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SECTION A (32 marks)

Answer ALL the questions in this section.

1. Define the term office administration. | (2 marks)
2, State three types of organization structures. (3 marks)
3. Outline three advantages of centralizing office services. (3 marks)
4. State four functions of an office. (4 marks)
i) Outline four duties performed by an office messenger. (4 marks)
6. Name four types of special purpose office furniture. (4 marks)
T State two types of incoming mail that may be handled in an organization. (2 marks)
8. Name four methods of classifying documents for filing purposes. (4 marks)

9. Outline three disadvantages of using No Carbon Required (NCR) as 2 method of reproducing

documents in an office. (3 marks)
10.  State three benefits of carrying out Organization and Methods (O&M) studies. (3 marks)
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SECTION B (68 marks)

Answer any FOUR questions from this section.

Explain four functions of management. (8 marks)

Outline six functions of the Human Resource Department in an organization.

(9 marks)
Explain six principles of good organization. (9 marks)
Describe four features of a modern office. (8 marks)
Outline four qualities of a good office worker. (8 marks)
Explain six factors to consider when selectin g furniture for office use. (9 marks)

Outline the procedure for handlin g incoming correspondence in a large organization.

(9 marks)
Describe four characteristics of a good filing system. (8 marks)
Describe four methods of reproducin g documents in an office. (8 marks)

Explain the procedure used in carrying-out an Organization and Methods (O&M) study.
(9 marks)
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