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SECTION A (32 marks)

Answer ALL the questions in this section.

1.  Give three reasons why effective communication is important in a business organization.

(3 marks)
2.  Give three advantages of using posters as an advertising medium for a small business.

(3 marks)
3.  List three benefits that individuals get from interpersonal communication. (3 marks)
4.  Give three reasons for using visual aids when presenting information. (3 marks)
5.  List four types of events that can be posted on an office notice board. (4 marks)
6.  Give three reasons for being diplomatic when communicating with customers. (3 marks)

-5

7.  List three types of reports that may be written in an organization. (3 marks)
8.  State three sources from which agenda items for a meeting can be derived. (3 marks)
9.  Give three advantages of carrving out telephone j@jerviews. (3 marks)

10. List four items that should be written down,when taking a message during a telephone call.
(4 marks)

SECTION B (68 marks)
Answer ALL the questions in this section.

11. (a) Outline four ways in which a communicator can develop effective listening skills.
(8 marks) ™

(b) The Welfare Committee of Sakwa Motorcycle Riders Association intends to hold a
special meeting in two weeks’ time to discuss ways of improving the welfare of its
members. Write the notice to convene the meeting. (8 marks)

12. Mr. John Baraza attended and passed an interview for the position of a clerk at Mwanzo
Enterprises. As the Personal Assistant to the Human Resource Manager, write a letter giving this
information to Mr. Baraza. (16 marks)
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13. (a) Outline the steps that are followed when writing a business report. (8 marks)

(b) Explain five guidelines that an interviewer should follow in order to make an interview
session effective. (10 marks)

14.  Read the passage below and then answer the questions that follow.

You can start a business alone and grow it into a successful enterprise. However, having a great
business partner can help you achieve your goal even faster. Indeed, many of today’s most
successful companies are a result of powerful partnerships. Unfortunately, business partnerships
are not always a success story as they can bring disaster to an enterprise. Statistics show that
the divorce rate for business partnerships is 80 per cent. There are many entrepreneurs who do
not make it past the initial stages of their start-ups, thanks to lack of a suitable partner. To avoid
suffering the same fate, selecting the right business partner is very important.

Before you consider having someone as your business partner, make sure that they share your
vision and goals. This is because someone who shares your vision will be as dedicated as you
are to the business. They will give it 100 per cent atféntion and put in their fair share of the
work. They will also be there to weather the stormg with you instead of quitting at the first sign
of trouble. In addition, a partner who believes imyour idea can help refine it into an even better
idea. For effective assessment of the suitability of a partner, it is important to ask questions. For
instance, do they believe in the idea behind the business? Where do they see themselves and the
business in three years? What are their thoughts on the improvement of the business idea?

Furthermore, when scouting for a partner, look for one who has good work ethics by studying
the person’s work habits. You can ask questions about when they wake up and go to sleep, how
they view work, who they look up to and how they interact with support staff. This will enable

you to decide whether the person will work just as hard as you on the business.

Networking is a key element in succeeding at business. Your partner should come with a wide
network of valuable connections. Such networks could lead to more customers, get you insider
knowledge on sourcing for goods and provide information on where to sell goods at relatively
higher prices. Your partner’s networks could also lead to hiring better employees for different
roles in the business. Your business partner should have great rapport with the people around
him; from former colleagues to bosses, other business partners or employees. All these will go

a long way in achieving business success.
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Trustworthiness is a non-negotiable quality in a business partner. The level of integrity should be
so high that you are sure they would not cheat or steal from you. Trust them to always tell you
the truth even when it is difficult. They should treat everyone around them fairly and not start a
competing business. You should be able to trust your partner’s judgement in business matters.
If you have a disagreement, you should be able to trust them to handle it maturely. Experts
recommend that you should know your partner for at least a year before going into business with
them. This will gauge whether or not you share values that would help to steer the business in
the right direction. Being friends and trusting each other is not enough.

Your business partner should also have skills and a personality that complements yours. Partners
with complementary skills are more likely to succeed. This is because the broader their range of
skills, the clearer the division of labour. According to Michael Gerber in his book The E-Myth,
division of labour comprises of three key roles undertaken in every business. There is the
Entrepreneur who is the creative visionary, the Manager who handles administrative roles and
the Technician who focuses on creating the product. Make sure that you and your partner have
strengths in these areas.

A business is fuelled by money. Without this lifeblood, a business is destined to fail. As an
entrepreneur, choose a business partner who has soine financial muscle. Combined with yours,
the capital you bring to the business will make it easier to achieve your business goals. Before
you start, agree on how much each partnér will contribute as capital and what percentage of
the business each owns. In addition, your business partner should have good credit and proper
financial management history. Finally, have everything clearly stated in a signed contract.
Adapted from: The Standard, October 10, 2019

(a)  State the meaning of the following words and phrases as used in the passage.

(i) initial stages;
(i) quitting;
(iii)  scouting;
(iv)  akey element;
(v) steer;
(vi)  muscle.
(6 marks)
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(b)  In about 130 words and according to the passage, write a summary on the factors that a
person should consider when selecting a business partner. (9 marks)

(c) State three key roles undertaken in every business. (3 marks)
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