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Multiple-Choice & True/False
15 Multiple-Choice and True/False questions. Each question is worth 4 points for a total of 60 points:

1. When communicating orally, the sender only needs to focus on the verbal message being sent.

2. The goal of the communication process is to arrive at a mutual understanding between sender and receiver.

3. Making assumptions can have both positive and negative implications.

4. Both delayed and immediate feedback are useful components in the communication process.

5. Lateral communication provides an opportunity for lower-level employees to participate in the decision-making process.

6. A transaction culture emerges when a sender and receiver ignore cultural differences.

7. Communication through the office “grapevine” would be considered a traditional form of team communication.

8. When communicating orally, which of the following is the most effective approach?

a. Aggressive speaking

b. Assertive speaking

c. Nonassertive speaking

d. Passive-aggressive speaking

9. When a receiver is listening to a message, which of the following is the most effective approach?

a. Attentive listening

b. Passive listening

c. Active listening

d. Selective listening

10. Making assumptions can have both positive and negative implications. Which of the following is NOT a negative aspect of making assumptions?

a. Anticipating problem situations

b. Jumping to conclusions

c. Stereotyping

d. Focusing on intentions

11. In the communication process, the act of sending a message is

a. a signal

b. a transmittal

c. an information source

d. a channel

12. Which of the following is true when giving feedback?

a. Always wait for an obvious pause to give feedback

b. Give feedback immediately or don’t give it at all

c. Nonverbal gestures are not considered feedback

d. Delayed feedback can improve communication skills

13. Which of the following examples would NOT be considered a nonverbal communication barrier?

a. The sender not having eye contact with the receiver(s)

b. The speaker is improperly dressed

c. The room being too hot

d. The receiver glancing frequently at the clock

14. Which of the following is NOT a characteristic of unstructured communication?

a. More widely known and more easily accessible

b. Dependent upon personal emotional factors

c. More flexible and open-ended

d. More personalized

15. Which of the following is an effective way of providing supportive feedback to enhance the team communication process?

a. Provide subjective commentary on an individual’s performance

b. Give general praise to an individual

c. Articulate only favorable comments

d. Describe your observations based upon actions

Short Answer

5 Short Answer questions. Each question is worth 4 points for a total of 20 points:
1. The _____________ is the person expressing his or her message to other parties.

2. A(n) _______________ is a belief that something is true without proof or demonstration.
3. What is the aspect of the communication process is a stream of words, images, or gestures that expresses the message?


4. Which of the four of the common barriers to communication deals with time restraints, environmental conditions, and unprofessional and inconsistent features in the presentation?


5. Keeping information flowing is an important component of business communication. What is it called when an individual takes the initiative to let others know something in advance, or passes on helpful information without being asked?

Essay

2 Essay questions. Answer both questions using complete sentences. Each essay is worth 10 points:
Question #1: Describe how making assumptions can negatively affect the communication process. List four ways of becoming aware of your own assumptions in order to ensure more effective interpersonal interactions.

Question #2: Team communication is crucial to an organization’s success. List and describe four ways to enhance the team communication process.
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