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1. d)	Goodwill message

2.  a)	Business letter

3. b)	External message

4. b)	up to the receiver’s level

5. a)	concise, efficient, and clear message

6. a). A thing which must be remembered
7.  a. Gaining in-depth understanding
8. a. You know your reader will appreciate frankness
9. c. Barriers made by cultural differences
10.c. Ethnocentrism can be avoided by being sensitive to the various dimensions of cultural differences.
11. b. Lack of integrity
12. d. process, messages, words
13. b. A company logo designed to protect the organizations image
14. d. full-block style
15. b. from the point of view of the writer
16. d. investigation
17.a. scholars
18. d. Discussing things
19. d. It is irreversible—what is said cannot be taken back



	

Short Answer Questions
Question One: Explain any four guidelines for effective multicultural communication. Give an example from your own work place. 
[bookmark: _GoBack]Nurturing an interconnected and industrious corporate culture can be challenging. In the workplace, there are diverse departments to be managed, deadlines, budgetary constraints and different personalities (Solway, 2009). People in the workplace come from different cultural backgrounds, ethnic groups, languages, nationalities, beliefs, and religion which have a profound impact on the concepts of work, team harmony, and interpersonal communication. There are guiding principles for effective multicultural communication at the workplace. First, keeping an open mind is one of the critical aspects when relating to individuals of different cultures. Keeping an open mind denotes no stereotyping so effective communicators should let go of any prejudiced notions about the other team members and their cultural experiences.
Besides, an effective communicator should have ample knowledge on different cultural backgrounds to improve the cohesiveness and harmony in the team. This provides valuable cues on how the team members approach individuals, descriptions of respect, personal boundaries and interactions can be steered. Next, active listening should be practiced to foster multicultural communication at the workplace. All humans feel comfortable, valued, and part of the team if they feel confident that they are been heard. Furthermore, often included with active listening, the non-verbal communications assume special prominence in multiculturalism. 
An example at the workplace, a majority of Native Americans normally do not make any eye contact at work. In other cultures, the use of gestures is viewed normal, while in others it is regarded as a sign of mental instability. For instance, it is regarded as rude to talk to someone while staring at the computer screens or phone. Paying close attention to nonverbal messages shows that one is listening and that the opinions of the colleagues are essential. Finally, in spite of deadlines, monetary constraints, heavy workload and disagreements, it is vital to maintaining a personal touch in interactions at the workplace. In multicultural communications, this is a matter of self-awareness to show interest in the lives of colleagues' outside work to build camaraderie make interactions effective and enjoyable.
Question Two: Explain why it is important to learn about the culture of people with whom you do business? Give any two reasons.
Understanding culture is a vital aspect of business as it entails working and establishing sound relationships with individuals from different cultural backgrounds. "Culture can be defined as a community that shares shared experiences which shape the manner in which its members comprehend the world like race, national origins, gender, social class, and religion (Williams, 2000). It is imperative to learn about different cultures especially in the corporate world. Understanding culture is a symbol of respect, and it helps in fostering effective communication which is an essential factor in organizational success.  Companies hire foreign workers and collaborate with external parties since most operations are globalized. A majority of companies today seek to expand to take advantage of new and large markets in other nations with different cultures. Hence, cultural sensitivity is important in business as understanding clients and employees in other countries can improve sales in the countries.
Question Four: Describe the significance of nonverbal communication and explain any four advantages for effective communication.
Nonverbal communication can be described as a process of shared prompts between individuals, which goes hand-in-hand with oral speaking in the form of eye contact, glances, blink rates, facial expressions, gestures, and postures (Hobbs, 2014). The importance of nonverbal communication includes the fact that it helps in making a good first impression and enhances the understanding the message that is conveyed by customers and other staff. Non-verbal communication also aids in sending the right messages and reading the basic signals that aid in building rapport, gaining trust and improving morale. Non-verbal communication also helps an individual to express themselves better during business meetings even before speaking with the drive of trying to make sense of symbolic messages. Lastly, Knowing skills and non-verbal communication aids in presenting skills like in interviews where one can showcase their strengths and hide weaknesses.
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