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SECTION A
PART 1: MULTIPLE CHOICE QUESTIONS (20 MARKS)
1. Which of these types of communication is on one-to-one basis?

(a) Intrapersonal Communication (b) Mass communication (c) Group Communication
(d) Interpersonal Communication

2. All these are disadvantages of oral communication except

(@) It is unrecorded (b) It is insecure (c) It is transient (d) It is open to distortion

3. “I have no stake in this matter” The underlined word in this sentence means:

(a) Favour (b) Interest (c) Goodwill (d) Intention

4. All these are characteristics of the grapevine channel except

(a) It exists in all Organisations (b) It is unofficial (c) It contains falsehood (d) It is an important
source of information in the organisation

5. All these are characteristics of good communication except

(a) 1t must have a two-way flow (b) It should have a sender and a receiver (c) There must be effective
feedback (d) It must be reported

6. The following are terms used at a meeting except
(a) Motion (b) Bail (c) Vote (d) Adjournment
7. A business communication skill can be expressed in the following ways except

(a) Listening (b) Speaking (c) Writing (d) Paralanguage



8. The following are needed for effective communication to take place except
(a) A sender (b) A message (c) A mode (d) A channel

9. The minutes of a meeting are usually written as ............... speech

(a) Direct (b) Report (c) Reported (d) Indirect

10. Communication can be understood from the following perspective except
(a) Mode (b) Flow (c) Target (d) Method

11.A letter written to a client in appreciation of his contributions toward the success of the company’s
product launch is an example of ... letter

(a)Information (b) Goodwill (c) Problem (d) Sales

12. Business Organisations need good communicators in the following areas except
(@) Singing (b) Writing (c) Interpersonal skills (d) Listening

13.Johari window model was developed by

(@) John Luft and Aminike Wongodo (b) Joseph Luft and Adele Wagbara

(c) Joseph Luft and Harry Ingram (d) John Luft and Aminike Harri

14. The following are advantages of oral communication except

(a) Provides speedy interchange of ideas (b) It does not always save time (c) It allows questions to be
asked (d) It promotes understanding of issues

15. Multicultural communication exists among the following except

(a) Races (b) Religions (c) Traditions (d) Towns

16. Communication problems come from the following except

(a) Agreement (b) Culture shock (c) Discrimination (d) Conflicting values

17. The following are ways to diffuse confrontations except

(a) Stay calm and reasonable (b) Take attacks personally (c) Think before you speak
(d) Be positive

18. One can respond to confrontations by being

(a) Honest (b) Positive (c) Caring (d) All of the above

19. The following can constitute barriers to effective communication except
(a) Bad organization climate (b) Unclear message (c) Linking people together
(d) Cultural differences

20. The purpose of communication is to



(a) Have goodwill (b) Obtain inputs (c) Insult people (d) Maintain harmony

PART 11: COMPLETE THE FOLLOWING SENTENCES (10 MARKS)
1. A diagram showing the structure of hierarchy in an organization is called a/an

2. The informal channel of communication in an organization is also referred to as the
3. Anything which reduces the fidelity of the message in the communication process is
4. The portion of a letter in which the writer signs offis called .......................oooonai

A public speaker who is preparing for an event needs to conduct ....................oeen in
order to understand the nature and the need of his audience.

6. The part of a formal letter that is located between the recipient’s address and the subject matter

of the letteriscalled ...,
7. The wvertical channels of communication are .................ccccooiiiniinnnn and

o

.................................. . | s [« S

9. The American expression for barristeris ...........ocoooviiiiiiiiiii e,

10. It is incredibly paradoxical that Tunde committed such a heinous crime on the eve of his
graduation. The concise variant of the underlined expression is .............c.ccccooeviiinaen..

SECTION B

ANSWER TWO QUESTIONS FROM THIS SECTION

2a. Discuss Hofstede’s cultural Dimensions. (10 marks).

2b.Avrticulate the merits and demerits of written and oral communication. (10marks).

3. Discuss the concept of Business Proposal and Report Writing. Highlight the features, purpose and
components of each. (20 marks)
4a. Differentiate between multicultural and intercultural communication (6marks)

4b. State six reasons why you must be familiar with the basic issues about media interviews. (6
marks)

4c. Outline three types of media interviews and discuss five interview traps and landmines that the
media uses, which an interviewee must be aware of. (8marks)

Protocol:

| was deeply honoured to receive the invitation extended to me by your president to be the speaker at
this Homecoming of Eagles and Handover ceremony of Covenant University Alumni Exco. | was
especially pleased to learn that the theme is “Lead the way and change your world” since leadership
is all about impact and service to the people in a special way.

Noting the importance of people in an organization, Andrew Carnegie once said: “Take away my
people, but leave my factories, and soon grass will grow on the factory floors. Take away my
factories, but leave my people, and soon we will have a new and better factory”.

Tonight, the baton of leadership will be formally handed over to the new executive tasked with new
responsibility of leading the way for next year. Covenant University Alumni Association outgoing
president, in commenting on his choice of the theme for the year, noted that it reflects his belief in
the power of Eagles to change their world.



It is the practical expression of this belief, demonstrated in the way Eagles have, over the years, set
about the important task of human development that has always won my admiration from CU Alumni.
| was particularly moved by one remark made by Rotary Pre3|dent William Boyd when he wrote:
“Today’s world needs heroes, and not celebrities............

This reminds us that change and development with a sense of purpose, responsibility and commitment
to the growth and development of their society. I believe that this, in essence, describes the Winners’
family around the world, and by extension, the Eagles’ family here represented tonight.

The task of improving the quality of life of people is the central focus of attention in our society today.
One of the most frequent mistakes is to believe that this is the exclusive preserve of government and
political leaders, locked away in their solemn meetings, issuing resolutions, draft treaties and press
releases. The reality is that the world has come to recognize that development and transformation are
more related to the commitment of the youth and their willingness and capacity to solve local
problems and grab development opportunities.

The Covenant University graduates, or succinctly put, the Eagles need to become even more
competitive, more confident and more innovative. They must understand the need to bring along those
who are in danger of being left behind in the change they profess. Not the “change” that tricked us in
our gullible state to release our “hard earned mandate” to “self-styled saviours”. Well, it is not their
fault. It is ours because Winston Churchill warned us that:

“Politicians are surprise when people

believe them, because they do not believe

themselves”
The Eagles should remember those whose educational standards, level of literacy, nutritional status,
skill levels and attitudes are not appropriate for the world of open market and globalization. They
should think of health challenges of our people and the outbreak of some diseases beside HIVV/AIDS.

In particular, we are afflicted by the scourge of drug abuse and drug trafficking which has created
nightmares previously unheard in our societies. Other phenomena are the crime waves and gun
violence which are part of the dysfunctional environment. I’'m aware that in recent years, the Eagles
have sought to proffer solutions to these challenges through their projects. I commend them for this
effort.

| would like to commend also, the leadership which the association has provided to young people of
this generation by preparing them for quality involvement in technology, political systems,
volunteerism, and community participation.

| encourage you to contribute even more, for the needs are enormous and the challenges are urgent.
Government and politicians cannot do it alone. Not even volunteerism and civil society can do it
either. Partnership is the rule of the game, and we at Covenant University management stand ready
as we have done in the time past to work with you and support your efforts within the limit of our
capacity and our remit.

In closing, let me congratulate the outgoing Exco of your association on the success of their tenure,
and extend good wishes for a successful term of office ahead of the in-coming Exco. But let us
remember always that “leadership is service; leadership is volunteerism; leadership is all about
involvement in our communities, at work and at home.

Thank you.

5. Read the Speech above and discuss it along the following lines:



1) Speaker’s purpose and occasion (4marks)

i) Speaker’s credibility and style (4 marks)

iii) Introductory and concluding devices (4 marks)
iv) Support for the speech (4 marks)

V) Audience analysis and message impact (4 marks) Total- 20 marks
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SECTION A (20 MARKS)
PART 1: MULTIPLE CHOICE QUESTIONS
I. A 11.B
2. B 12. A
3. B 13.D
4. D 14.B
5. D 15.D
6. B 16. A
7. D 17.B
8. C 18. D
9. C 19.C
10. D 20.B

PART 11: SHORT ANSWER QUESTIONS
1. Organization chart (Organogram) (1 mark

)
2. Diagonal Channel/ Rumour/ Grapevine (1 mark)

3. Noise/Barrier (1 mark)
4. Comphmentary close/ Ending (1 mark)
5. Audience Analysis (1 mark)
6. Salvation (1 mark)

7. Upward and Downward (1 mark)



8. Circular, chain, Y’ and Star (1 mark)

9. Attorney (1 mark)
10. Unbelievable (1 mark)
SECTION B

Q1. a (@) . The Communication Model

THE COMMUNICATIONS MODEL

-
"
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(i) Characteristics of a Good Communication
» It must have a two-way flow
» It should have a sender and receiver
» There must be acceptance code
» Deeds should be matched with words
» There must be effective feedback

(i) There are five things needed for effective communication to take place. These are;
» A Sender

A Message

A Channel

A Receiver

Feedback

YV V V V

b. 1) Written Communication: This is when the message 1s put in black and white written form such

as in Newspaper, textbooks, course materials etc.



Merit of written communication

» Provide records, references and legal defense

» Message can be carefully prepared, can be read by large audience
» Can promote uniformity in policy and procedure

» Can reduce costs in some cases

Demerit of written communication

» Create mountain of papers

» May be poorly expressed by ineffective writers and provides no immediate feedback

» Takes longer ime to know whether a message has been received and properly understood

(1) Oral Communication: This is the communication that 1s expressed by words of mouth as in
face to face communication; or such as a lecturer teaching the students or a pastor preaching in the
church etc.

Merit of oral communication

» It provides speedy interchange of 1deas with immediate feedback

» It allows questions to be asked and points can be better clarified

» It promotes understanding of issues

> In most cases, it allows both the sender and the receiver of information to access each other,
etc.

Demerit of oral communication

» It does not always save time
» Non-verbal communication such as gestures and facial expressions may reinforce or

contradict verbal communication

Q2. You received a memo from your GM of your company mviting you to come for an inauguration
i which you are appointed as the chairperson of a newly constituted staff Audit committee on June
24", 2016.

Required:

2a) Reply the memo acknowledging receipts in appreciation and promising to come for the

mauguration (7 marks)

2b) Assuming you have gone for the inauguration, and you are asked to make a remark on behalf of

the committee; what would you say? (8 marks)
2¢) Call a meeting of your committee members and highlight the content of the agenda (5 marks)

Q3a. Difference between multicultural and intercultural communication



Multicultural communication 1s the communication existing among people of several different races,
religions, languages and traditions. The United States has been described as a multicultural society. In
the past, people acculturated (adjusted) to the American society by assimilating mto the dominant
culture. (3marks)

Intercultural communication 1s a process of mterpreting and sharing meaning with individuals from
different cultures. Whenever cultural variability influences the nature and the effects of communication,
mtercultural communication 1s at work. In actuality, intercultural communication comprises of a
number of different forms. Among its many variations are: Interracial communication, interethnic

communication and international communication.
(3marks)

3b. Reasons for media interviews can include any five of the following:

You are an expert in your field

Your company researchers have just made a wonderful discovery

You were an eye witness to something newsworthy

Your neighbour won the lottery

Your colleague was just arrested

You support or oppose controversial move by the government

You were the victim of a consumer scam

You are running for a political post or an office

You just happen to be there when someone needs an interviewee. (6marks)

VVVVVVVVY

3c. (1) The three main types of media interviews include:

> Print Interviews

A print interview 1s conducted for the purpose of publication in the newspapers or magazine. This
may be the most comfortable for most people.
» Radio Interviews

Usually conducted at the radio station’s studio or over the phone. Each involves two people: the
mterviewer and interviewee. It can be ‘live’ or taped.

» Television Interviews

Offers almost limitless options concerning site. E.gs: studio, street, at an event, at the scene, outside
your office

(11). Discuss four main interview traps and landmines that the media uses, which an interviewee
must be aware of.

Answers can include any four of the following sample answers

Architecture

The first, foremost, and premier tactic involves the loaded question. Its built on negatives
accusations, and buzzwords. Those are the building blocks. This 1s a trap and it can be 1n the
form of a question like “why did your party rig the election?”

Rhythm

These are reporters who have developed a style borrowed from trial lawyers. First they establish
a rapport through a series of very simple, basic questions that establish the belief that this 1s
going to be a no-brainer. Then when you’ve picked up their rhythm, along comes the zinger.



The double-edged sword

This 1s the two-pronged question designed to help you make an ass of yourself in public. For
example, this Niger Delta question:

“Is it a case of cruelty or insensitivity”
Prolonged Silence
A lot of reporters will leave the microphone pointed at your face after you have finished

Persistence

More and more we are being victimized by reporters asking the same question, or a shghtly different
version of the same question, endlessly.

Agenda

This can really be called ‘persistence with a specific goal’. Instead of “lets see where this will take
us”. The agenda says “lets get there at any cost”

The ‘what if’

This hypothetical question has ‘disaster written all over it’. It does not require an answer. It
reporters and their crews use it as a trick to be played on the unsuspecting interviewee.

The Clothesline

Many reporters will hang out clothesline filled with questions. You are not expected to be able to
remember each of four or five questions in one bundle of laundry. Answer first the question
that suits you best

“I’s been said.....”

does not deserve an answer. But you have to make it clear to the audience that it 1s hypothetical and
be calm and warm in response.
That’s a wrap

This means to wrap up when you hear it your guard goes down. Its over. But some

When the reporter knows that there may be a slander or libel lawsuit over what comes next, the
opening words are: its been said .... Or there are reports circulating that ..... Or “Rumour has
said 1t that.....”

Position

When you are outdoors mn bright sunlight, the crew will rarely place the reporter looking directly
mto the sun. Don’t let them do it to you.

The Answer

Translate the question into what it would have been if the interviewer hadn't been trying to trip you
up. In other words, answer the question from your own perspective.

(8marks)
Q4.a. Discuss the importance of the following in any business speaking engagement
1) Speaker’s purpose: This 1s important because it serves as the main thrust of the speech. It
1s the reason and motivation for the exercise. It is a measure of the success of the speech.
(4marks)
1i) Speaker’s credibility: This lends credence to the speech. It gives the audience the reason

to believe the speaker. (4 marks)



1ii) Introductory devices: These are used to arrest the attention of the audience, and get them

mterested in the speech (4 marks)

1v) Support for the speech: This 1s used to give strength to the main purpose of the speech
and increase 1ts impacts. (4 marks)

V) Concluding devices: These are used to make the speech memorable in the minds of the
audience. (4 marks)

Q5. Discuss extensively on Hofstede’s cultural Dimensions

Answer

Students should begin with a general definition of culture.

“Culture is the way of life of a people passed down from one generation to the next through learning”

Students should move on to a general definition of Hofstede’s cultural dimension:

“A framework for cross-cultural communication, which describes the effects of a society’s culture on the
values of its members and how these values relate to behavior.

Hofstede’s Cultural Dimensions

Individualistic / How personal needs and goals are prioritized vs. the needs and
Collectivistic goals of the group/clan/organization.

Masculine / Masculine societies have different rules for men and women, less
Feminine so in feminine cultures.

Uncertainty How comfortable are people with changing the way they work or
Avoidance live (low UA) or prefer the known systems (high UA).

Power The degree people are comfortable with influencing upwards.
Distance Accept of inequality in distribution on power in society.

Time Long-term perspective, planning for future, perseverance values
Perspective vs. short time past and present oriented.

Indulgence / Allowing gratification of basic drives related to enjoying life and
Restraint having fun vs. regulating it through strict social norms.

(20 marks)
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Part A (30marks)

1.

10.

11.

A production process that involves manufacturing and combining whole products as parts to
create a new product entirely is referred to as (A) Extractive (B) Assemble (C) Synthetic (D)
Analytical

In Production Management, Function involves constant monitoring to ensure
compliance to standard. (A) Control ((B) Planning (C) Organization (D) Design

All the followings are elements under the function of finance except (A) Investment decision
(B) Financing decision (C) intelligent decision (D) Dividends decision

............. Is a valuable action, deed, or effort performed which might satisfy need (A) Product
(B) service
(C) price (D) paranoid

The process of selecting the segments to serve by offering product is referred as (A) Targeting.
(B) Marketing. (C) Both a and b. (D) Market segmentation
.......... is regarded as amount owing on services rendered which has not been paid for (A) tax

(B) wages (C) accruals (D) Dividends

The most crucial and first step in marketing process is (A) Marketing mix planning. (B) Market
control. (c() Market analysis. (D) All of the above

The term marketing refers to: (A) New product concept and improvement. ((B) A philosophy
that focuses on customer value and satisfaction. (C) Reminder advertising. (D) Planning
promotional campaigns.

The term marketing mix describes: (A) A composite analysis of all environmental factors inside
an organisation (B) A blending of four variables to satisfy specific target market. (C) A series of
business decisions that aid in selling product. d) None of the above.

....... i1s a facility enjoyed only by current account holders(A) loan (B) crowd funding (C)
Dividends (D) overdraft

Research involves a process of observing and creating a need by gathering necessary information,

analyze data with a view to discover and find new principle about the subject. (A) True (B)
False



12, - is driven by instinct, interest, curiosity or intuition, and simply aims to advance

knowledge. (A) Pure research ((B) Applied research (C) None of the above (D) Logic research

13. Only one of the followings is a characteristic of debenture (A) The holders are creditors to the
company (B) Financing Decision (C) intelligent decision (D) Dividends decision

14. .....refers to earnings made in previous years that are not distributed to shareholders (A) Shares

(B) Profit (C) Retained earnings (D) loan stock

15. Prize is one of the elements of the 4ps of marketing (A) Yes (B) No

16. ...... focuses on administrative task. (A) HRM (B) Conflict Management (C) Manpower
Management (D) Personnel Management

17. A successful person in which of the following positions may be promoted to a management

position (A) Scientist, ((B) Engineer (C) Accountant (D) All of the above may lead to successful

management position.

18. Which of the following is a creative factor in production (A) Land ((B) capital (C) Money (D)

Human resource

19. HRM is aimed to maximize employee as well as organizational ..... (A) Effectiveness ((B)

Economy (C) Entrepreneur (D) Del Credere

20. HRM does not involve.... (A) Recruitment ((B) Cost control (C) Training (D) Selection

21. The fact that services cannot be stored for later use or sale is evidence of their: (A) intangibility.

(B) inseparability. (C) variability. (D) perishability.

22. The management function that recommends the establishment of goals and objectives is termed
(A) planning (B) Authority (C) Regulator (D) Order

23. The management function that recommends that resources be arranged in an orderly and
functional way is termed (A) planning (B) Authority (C) organising (D) leading

24. The management function that enforces direction and vision of the firm is termed (A) planning
(B) Authority (C) organising (D) leading

25. The management function that recommends keeping the company on track and making sure goals
are met is termed (A) planning (B) Authority (C) organising (D) Control

26. The element which determines the intensity of the market coverage is: (A) the length of
channel (B) The amount of advertising required (C) the number of distribution system (D) the
type of product

27. The promotional goals a firm develops might be aimed at all of the following, EXCEPT (A)

creating awareness (B) Explaining price process (C) increasing use of product (D) identifying

potential customers

28. Which of the following would be considered a major element of the promotional mix?. (A)

Marketing research ((B) Personal selling (C) distribut primate

29. The way in which the product is delivered to meet the customers' needs refers to (A) new product

concepts and improvements. (B) advertising and promotion activities. (D) Place or distribution

activities

30. Newsletters, catalogues, and invitations to organization-sponsored events are most closely

associated with the marketing mix activity of: (A) Promotion (B) Product (C) Price (D) Prize

Part B

Instruction: Attempt any two (2) questions (40marks)

la. Based on your understanding of research, enumerate five (5) reasons why we conduct research
for



business development?
(10 marks)

b Mrs. Love, an importer, hopes to buy goods from France. Explain 5 procedures she has to follow
10 marks)

2a. Globalization is the shrinkage of time and space. From this definition list and explain five (5)
major forces driving globalization?
(10 marks)
b Discuss, in detail, differences between international business and international trade
(10 marks)

3a. Enumerate the aims of Human Resource management
(10 marks)
b. Explain the differences between Personnel management and Human Resource management
(10marks)
4b.The CEO of your organization has asked you to present a report on the relevance of management
functions. Submit your views on these functions
(10marks)

b Discuss exhaustively the 5Ps of marketing and the relevance to any business
(10 marks)
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21A 22A 23C 24D 25D 26B 27B 28B 29C 30A

Section B
(Research and Development)

1. (A) Based on your understanding of research, enumerate five (5) reasons why we  conduct research for
business development? (10marks)
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[ ]
To find out the future economy of the firm in the industry.
The need to ensure constant satisfaction of the consumer/s need

The need to be a market leader.
The rate at which products becomes obsolete in the industry and the market and cost of replacing them.
The existence of resources to meet possible future needs.
The actions and positions of a firm/s competitors and the need to have competitive edge.
e 2 mark each for any five point mentioned and explained

(B) Mrs. love an importer hope to buy goods from France. Explain 5 procedures she has to follow (10 marks)

R/
0.0
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Making enquiry to overseas suppliers through letter of enquiry on price, terms of sales and payment

Receiving a reply to the letter of enquiry, this should provide answers on quotation, procedures, price list, terms
of sales

Obtain and complete all necessary documents that relate to imports for appropriate agencies

Placing order and making payment through designated or any other bank e.g. letter of credit, bill of exchange,
etc.

Taking delivery when goods are sent by exporter this can be done through clearing of goods, payments of custom
duties.

Collection of goods

2 marks each for any five point mentioned and explained

(International Business)

2. Globalization is the shrinkage of time and space. From this definition list and explain five (5) major forces
driving globalization? (10marks)
i Falling barriers to trade and investment: Students will talk about GATT, WTO, IMF, ASEAN, ECOWAS,
etc.
ii. Technological Innovations: Communications, transportation and Information technology
iii. Multinational and Transnational corporations
iv. Economies of scale
V. Capital flows
e (2 marks each for any point mentioned and explained)
[ ]
b. Discuss extensively differences between international business and international trade
« Foudermentally international trade is a mush narrow set of activities and consist of export and import (e.g good
and service} only
* International business is a much broader concept and includes international trade, direct foreign production or
any other activity across countries conducted by and entity in managing and carrying out its operation.
[ ]
= (5 marks each for any point mentioned and explained with example )
[ ]
e (Human Resource Management)
e 3. Enumerate the aims of Human Resource management (10
marks)
b. Explain the differences between Personnel management and Human Resource management (10marks)

a. Specifically, HRM is concerned with achieving objectives in the following areas:

o Organisational effectiveness;
o Human Capital Development



Reward Management
Employee Relations
Meet Diverse needs

Develop potentialities
People management

O O O O O O O

Knowledge Management

Develop maximum satisfaction of employees

2 marks each for any 5 point mentioned and explained

b. Explain the differences between Personnel management and Human Resource management

Personnel Management

Human Resource Management

Nature of Relations

more on individualistic where individual
interest is more

A shared vision between managem
and staff

Relation of power and management

Centralized

Decentralized

Leadership and management role

Transactional

Transformational

Contract of employment

No compromise in written contracts

Created flexi-working hours, work
from home policies

Nature of activities

Traditional approach of managing people

Modern approach of managing
people

People management

Monitoring

Nurturing

Training and development

Employees are provided with less training and
development opportunities.

Employees are provided with more
training and development
opportunities.

Nature of decision making

, decisions are made by the top management

decisions are made collectively

Job design

routine function

a strategic function.

Speed of decision

Hiring, filing and firing

Strategic management

2 marks each for any 5 point mentioned and explained
(Marketing Management)

4. The CEO of your organization has asked you to present a report on management functions. They would like to see your
view about these functions (10marks)

((B) Discuss exhaustively the 5Ps of marketing and the relevance to any business (10 marks)

Product-are the goods and services that your business provides for sale to your target market.
When developing a product you should consider quality, design, features, packaging, customer

service and any subsequent after-sales service.

Place-is in regards to distribution, location and methods of getting the product to the customer. This includes the location
of your business, shop front, distributors, logistics and the potential use of the internet to sell products directly to
consumers.

Price-concerns the amount of money that customers must pay in order to purchase your products. There are a number of
considerations in relation to price including price setting, discounting, credit and cash purchases as well as credit
collection.

Promotion-refers to the act of communicating the benefits and value of your product to consumers. It then involves
persuading general consumers to become customers of your business using methods such as advertising, direct marketing,
personal selling and sales promotion.

People — All companies are reliant on the people who run them from front line Sales staff to the Managing Director.
Having the right people is essential because they are as much a part of your business offering as the products/services you
are offering.

Processes —The delivery of your service is usually done with the customer present so how the service is delivered is once
again part of what the consumer is paying for.



Physical Evidence — Almost all services include some physical elements even if the bulk of what the consumer is paying
for is intangible. For example a hair salon would provide their client with a completed hairdo and an insurance company
would give their customers some form of printed material. Even if the material is not physically printed (in the case of
PDF’s) they are still receiving a “physical product” by this definition

(2 marks each for any point mentioned and explained)

b. (Management function) (10 marks)

e Student are expected to define management in the following manner: the process or
functions of planning, organizing, leading, and controlling organizational resources to
effectively achieve set objectives (2marks)

e Planning :the act or process of creating goals and objectives as well as the strategies to meet
them

e Organizing getting the resources arranged in an orderly and functional way to accomplish
goals and objectives

Staffing: is the process of filling positions/postsin the organization with adequate and  qualfied personnel

e Leading is about providing direction and vision

Control is keeping the company on track and making sure goals are met

(2 marks each for any point mentioned and explained)
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Course Description:

This is a continuation of Bus 111, which introduced business and its activities to students. The course is designed to
enhance student’s knowledge about business. The main focus of the course is the treatment of functional areas of business:
marketing, human resources, production, finance and accounting. Other important areas of business such as insurance,
banking and international business are covered to provide all round knowledge about business.

Course Objectives:
At the end of this course, the students are expected to be able to:
o Identify and explain the various functional areas of business.
e Explain the importance of insurance and banking to business survival.
e Explain the importance of international business to the survival of local business organization.

Method of teaching/ Teaching Aids:

e Interactive class sessions.
e  Public Address System (PAS)
e  Multi-Media
e White Board
Module 1:

Week 1: Concept of Marketing.

Week 2. Production Management.
Week 3: Personnel Management.
Module 2:
Week 4: Accounting and Financial Function.
Week 5: Banking and Insurance.
Week 6: Personnel Finance.
Module 3:
Week 7: Research and Development
Week 8: Industrial Relations.
Module 4:
Week 9: Management Functions

Week 10:  Purchasing and Material management.
Module 5:

Week 11:  Business Law.

Week 12:  International Business

Week 13: Revisions



Method of Grading:

e (Class Test / Assessment | =30 marks 30%
e Mid —Semester Test
e End of Semester Examination= 70 marks 70%

100%

Class Behaviour:
e  Receptive to Education
e Ready to Learn.
e Always prepared to ask questions.
e Encouraging students to contribute.

Topics of Term Paper / Assignment:
Students will be required to generate ideas about possible business ventures, indicate the process of formation and

write a detail feasibility study of the business.

Recommended Readings:
1. Inegbenebor, A. U. and Osaze, B. E. (1995) Introduction to Business: A Functional Approach.

2. Cole, G. A (1998) Management: Theory and Practice.
3. Harold, U. A and Cyril, 0. 0. (1997) Essential of Management.
e Qyeniyi, O. (2004) Introductio



