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Guidelines to students:

1. The word count should be limited to 1,500 words for each assignment.

2. Use Font Times New Roman 12, and type in double line spacing.

3. Both questions should be submitted as one assignment and bound in one booklet with separators/ sheets for each of the questions.

4. Cut and paste work, plagiarism and undeclared sources will result in an automatic failure.

5. All assignments or projects will have a compulsory presentation requirement which carries 10%. Communication skills, visual aids and personal grooming are the criteria for obtaining the 10%. 

Answer ALL questions





   (2Q * 25% = 50%)
1. a) 
Discuss the reasons why you would use oral and written channels of  communication. 
b) 
Explain the barriers to communication. Discuss briefly stating a variety of different barriers that exist.

c) 
Discuss some ways in which you can improve verbal communication.
2. You are working for SSR Networking Sdn Bhd and you are required to create the following:
a) Letterhead

b) Replying a letter of enquiry to the customer enquiring about the price of modem for 100 computers.  

c) Replying a letter of complain from an unhappy customer, whereby a staff gave false information through telephone regarding the delivery of goods. 
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