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INSTRUCTIONS TO CANDIDATES

This paper consisis of EIGHT questions in TWO Sections; A and B.
Answer FIVE questions in the answer booklet provided as shown below:
any TWO questions from section A;
amy TWO questions from section B
any otter ONE question from either section A or B.
Maximum marks for each part of a question are as indicated,
Candidates should answer the questions in English.

This paper cousists of 3 printed pages.

Candidates should check the question paper fo ascertain that
ail the pages are printed as indicated and that no questions are missing.
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SECTION A: COMMUNICATION SKILLS

Answer ai feast YWaQ questions from this section.

I (a) Describe five directions of communication fiow in an organization. (10 marks)
(b)  Highlight five main elements of a business report. (10 marks)
2 (@)  Youare the secretary of the management committee of Innovation Yako Manufacturers.

The committee held a meeting fast month 4 April 2018, at 9.00 am, in the conference

S room. Attendance; Dr Kitabu, Dr Altar and Miss Mary. Apologies; Dr Gambu and
- :EEW} discussed the following items:

\_‘r\qﬁ-j{ () planning for exhibitions:
(i1)  research and testin e;
(i)  employee training.

i< E{
: A e : e -
Write the minutes of the meeting. \(‘ {14 marks)
o
: e : e o\
(b) Bxplain j}}ree grrors 1o be avoided in written communication. o\t {6 marks)
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o (a)  Describe five negan}zg ng}%ﬂmrs th %ﬁbct ) jﬂnication. (10 marks)
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(b}  You are a Human Resource Manager a1 T. Aquino Limited. It has come to your

attention that some employees are using company computers in printin £ personal work.
Write a memorandum to the cmployees warning them against the practice. {10 marks)

ors to be considered by an interviewer durin 2 an mterview.
i
£ Goodf ( (16 marks)
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%) Explain five types of letter formats. | (L0 marks)
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SECTION B: INFORMATION TECHNOLOGY

Answer at {east TWO gquestions from this section.

Bescribe five types of operating systems. {1¢ marks)
(1) Highlight three limitations of computers :‘ZQ‘LZ;T%L 29 els (3 marks)
—Unem Py e

(i)  Ouiline the seven sieps of copying a file using my documents. 7 marks)
(i) Distinguish between computer ‘hardware’ and ‘software’. (4 marks)
(i fohii : = ; : v i -

(1)  Highlight ﬁgg\gfeﬁumﬁga thﬁbfiﬁg ﬁglﬁr tion comggistcﬁ. (19 marks)

tn*??.‘f King P70 KAl

Quiline six steps of il g Tow to 4 specific Hardwar f\éi 7 (6 marks)
BPescribe six functional units of computer hardware. (12 marks)
Expiam four effects of computer virsses. » (8 marks)

Give five differences between Random Access Memory (RAM) agd Read Only »

Memory (ROM). Lope R (10 marks)
e £
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(1) Ideptify three advantages g%}lfjgourth generation com]futcr’s. - (3 marks)
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(i1  Outline the seven steps of creating a table. . (7 marks)
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