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INSTRUCTIONS TO CANDIDATES
Thix paper consists of 14 questions in TWO sections; A and B.

Answer ALL the questions in both sections in the answer booklet provided.
Candidates should answer the gquestions in English.

This paper consists of 4 printed pages.

Candidates should check the question paper to ascertain that all the
pages are printed as indicated and that no questions are missing.
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SECTION A (32 marks)
Answer ALL the questions in this section,
State three benefits of effective horizontal communication to an organization, (3 marks)

List four actions carried out by the secretary of a committee before a meeting is held.

(4 marks)
Outline three characteristics of a suitable venue for an interview. (3 marks)
State four publics that an organization may communicate with. (4 marks)
Chatline three advantages of using visual xids 1o communicate. {3 marks)
State three challenges that an organization may face when using the Intermet Lo communicate.

(3 marks)
State three psychological factors which may hinder effective communication among
employees, (3 marks)
State four ways in which information on a notice can be made 10 stand out, (4 marks)
State two ways in which an employee may exhibit etiquette in an office. {2 marks)
State three gualities of a good report, (3 marks)

SECTION B (68 marks)
Answer ALL the questions in this section,

The government of Songa County has realized that many investors in the county have been

- relocating to other counties over the last two years. As an administrator, you have been asked

by the govemor to investigate the matter and write a report, Assume that you have completed
the mvestigations and write the report. {16 marks)

(a) As the Assistant Human Resource Manager at Peak Limited, write 3 memorandum o all
employees informing them about an upcoming annual appraisal exercise. (10 marks)

(b} Explain four measures which an organization may take to address challenges brought
about by social media. f marks)
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{a}  Digital Self-help Group held its second meeting yesterday and discussed the following
agenda items among others:

- Fund raising;
- Recruitment of new members;
- Sponsoring needy children in secondary schools.

As the secretary of the group, write the minules. (12 marks)

ih) Outline three factors that would fead to increased usage of grapevine in an
organization. (6 marks)

Read the passage below and then answer the questions that follow.

The year 2015 is one that economists around the world will remember for a long time. It was
the year that saw some major political, economic, military and cultural upheavals occur around
the world. They included major reduction in il prices, the rebound of the US dollar and the
slowdown of the Chinese economy among others, These significant incidents created a highly
volatile environment for all markets.

As an emerging markel, Kenya was directly affected by these international events. Indeed, the
country faced several challenges among which were the depreciation of the shilling against the
US dollar and the Brotish pound. There was also an increase in external debt and the need lor
money pushing the yield of Treasury hills to more than 23 per cent. In addition there was also
a slowdown in the real estate market. On the positive side, the real estate sector remained the
focus of investment interest. The sectors” overall contribution to the gross domestic product
remained at 8 per cent,

Real estale experts are optimistic that the sector will continue (o thrive up (o the next decade.
They atirnibute this optimism to an number of factors. Among them is the growing middle class
i Kenya which 1s searching for affordable and secure homes, With increased congestion close
to the city centre, this middle class will have to be housed in the satellite towns on the outskirts
of Nairobi.

The housing deficit is 8 further factor that will continue 1o promote the real estate sector,
According w the National Housing Corporation, there is a housing deficit of more than 200,000
units per annum for the low and middle mecome market, Most of the ongoing projects target
the higher classes with the asking price for a two-bedroom apartiment in some arcas of Nairob
standing at Ksh 20 million. Supply is targeting the working group so new projects should focus
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on the middle class and provide premises that are affordable to the majority of those who have
a peed. Sustained investment in infrastructure and urban planning is another factor. In an effort
o decongest the city and address the growing need to atiract investors, the government has been
investing in infrastructure upgrades. The by-passes around Nairobi and commuter trains are
opening up areas for residential occupation at lower costs thus paving the way for real estate

development.

Al the same time, devolution has created investment opportunities in the counties. County
governments are developing infrastructure to support and manage their activities. Massive
resources are being spent in infrastructural developments in each county, especially in housing,
in order to meel the current deficil. Stakeholders are also addressing the 1ssue of finance as a
factor to unlock the rcal estate growth. This is becaose, for a long time, high interest mites have
continued 1o hinder the growth of the sector, Banks and other financial institutions have been
urged to look inte ways of lowering interest rates to enable mone people 1o qualify to buy homes.
Moreover, the National Construction Authority was formed to regulate the construction industry.
This is going to play a significant role i the growth of real estate. The sector was not monitored
and controlled effectively. The authority, therefore, is bringing sanity to the sector thus ensuring
healthy competition among developers and guality houses for buyers.

For these factors to materialise, all stzkeholders should come together and device methods to
sustain the real estate sector. This will not only play a significant role in the growth of the
cconomy but will slso address many housing problems Macing Kenvans,

Adapied from: Daily Nation, Thursday February 18, 2016
(n)  State the meaning of the following words and phrases as used in the passage:

() slowdown;

(ii) ovemll
{tii)  (hrive;
()  promole;

(v}  paving the way for;
(vi)  look inw.
{6 marks)

(k) In about 120 words, and according to the passage, explan the factors that will enable
the real estate sector in Kenya to continpe thriving in the next decade. {12 marks)
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