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Question ONE (Compulsory) 

a) Explain FIVE main functions of management          (10 marks) 

b) Study the diagram below, and answer the questions that follow; 

  

 

 

 

 

  

i Name the diagram above.                                                                                                     (2 marks) 

ii Explain the purpose of the diagram mentioned in (i) above                                                                   (8 marks) 
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c) List the different forms of written communication         (10 marks) 

Question TWO 

a) State the factors to consider when deciding about a new office site           (10 marks) 

b) Explain the advantages of centralized filling system            (10 marks) 

 

Question THREE 

a) What are the factors which are taken into consideration while buying office machines        (16 marks) 

b) Explain how technology can affect human relations                                                                      (4 marks) 

 

Question FOUR 

a) Describe the qualities of a receptionist             (10 marks) 

b) Explain Four types of discrimination                 (8 marks) 

 

Question FIVE 

a) What are the factors to be considered when selecting furniture for a business concern              (10 marks) 

b) State the various internal control system adopted in different organizations                                 (4 marks) 


