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PART A - (10 x 1 = 10 Marks)

Answer ALL Questions
Choose the correct answer :
1. Effective communication in the workplace leads to:

(a) misunderstandings (b) Higher conflicts

(c) Improvement (d) Decreased productivity
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The is the medium through which the message is

sent.
(a) Sender (b) Receiver
(c) Channel (d) Companion

When introducing yourself, clearly state your

and, if appropriate, your role.

(a) Name (b) Profession

(c) Address (d) Aimbition

Which of the following is a good way to clarify a question?
(a) Ignoring it.

(b) Asking for repetition or rephrasing.

(c) Guessing the answer.

(d) Saying "I don't know" without further inquiry.

What is the best way to handle a phone interview
interruption?

(a) Hang up and call back later.

(b) Ignore the interruption.

(c) Politely ask for a moment to address the interruption.
(d) Speaklouder.

Which is the preferred format for a resume?

(a) Chronological (b) Functional

(c) Combination (d) All of the above.
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7. Which of the following is a healthy stress management
technique?
(a) Regular exercise and relaxation techniques
(b) Excessive caffeine consumption.
(c) Isolating oneself from social interaction.
(d) Ignoring stressors.

8. Self-awareness is the ability to recognize and understand

one's own
(a) emotions (b) philosophy
(c) psychology (d) value
9. A good leader inspires in their team.
(a) Motivation (b) Confidence
(c) Trust (d) All of the above
10. Which leadership style empowers team members to make
decisions?
(a) Autocratic (b) Democratic.
(c) Laissez-faire. (d) Bureaucratic

PART -B (5 X 5 =25 Marks)

Answer ALL Questions choosing either (a) or (b).
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Answer should not exceed 250 words.

11. (a) Outline the core components of communication

12.

13.

14.

15.

(b)
(a)

(b)

(b)

(a)

(b)

(a)

process.
(OR)
Describe the LSRW skills.
Explain how to communicate with different audience.
(OR)
Write the key aspect of social etiquette.
Explain the importance of non-verbal communication in
interviews.
(OR)
Discuss the differences between behavioural, technical,
and stress interviews.
Discuss the concept of "procrastination”.
(OR)
Describe  effective  strategies for overcoming
procrastination.
How managers can build and maintain a high-

performing team?

(OR)
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(b) Describe how leaders can develop and enhance

leadership skills.

PART - C (5 X 8 =40 Marks)

Answer ALL Questions choosing either (a) or (b).
Answer should not exceed 600 words.

16.

17.

18.

19.

(a)

(b)

(a)

(b)

(a)

(b)

(a)

Explain verbal and non-verbal communication, and
provide examples of each.
(OR)
Discuss the interconnectedness of LSRW skills and it’s
proficiency.
Describe the key elements of a professional self-
introduction and explain why each element is important?
(OR)
Describe strategies for asking clear, concise questions
and providing thoughtful, relevant answers.
Explain the benefits of participating in mock interviews.
(OR)
Describe the key elements of a professional phone
interview.
Describe the key strategies for developing effective self-

management skills.
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(OR)
(b) Describe how individuals can use time management tools
and techniques to achieve their goals.
20. (a) Discuss the key factors that influence decision-making in
a workplace setting,
(OR)
(b) Describe key strategies for clear and productive

communication within a team.
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