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Instructions 

1. Answer Question ONE and any other TWO 

2. Candidates are advised not to write on the question paper. 

3. Candidates must hand in their answer booklets to the invigilator while in the  

examination room.  

 

 
 

 



 

 

1a) Explain five (5) importance of an office.                                                                    (10 marks) 

  b) List four (4) types of office.                                                                                        (4 marks) 

 

2a)  State 4 qualities of office manager.                                                                              (4 marks) 

  b)  Explain five (5) qualities of a good office manager.                                                    (10 marks) 

 

 3a) State four (4) functions of a good filing system.                                                          (4 marks) 

  b) Explain five (5) advantages of a good filing system.                                                    (10 marks) 

 

 4a) Explain five (5) characteristics of a good filing system.                                               (10 marks) 

  b) Differentiate between centralized and decentralized filing.                                           (2 marks) 

  c) Outline two (2) purposes of indexing.                                                                             (2 marks) 

 

5a) List four (4) office machines.                                                                                          (4 marks) 

 b) Explain five (5) types of organization structures.                                                           (10 marks) 

 

 6a)  Explain five (5) essential elements of office management.                                         (10 marks) 

  b)  Define office communication.                                                                                       (2 marks) 

  c)  Outline any two types of letters.                                                                                    (2 marks) 

 

7a) Explain five (5) major functions of office management.                                              (10 marks) 

  b) Differentiate between Electronic record and paper analog.                                          (4 marks) 

 

 

 

 


