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Explain the organizational aspects that may be considered at the collection of facts
stage during an orgamization and methods assignment. (10 marks)

Outline five advantages of the alphabetical system of document classification,
(10 marks)

Explain four factors that a firm’s managerment should consider when selecting it
organization structure, (8 marks)

Cuthine six duties of an office supervisor in relation to the subordinates, {12 marks)

The open plan office has sustained its popularity among employers over the vears,
Explain five reasons that may account for this situation, {10 marks)

Describe five functions performed by the production mana EET in an organization,
{10 marks)

The Office Manager at Avensil Limited has recommended adoption of the lateral
filing methed in the firm. Suggest the arguments that he may have raised in favour of
the method. { 10 marks)

Explain five guidelines that should be observed with regard to artificial lighting
in an office, {10 marks)

Thematic I.imited intends o advertisethe position of Office Manager. Outling

five items that may be included in the duties and responsibilitics section of the
advertisement, (10 marks)

Explain the circumstances under which the purchasing department may be responsihle
for poor performance in an organization, {10 marks)

Qutline the advantages of producing copies of an original document using the
photocopying process. {10 marks)

Explain five limitations that may be associated with an organization and methods
ETIJULTY. (10 marks)

Explain five measures that the management of an organization may take fo reduce nojse
in an open plan office. {10 marks)

Explain five reasons that may account for the continued use of offset lithography
in some organizations despite modern developments in reprography, (10 marks)
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