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1. Outline the process of communication with the help of an illustration. Explain the value
of feedback in effective communication for an organization in present times. Provide
instances of organisations to support your response.

2. Discuss the impact of physical, psychological, semantic and organisational barriers to
communication in the workplace.

3. Explain the significance of body language, facial expressions, gestures, posture, and eye
contact in professional communication. Discuss the significance of non-verbal
communication in managerial effectiveness.

4. Draft the following letters as part of business communication:

a) A letter of complaint to a supplier over a delay in delivery of goods.
b) An email to staff about the change of office schedules.
d) Application letter for the role of Marketing Executive.

5. How does digital technology affect communication in business? Describe advantages and
disadvantages of emails, social networks and online meetings in business communication.
Support your answer with relevant examples.



