold
Low Cost Apartment 80,000
Studio Suite 10,000
Semi-D Terrace 60,000
Bungalow 40,000
4
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PART B - 30 MARKS

Answer all questions.

Question 1

In response to advertisement below, write an application letter to the post.

(15 marks)

wqum,s followi lng, stdif
{ With minimum 10 yeas expericnce of work on
[eNOWIEC plmeuts SToul possess excellent skill adoplabls 1o contemporary
malesials and desion. Mus( ln elficient 1 n :ndulwlur{l wﬂw IES,

vears of c,\pu ience wilh consulhnls and conhaclm

I_nter_lor TN inimun 3 vears experienes Female Conmereal
Projcets Good know-how of maferials Good presentation skills

MS Mika (MANAGER OF LITTLE FOOT HOLDINGS)
Taman Setiawangsa, 54200 Kuala Lumpur.
Email : mika@littlefoot.com, www.littlefoot.com / 03-414 2344

Apply Hero Withing 7 days of this adverisement. (Cleariy mentlon position applled)
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Question 2

You are working as a secretary for Dato’ Sri Azlan, the Managing Director of
Rancak Holdings who intends to call for a meeting to discuss preparations for the
upcoming annual dinner. Based on the following conversation, prepare the
agenda of meeting.

(15 Marks)

Dato' Sri Azlan Let's have the organizing committee set on Monday next
week. Please issue the notice of meeting and the agenda.
Please also inform all heads of department to attend the
meeting and get the Unicorn Meeting Room ready for this
meeting.

You Yes, Dato’ Sri. Your schedule is free at 10 am. Will that
suitable for you?

Dato’ Sri Azlan Yes, we would need to determine the committee members
to organize the annual dinner and discuss the programme

as well as the budget for the overall event.

You All right, Dato’ Sri. | will include thatinto the agenda.

Dato’ Sri Azlan | Since this is our 30" years in operation, | would also like to
have a special session recognizing our long service

employees. Please inform the HR Director to report on the

staff list for that. Any other relating to organizing the annual

dinner will be discussed during the meeting.

You Noted Dato’ Sri. I'll be sure to add that into the agenda as
well.

END OF QUESTIONS PAPER
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