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INSTRUCTIONS

ANSWER QUESTION ONE AND ANY OTHER TWO QUESTIONS



1. You are the secretary of your organization and you are holding a meeting.
Write the minutes of the meeting. ( 30 marks)

2. a) Explain the elements of communication. (10 marks)

b) Explain the characteristics of effective office correspondence. (10 marks)
3. Discuss language use in accounting. ( 20 marks)
4. Explain the role of secretary in a meeting. ( 20 marks)

5. Discuss the role of good interpersonal relations in a working environment.
(20 marks)
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