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INSTRUCTIONS TO CANDIDATES

This paper consisiz'of EIGHT guestions i TWO sections; A and B.
Answer FIVE quesiions as shown below tn the answer boollet provided;
any WO guestions jrom section A
aree F WO agitestions froem section B
any otlier ONE guéstion formeither section A or B
Al guestions carry eqeaal marks,
Meaximum marks for eqch part of i guestiion aore ax indicated.
Candidates showld answer tlhie guestions in English.

This paper consists of 3 printed pages,

Candidates should check the guestion paper Lo ascertain that all the
papes are printed as indicafed and that no questions are missing.
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SECTION A: COMMUNICATION SKILLS
Anmvwer wf feast TWO guestions from thix section.

Highlight five ethical hehaviours that a manager should ohserve in telephone
COLEE L o {10 marks)

Anaiyze five practices that are essential during a spesch presentation. {10 marks)

Describe four typos of qucstions wsed by employers when comlucting infervicws.
(8 marks )

Explain six limitations of using electronic mail (B-mail) asa means of communication
in an organizabon. (12 mvarks)

You are 4 Human Besource Officer of Masalike Enterprises: The committes recently
held an executive meeting during which the following agenda were discussed:

{1} o approve expendifuse,

{1t}  donations to fire vicims;

{iiif  purchase af a stalt bas;

AV employment of an accountant;
(¥)  employes advance salary.

Write a notice to call for & general aieeting to defiberate on the above sgenda.

{ 10 marks}
Explain each of the following types of reports used by organizations:
il fOne:; £2 moerks)
(TH special; 12 marks)
(Hi}  pencmi; (2 marks)
() confidentzl; (2 mmrks)
(] [oirrmal. (2 marks)

The mana gement of Tobil Limited recently conducted a-benchmarking exercise and
made the report available: A g manager; write sn internal memorandum to-all members

of stafl informing them of the Tndings. i3 marks)
Explain six language bamers related to effective commamication. (12 miarks)
SECTION B: INFORMATION TECHNOLOGY
Z
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Answer ar least TWE guestiony front thiv sectinm.
Describe fonr types of printers used by organizatons. [ & markss

Orutline six adjustment steps followed when'a document exceeds the sizeof its

windoy. (12 marks}y
Explain four ways of wing mouss buttons to poml and select ifems on computer

SCECET (8 marks}
Distinguizh hetwesn “applicaton ' and "system” sofewans, (4 marks)
Deseribe four caipit devices ind computer, (B marks}

Explain five print options available for panting docaments fora workshop. {1 marks}

Prescribe five stapes of data processing cyele. { 1 marks}
Distingnish between “boot sector” and “systam’ viruses. i marks)

Outline four steps of perfforming an sverage fEnction calenlation using i computer.
' 4 marks}

Explain six functions of an np-;raﬁp_g_?ﬁ:;"ﬂum {05) {12 marks}
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