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QUESTION ONE (COMPULSORY)

(@) i. Define communication

ii. Give any four objectives of business communication

iii. With the aid of a well labeled flow chart, describe the process of communication
(b) State and explain the three lines of communication
(c) Highlight any three advantages of written communication over oral communication.

(d) Discuss any two importance of technology in business environment

QUESTION TWO

(a) Explain four types of meetings in an organization
(b) What’s a management committee in an organization

(c) State three advantages and two disadvantages of management committees

QUESTION THREE

(a) Define an office
(b) Highlight three functions of an office

(c) State and explain any five office machines their functions

QUESTION FOUR

(a) Define a filing system in an office and explain its three classifications

(b) State four barriers to effective communication and how to overcome them

QUESTION FIVE

(a) Explain any five innovative ways to manage your customer service enquiries

(b) Discuss any five types office layouts.
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