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SECTION A (32 marks)
Answer ALL questions in this section in the spaces provided.
1. Outline four benefits of using electronic mail for communication in an office. (4 marks)

(i)

{ii)

(i)

A List three duties that may be performed by clerical staff in a sales department. (3 marks)

(i)

(i)

(1)

3. Highlight three factors that may determine the span of control of a manager in an organization.
(3 marks)

(i)

(i)

]
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Cutline three measures that may be taken to reduce noise in an open plan office. (3 marks)

(1}

(ii)

(i}

Highlight four qualities of an effective office receptionist. (4 marks)

(1)

(i)

{IT)] -

(iv)

Outline three types of furniture that a secretary may use in an office. {3 marks)

(i}
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7. Explain three shortcomings of the alphabetical filing system. (3 marks)

]

{ii)

(i}

g, Outline three consequences of using inappropriale equipment in & mailroom. (3 marks)

{1

(1) .

(iii)

9, Highlight four factors that may account for the popularity of photocopying as a method
of reproducing office documents. {4 marks)

(i)

{ii)

(i)

(iv)
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10.  Outline two limitations of requiring Organization and Methods (0 & M) teams to report to top
management (2 marks)

(i)

- (1)

SECTION B (68 marks)
Answer ANY FOUR gquestions from this section in the answer booklet provided

II.  (a)  Outline four measures that an Office Manager may take to improve human relations

in 4n organization. (& marks)
(b)  Explain six ways through which by an Office Manager may ensure success in
the performance of his duties. {9 marks)
12.  (a)  Explain four reasons that would make it necessary 1o use offset lithography to
 reproduce documents in an office. (8 marks)
(b) Describe the procedure for handling incoming office mail. {9 marks)

13.  (a) Highlight four measures that an Office Manager may take to ensure the security of
computerized office data. {8 marks)

- (b)  Explain six reasons that would justify the formulation of a document retention policy
In an organization. {9 marks)

14. (a) Explain four responsibiliies of an Organization and Methods (O &M) team.
(8 marks)

" (b)  Outline six reasons that may make it necessary for an organization to adopt the
open plan office layout. {9 marks)

15,  {a)  Outline six factors that may encourage the adoption of a line organization structure
in a business firm. {9 marks}

(k)  Explain lour measures that manager may take to ensure effective delegation
in an office. (& marks)
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