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Communication in Leadership - Question Answers 

a. Now answer the following questions: 

i) What is the role of great leaders in a company? Discuss. (2 marks) 

Great leaders play multiple crucial roles in a company. They collaborate to foster harmony and 

amicability at work, helping teams achieve organizational objectives. They write regular and 

constructive messages, gather and convey information, and make informed decisions for better 

productivity. Great leaders also use various media and communication strategies effectively, 

reading both verbal and nonverbal cues to enhance workplace relationships and overall 

organizational success. 

 



ii) What does the writer mean by "they are also adept at reading nonverbal cues"? (2 marks) 

This means that effective leaders are skilled at understanding and interpreting body language, 

facial expressions, gestures, tone of voice, and other forms of communication that don't involve 

spoken or written words. They can pick up on subtle signals like discomfort, agreement, confusion, 

or enthusiasm from their team members, which helps them communicate more effectively and 

respond appropriately to different situations. 

iii) How do managers communicate with their clients and customers in today's world? (2 

marks) 

Modern managers use various digital platforms and tools to communicate with clients and 

customers. They utilize social media networks to launch, promote, and collaborate with potential 

clients. They write professional emails, send relevant WhatsApp messages, create effective 

business blogs, produce informative podcasts, and use collaborative software like Skype, Google 

Docs, and TeamViewer for real-time communication across the globe. 

iv) Discuss what managers should not do while communicating and why. (2 marks) 

Managers should avoid delayed feedback, stilted and rude content, delayed action, and using fewer 

personal pronouns, as these practices make their communication discourteous, impolite, and 

offensive. Such behaviors can damage relationships with subordinates and other organization 

members. Instead, they should focus on interpersonal relations, use a conversational tone, provide 

immediate feedback, take prompt action, and use more personal pronouns and positive language. 

v) Give an appropriate title to the passage and give reasons for your choice. (2 marks) 

Title: "Effective Communication: The Key to Modern Leadership Success" 

Reasons: This title captures the main theme of the passage, which emphasizes that effective 

communication is critical to success in all aspects of life, particularly for leaders and managers. It 

reflects how the passage discusses both traditional and modern communication methods, the 

importance of various communication skills, and how these skills directly impact leadership 

effectiveness and organizational success. 

 



b. Pick out words from the passage which mean the same as the following: (6 marks) 

i) crucial (para 1) 

critical 

ii) skillful (para 2) 

adept 

iii) pleasant behaviour which brings about good-will (para 2) 

amicability 

iv) to a great extent (para 3) 

exponentially 

v) local context (para 3) 

indigenous 

vi) informal (para 4) 

colloquial 

c. Personal Views on Workplace Communication (4 marks) 

From this passage, I've learned that workplace communication is multifaceted and constantly 

evolving. The most important lesson is that effective communication isn't just about conveying 

information—it's about building relationships, motivating employees, and creating a positive work 

environment. 

The passage highlights how modern technology has transformed communication methods, but the 

fundamental principles remain the same: clarity, respect, and authenticity. I particularly appreciate 

the emphasis on using positive language and personal pronouns like "you" instead of "I" or "we," 

as this shows consideration for others. 

The importance of acknowledging employee contributions through simple words of appreciation 

resonates with me. It demonstrates that effective communication isn't always about complex 

strategies—sometimes the most powerful communication is a sincere "thank you" or "great job." 



 

 

2. Short Notes: Business Communication Topics 

i. Importance of Small Talk in Business 

Small talk, often dismissed as trivial conversation, plays a crucial role in business success and 

professional relationship building. It serves as the foundation for trust, rapport, and effective 

communication in workplace environments. 

Building Professional Relationships 

Small talk helps break down formal barriers between colleagues, clients, and business partners. It 

creates a comfortable atmosphere that facilitates better working relationships. When people feel at 

ease with each other, they are more likely to collaborate effectively and share important 

information openly. 

Example: Before a crucial client meeting, engaging in small talk about the weather, traffic, or 

local events can help reduce tension and create a positive atmosphere for negotiations. 

Networking Opportunities 

Casual conversations often lead to valuable business connections and opportunities. Small talk at 

conferences, business lunches, or elevator encounters can reveal common interests, mutual 

connections, or potential collaboration opportunities. 

Example: A casual conversation about weekend activities might reveal that both parties enjoy 

golf, leading to an invitation to play together, which could strengthen the business relationship and 

potentially lead to new deals. 

Cultural Bridge Building 

In international business, small talk helps navigate cultural differences and shows respect for local 

customs. It demonstrates cultural awareness and helps build trust across diverse backgrounds. 

Example: When meeting Japanese clients, discussing seasonal changes or local festivals shows 

cultural sensitivity and can significantly improve business relationships. 



Information Gathering 

Small talk often reveals valuable informal information about market trends, company culture, or 

industry insights that might not be shared in formal meetings. 

Example: Casual conversation with colleagues might reveal upcoming organizational changes, 

new project opportunities, or client preferences that could be strategically valuable. 

Stress Reduction and Team Building 

Light conversations help reduce workplace stress and create a more positive work environment. 

This leads to improved productivity and job satisfaction among team members. 

Example: Team members sharing stories about their children or hobbies during coffee breaks can 

strengthen team cohesion and improve overall workplace morale. 

 

iv. Characteristics of a Good Report 

A good report is a well-structured document that effectively communicates information, analysis, 

and recommendations to its intended audience. It must possess several key characteristics to 

achieve its purpose successfully. 

Clarity and Precision 

A good report uses clear, concise language that is easily understood by its target audience. It avoids 

jargon, ambiguous terms, and unnecessary complexity while maintaining professional standards. 

Example: Instead of writing "The fiscal implications are somewhat negative," a good report would 

state "The project will result in a 15% budget overrun, approximately $50,000 above the allocated 

funds." 

Logical Structure and Organization 

Effective reports follow a logical sequence with clear headings, subheadings, and smooth 

transitions between sections. The structure should guide readers through the content 

systematically. 

Example: A market research report might follow this structure: 



• Executive Summary 

• Introduction and Objectives 

• Methodology 

• Findings and Analysis 

• Conclusions and Recommendations 

• Appendices 

Objective and Factual Content 

Good reports present information objectively, supported by credible data and evidence. Personal 

opinions should be clearly distinguished from facts, and sources should be properly cited. 

Example: "Sales increased by 23% in Q3 2024 compared to Q3 2023 (Source: Company Sales 

Database)" rather than "Sales improved significantly last quarter." 

Relevant and Purposeful Information 

Every piece of information in a good report should serve the document's purpose. Irrelevant details 

that don't contribute to the main objectives should be excluded. 

Example: In a report about employee productivity, including detailed information about office 

decoration would be irrelevant unless it directly impacts productivity metrics. 

Visual Elements and Data Presentation 

Effective reports use charts, graphs, tables, and other visual elements to present complex data 

clearly and make the document more engaging and easier to understand. 

Example: A financial performance report might include: 

• Bar charts showing revenue trends 

• Pie charts displaying expense categories 

• Tables with key performance indicators 

• Infographics summarizing main findings 



Actionable Recommendations 

Good reports don't just present problems; they offer practical, specific recommendations that 

readers can implement. These recommendations should be realistic and clearly linked to the 

report's findings. 

Example: Rather than suggesting "improve customer service," a good report would recommend 

"implement a customer callback system within 24 hours for unresolved complaints, assign 

dedicated account managers for high-value clients, and conduct monthly customer satisfaction 

surveys." 

Professional Presentation 

The physical appearance of a report reflects on its credibility. Good reports feature consistent 

formatting, proper grammar and spelling, appropriate font choices, and professional layout design. 

Example: Using consistent heading styles, maintaining uniform margins, including page numbers, 

and ensuring all charts and tables are properly labeled and referenced in the text. 

 

3a. Complete the following company profile with either the present perfect or past simple 

tense of the verbs in brackets: (10 marks) 

William Colgate founded the Colgate Company in 1806 as a starch, soap and candle business in 

New York City. For the first one hundred years, the company did all its business in the United 

States. However, in the early 1900s, the company began an aggressive expansion programme that 

led to the establishment of Colgate operations in countries throughout Europe, Latin America and 

the Far East. Recently it has set up operations in Turkey, Pakistan, Saudi Arabia, Eastern Europe 

and China. Colgate-Palmolive has become a truly global consumer products company, worth $6.6 

billion and selling in more than 160 countries. 

In the area of Oral Care, Colgate-Palmolive is the world leader in toothpaste. Since 1980, the 

company has increased its share of this market by more than 12% to over 40% today. Oral care 

revenues have grown significantly in recent years and in 1991, they exceeded $1.3 billion. As a 

result of the company's heavy investment in research and technology, it has developed many 

successful toothpaste, rinses and toothbrushes. 



3b. Question Formation (5 marks) 

i) When did you join the company? 

 ii) What was your position when you started?  

iii) Which department did you work in?  

iv) How long did you work in that department?  

v) Where was your office located? 

3c. Comparative and Superlative Forms (5 marks) 

i) IBM is one of the biggest computer companies in America.   

ii) A notebook computer is more expensive than a desktop one.  

iii) I think a desktop computer is better than a Notebook.  

iv)        In my opinion, telephone is the most important piece of office equipment.  

v)        The fastest way to contact a client is by phone. 

 

Creative Writing Tasks 

1. Email to Friend About Job Transfer (20 marks) 

Subject: Big News - I've Moved to Mumbai! 

Dear Rahul, 

I hope this email finds you and your family in good health. I have some exciting news to share 

with you - I recently got transferred to Mumbai for work and have been settling into this incredible 

city for the past month. 

Mumbai is absolutely fascinating! It's a city that truly never sleeps - there's energy and movement 

at every corner, day and night. The diversity here is remarkable, with people from all over India 

calling this place home. The local trains are an experience in themselves - they're incredibly 

efficient but also quite crowded during peak hours. The street food scene is legendary - I've already 

become addicted to vada pav and bhel puri from the local vendors. 



Life here is quite different from Delhi. The pace is much faster and more business-oriented. 

Everything seems to revolve around work and opportunities. While Delhi had more space and a 

relaxed government city vibe, Mumbai feels like the commercial heartbeat of India. The weather 

is more humid, especially during monsoons, but the sea breeze from Marine Drive is absolutely 

refreshing. The cost of living is higher, particularly housing, but the career opportunities seem 

endless. 

I would love for you and your family to visit me here! I have a decent apartment in Bandra, and 

I'm excited to show you around the city. We could visit the Gateway of India, take a boat ride to 

Elephanta Caves, explore the bustling markets of Colaba, and of course, experience the famous 

Mumbai nightlife. Let me know when you're free - weekends work best for me. 

As for my new job, I've been promoted to Regional Marketing Manager for the western region. 

It's a significant step up from my previous role, with responsibilities including developing 

marketing strategies for Maharashtra, Gujarat, and Goa. I'm managing a team of twelve people and 

working directly with some major clients. The learning curve is steep, but I'm enjoying the 

challenge. 

Looking forward to hearing from you soon! 

Warm regards, [Your name] 

 

2. Dialogue About Career Choices (20 marks) 

Characters: Manisha and Ajay - Two college friends discussing their future career plans 

Manisha: Hey Ajay, with our final exams just around the corner, I've been thinking a lot about 

what I want to do after graduation. What about you? 

Ajay: Oh, I'm so glad you brought this up! I've been losing sleep over this decision. I'm really torn 

between pursuing software engineering and getting into digital marketing. 

Manisha: That's interesting! Both fields have great potential. What draws you to software 

engineering? 



Ajay: Well, I love problem-solving and coding. The idea of creating applications that millions of 

people might use really excites me. Plus, the salary prospects are excellent right from the start. 

Manisha: That sounds amazing! But what about digital marketing? That seems quite different 

from coding. 

Ajay: You're right, it is different. I'm fascinated by how brands connect with people online. Social 

media campaigns, content creation, analyzing consumer behavior - it all seems so dynamic and 

creative. 

Manisha: I can definitely see the appeal. For me, I'm leaning heavily towards becoming a clinical 

psychologist. I want to help people work through their mental health challenges. 

Ajay: That's such a noble profession, Manisha! What sparked your interest in psychology? 

Manisha: I've always been the person my friends come to when they need someone to talk to. 

During the pandemic, I realized how important mental health support is. I want to make a real 

difference in people's lives. 

Ajay: But doesn't that require several years of additional study? Like a master's degree and then 

specialized training? 

Manisha: Yes, it does. I'd need to complete my master's in clinical psychology, then probably 

pursue an M.Phil or PhD. It's a long journey, but I think it's worth it. 

Ajay: Your dedication is inspiring. Have you considered the financial aspect? Psychology careers 

typically take longer to become financially stable. 

Manisha: I have thought about that. Initially, the pay might not be as high as tech jobs, but 

established psychologists earn well. Plus, the job satisfaction would be immense. 

Ajay: True! Money isn't everything. What made you choose clinical psychology over other 

branches like organizational or educational psychology? 

Manisha: I want to work directly with individuals facing anxiety, depression, trauma, and other 

mental health issues. The one-on-one therapeutic relationship really appeals to me. 

Ajay: That's wonderful. Going back to my dilemma - do you think I should choose based on 

passion or practical considerations like salary and job security? 



Manisha: Why not both? Could you maybe start with software engineering for financial stability 

and then transition into digital marketing once you've gained some experience and confidence? 

Ajay: That's actually a brilliant idea! Many tech companies need people who understand both the 

technical and marketing sides. I could be a bridge between those departments. 

Manisha: Exactly! Plus, understanding technology would make you a better digital marketer. 

You'd know what's actually possible from a technical standpoint. 

Ajay: You've really helped me see this clearly. What about you? Are you planning to work while 

pursuing your advanced degrees? 

Manisha: I'm thinking of working as a counselor or in HR initially. It would give me practical 

experience with people while I continue my studies part-time. 

Ajay: That sounds like a solid plan. We're both looking at careers that will keep evolving with 

time and technology. 

Manisha: Absolutely! Whether it's new therapeutic techniques in psychology or emerging digital 

platforms in marketing and tech, we'll always be learning. 

Ajay: I'm feeling much more confident about our futures now. Thanks for this conversation, 

Manisha! 

Manisha: Same here, Ajay! It's exciting to think about how different our paths will be, but how 

we'll both be helping people in our own ways. 

 


