
Sangam Education Board – Online Resources  

 

 

SUVA SANGAM COLLEGE 

YEAR 13 

OFFICE TECHNOLOGY 

WORKSHEET 4 

 

 

Questions 

1. ESSAY WRITING 

Write an essay of about 180 – 200 words to answer the question. 

 
Business communication is information sharing between people within and outside 

an enterprise that is performed for the commercial benefits of the organization. 

With reference to the above statement, discuss Video Conferencing, Telecommuting and 

Social Networking with: 

i. Its definition. 

ii. One advantage and 

iii. One disadvantage. 


