Business Communication
Sep 2026 Examination

Q1 Meera is a mid-career professional working in banking who feels disengaged and is considering a transition into human resource management. Although she has strong communication and team coordination skills, she is uncertain about how her strengths align with HR roles and whether she needs additional qualifications. She has relied mostly on online job portals and has not actively built a professional network or sought expert advice. Her applications have been generic, and she often applies without understanding employer expectations. As she prepares for a career shift, she is considering career counseling to assess her interests, values, and capabilities and to develop a structured path forward. Applying the concepts of career counseling, networking, and proactive opportunity search, how should Meera create a practical action plan to clarify her career direction and improve her access to suitable managerial opportunities in the current job market? (10 Marks)
Ans 1.
Introduction
Meera's situation reflects a common mid career challenge, strong transferable skills combined with an unclear transition strategy. Applying career counseling, networking, and proactive opportunity search together can help her move from generic, scattergun applications toward a focused and effective plan for entering human resource management, converting general frustration with her current role into a concrete, well informed action plan.
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Q2 The operations head of a retail company receives a 45-page internal report on declining customer satisfaction. The report contains useful survey data, but the opening does not state the objective clearly. Findings are scattered across sections, graphs are inserted without explanation, and the conclusion repeats earlier points without giving a clear recommendation. Some departments feel blamed because the tone is harsh, while senior leaders complain that the report is too long and difficult to navigate. Assess the report's weaknesses and recommend improvements based on audience adaptation, structure, tone, and completion of reports. (10 Marks)
Ans 2.
Introduction
The internal report on declining customer satisfaction suffers from several communication weaknesses despite containing useful data. Evaluating it against principles of audience adaptation, structure, tone, and completion of reports reveals specific fixable problems that are undermining its effectiveness with both departmental staff and senior leadership, turning a genuinely valuable survey exercise into a source of confusion and interdepartmental friction instead of clear guidance
 
Q3(A) A retail brand uses LinkedIn, Instagram, Facebook, and Twitter for promotions, but most posts receive only impressions and very little meaningful engagement. Customer complaints on social media are also answered late, which affects the brand image. The marketing head wants a more organized social network plan to improve audience engagement, customer response, and brand promotion. Create a social network communication plan for the retail brand by using clear objectives, audience targeting, engaging content, analytics, and two-way communication to improve engagement and customer support. (5 Marks)
Ans 3A.
Introduction
The retail brand's social media presence generates impressions but little meaningful engagement, while slow responses to complaints are damaging brand image. A structured social network communication plan built around clear objectives, targeting, content, analytics, and two way 


Q3(B) A regional retail chain wants to introduce a mobile loyalty platform to improve repeat purchases. The operations manager must persuade the executive committee to approve the proposal. However, the current draft only lists technical features and does not explain business benefits, cost concerns, implementation risks, or the action expected from the committee. Create a three-step persuasive writing plan for the proposal by showing how the manager should plan, write, and complete the message to address executive concerns and gain approval for the mobile loyalty platform. (5 Marks)
Ans 3B.
Introduction
The current proposal draft fails to persuade because it lists technical features without addressing business benefits, costs, risks, or the specific action expected from the executive committee. A three step persuasive writing plan covering planning, writing, and completion can transform this into an effective approval document that speaks directly to what the committee actually 

