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INSTRUCTIONS TO CANDIDATES P -

Werite vour name and index number tn the spaces pravided abave,

Stgm and write the date af the examination in the spaces pravided ahove,

This paper consists of TWO sections; A and B.

Answer ALL questions fn Section A and any THREE questions from Section B in the spaces provvided
in Hus question paper.

Marks for each part of a question  and section ave indicated,
Do NOT remave any pages from this booklet,

Cundidates should answer the questions in English,

For Examiner's Use Only
Section | Question | Miximum ey
A l-15 a5
5
B 15
k5
Total Score 1M

This paper consists of 16 printed pages.
Candidates should check the question paper to ascertain that
iall the pages are printed as indicated and that na questions are missing,
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Qutline four components of minutes of 8 mieting. 14 marks)

Dastinguish between diseiplinary and grievance interviews us condueted in organisations,

S o (4 marks}
LA G Aimgtoe
B o TP = e .
— fﬁl{’/‘-’ K":q—‘“t'.
- 3 - =
_ WA dtueas e ‘ :
ST I '_,r"' "
W g '\-\.___\_ i o il

SECTION B (45 marks)
dnswer any THREE questions in this section on the spaces provided after quicktion 2(),

{u) In relation to public relations, identity six types of publics: that are imporant 1o
&N oreanisation. (3 miirks)

() Write an essay of about 2530 words on the topic *“The benefits of effective cusioner
SETYICE 1N an organisation”, { F2 miarkis}

ta) State five reasons that make effective filing system an important aspect i un
organisation, {5 marks)

(b} Expiain five benefits that may accrue to an orpanisation that condects exit interviews.
{10 ks )

(@) The following 15 anextract from a letter written 1o an oreanisation which contains a
nuitiber of ermors. Rewrite the extract correcting the errors.

We are pleased to informed you that we were planning for another conference iof
cxecuiive secretaries. It will be held of pacifica Hotel at 14th December 2014
arournd ¥ am fo 530 pm.

This conference would be a practical confevence, ir aimy at i mprovisg the secrefaries
managerial skills and increase their productivity. A panel of prafessional speakers
are been invited to give lectures. Participants will be engaged in practical sessions,
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