MINISTRY OF HIGHER EDUCATION

COLLEGES OF APPLIED SCIENCES
Academic Year 2009/2010
COMM 3233 Interpersonal Skills
Final Exam Paper ( Semester Summer, 2010)
Total Marks: 40                                                                                         Duration of Exam: 2 Hours 
· Read through this sheet carefully before you start working on the assignment. 

· Answers should be written in academic essay form, i.e. complete sentences, no bullet points, correct spelling and grammar and so forth. 

· This paper has three sections. Both Section A  and Section B carry 20 marks each while Section C carries 10 marks. 
· Please place all bags/folders etc. outside the room.

· Cell phones are not allowed inside the examination hall.

· Do not talk during the examination without the permission of the invigilator.

·  This examination  lasts for two hours. 

· No reference books or written material is allowed inside the hall.

· Please return the answer sheets after the examination.

· Please write your name and ID number at the top of the answer sheet. 

Define and briefly explain any FOUR of the following                              (2X4=8 Marks)

a. Interpersonal skills

b. Evaluative listening 

c. Win-Lose  strategy 

d. Impromptu speech 

e. Signature story 

f. Professional Resume 

 Short answer questions                                                                                (3x4=12 Marks)

Answer any FOUR question
1. Briefly explain any three principles of public speaking 

2. What are the major internal  time wasters? Explain them briefly.

3. Discuss any three reasons for stage fear. 
4. What are the factors that influence our ability to listen effectively.
5.  Explain any three essential elements for a successful negotiation. 
SECTION B

Essay questions

Answer any ONE question                                                                                       (1x10=10 Marks)

1. Explain the various types of communication relationship. Which are the five types of personal behaviours? Explain any one of them. 
2. Detail the seven pillars of Negotiation Wisdom. Discuss the three important communication skills for an effective negotiation.
SECTION C                                                                                                                  (10 Marks)
The memorandum given below is disorganized
(a) Rewrite the memo in an organized form  (5 Marks)

	MEMO

From:  Prof. Mohammed Anwer, Assistant Dean

To : All students 

Subject: Blood donation

Date: 20/7/2010
To ensure smooth running, the following schedule has been drafted.

Names starting from A to K- 8.00 to 11 a.m.  

Names starting from L to R-11 to 2.00 p.m. 

Names starting from S to Z- 2.00 to 5.00 p.m. 

All students who intend to donate blood are  directed  to contact the medical team camped in Room C 008 at the specified timings given above. As part of the compulsory community service implemented recently in the colleges of Applied Sciences, we are conducting a blood donation camp for students  on Aug 1, 2010 from 8:00 a.m. to 5:00 p.m.   The doctors will check the physical fitness of the students before bleeding.



(b) List and describe the different types of memo  (5 Marks)
