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QUESTION ONE

a) State any 3 benefits of referencing to a reader (3 marks)
b) Define the following terms as used in referencing:

i) Plagiarism (2 marks)

ii) ‘Author Date’ system (2 marks)
iii) Bibliography (2 marks)

iv) Reference (2 marks)

v) Publisher (2 marks)

vi) Journal (2 marks)

c) Describe any 5 publications that can be used in referencing (10 marks)

d) Outline the 5 details that should be included in any book reference (5 marks)

QUESTION TWO

a) In 5 steps, explain the filing procedure (10 marks)
b) Give 5 relevant reasons why an organization should have a good filing system (5 marks)

c) Outline any 5 barriers to effective communication that can be experienced in an office set-up (5
marks)

QUESTION THREE

a) State and explain the 7 aspects of active listening when handling a witness (14 marks)
b) Explain any three barriers to effective listening (6 marks)

QUESTION FOUR

a) Discuss any 8 types of note-taking (16 marks)
b) State any 2 advantages and 2 disadvantages of note-taking (6 marks)

QUESTION FIVE

a) With the aid of a well labelled diagram, explain the communication process (15 marks)
b) State 5 ways in which non-verbal communication can be used in a court room (5 marks)



