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SECTION A: COMMUNICATION SKILLS

B Answer at least TWO questions from this section.
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1 (a) ,.,;?‘lescuss five reasons for effective communication in organizations. waoreese (10 marks)
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(b) Explain the meaning of each of the following terms as used duri ng The course of a
meeting:
(1) abstain; (2 marks)
(i1) address the chair; wamssins coeie (2 marks)
(i)  casting vote; (2 marks)
(iv)  quorum;-ilace (2 marks)
(v) standing orders, (uies g Yequlavien ; (2 marks)
2. (a) Describe four benefits of visual communication. s G (8 marks)
Wy dask [ e Al e o e e pQe
cas wam £hiak® Sqt{ﬁ'\?;,em*ry_me fryetce

- - B - - - v Sy @ 14 2= =] A"-
(b)  Explain six duties of a chairman in a meeting. ., . wemyws Yo ceice ¢ (12 marks,
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3. (a) Hj%hh ght\sm reasons for using forms to get routine mf’orrﬁangun from clients.
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(b) Outline four duties of the interviewer during an interview. atetd deghuc {8 Marks)
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4. (a) Explain five communication flows in an organization. (10 marks)
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(b)  Assume that you are a secretary in Samantha Hills Cooperative Soci ety and one of
your duties is to prepare notices. Prepare a notice for Samantha Farmers Cooperative
Society for the 15™ general meeting to be held at 2.00 pm on Monday, 2nd March 2018
in the boardroom. The agenda will be: appointment of new accountant, elect new
officials, purchase of new bus, permission to sell old flats and donation of old furniture.
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SECTION B: INFORMATION TECHNOLOGY

Answer at least TWO questions from this section.

Explain the meaning of each of the following concepts of the computer main memory:

(1) Read Only Memory <ROM>; (2 marks)
(i)  Programmed Read Only Memory <PROM>; (2 marks)
(i)  Electrically Alterable Read Only Memory <EAROM>: (2 marks)
(iv)  Electrically-Erasable Programmed Read Only Memory <EEPROM>;

(2 marks)
(v) Random Access Memory <RAM>. (2 marks)
IBescri be five types of computer Operating Systems. (10 marks)
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Highlight the process of changing the background colours of a cell. (8 marks)

Explain six reasons why firms are turning to Wide Area Networks <WAN> in

the office. (12 marks)

Discuss six reasons that have foreed organizations to have a website. (12 marks)
l\(\.{r_s«.'q

Highlight four output devices that receive information from the Central Processing

Unit (CU) and presents it to the user. (8 marks)

Identify five differences between Local Area Network <[LAN> and Wide Area Network
<WAN>. (10 marks)

Explain the process followed to add Clip Art picture to a document. (10 marks)
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