Name ___________

Career Communications

Final Exam

Short Answer: Using complete sentences, examples and correct grammar, answer the following questions.  You may use your School to Work and notes as an aid.

1)  What are the four basic communication skills?  Why are they important?  How can each be developed by practice and performance? 

2) Write a memo, using correct format, requesting vacation time.

3) What are 3 fundamentals of quality group work? Use examples from this class of good and bad examples.

4) Why is research necessary in producing a presentation/product or proposal?

5) Draw/write the format for a standard block-style business letter including date, salutation, body (use straight lines), signature, inside address and closing

6)  Which is the best way to communicate?  Show or tell?  Explain with examples.

7) What is the difference between skimming and scanning?

8) After high school, to whom and when might you send a letter of request? Explain.

9)  After high school, to whom and when might you send a letter of complaint?  Explain.

10) What steps are necessary when preparing for an interview?

11)  What are the basic steps in Problem Solving?

12) From where can you locate and gather oral information? (3 examples)

13) From where can you locate at gather written information? (3 examples)

14) What are the basic workplace competencies necessary to be successful?

15) What are the best ways to communicate with a supervisor?  What about co-workers?

16) What are the best ways to communicate with customers? 

17) What are the advantages of writing about issues in the workplace rather than talking?

Multiple Choice:  Find the best answer!

1)__ What is the definition of an expert?


a. an authority on a subject


b. someone you trust


c. someone with a college degree


d. all of the above

2)__ What is the difference between data and information?


a. data concerns only numbers


b. data becomes information when it means something to us


c. information can be collected about anything and data can’t

3)__ True or false- It is okay to trust all information you receive as valid

4)__ What is the best way to validate a source?


a. ask someone


b. find it in the library


c. think about it/analyze it

5)__ Secondary sources


a. are not always reliable


b. are not original sources


c. both

6)__ Define primary source 


a. reliable source


b. unreliable source


c. original source

7)__ What is an example of a reference work?


a. encyclopedia


b. novel


c. surveys

8)__ Being information literate means


a. you can read and write


b. you can read, write, gather, evaluate and communicate clearly


c. you can read

9)__ A periodical is a


a. magazine


b. book


c. reference book


d. all of the above

10)__ True or False- before a listening to a speaker, it is important to pre-read material/information that will be discussed

11)__ Before you interview someone, you should


a. know the person and the subject you will discuss


b. be thoughtful


c. pre-write you questions


d. all of the above

12)__ What is non-verbal communication?


a. what you are thinking


b. your body responses


c. written communication

13)__ True or False- An encyclopedia is a primary source

14)__True or False-Encyclopedias, even older ones, are usually a best choice for research

15)__ Bias means


a. prejudiced


b. organized


c. informative


d. all of the above 
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