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SECTION A (32 marks)

Answer ALL the questions in this section.

ﬁf_ L. State three types of mannals that may be prepared in an organization. (3 marks)
2 List two interpersonal roles of a manager as given by Henry Mintzberg. (2 marks)
3. Outhne four advantages of using computers to carry out office operations. (4 marks)
4, Szztc f;ur qualities that an effective supervisor should possess. (4 marks)
5: Outline four circumstances under which an organization may find it necessary to lay off some
of its casual employees. (4 marks)
6. State three ways in which an organization may communicate to its employees the expected
ethical standards. (3 marks)
7 State three benefits of delegation of authority by managers in an organization. (3 marks)
8. Outline three ways in which the government may create an enabling environment for business
operations. (3 marks)
9, Name three features of quality objectives. (3 marks)
10.  State three activities carried out in the controlling function. (3 marks)
SECTION B (68 marks)

Answer any FOUR questions Jrom this section.

L. (a) Describe four leadership bﬁll'}aVIIOHI’S z}rssocmted with the Path Goal Theory of
Leadership.  failfams * (8 marks)
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(b)  Explain six benefits that an organization may derive from havmg a code of ethics for its

emploj,rees_ D n:,,”g;e“ﬁm‘;tf’;:ﬂf:ﬁgﬂﬁ B T Sy S ¢ foeel g secaler (9 mal—ks)
.rwfarm!r.mh; % ¥ess az 7
£ aved thaliorges -
44 (a) Describe six characteristics of an informal organization structure. (9 marks)

(b)  Explain four limitations associated with the classical theories of management.
(8 marks)
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Explain six measures that an organization may take to ensure that its environment is

conducive to its business activities. , ... £ —masemudnl (9 marks)
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Outline four reasons that make the piece rate system of wage administration popular
A . . EU Creait ey .
with some organizations. 7 gou ,;.'::f,mw (8 marks)
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The presence of ineffective controls in an organization may be manifested through
certain indicators. Outline six such indicators. jpese e titwse plan: (9 marks)
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Outline four factors that determine the period of time documents should be retained in

an office. (8 marks)

The management of Riziki Limited reviews all the organization’s plans after every six

months. Explain four reasons that may have led to this Ppractice. (8 marks)
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Outline six advantages of using manuals in an organization. (9 marks)
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