

Unit 222: Communication in a business environment 
Multiple choice questions
1.
Which one of the following body language signals should be avoided in order to appear positive?

a.
Eye contact

b.
Folded arms

c.
Open posture

d.
Mirroring.

2.
The tone of a sentence is dictated by 

a.
The depth of the speaker’s voice

b.
How the emphasis is applied

c.
The use of facial expressions

d.
How phrases are structured.

3.
The best way to ensure a document is accurate is to 

a.
Run the spellcheck

b.
Use plain English

c.
Proofread it

d.
Avoid jargon.

4.
It is most important that a document is accurate in order to

a.
Meet organisational standards

b.
Create a good impression 

c.
Ensure it is understood

d.
Save time and money.

5.
The best way to convey an urgent message is by

a.
Email

b.
Telephone

c.
Fax
d.
Text message.

6.
Formal messages are best communicated by

a.
Letter

b.
Email
c.
Memo
d.
Telephone.

7.
The main purpose of active listening is to 

a.
Maintain eye contact

b.
Pay attention to the words

c.
Communicate a point

d.
Understand what is said.

8.
Which one of the following should end a letter that begins Dear Sir?

a.
Yours faithfully

b.
With kind regards

c.
Yours sincerely

d.
With best wishes.

9.
Which one of the following is a way of confirming understanding?

a.
Active listening

b.
Discussion

c.
Summarising

d.
Probing.

10.
Which one of the following will not be conveyed by words?

a.
Message

b.
Instruction

c.
Implication

d.
Summary.



