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Instructions to Candidates 
1. Time allowed is three (3) hours. 
2. Total: 100 Marks. 
3. Answer all questions in Section A and any two (2) questions from Section B. 
4. The answers should be in English Language. 

 

Subject Subject Code 
Professional Communication  (PC / SK 4 - 305) 

 

 

Section A   
 

Answer all questions 
 

Question No. 01 (20 Marks) 
 

(a) ‘Information Technology has greatly contributed to the development of the Global Village’. Do 
you accept this view?  Explain giving reasons and examples.      (10 Marks) 

 

(b) “The interaction between the Sender and the Receiver is communication” Do you agree?  
Explain using two methods of how this occur.       (10 Marks) 

                                                                                                           (Total 20 Marks)                                                 

 

Question No. 02 (20 Marks) 
 

(a) What do you understand by communication flow?  Explain using a suitable diagram. What are 
the advantages of upward communication flow?      (10 Marks) 

                                                                                                                
(b) ‘The non-verbal communications of facial expressions and body languages are more genuine 

than oral communications’. Write your views.       (10 Marks)                                                                         
                                                                                                               (Total 20 Marks) 

 

 

Question No. 03 (20 Marks) 
 

(a) A hand phone is similar to a computer in many ways” Do you agree?    (10 Marks) 
                

                                       

(b) Assume that your office was shifted to new premises. Some of your valuable equipment had 
been damaged in the process of transporting due to the negligence of the crew. Write a letter to 
the transport company ‘Prime Movers” expressing your displeasure and requesting them to pay 
for the damage.           (10 Marks)                                                           

             (Total 20 Marks) 
     End of Section A 

 
 
 



Section B   
 

Answer any two (2) questions 
 

Question No. 04 (20 Marks) 
 

(a) The Building in which your factory is located has been taken on rent after paying one year’s rent in advance. 
According to the tenancy agreement your directors have signed with the owners, you must give six months’ 
notice before you leave. But now you have found a new location with more facilities to which you wish to 
move early. Your directors have instructed you to negotiate with the owner and request him to give a special 
concession and return six months’ rent from the advance. 

 

Use the following steps and write down your conversation with the owner using negotiation strategy. 
1. Location of the present building. 
2. Facilities available satisfactory but lack of space for Lorries. 
3. Current tenancy agreement. 
4. Bargain for refund.           (10 Marks) 

         
(b) The HR Manager of the establishment where you serve as the assistant H.R. manager has visited a rural 

school in a remote district to make donation of school bags, stationery and books to poor children. Since the 
HR manager had to return in a hurry you had deliver the speech to explain the aim of the programme and the 
services provided by your establishment. Write your speech.      (10 Marks) 

                                                                                                             (Total 20 Marks) 
 
 

Question No. 05 (20 Marks) 
 

(a) Assume that you are the Finance Manager of Engineering Consultants.  The letter given below is a reply to a 
letter you sent to the Metropolitan Agencies. Your boss wants you to reply this letter. But the first letter you 
sent them is missing. 

 

Read it carefully and write the first letter you sent them. Write a reply to this letter acknowledging it and 
informing them that the machine will be sent the day after.   
 

Metropolitan Agencies Ltd. 
No. 17,  Mihindu Mawatha 
Colombo 11. 
 

28th July 2015 
 

The Finance Manager 
Engineering Consultants, 
P.O.Box 73, 
Colombo 
Dear Sir, 
Repairs to the Photocopier 
We refer to your letter dated 20th July, on the above subject. 
I am pleased to inform you that our technician who visited your office on Saturday has 
informed me that your photocopy machine can be repaired after replacing some of the parts. 
Therefore the machine has to be brought to our factory for the repair. Please make 
arrangements to send it early so that we can attend to it soon. 
Thank you 
  
Yours truly, 
  
Manager 

  

                                                                                                                   (12 Marks) 



 
 

(b) A customer orders a photocopying machine of a certain make, which you do not have in stock. 
Without writing back to him saying that it is not available, you can inform him the relative 
benefits and advantages of a machine that you have in stock. Stress on its special qualities, 
without mentioning its shortcomings like higher prices or no guarantee.    (08 Marks) 

           (Total 20 Marks) 
                                                                                                           

 
 
Question No. 06 (20 Marks) 
 
(a) When presenting statistical information what are the methods available to the presenter? Select 

one method and explain its advantages and disadvantages.      (10 Marks)             
 

(b) How can the multi- media projector help a successful presentation?    (10 Marks) 
                                                                                                                                (Total 20 Marks)  

End of Section B 
End of Question Paper      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


