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SECTION A (32 marks)
Answer ALL the guestions in this section.
State three items that may need to be protected against loss at the work place.
State two items of information that may be found on an organization chart.
Identify two non-rootine tasks that may be performed by a secretary.

State three personal qualities that should be displayed by a good secretary.

Identify three methods of classification that may be used in filling.
Name three items of furniture used in an office.

State two uses of bond paper in an office.

Siate three items of information that may be found in a petty cash book.

Mami three picces of equipment that may be feund Tn the mail room.

(3 marks)
{2 marks)
(2 marks)
{3 marks)
(3 marks)
(3 mearks)
{3 marks)
(2 marks}
(3 marks)

i3 marks)

State two factors you would consider whén"hmking accommadation for an executive who is

travelling overseas.

5
List three types of visual aids that may be used in an organization.

SECTION B (68 marks)

Answer any FOUR questions from this section.

(a} Explain six methods of improving human relations within an ¢rganization.

{2 marks)

{3 marks)

(9 marks)

(b ,/’de:rnnf} four factors you would consider when choosing a method of reprography.

(8 marks)

{a) COutline four benefits a worker may gain by effectively organizing their time and work.

{b) # Onutline six ways of preventing HIV and AIDS tranamission.
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{9 marks)



(a) Outline six principles of a good office system. {9 marks)

(b} Outline four methods that may be used to protect confidential information stored in an

organization's database. (8 marks)
16.  (a) Explain four advantages of having a work plan in an organization, {8 marks)
=" Outline six skills that 4 secretary should possess in order 1o discharge her duties
Eif&ﬂli "‘I:I:flu syl pey ;r. AN . .'. : {9 mm-ks::l
W5 ekt i IR
17, (&) Outline six advunt'.i'gé's of converting incoming physical mail into eléctronic format for
digtribation, (9 marks)
@ The following figures represent sales for Ranik Textiles for the year ended e
31" December: ‘l,
el
Ksh
Cotton fabric EEET]
Khanga prints 60,000
Woal 0,000
Polyester 55,000
Kitenge 120,000
Present this information in form of a ql:mﬁbnhl bar chart, (& marks)

“‘ﬂ
V

THIS IS THE LAST PRINTED PAGE

- M2 1901106 3
Novemihar 2022



