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QUESTION ONE

a) Below is a book reference. Mention 5 details that it has (5 marks).

Knapyper, CK and Cropley, A.-1971: Lifelorg Learring and Higher Education. London: Crooni Helim.
b) State and explain any other 7 bublicationb that can be used for referencing (14 marks) |
¢) Write short notes on the different referencing formats (11 marks)

QUESTION TWO
a) Explain the filing procedure (10 marks)
b) Explain ways in which visual communication is utilized in offices (10 marks)

QUESTION THREE
a) Give 5 reasons why it is important to comr:unicate the details of an investigation to the appron-iate

pers -08 1avoived. { .\ tnarks)
b) Give 5 reasons why proper documentation is important when doing investigations (10 marks)

QUESTION FOUR
a) Explain any 7 aspects of active listening to a witness (14 marks)
b) What are some of the barriers to effective listening that one can encounter with a witness (6 marks)

QUESTION FIVE
a) Mention any 10 qualities of a good speaker (10 marks)
b) Discuss 5 ways in which a speaker can prepare for his/her speech (10 marks)



