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8. What should be done if submilting a hard copy of the letter?

a. Type the signature b. Use green ink for the signature
c Sign the name in blue or black d. Skip the signature
©ink

9. Which of the following is NOT a common section found in a resume?
a. Objective b. Work Experience
¢. References d. Educational Background

10. Which of the following is an essential component of effective listening?
a. Multitasking while someone is speaking
b. Interrupting the speaker to share your own thoughts
¢. Allowing distractions to take away altention from the speaker
d. Maintaining eye contact and providing verbal and nonverbal feedback

11. According to Ricks and Gow, what does Business Communication aim to do
throughout the organization?

a. Provide entertainment b. Affect change
¢. Share personal stories d. Control employee behavior
12, What does maintaining eye contact during a presentation primarily demonstrate?
a. Lack of confidence b. Nervousness
¢. Knowledge and experience d. Disinterest

13. When someone is listening, empathetically, they are:
a. Focused solely on the speaker's words without considering emotions.
b. Trying to find flaws in the speaker's argument.
¢. Understanding and sharing the feelings of the speaker.
d. Waiting impatiently for their turn to speak.

14. What is a key feature of the Interactive model of communication?
a. Itassumes a linear flow of information.
b. Itinvolves simultaneous feedback.
¢. Itonly considers verbal communication.
d. Itexcludes the role of noise in communication.

15. Video conferencing allows participants to:
a. Share physical documents only
b. Communicate in real-time using audio and video
¢. Exchange text messages only
d. Connect with others only during specific hours

16. What are the three main parts of a presentation?
a. Introduction, middle, and conclusion
b. Introduction, body, and conclusion
¢. Introduction, analysis, and conclusion
d. Opening, middle, and conclusion
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