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1. Which of the following is NOT a mode of delivery in public speaking? 

   a) Extemporaneous 

   b) Impromptu 

   c) Memorized 

   d) Synthesized 

   Answer: d) Synthesized 

 

2. Which mode of delivery involves delivering a speech without any prior preparation? 

   a) Extemporaneous 

   b) Impromptu 

   c) Manuscript 

   d) Memorized 

   Answer: b) Impromptu 

 

3. Which of the following is a characteristic of an effective speech? 

   a) Lack of organization 

   b) Monotonous delivery 

   c) Poor use of visual aids 

   d) Clear and concise message 

   Answer: d) Clear and concise message 
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4. Handling questions and answers is an essential skill in which aspect of communication? 

   a) Interpersonal communication 

   b) Group communication 

   c) Written communication 

   d) Public speaking 

   Answer: d) Public speaking 

 

5. What is the significance of the setting in public speaking? 

   a) It helps in selecting a topic for the speech. 

   b) It determines the mode of delivery. 

   c) It sets the tone and atmosphere for the speech. 

   d) It helps in handling questions and answers. 

   Answer: c) It sets the tone and atmosphere for the speech. 

 

6. Which of the following is NOT a type of visual aid used in public speaking? 

   a) Slides 

   b) Graphs 

   c) Handouts 

   d) Background music 

   Answer: d) Background music 

 

7. Which mode of delivery involves delivering a speech from a prepared script or manuscript? 

   a) Extemporaneous 

   b) Impromptu 

   c) Manuscript 

   d) Memorized 

   Answer: c) Manuscript 

 

8. What is the purpose of using visual aids in a speech? 
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   a) To entertain the audience 

   b) To distract the audience from the main message 

   c) To enhance the audience's understanding and retention of the message 

   d) To replace verbal communication in the speech 

   Answer: c) To enhance the audience's understanding and retention of the message 

 

9. Which of the following is NOT a component of strategic oral delivery? 

   a) Vocal variety 

   b) Body language 

   c) Eye contact 

   d) Written notes 

   Answer: d) Written notes 

 

10. Which of the following is an example of a direct request letter? 

    a) Job application letter 

    b) Complaint letter 

    c) Sales letter 

    d) Thank-you letter 

    Answer: b) Complaint letter 

 

11. What is the purpose of a direct request letter? 

    a) To persuade the reader to take a specific action 

    b) To provide information or updates 

    c) To express gratitude or appreciation 

    d) To make a direct request for a favor or assistance 

    Answer: d) To make a direct request for a favor or assistance 

 

12. Which part of a business letter contains the main message or purpose of the letter? 

    a) Introduction 
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    b) Body 

    c) Conclusion 

    d) Signature 

    Answer: b) Body 

 

13. Which of the following is NOT an element of effective written communication? 

    a) Clarity 

    b) Conciseness 

    c) Complexity 

    d) Correctness 

    Answer: c) Complexity 

 

14. What is the purpose of preparing for effective business writing? 

    a) To improve speaking skills 

    b) To enhance listening skills 

    c) To develop effective writing skills 

    d) To practice nonverbal communication 

    Answer: c) To develop effective writing skills 

 

15. Which part of a business letter contains the sender's contact information? 

    a) Introduction 

    b) Body 

    c) Conclusion 

    d) Heading 

    Answer: d) Heading 

 

16. Which type of communication is most suitable for negotiating and persuading? 

    a) Written communication 

    b) Verbal communication 
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    c) Nonverbal communication 

    d) Visual communication 

    Answer: b) Verbal communication 

 

17. Which of the following is NOT a characteristic of a good newsletter? 

    a) Relevant and timely content 

    b) Clear and concise writing 

    c) Engaging and visually appealing layout 

    d) Lengthy and complicated articles 

    Answer: d) Lengthy and complicated articles 

 

18. Which type of letter is used to deliver disappointing news to the recipient? 

    a) Direct request letter 

    b) Sales letter 

    c) Complaint letter 

    d) Disappointing newsletter 

    Answer: c) Complaint letter 

 

19. What is the purpose of writing a persuasive message(Continued from the previous response): 

 

19. What is the purpose of writing a persuasive message? 

    a) To provide information or updates 

    b) To express gratitude or appreciation 

    c) To make a direct request for a favor or assistance 

    d) To persuade the reader to take a specific action 

    Answer: d) To persuade the reader to take a specific action 

 

20. Which of the following is NOT a part of effective written communication? 

    a) Grammar and punctuation 
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    b) Tone and style 

    c) Proper formatting and organization 

    d) Lengthy and complex sentences 

    Answer: d) Lengthy and complex sentences 

1. Which of the following is NOT a level of communication? 

   a) Intrapersonal 

   b) Interpersonal 

   c) Group 

   d) Extraterrestrial 

   Answer: d) Extraterrestrial 

 

2. Nonverbal communication includes: 

   a) Written messages 

   b) Facial expressions 

   c) Phone conversations 

   d) Email correspondence 

   Answer: b) Facial expressions 

 

3. Barriers to communication can include: 

   a) Language differences 

   b) Active listening 

   c) Clear and concise messages 

   d) Effective feedback 

   Answer: a) Language differences 

 

4. The purpose of a thesis statement in a speech is to: 

   a) Introduce the topic 

   b) Provide evidence 

   c) Summarize the main points 
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   d) Persuade the audience 

   Answer: d) Persuade the audience 

 

5. Which of the following is an element of effective written communication? 

   a) Listening skills 

   b) Nonverbal cues 

   c) Grammar and spelling 

   d) Eye contact 

   Answer: c) Grammar and spelling 

 

6. What is the importance of communication in the workplace? 

   a) It helps build personal relationships 

   b) It enhances teamwork and collaboration 

   c) It increases job satisfaction 

   d) All of the above 

   Answer: d) All of the above 

 

7. Which of the following is a mode of delivery in public speaking? 

   a) Verbal 

   b) Nonverbal 

   c) Visual 

   d) All of the above 

   Answer: d) All of the above 

 

8. What is the purpose of visual aids in a presentation? 

   a) To engage the audience 

   b) To enhance understanding 

   c) To provide evidence 

   d) All of the above 
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   Answer: d) All of the above 

 

9. Direct request letters are used for: 

   a) Making complaints 

   b) Requesting information 

   c) Expressing gratitude 

   d) Sharing news updates 

   Answer: b) Requesting information 

 

10. Good newsletters should: 

    a) Be concise and informative 

    b) Include irrelevant information 

    c) Lack a clear structure 

    d) Use complex language 

    Answer: a) Be concise and informative 

 

11. What is the purpose of writing persuasive messages? 

    a) To inform the reader 

    b) To entertain the reader 

    c) To persuade the reader to take action 

    d) To apologize to the reader 

    Answer: c) To persuade the reader to take action 

 

12. Effective business writing requires: 

    a) Using jargon and technical terms 

    b) Ignoring the needs of the audience 

    c) Being concise and clear 

    d) Using lengthy sentences 

    Answer: c) Being concise and clear 
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13. Which part of a business letter includes the recipient's address and the date? 

    a) Introduction 

    b) Body 

    c) Conclusion 

    d) Heading 

    Answer: d) Heading 

 

14. What is the purpose of a resume? 

    a) To apply for a job 

    b) To showcase qualifications and experience 

    c) To request a promotion 

    d) To resign from a position 

    Answer: b) To showcase qualifications and experience 

 

15. Effective communication involves: 

    a) Speaking and listening only 

    b) Reading and writing only 

    c) Speaking, listening, reading, and writing 

    d) Visual communication only 

    Answer: c) Speaking, listening, reading, and writing 

 

16. The communication process involves: 

    a) Encoding and decoding 

    b) Speaking and writing 

    c) Listening and observing 

    d) All of the above 

    Answer: d) All of the above 
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17. Which factor should be considered when selecting a communication channel? 

    a) Need for immediate feedback 

    b) Length of the message 

    c) Importance of nonverbal cues 

    d) All of the above 

    Answer: d) All of the above 

 

18. Content in communication refers to: 

    a) Language and words used 

    b) Paralanguage and tone 

    c) Nonverbal cues 

    d) Feedback from the receiver 

    Answer: a) Language and words used 

 

19. What is the role of decoding in the communication process? 

    a) Transmitting messages to the receiver 

    b) Understanding and interpreting messages 

    c) Encoding ideas into words or symbols 

    d) Selecting an appropriatecommunication channel 

    Answer: b) Understanding and interpreting messages 

 

20. Effective listening involves: 

    a) Paying attention and being present 

    b) Interrupting and providing immediate feedback 

    c) Focusing only on the speaker's words 

    d) Avoiding eye contact 

    Answer: a) Paying attention and being present 

1. Which of the following is NOT a level of communication? 

(A) Intrapersonal 

VU A
cad

em
ic 

Con
sul

tan
t 0

32
22

25
41

14



(B) Interpersonal 

(C) Organizational 

(D) Intergalactic 

 

2. Which type of communication occurs when two (or a few) people talk face to face? 

(A) Intrapersonal 

(B) Interpersonal 

(C) Mediated 

(D) Mass 

 

3. Which of the following is a characteristic of interpersonal communication? 

(A) It is contextual. 

(B) It involves feedback. 

(C) It is often formal. 

(D) It is typically one-way. 

 

4. Which of the following is a function of interpersonal communication? 

(A) Gaining information 

(B) Building a context of understanding 

(C) Establishing identity 

(D) All of the above 

 

5. Which of the following is a type of downward communication? 

(A) Instructions 

(B) Speeches 

(C) Meetings 

(D) All of the above 

 

6. Which of the following is a type of lateral communication? 
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(A) Conferences 

(B) Telephone conversations 

(C) Memos 

(D) Emails 

 

7. Which of the following is a benefit of effective internal communication? 

(A) Increased job satisfaction 

(B) Improved safety 

(C) Increased productivity 

(D) All of the above 

 

8. Which of the following is a type of public relations? 

(A) Investor relations 

(B) Public affairs 

(C) Corporate communications 

(D) All of the above 

 

9. Which of the following is NOT a misconception about communication? 

(A) We need more communication. 

(B) Communication solves all problems. 

(C) Meanings are in words. 

(D) Listening is an active pursuit. 

 

10. Which of the following is a level of listening? 

(A) Active listening 

(B) Protective listening 

(C) Partial listening 

(D) All of the above 

1. Q: What does the term "setting" refer to in communication? 
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   a) The physical location where communication takes place 

   b) The time of day when communication occurs 

   c) The language used in communication 

   d) The type of communication medium 

 

2. Q: Why is the setting important in communication? 

   a) It determines the sender's mood 

   b) It can affect the receiver's understanding and interpretation of the message 

   c) It determines the length of the communication 

   d) It affects the tone of the message 

 

3. Q: Which of the following is an example of the setting influencing communication? 

   a) Speaking loudly in a noisy environment 

   b) Using hand gestures while speaking 

   c) Using appropriate language for the audience 

   d) Maintaining eye contact during a conversation 

 

4. Q: In a formal business meeting, which setting would be most appropriate? 

   a) A noisy coffee shop 

   b) A quiet library 

   c) A well-lit conference room 

   d) A crowded market 

 

5. Q: How can the setting impact nonverbal communication? 

   a) It can enhance the effectiveness of nonverbal cues 

   b) It can make nonverbal cues difficult to interpret 

   c) It has no impact on nonverbal communication 

   d) It can only affect verbal communication 
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6. Q: Which of the following is an example of adapting the setting for effective communication? 

   a) Speaking softly in a noisy environment 

   b) Using complex vocabulary in a casual conversation 

   c) Avoiding eye contact during a presentation 

   d) Speaking rapidly in a formal setting 

 

7. Q: What should be considered when choosing a setting for effective communication? 

   a) The personal preferences of the sender 

   b) The familiarity of the setting to the receiver 

   c) The availability of technology in the setting 

   d) The distance between the sender and receiver 

 

8. Q: How can the setting impact the level of formality in communication? 

   a) The setting has no impact on formality 

   b) A formal setting encourages informal communication 

   c) A casual setting promotes formal communication 

   d) A formal setting encourages formal communication 

 

9. Q: Which of the following is an example of adjusting the setting to create a comfortable 

communication environment? 

   a) Using bright lighting in a serious meeting 

   b) Choosing a private and quiet location for a sensitive conversation 

   c) Setting up a large stage for a small group discussion 

   d) Conducting a business presentation in a crowded area 

 

10. Q: How can the setting impact the level of distractions in communication? 

    a) A distracting setting can improve focus on the message 

    b) A calm setting can reduce distractions and improve concentration 

    c) A noisy setting can enhance listening skills 
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    d) Distractions have no impact on the communication process 

MCQs from Lecture 22 

 

1. What is the primary function of downward communication? 

(a) To inform employees about important matters 

(b) To gather feedback from employees 

(c) To coordinate efforts between departments 

(d) To motivate employees 

 

2. Which of the following is NOT a type of downward communication? 

(a) Memos 

(b) Reports 

(c) Training manuals 

(d) Employee evaluations 

 

3. What is the main purpose of upward communication? 

(a) To keep management informed about employee concerns 

(b) To provide employees with feedback on their performance 

(c) To coordinate projects across departments 

(d) To motivate employees 

 

4. Which of the following is NOT a type of upward communication? 

(a) Suggestion systems 

(b) Grievance procedures 

(c) Performance appraisals 

(d) Employee surveys 

 

5. What is the primary function of lateral communication? 

(a) To speed up information flow 
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(b) To improve understanding 

(c) To coordinate efforts 

(d) All of the above 

 

6. Which of the following is NOT a type of lateral communication? 

(a) Conferences 

(b) Phone calls 

(c) Emails 

(d) Performance reviews 

 

7. What is the main purpose of external communication? 

(a) To maintain relationships with external stakeholders 

(b) To promote the organization 

(c) To gather market research 

(d) All of the above 

 

8. Which of the following is NOT a type of external communication? 

(a) Press releases 

(b) Annual reports 

(c) Customer surveys 

(d) Employee evaluations 

 

9. What is the primary benefit of effective communication for employees? 

(a) Increased job satisfaction 

(b) Improved productivity 

(c) Reduced turnover 

(d) All of the above 

 

10. Which of the following is NOT a benefit of effective communication for organizations? 
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(a) Improved image 

(b) Reduced costs 

(c) Increased employee morale 

(d) Increased sales 

 

11. What is the most common complaint about communication in organizations? 

(a) There is not enough communication 

(b) The communication is not clear 

(c) The communication is not timely 

(d) The communication is not relevant 

 

12. What is the biggest misconception about communication? 

(a) Communication is a one-way process 

(b) Communication is always verbal 

(c) Communication can solve all problems 

(d) Communication breakdowns are inevitable 

 

13. What is the first step in the listening process? 

(a) Hearing 

(b) Filtering 

(c) Understanding 

(d) Remembering 

 

14. Which of the following is NOT a level of listening? 

(a) Active listening 

(b) Protective listening 

(c) Partial listening 

(d) Empathetic listening 
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15. What is the key to effective active listening? 

(a) Sending back to the speaker what you think they meant 

(b) Focusing on your own thoughts and feelings 

(c) Interrupting the speaker 

(d) Changing the subject 

 

16. What is the purpose of protective listening? 

(a) To block out negative or hostile messages 

(b) To listen for what you want to hear 

(c) To understand the speaker's perspective 

(d) To build relationships 

 

17. What is the main problem with partial listening? 

(a) It can lead to misunderstandings 

(b) It can be disrespectful to the speaker 

(c) It can waste time 

(d) All of the above 

 

18. What is the key to effective empathetic listening? 

(a) Putting yourself in the speaker's shoes 

(b) Focusing on the speaker's feelings 

(c) Avoiding judgment 

(d) All of the above 

 

19. Which of the following is NOT a tip for improving your listening skills? 

(a) Don't talk - listen 

(b) Keep an open mind 

(c) Don't jump to conclusions 

(d) Interrupt the speaker frequently 
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20. What is the most important element of nonverbal communication? 

(a) Eye contact 

(b) Body language 

(c) Tone of voice 

(d) Facial expressions 

1. Mass communication refers to communication with: 

a) Small groups  

b) Individuals 

c) Large audiences 

d) Organizations 

 

2. Which level of communication involves thinking and processing messages within oneself? 

a) Intrapersonal communication 

b) Interpersonal communication  

c) Mediated communication 

d) Mass communication 

 

3. Communication that occurs between people who have known each other for some time is called: 

a) Contextual communication 

b) Developmental communication 

c) Relational communication   

d) Psychological communication 

 

4. The setting in which personal interaction takes place is largely determined by: 

a) Behaviors of the parties involved 

b) Communication channels used   

c) Roles played by individuals 

d) Psychological context 
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5. Imagined communication refers to:   

a) Talking to someone internally in one's mind 

b) Communicating through gestures 

c) Nonverbal communication 

d) Daydreaming 

 

6. Intrapersonal processes include: 

a) Self-talk and frame of reference 

b) Risk-taking behaviors and creativity 

c) Self-esteem and self-image 

d) All of the above 

 

7. Frame of reference refers to: 

a) A person's memory of past experiences 

b) Cultural background and self-concept 

c) Structure for encoding and decoding messages 

d) Expectations and stereotypes 

 

8. Which level of communication includes conversations, dialogues and small group discussions?  

a) Intrapersonal communication 

b) Interpersonal communication 

c) Mediated communication   

d) Mass communication 

 

9. One function of interpersonal communication is to: 

a) Gain information about others 

b) Express interpersonal needs 

c) Build context of understanding 
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d) All of the above 

 

10. Which of the following is NOT a component of self-concept? 

a) Self-esteem 

b) Self-image   

c) Self-motivation 

d) Cultural background 

 

11. Feedback seeks to: 

a) Change and alter messages for better understanding 

b) Evaluate message delivery  

c) Respond to questions 

d) All of the above 

 

12.enoise refers to: 

a) Anything that hinders the communication process 

b) Ambiguous words used in a message 

c) Unclear reception of a message 

d) Faulty transmission of a message 

 

13. Which of the following BEST describes paralanguage? 

a) Tone, gestures and emotions accompanying a message 

b) Surface level meaning of a message 

c) Relationship aspects of a message 

d) Cultural norms and expectations   

 

14. Self-esteem refers to:  

a) Self-evaluation and feelings about oneself 

b) Intrapersonal creativity  
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c) Description of roles played in life 

d) Self-talk and thinking patterns 

 

15. Willingness to take risks depends on: 

a) Past experiences and interactions 

b) Personality type 

c) Risk-taking behaviors 

d) Self-concept 

 

16. Interpersonal communication occurs with: 

a) Small groups of 4-10 people 

b) Two or a few people interacting face-to-face 

c) Large audiences through mediated channels 

d) Both a and c 

 

17. Which of the following aims to determine how well one handles stress?   

a) Nondirective interview 

b) Stress interview   

c) Depth interview 

d) Directive interview 

 

18. Which level of communication includes mass media channels? 

a) Intrapersonal communication 

b) Interpersonal communication 

c) Mediated communication 

d) Person-to-group communication 

 

19. Feedback is important to check:   

a) Understanding between sender and receiver 
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b) Persuasiveness of the message 

c) Motivational level of sender 

d) Memorable qualities of message  

 

20. Role-playing is a method used in: 

a) Problem-solving groups 

b) Educating groups 

c) Brainstorming groups 

d) All of the above                                       

Lecture 19: Making a Good Speech 

1. What is the first step in preparing a speech? 

(A) Outline the speech 

(B) Choose a topic 

(C) Gather information 

(D) Practice the speech 

Answer: B 

2. What is the purpose of an introduction? 

(A) To state the main points of the speech 

(B) To grab the audience's attention 

(C) To establish the speaker's credibility 

(D) To summarize the speech 

Answer: B 

3. What is the best way to organize a speech? 

(A) Chronologically 

(B) Spatially 

(C) Topically 

(D) Any of the above 

Answer: D 

4. What is the difference between a main point and a supporting point? 

(A) A main point is a general statement, while a supporting point is a specific example. 

(B) A supporting point is a general statement, while a main point is a specific example. 

(C) There is no difference between a main point and a supporting point. 

(D) A main point is supported by evidence, while a supporting point is not. 

Answer: A 

5. What is the best way to conclude a speech? 

(A) Summarize the main points 

(B) Restate the thesis statement 

(C) Call for action 

(D) All of the above 

Answer: D 

Lecture 20: Handling Questions and Answers 

VU A
cad

em
ic 

Con
sul

tan
t 0

32
22

25
41

14



1. What is the best way to handle a question from the audience? 

(A) Ignore it 

(B) Answer it immediately 

(C) Repeat the question before answering it 

(D) Ask the audience to vote on whether or not to answer it 

Answer: C 

2. What should you do if you don't know the answer to a question? 

(A) Make up an answer 

(B) Apologize and say that you don't know 

(C) Ask the audience for help 

(D) Change the subject 

Answer: B 

3. What is the best way to deal with a hostile question? 

(A) Get angry 

(B) Ignore it 

(C) Answer it calmly and respectfully 

(D) Ask the audience to boo the questioner 

Answer: C 

4. What is the best way to end a question-and-answer session? 

(A) Thank the audience for their questions 

(B) Summarize the main points of the speech 

(C) Call for action 

(D) All of the above 

Answer: A 

5. What is the most important thing to remember when handling questions and answers? 

(A) Be prepared 

(B) Be respectful 

(C) Be confident 

(D) All of the above 

Answer: D 

Lecture 21: Significance of the Setting 

1. What is the significance of the setting of a speech? 

(A) It can affect the audience's perception of the speaker 

(B) It can affect the speaker's delivery 

(C) It can affect the audience's understanding of the speech 

(D) All of the above 

Answer: D 

2. What are some factors to consider when choosing a setting for a speech? 

(A) The size of the audience 

(B) The purpose of the speech 

(C) The speaker's style 

(D) All of the above 

Answer: D 

3. What are some ways to make the most of the setting of a speech? 

(A) Use the space effectively 

(B) Use visual aids 
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(C) Control the lighting 

(D) All of the above 

Answer: D 

4. What is the best way to deal with a difficult setting? 

(A) Ignore it 

(B) Complain about it 

(C) Adapt to it 

(D) Cancel the speech 

Answer: C 

5. What is the most important thing to remember about the setting of a speech? 

(A) It is not important 

(B) It is important to choose the right setting 

(C) It is important to make the most of the setting 

(D) It is important to be prepared for any setting 

Answer: B 

Lecture 22: Visual Aids 

1. What are the benefits of using visual aids? 

(A) They can help the audience to understand the speech 

(B) They can help the speaker to remember the speech 

(C) They can make the speech more interesting 

(D) All of the above 

Answer: D 

2. What are some types of visual aids? 

(A) Charts 

(B) Graphs 

(C) Diagrams 

(D) All of the above 

Answer: D 

3. What are some tips for using visual aids effectively? 

(A) Use them sparingly 

(B) Make them large enough to be seen by everyone 

(C) Keep them simple and uncluttered 

(D) All of the above 

Answer: D 

4. What is the best way to use visual aids with a PowerPoint presentation? 

(A) Read the slides verbatim 

(B) Use the slides as a guide for your speech 

(C) Use the slides to illustrate your points 

(D) All of the above 

Answer: C 

5. What is the most important thing to remember when using visual aids? 

(A) They are not necessary 

(B) They should be used sparingly 

(C) They should be used effectively 

(D) They should be used to replace the speech 

Answer: C 
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Lecture 23: Visual Aids(continued) 

1. What are some common mistakes to avoid when using visual aids? 

(A) Using too many visual aids 

(B) Using visual aids that are too complex 

(C) Using visual aids that are not relevant to the speech 

(D) All of the above 

Answer: D 

2. What is the best way to handle technical problems with visual aids? 

(A) Panic 

(B) Apologize and move on 

(C) Try to fix the problem yourself 

(D) Ask for help from the audience 

Answer: B 

3. What is the best way to use visual aids in a virtual presentation? 

(A) Share your screen with the audience 

(B) Use a whiteboard or virtual flipchart 

(C) Use a webcam to show yourself and your visual aids 

(D) All of the above 

Answer: D 

4. What is the most important thing to remember about using visual aids in a virtual 

presentation? 

(A) They are not necessary 

(B) They should be used sparingly 

(C) They should be used effectively 

(D) They should be used to replace the speech 

Answer: C 

5. What is the best way to use visual aids in a pre-recorded presentation? 

(A) Edit the visual aids into the video 

(B) Use a screen recording tool to capture your presentation and the visual aids 

(C) Use a virtual presentation platform that allows you to share visual aids 

(D) All of the above 

Answer: D 

Lecture 24: Group Communication 

1. What is the difference between a group and a team? 

(A) A group is a collection of individuals, while a team is a group that works together to 

achieve a common goal. 

(B) A team is a collection of individuals, while a group is a team that works together to 

achieve a common goal. 

(C) There is no difference between a group and a team. 

(D) A group is a formal organization, while a team is an informal organization. 

Answer: A 

2. What are the benefits of group communication? 

(A) It can help to solve problems 

(B) It can help to make decisions 

(C) It can help to build relationships 
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(D) All of the above 

Answer: D 

3. What are some challenges of group communication? 

(A) Groupthink 

(B) Conflict 

(C) Free riding 

(D) All of the above 

Answer: D 

4. What are some tips for effective group communication? 

(A) Establish clear goals 

(B) Create a positive environment 

(C) Encourage participation 

(D) All of the above 

Answer: D 

5. What is the most important thing to remember about group communication? 

(A) It is not important 

(B) It is important to be prepared 

(C) It is important to be respectful 

(D) It is important to be open-minded 

Answer: C 

Lecture 25: Group Communication 

1. What is the role of the group leader? 

(A) To control the group 

(B) To facilitate the group 

(C) To make all the decisions 

(D) To do all the work 

Answer: B 

2. What are some qualities of an effective group leader? 

(A) Good communication skills 

(B) Strong leadership skills 

(C) Ability to motivate others 

(D) All of the above 

Answer: D 

3. What are some tips for being an effective group member? 

(A) Be prepared 

(B) Be respectful 

(C) Be open-minded 

(D) All of the above 

Answer: D 

4. What is the best way to deal with conflict in a group? 

(A) Avoid it 

(B) Ignore it 

(C) Confront it 

(D) All of the above 

Answer: C 
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5. What is the most important thing to remember about group communication? 

(A) It is not important 

(B) It is important to be prepared 

(C) It is important to be respectful 

(D) It is important to be open-minded 

Answer: D 

Lecture 26: Direct Request Letters 

1. What is the purpose of a direct request letter? 

(A) To request information 

(B) To request a favor 

(C) To request a donation 

(D) All of the above 

Answer: D 

2. What are the key elements of a direct request letter? 

(A) A clear statement of the request 

(B) A brief explanation of the purpose of the request 

(C) A statement of the benefits of the request 

(D) All of the above 

Answer: D 

3. What are some tips for writing an effective direct request letter? 

(A) Be specific 

(B) Be brief 

(C) Be polite 

(D) All of the above 

Answer: D 

4. What is the best way to follow up on a direct request letter? 

(A) Call the recipient 

(B) Email the recipient 

(C) Send a follow-up letter 

(D) All of the above 

Answer: C 

5. What is the most important thing to remember when writing a direct request letter? 

(A) It is not important 

(B) It is important to be clear 

(C) It is important to be brief 

(D) It is important to be polite 

Answer: B 

Lecture 27: Direct Request Letters (Continued) 

1. What are some common mistakes to avoid when writing a direct request letter? 

(A) Being too vague 

(B) Being too long 

(C) Being too pushy 

(D) All of the above 

Answer: D 

2. What is the best way to handle a rejection to a direct request letter? 

(A) Get angry 
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(B) Ignore it 

(C) Thank the recipient for their consideration 

(D) All of the above 

Answer: C 

3. What is the best way to write a direct request letter for a donation? 

(A) Use strong emotional language 

(B) Explain how the donation will be used 

(C) Offer a gift in return for the donation 

(D) All of the above 

Answer: B 

4. What is the best way to write a direct request letter for a favor? 

(A) Explain why the favor is important to you 

(B) Offer to return the favor in the future 

(C) Make it clear that the favor is not optional 

(D) All of the above 

Answer: A 

5. What is the most important thing to remember when writing a direct request letter? 

(A) It is not important 

(B) It is important to be clear 

(C) It is important to be brief 

(D) It is important to be polite 

Answer: B 

Lecture 28: Good Newsletters 

1. What is the purpose of a newsletter? 

(A) To inform 

(B) To educate 

(C) To entertain 

(D) All of the above 

Answer: D 

2. What are the key elements of a good newsletter? 

(A) A clear headline 

(B) Interesting content 

(C) A strong call to action 

(D) All of the above 

Answer: D 

3. What are some tips for writing effective newsletter content? 

(A) Use strong headlines 

(B) Write in a clear and concise style 

(C) Use visuals to break up the text 

(D) All of the above 

Answer: D 

4. What is the best way to design a newsletter? 

(A) Use a simple and clean design 

(B) Use high-quality images 

(C) Make sure the newsletter is easy to read 
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(D) All of the above 

Answer: D 

5. What is the most important thing to remember when creating a newsletter? 

(A) It is not important 

(B) It is important to have a clear purpose 

(C) It is important to create high-quality content 

(D) It is important to design the newsletter effectively 

Answer: B 

Lecture 29: Disappointing Newsletters 

1. What are some common mistakes to avoid when creating a newsletter? 

(A) Using weak headlines 

(B) Writing in a dull and boring style 

(C) Using too much jargon 

(D) All of the above 

Answer: D 

2. What is the best way to handle negative feedback about a newsletter? 

(A) Ignore it 

(B) Get angry 

(C) Listen to the feedback and make changes 

(D) All of the above 

Answer: C 

3. What is the best way to measure the success of a newsletter? 

(A) Track open rates and click-through rates 

(B) Get feedback from readers 

(C) Compare the newsletter to other similar newsletters 

(D) All of the above 

Answer: D 

4. What is the most important thing to remember when creating a newsletter? 

(A) It is not important 

(B) It is important to have a clear purpose 

(C) It is important to create high-quality content 

(D) It is important to design the newsletter effectively 

Answer: B 

5. What is the best way to improve a disappointing newsletter? 

(A) Get feedback from readers 

(B) Make changes to the content and design 

(C) Promote the newsletter more effectively 

(D) All of the above 

Answer: D 

Lecture30: Disappointing Newsletters (Continued) 

1. What are some common reasons why a newsletter might be disappointing? 

(A) The content is not relevant to the target audience 

(B) The newsletter is not well-written 

(C) The newsletter is not visually appealing 

(D) All of the above 

Answer: D 
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2. What are some tips for improving the content of a newsletter? 

(A) Write about topics that are relevant to the target audience 

(B) Use strong headlines and subheads 

(C) Write in a clear and concise style 

(D) All of the above 

Answer: D 

3. What are some tips for improving the design of a newsletter? 

(A) Use a simple and clean design 

(B) Use high-quality images 

(C) Make sure the newsletter is easy to read 

(D) All of the above 

Answer: D 

4. What are some tips for promoting a newsletter? 

(A) Use social media 

(B) Email marketing 

(C) Paid advertising 

(D) All of the above 

Answer: D 

5. What is the most important thing to remember when creating a newsletter? 

(A) It is not important 

(B) It is important to have a clear purpose 

(C) It is important to create high-quality content 

(D) It is important to design the newsletter effectively 

Answer: B 

Lecture31: Writing Persuasive Message 

1. What is the purpose of a persuasive message? 

(A) To inform 

(B) To educate 

(C) To change someone's mind or behavior 

(D) All of the above 

Answer: C 

2. What are the key elements of a persuasive message? 

(A) A clear thesis statement 

(B) Supporting evidence 

(C) A strong call to action 

(D) All of the above 

Answer: D 

3. What are some tips for writing an effective persuasive message? 

(A) Use strong evidence to support your claims 

(B) Use emotional appeals to connect with your audience 

(C) Use logical arguments to persuade your audience 

(D) All of the above 

Answer: D 

4. What is the best way to deliver a persuasive message? 

(A) In person 

(B) In writing 
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(C) Through social media 

(D) All of the above 

Answer: D 

5. What is the most important thing to remember when writing a persuasive message? 

(A) It is not important 

(B) It is important to have a clear purpose 

(C) It is important to use strong evidence 

(D) It is important to deliver the message effectively 

Answer: B 

Lecture32: Writing Persuasive Message(Continued) 

1. What are some common mistakes to avoid when writing a persuasive message? 

(A) Using weak evidence 

(B) Using emotional appeals without logical arguments 

(C) Using logical arguments without emotional appeals 

(D) All of the above 

Answer: D 

2. What is the best way to handle objections to a persuasive message? 

(A) Ignore them 

(B) Get angry 

(C) Address them directly and provide evidence to support your claims 

(D) All of the above 

Answer: C 

3. What is the best way to measure the success of a persuasive message? 

(A) Track the number of people who take the desired action 

(B) Get feedback from the audience 

(C) Compare the message to other similar messages 

(D) All of the above 

Answer: D 

4. What is the most important thing to remember when writing a persuasive message? 

(A) It is not important 

(B) It is important to have a clear purpose 

(C) It is important to use strong evidence 

(D) It is important to deliver the message effectively 

Answer: B 

5. What is the best way to improve a disappointing persuasive message? 

(A) Get feedback from the audience 

(B) Make changes to the content and delivery 

(C) Promote the message more effectively 

(D) All of the above 

Answer: D 

Lecture33: Writing Persuasive Message(Continued) 

1. What are some common reasons why a persuasive message might be disappointing? 

(A) The message is not relevant to the target audience 

(B) The message is not well-written 

(C) The message is not delivered effectively 
VU A

cad
em

ic 
Con

sul
tan

t 0
32

22
25

41
14



(D) All of the above 

Answer: D 

2. What are some tips for improving the content of a persuasive message? 

(A) Write about topics that are relevant to the target audience 

(B) Use strong evidence to support your claims 

(C) Use emotional appeals to connect with your audience 

(D) All of the above 

Answer: D 

3. What are some tips for improving the delivery of a persuasive message? 

(A) Use a clear and concise delivery style 

(B) Use visual aids to support your message 

(C) Practice your delivery before giving the message 

(D) All of the above 

Answer: D 

4. What are some tips for promoting a persuasive message? 

(A) Use social media 

(B) Email marketing 

(C) Paid advertising 

(D) All of the above 

Answer: D 

5. What is the most important thing to remember when writing a persuasive message? 

(A) It is not important 

(B) It is important to have a clear purpose 

(C) It is important to use strong evidence 

(D) It is important to deliver the message effectively 

Answer: B 

Lecture34: Resume 

1. What is the purpose of a resume? 

(A) To get a job 

(B) To get an interview 

(C) To show off your skills and experience 

(D) All of the above 

Answer: D 

2. What are the key elements of a resume? 

(A) A contact section 

(B) A summary statement 

(C) A skills section 

(D) All of the above 

Answer: D 

3. What are some tips for writing an effective resume? 

(A) Use strong action verbs 

(B) Quantify your accomplishments 

(C) Tailor your resume to each job you apply for 

(D) All of the above 

Answer: D 
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4. What is the best way to format a resume? 

(A) Use a simple and clean design 

(B) Use a font that is easy to read 

(C) Keep the resume to one page 

(D) All of the above 

Answer: D 

5. What is the most important thing to remember when writing a resume? 

(A) It is not important 

(B) It is important to be honest and accurate 

(C) It is important to highlight your skills and experience 

(D) It is important to format the resume effectively 

Answer: B 

Lecture35: Resume (continued) 

1. What are some common mistakes to avoid when writing a resume? 

(A) Using too much jargon 

(B) Including irrelevant information 

(C) Making grammatical errors 

(D) All of the above 

Answer: D 

2. What is the best way to handle gaps in employment on a resume? 

(A) Leave them out 

(B) Explain them briefly 

(C) Lie about them 

(D) All of the above 

Answer: B 

3. What is the best way to use keywords in a resume? 

(A) Use them throughout the resume 

(B) Use them in the summary statement 

(C) Use them in the skills section 

(D) All of the above 

Answer: D 

4. What is the most important thing to remember when writing a resume? 

(A) It is not important 

(B) It is important to be honest and accurate 

(C) It is important to highlight your skills and experience 

(D) It is important to format the resume effectively 

Answer: B 

5. What is the best way to improve a disappointing resume? 

(A) Get feedback from a career counselor 

(B) Make changes to the content and format 

(C) Promote the resume more effectively 

(D) All of the above 

Answer: D 

Lecture36: Overview 

1. What is the purpose of a cover letter? 

(A) To introduce yourself to the hiring manager 
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(B) To explain why you are applying for the job 

(C) To highlight your skills and experience 

(D) All of the above 

Answer: D 

2. What are the key elements of a cover letter? 

(A) A contact section 

(B) A salutation 

(C) A body paragraph 

(D) All of the above 

Answer: D 

3. What are some tips for writing an effective cover letter? 

(A) Use strong action verbs 

(B) Quantify your accomplishments 

(C) Tailor your cover letter to each job you apply for 

(D) All of the above 

Answer: D 

4. What is the best way to format a cover letter? 

(A) Use a simple and clean design 

(B) Use a font that is easy to read 

(C) Keep the cover letter to one page 

(D) All of the above 

Answer: D 

5. What is the most important thing to remember when writing a cover letter? 

(A) It is not important 

(B) It is important to be honest and accurate 

(C) It is important to highlight your skills and experience 

(D) It is important to format the cover letter effectively 

Answer: B 

Lecture37: Disappointing Newsletters 

1. What are some common mistakes to avoid when writing a cover letter? 

(A) Using too much jargon 

(B) Including irrelevant information 

(C) Making grammatical errors 

(D) All of the above 

Answer: D 

2. What is the best way to handle gaps in employment on a cover letter? 

(A) Leave them out 

(B) Explain them briefly 

(C) Lie about them 

(D) All of the above 

Answer: B 

3. What is the best way to use keywords in a cover letter? 

(A) Use them throughout the cover letter 

(B) Use them in the salutation 

(C) Use them in the body paragraph 
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(D) All of the above 

Answer: D 

4. What is the most important thing to remember when writing a cover letter? 

(A) It is not important 

(B) It is important to be honest and accurate 

(C) It is important to highlight your skills and experience 

(D) It is important to format the cover letter effectively 

Answer: B 

5. What is the best way to improve a disappointing cover letter? 

(A) Get feedback from a career counselor 

(B) Make changes to the content and format 

(C) Promote the cover letter more effectively 

(D) All of the above 

Answer: D 

Lecture38: Writing Resume 

1. What is the purpose of a resume? 

(A) To get a job 

(B) To get an interview 

(C) To show off your skills and experience 

(D) All of the above 

Answer: D 

2. What are the key elements of a resume? 

(A) A contact section 

(B) A summary statement 

(C) A skills section 

(D) All of the above 

Answer: D 

3. What are some tips for writing an effective resume? 

(A) Use strong action verbs 

(B) Quantify your accomplishments 

(C) Tailor your resume to each job you apply for 

(D) All of the above 

Answer: D 

4. What is the best way to format a resume? 

(A) Use a simple and clean design 

(B) Use a font that is easy to read 

(C) Keep the resume to one page 

(D) All of the above 

Answer: D 

5. What is the most important thing to remember when writing a resume? 

(A) It is not important 

(B) It is important to be honest and accurate 

(C) It is important to highlight your skills and experience 

(D) It is important to format the resume effectively 

Answer: B 

Lecture39: Writing Resume (continued) 
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1. What are some common mistakes to avoid when writing a resume? 

(A) Using too much jargon 

(B) Including irrelevant information 

(C) Making grammatical errors 

(D) All of the above 

Answer: D 

2. What is the best way to handle gaps in employment on a resume? 

(A) Leave them out 

(B) Explain them briefly 

(C) Lie about them 

(D) All of the above 

Answer: B 

3. What is the best way to use keywords in a resume? 

(A) Use them throughout the resume 

(B) Use them in the summary statement 

(C) Use them in the skills section 

(D) All of the above 

Answer: D 

4. What is the most important thing to remember when writing a resume? 

(A) It is not important 

(B) It is important to be honest and accurate 

(C) It is important to highlight your skills and experience 

(D) It is important to format the resume effectively 

Answer: B 

5. What is the best way to improve a disappointing resume? 

(A) Get feedback from a career counselor 

(B) Make changes to the content and format 

(C) Promote the resume more effectively 

(D) All of the above 

Answer: D 

Lecture40: Overview 

1. What is the purpose of a cover letter? 

(A) To introduce yourself to the hiring manager 

(B) To explain why you are applying for the job 

(C) To highlight your skills and experience 

(D) All of the above 

Answer: D 

2. What are the key elements of a cover letter? 

(A) A contact section 

(B) A salutation 

(C) A body paragraph 

(D) All of the above 

Answer: D 

3. What are some tips for writing an effective cover letter? 

(A) Use strong action verbs 

(B) Quantify your accomplishments 
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(C) Tailor your cover letter to each job you apply for 

(D) All of the above 

Answer: D 

4. What is the best way to format a cover letter? 

(A) Use a simple and clean design 

(B) Use a font that is easy to read 

(C) Keep the cover letter to one page 

(D) All of the above 

Answer: D 

5. What is the most important thing to remember when writing a cover letter? 

(A) It is not important 

(B) It is important to be honest and accurate 

(C) It is important to highlight your skills and experience 

(D) It is important to format the cover letter effectively 

Answer: B 

Lecture41: Disappointing Newsletters 

1. What are some common mistakes to avoid when writing a cover letter? 

(A) Using too much jargon 

(B) Including irrelevant information 

(C) Making grammatical errors 

(D) All of the above 

Answer: D 

2. What is the best way to handle gaps in employment on a cover letter? 

(A) Leave them out 

(B) Explain them briefly 

(C) Lie about them 

(D) All of the above 

Answer: B 

3. What is the best way to use keywords in a cover letter? 

(A) Use them throughout the cover letter 

(B) Use them in the salutation 

(C) Use them in the body paragraph 

(D) All of the above 

Answer: D 

4. What is the most important thing to remember when writing a cover letter? 

(A) It is not important 

(B) It is important to be honest and accurate 

(C) It is important to highlight your skills and experience 

(D) It is important to format the cover letter effectively 

Answer: B 

5. What is the best way to improve a disappointing cover letter? 

(A) Get feedback from a career counselor 

(B) Make changes to the content and format 

(C) Promote the cover letter more effectively 

(D) All of the above 

Answer: D 
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Lecture42: Writing Resume 

1. What is the purpose of a resume? 

(A) To get a job 

(B) To get an interview 

(C) To show off your skills and experience 

(D) All of the above 

Answer: D 

2. What are the key elements of a resume? 

(A) A contact section 

(B) A summary statement 

(C) A skills section 

(D) All of the above 

Answer: D 

3. What are some tips for writing an effective resume? 

(A) Use strong action verbs 

(B) Quantify your accomplishments 

(C) Tailor your resume to each job you apply for 

(D) All of the above 

Answer: D 

4. What is the best way to format a resume? 

(A) Use a simple and clean design 

(B) Use a font that is easy to read 

(C) Keep the resume to one page 

(D) All of the above 

Answer: D 

5. What is the most important thing to remember when writing a resume? 

(A) It is not important 

(B) It is important to be honest and accurate 

(C) It is important to highlight your skills and experience 

(D) It is important to format the resume effectively 

Answer: B 

Lecture43: Writing Resume (continued) 

1. What are some common mistakes to avoid when writing a resume? 

(A) Using too much jargon 

(B) Including irrelevant information 

(C) Making grammatical errors 

(D) All of the above 

Answer: D 

2. What is the best way to handle gaps in employment on a resume? 

(A) Leave them out 

(B) Explain them briefly 

(C) Lie about them 

(D) All of the above 

Answer: B 

3. What is the best way to use keywords in a resume? 

(A) Use them throughout the resume 

VU A
cad

em
ic 

Con
sul

tan
t 0

32
22

25
41

14



(B) Use them in the summary statement 

(C) Use them in the skills section 

(D) All of the above 

Answer: D 

4. What is the most important thing to remember when writing a resume? 

(A) It is not important 

(B) It is important to be honest and accurate 

(C) It is important to highlight your skills and experience 

(D) It is important to format the resume effectively 

Answer: B 

5. What is the best way to improve a disappointing resume? 

(A) Get feedback from a career counselor 

(B) Make changes to the content and format 

(C) Promote the resume more effectively 

(D) All of the above 

Answer: D 

Lecture44: Overview 

1. What is the purpose of a cover letter? 

(A) To introduce yourself to the hiring manager 

(B) To explain why you are applying for the job 

(C) To highlight your skills and experience 

(D) All of the above 

Answer: D 

2. What are the key elements of a cover letter? 

(A) A contact section 

(B) A salutation 

(C) A body paragraph 

(D) All of the above 

Answer: D 
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