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Questions: 

No.  CONCEPT IN BRIEF: Reception Area 

1.  

a) What is a reception area? 

 

b) State the two essential elements to be considered when planning a reception 

area in an organization. 

 

 CONCEPT IN BRIEF: Reception Area 

2.   

a) Name the four important elements to be considered when planning a 

functional and attractive reception area. 

 

b) State five areas of importance required to generate a positive corporate image. 

 

 CONCEPT IN BRIEF: Reception Area 

3.   

a) Name the five types of active listening? 

 

b) Define the following terms: 

 

i. Hazard 

ii. Risk 

iii. Verbal communication 

iv. Nonverbal communication 

 

c) State the three types of hazard in an office. 

 

 

 


