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— This paper consists of FIVE questions.
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QUESTION 1 (Compulsory)

a) Explain the benefits that an organization derives from using office equipment. (10 marks)
b) Explain the concept office administration. (10 marks)
c) Explain the functions of an office receptionist. (10 marks)
QUESTION 2
a) Outline the steps of handling an outgoing mail. (10 marks)
b) Explain the advantages of duplicating. (10 marks)
QUESTION 3
a) Discuss the functional type of organization structure. (10 marks)
b) Outline the functions of the following departments of an office:
i) Purchasing (5 marks)
i) Production (5 marks)
QUESTION 4
a) Explain the advantages of a typing pool. (10 marks)
b) Explain the advantages of using a dictation machine in an office. (10 marks)
QUESTION 5
a) Explain the concept of organization and methods. (10 marks)
b) Outline the functions of an office junior. (10 marks)
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