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2. Which of the following is a barrier to effective communication? 

    * A. Noise 

    * B. Cultural differences 

    * C. Lack of attention 

    * D. All of the above 

 

3. Which of the following is a guideline for effective listening? 

    * A. Pay attention to the speaker's body language. 

    * B. Ask clarifying questions. 

    * C. Avoid interrupting the speaker. 

    * D. All of the above 

 

4. Which of the following is an essential element of a good business letter? 

    * A. A clear and concise message 

    * B. A professional tone 

    * C. Correct grammar and spelling 

    * D. All of the above 

 

5. Which of the following is a benefit of using email for business 

communication? 

    * A. It is fast and convenient. 

    * B. It is a permanent record of communication. 

    * C. It is easy to share with multiple recipients. 

    * D. All of the above 
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**Section B** 

 

1. Business communication is the process of exchanging information 

between two or more people in a business setting. 

2. The three main types of business communication are oral, written, and 

visual. 

3. Five guidelines for effective communication are: 

    * Be clear and concise. 

    * Be active and engaged. 

    * Be respectful and professional. 

    * Be an effective listener. 

    * Be aware of your nonverbal communication. 

4. Cultural sensitivity is important in business communication because it can 

help to avoid misunderstandings and build trust with people from different 

cultures. 

5. The advantages of using social media for business communication include: 

    * It is a cost-effective way to reach a large audience. 

    * It is a good way to build relationships with customers and partners. 

    * It can be used to promote products and services. 

The disadvantages of using social media for business communication 

include: 

    * It can be difficult to control the message. 

    * Negative comments can be damaging to the company's reputation. 

    * It can be time-consuming to manage social media accounts. 
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3. The following is a sample presentation outline on the topic of "Effective 

Business Communication": 

 

**Introduction** 

* What is business communication? 

* Why is business communication important? 

* The different types of business communication 

 

**Body** 

* Guidelines for effective communication 

    * Be clear and concise. 

    * Be active and engaged. 

    * Be respectful and professional. 

    * Be an effective listener. 

    * Be aware of your nonverbal communication. 

* Common barriers to effective communication and how to overcome them 

* Tips for effective communication in different business settings 

 

PAPER # 4 

 

**Section A** 

* **Multiple Choice Questions** 

 

1. Which of the following is NOT a type of business communication? 

    * A. Oral communication 

    * B. Written communication 
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    * Poor listening skills 

5. Nonverbal communication is important in business communication 

because it can convey messages about our attitudes, emotions, and 

intentions. It can also be used to build trust and rapport with others. 

 

**Additional Notes** 

 

The exam paper can be customized to fit the specific curriculum of the BBA 

program. For example, additional questions could be added on topics such 

as social media communication, business presentations, or intercultural 

communication. 

 

The exam paper should also be designed to assess the students' 

understanding of both the theoretical and practical aspects of business 

communication. For example, students could be asked to define key 

concepts, explain the different types of business communication, and write 

different types of business letters. 

 

Finally, the exam paper should be challenging but fair. The questions should 

be clear and concise, and the students should have enough time to answer 

them all. 
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