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AL JAMEA DIPLOMA IN BUSINESS CREATION AND   

ENTREPRENEURSHIP 
 

END OF SEMESTER EXAMINATION  
 

DE 1107: ESSENTIAL COMMUNICATION SKILLS 
 
DATE: 16TH DECEMBER 2021           Time: 2 HOURS 
 
INSTRUCTIONS 
 
1. This examination consists of FIVE questions. 
2. Answer Question ONE (COMPULSORY) and any other TWO questions. 
 
 
QUESTION ONE – COMPULSORY QUESTION 
 

i. Communication is referred to as “…the lifeblood of human experience…”? Explain why this 
is so. (5 marks) 
 

ii. List at least eight (8) expressions of verbal (oral and written) communication. (8 marks) 
 

iii. Is sign language a type of verbal communication or non-verbal communication? Justify your 
answer. (2 marks) 
 

iv. A client has walked into your office with a complaint regarding unsatisfactory service from a 
fellow employee. Highlight at least seven (7) elements of his body language that you will 
look out for and how you will apply your comprehension of non-verbal communication to 
successfully manage the situation and appease the unhappy client. (15 marks) 

 
Total = 30 marks 

 
****************************************************************************** 
 
 
QUESTION TWO: 
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i. Living, studying and working in a multi-cultural society will undoubtedly bring about 

cultural and communication challenges when interacting with both the locals and foreigners 
living in that country. This may result in misunderstandings, wrong interpretations of a 
message and conflict. Discuss at least six (6) of the challenges you may face and suggest 
appropriate actions to take to avoid misunderstanding, misinterpretation and conflict. (12 
marks) 
  

ii. Narrate a narrative of a time when someone offended you with either their words or actions 
and how you handled the situation. (3 marks) 
 

Total = 15 marks 
 
QUESTION THREE: 
 
Public communication, which is sometimes referred to as public speaking, can be enhanced with 
the tactical use of visual aids.  
 

i. Discuss the steps you will take to select suitable visual aids for a presentation. (5 marks) 
 

ii. Describe the safeguard measures you will apply to ensure that your visual aids will work 
perfectly on the day of the presentation. (5 marks) 
 

iii. On the day of the presentation, explain how you will engage the audience while using the 
visual aids. (5 marks) 

 
Total = 15 marks 

 
QUESTION FOUR: 
 

i. Identify at least five (5) top social media applications and explain how they can be utilized to 
build a strong company image and brand. (5 marks) 
 

ii. “Social media is the driving force for all businesses today.” Do you agree with this 
statement? Justify your viewpoint with clear examples from the business world. (10 marks) 

 
Total = 15 marks 

 
QUESTION FIVE 
 
Most businesses use electronic mail, or emails as they are more popularly referred to, to 
correspond internally with work colleagues; and externally with clients and other stakeholders. 
Official emails must be written with a professional outlook in order to give a positive image of 
both the company and the writer. Below are two samples of emails:  
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i. Which of the two emails is bound to receive a more favourable response from the target 
staff? Justify your response. (7 marks) 
 

ii. Outline the mistakes made by the writer of the poorly written email and explain what he 
could have done to improve the email. (8 marks) 

 
Total = 15 marks 

 
OFFICE EMAIL SAMPLE 1 

 
 
OFFICE EMAIL SAMPLE 2 
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