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CLmmenicaton iKY -
tAd oo way provess
(B)  wo ey proceas
() eoe way provess
(I fosx ey process
The term Commsunts derived from which word?
(A} Uregk ,
? Lam <>
() Ohamese 2
(D) Englsd "~
Whach of the following s an example of infiirmal
commonxanon ™
tA)  Performane VKW
{B) Toam meet:ag
{C)  Water cooler coaversahon
(M Anmncal repont
Teloconferencing 18 a0 example
coemmmcanon |
{A} Verbal
{(B) Noo-verbal
©) Wnoen N
(D) Visual - L )
Whach commimicanon channel is best qn:th for
mateyineg 2 record Of the communication? i:
tA) Face © face meeting
(B} Teiephone call
Q) Wnaes docoment
(O Video conference
Which of the following represents the comrect process
of commmemcation?
{A) Enending — Sender — Message —
Recziver — Decoding — Feadback
(B) Seadx — Encoding — Message —
Receiver - Decoding — Feedback
(C} Receiver — Encoding —  Message i
Seader — Decoding — Feedback ¢
(D) Message — Sender — Encoding &3
Receiver — Decoding — Feedback $-
Which of the following is the comrect format for a
formal busmess tetter?
{A) Dear (Furst Name)
{B} HhiFirst Name)
(Cy  Dear (Title) (Last Name)
(D) Hello (Frrst Name)
Which platform 15 consadered best for targeting a
young sudience with advertisements?
(A}  News Paper
(B) Television
(C)  Social Media
(D) Radwo
Whiach document cutlme the terms and conditions of a
tender?
fA) Tender imvitation
(B) Purchase order
(C) lovoice

(D} Quotation

of which type of
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10, What i the firet stop i the tendering process?
(A} Evaluating tendey
(B)  Announcmg the tender
(C) Recesving bids
(D) Signing contracts
11, What i the typical length of a business memo?
(A)  §-2 pages
(M 5.6 pages
Oy A full book
(D) Atleast 10 pages
12.  Who s generally responsible for taking the minutes of
a mosting”?
(A) The CEO
(B) The Meeting Chairperson
{C) The Secretary of designated minute taker
(D) All attendee
13. Which tone is most appropriate for an appreciation
lewter?
(A) formal and critical
(B) casual and humorous
(C) warm and positive
(D) indifferent and natural
14. What is the primary purpose
communication?
(A) To entertain employees
(B) To sell products
(C) To create confusion
(D) To share information and
organizational goals
Which of the following is an example of formal
communication?
(A) Water cooler conversations
(B) Departmental meetings
(C) Social media posts
(D) Gossiping
16. Which of the following is not a barrier to effective
communication?
(A) Noise
(B) Clarity in message
(C) Culwral differences
(D) Information overload

of business
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17. Which element is crucial for making an advertisement
eftective?
(A) Deualed descriptions
iB) Eye-catching visuals
(C) Long paragraphs of text
(D) Complex vocabulary
18. What s the primary purpose of an advertisement?
(A) To infornin about company policies
(B) To entertain the audience
(C)  To promote a product or service
(D) To provide detailed instructions
19.  Which of the following is not typically included in a
business notice!
(A) Date of the notice
(B) Detailed financial statements
(C) Purpose of the notice
(D) Signature of the issuing authonty
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O Good Marming, How can D assist you today?
22, When answering a business call, you shonld
(AY Usean formal grecting and gate your name
and company
(M Say “Hello™ and wait for the caller (o speak
(C) Uee infornmal language
(D) Answer with just Vyes"
20 Daring a telephonic conversation, it i Important
o
(A)  speak loudly to ensure clarity
(M) Gisten actively and avoid intertupting the
speaker
(C)  use slang and jargon (requently
(D) kheep the conversation as short ax possible
24, What s the pnmary purpose of using a Power Point
Presentation?
(A} Toentertain the aundience
(M To  convey information  clearly  and
ctiectively
(C) Toshowease design skilly
(1) Toincrease the length of a meeting
25, What should be the ideal number of slides for a
10 - minute’s preseniation”?
(A S 10
(B) 1520
(C) 2530
my 15
26, What is a good stratepy (o use when answering
mterview questions”?
(A)  Providing long detalled answers regardless
ol the questions
(B)  Using the STAR method (Sttuation, Task
Action, Resuln)
() Gaving one wond answers
(D) Avarding eye contact
27.  Inamimerview, 1t s impontant to
(A)  Tocus solely on your qualifications
(B)  show enthusiasm and interest in the position
() ennicize your previous employees
M) interrupt the interviewer frequently
28, Which of the following 1+ impoitant during a group
discusston?
(A)  Dominatnng the conversation
(B) Tistenming  to others  and  contributing
cotstiuctively
(€)  Ignoring athers” apnrons
(D) Speaking without pausing
(SEC-S2T-104)
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29, What dhould von avoid in a group discussion?
LAY encourmapging chy participants O speak
(M respecung different viewpoint
() making personal attacks
(M <cummanzing key points
0. How should vou dress for a professional interview?
{A)  Casual wear
(RY  Busipess attire
() Sports wear
(D) Pany wear
A1, What is the most important element to include in the
subject line of a professional email?
({A) The sender’s name
(B)  The recipient’s name
(C)  The date of the email
(D) A clear and concise summary of the email’s
content
32. Which of the following is a proper greciing for a
formal email?
(A) Hey there!
(B) What's up?
(C) Dear Mr. Smith,
(D) Yo!
33. Which of the following is an appropriate closing for a
formal email?
(A) Cheers!
(B) Later!
(C) Sincerely,
(D) Bye!
34. Which tool is essential for a smooth virtual business
meeting?
(A) agaming console '
(B) arecliable internet connection
(C) aloud background environment
(D) multiple open tabs on your browser
3S.  What is one of the best practices for participating in a
virtual business meeting?
(A) Keeping your camera off at all times
(B) Speaking whenever you feel like it
(C) Muting  your microphone when not
speaking
(D) Using your phone for texting during
meeting
36. Which social media platform is most commonly used
for professional networking?
(A) Instagram
(B) Twitter
(C) Linkedin
(D) Tik Tok
37. What i1s considered good internet ctiquette  in
professional emails?
(A)  Using all capital letters for emphasis
(B)  Responding promptly to emails
(C) Forwarding chain emails to colleagues
(D) Ignoring emails from unknown senders
(SEC-52T-104)
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40.

Which of the (oilowing actions 4 an example of poor

internet ctiquente?

(A) Using clear and polite language

{(B) Onverusing exclamation mark

(C)  Proofreading your message before sending
(D) Addressing the recipient formally

In which scenario it is appropriate o use emoticons in
business commumcation?

{A) [n a formal business proposal

(B) When clanfving the tone in an informal
internal email
In a complaint letter to a client
In a legal document

()
(D)

Which of the following is a correct use of emoticons
in a professional context?
(A)

(B)

© a1 end of every sentence

using a & smiley to convey friendliness in
a light hearted internal email

()
(D)

@ to show frustration in a client email

@ in response to a colleague’s suggestion
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