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Answer question one and any other two questions



QUESTION ONE (COMPUL SORY)

a) Definethe term office and office management (5 marks)

b) Ouitlinefive factorsto consider while deciding on the physical place where an office
should be located (5 marks)

c) “No office manager can claim to be organized until he has established a routine
procedure to deal with the work at hand...... ” explain (5 marks)

d) Mention any five sources where a personal manager needs to know to find staff (5 marks)

€) What are the critical skills and understanding needed to efficiently perform information
management and transmission tasks (5 marks)

f) Identify the requirements of effective listening (5 marks)

QUESTION TWO

a) Describe considerations for communicating with your audience while delivering a
presentation. (10 marks)
b) Briefly describe the various forms of organization. (20 marks)

QUESTION THREE

a) Explain the elements of office organization (20 marks)
b) Discuss how free flow of communication breaks down (20 marks)

QUESTION FOUR

a) Describe the effective procedures when using voice mail (20 marks)
b) “Among the core duties of a personnel manager is to increase the skills and efficiency of
staff.” Explain this statement (20 marks)

QUESTION FIVE

a) Describe aspects of personality that are critical for effective performance at work.

(10 marks)
b) “Central services are efficient than departmental services.” Discuss the two opposing
views of central services. (20 marks)



