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QUESTION 1 (Compulsory)

a) Discuss duties and responsibilities of an Office Manager. (10 marks)
b) Explain the features of a good communication system. (10 marks)
c) Discuss how to determine location and environment of an office premises. (10 marks)
QUESTION 2
a) Discuss the factors to be considered when choosing filing equipment. (10 marks)
b) Discuss the element of feature of an organization. (10 marks)
QUESTION 3
a) Define sexual harassment. (2 marks)
b) State the ways to stop the sexual harassment. (10 marks)
c) Explain the functions of the office. (8 marks)
QUESTION 4
a) Discuss advantages of computer in an office. (10 marks)
b) Discuss the following methods of classification:
i) Numerical classification (5 marks)
i) Alphabetical classification. (5 marks)
QUESTION 5
a) Discuss essential features of a valid contract. (10 marks)
b) Explain the importance of a well-organized reception office. (10 marks)
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