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SECTION A (32 marks)
Answer ALL the questions in this section in the spaces provided after each question.

1. Outline four limitations of buying stationary in small quantities in an organization.
(4 marks)

(@)

(i)

(iii)

(iv)

2. State three reasons that may make an organization reluctant to file its documents horizontally.
(3 marks)

(i)

(ii)

(iii)

3. Outline three uses of an organization chart in a firm. (3 marks)

1

(ii)

(iif)
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4, List three factors that may influence the span of control in an organization. (3 marks)

(1)

(if)

(i)

5. State three challenges of using interviews when carrying out an Organization and Methods
study in a company. (3 marks)

(i)

(i)

(111)

6. QOutline three advantages of using No Carbon Required (NCR) paper. (3 marks)

®

(ii)

(iif)
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7. State two types of letters that should not be opened by the office clerk in charge of handling
mail. (2 marks)

)

(ii)

8. Outline three reasons for the declining use of the spirit duplicating method of reproducing
documents in an office. (3 marks)

M

(i)

- (i)

9. State four limitations of using computers to carry out office work. (4 marks)

(1)

(ii)

(iii)
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10.  Outline four measures that an office manager may take to safeguard the property of an
organization. (4 marks)

(i)

(ii)

(if)

(iv)

SECTION B (68 marks)

_ Answer ALL the questions in this section in the spaces provided after question 15.

11. (a)
(b)
12. {a)
(b)
i3 (a)
(b)
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An office worker should possess certain qualities in order to be able to relate well with
other employees in the organization. Explain six such qualities. (9 marks)

Outline four ways through which an office clerk can ensure that mail is ready for
despatch. (8 marks)
Explain six limitations of using a partitioned office layout in an orgamization.

{9 marks)
Explain four reasons that may make a firm prefer to use a functional organizational

structure in its operations. (8 marks)

Explain six reasons that may make an employee decline to take up delegated office

work. (9 marks)
Outline four qualities of a good form. (8 marks)
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4.  (a) Explain six factors that an organization should consider when choosing an appropriate
method of reproducing documents in an office. (9 marks)
(b) Outline four demerits of using the alphabetical system of filing documents in an office.
(8 marks)
¢
15. . (a) Outline the procedure followed when conducting an Organization and Methods
study, (9 marks)
(b) Describe four facilities that an organization may provide 1n a customer care
department office for the comfort of the customers. (8 marks)
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