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Attempt ALL questions

. Name the four goals of business communication. Identify the most
important one, and explain why it has this distinction. (15 marks)

. a) Define “Assertiveness” (3 marks)
b) Explain three possible positions in assertiveness. (6 marks)
¢) What are the behaviour of assertiveness. (6 marks)

. a) What is Negotiation? (2 marks)

b) Why do we negotiate? (3 marks) .

¢) Describe the essential stages in the process of negotiation. (6 marks)

d) When a negotiation between two interested partles fails, what are the
next steps? (4 marks)

. a) Distinguish between Reports and Proposals. (3 marks)
b) Outline the types of reports and nroposals you know. (€ marks)
¢) What are the qualities of a good proposal? (6 marks)




