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INSTRUCTIONS TO CANDIDATES
Answer question ONE and any other THREE questions



QUESTION ONE

a) Define the office as a center of business activity. {5 mks}
b) Giving examples, distinguish between the basic and administrative
functions of an office {10mKks}
c) Elaborate 10 qualities of an office manager {10mKks)
QUESTION TWO
a) Giving examples, elaborate the difference between internal and external
noise {5mks}
b) Explain measures to prevent internal noise (10 mks)
QUESTION THREE
Briefly explain the functions carried out by a PersonnelManager in an
organization. (15mks)
QUESTION FOUR
a) Discuss mechanical, physiological and psychological causes of accidents
within the office [10 mKks]

b)  State and explain 5 measures to prevent accidents in the office.(5 mks)

QUESTION FIVE
a) Giving examples, define office landscaping [5 mks]
b) Discuss the advantages and disadvantages associated with open plan
offices. [10 mKks]
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