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PART A (20 MARKS)
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This part contains of one (1) question.

Answer ALL in Answer Booklet.

Question 1

Business letter is a tool used by a business organization to communicate with its clients.

What are the differences between Complete Block Format and Semi Block

Format of business letter?

(10 Marks)
i.  The following is a layout of a business letter. Name the parts indicated by A, B, C,
D and E.
(10 Marks)
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SECTION B (60 MARKS)

INSTRUCTION: Answer all questions below. Please use the answer booklet
provided.

iii.

1. ‘In any form of communication, ethical values are very important’.

i.  Why English is important for your career? (4 MARKS)

i.  State 3 (three) examples of non-verbal communication. (6 MARKS)

i.  What are the 5 (five) guidelines to communicate ethically that presented
by Guffey, 2004? (10 MARKS)

2. Interview is referring to a formal consultation usually to evaluate qualifications (as

of a prospective student or employee)

i.  Why interview is important in recruitment process? Provide examples to

support your answer. (10 MARKS)

i Draw a table on the Do’s and Don'ts that need to be taken into
consideration by the candidate when he/she is attending an interview.
(10 MARKS)

What arethe 5 (fiye) basics of business etiquette? (5 MARKS)
List 5 (five) advantages of business etiquette. (5 MARKS)
Tllustrate the ABC’s of Image in business etiquette? (10 MARKS)

60 MARKS

END OF QUESTION PAPER
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