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Explain four ways in which the adoption of a line and staff structure may negatively
affect an organization. (8 marks)

Outline six ways through which the procurement department serves the production
department in an organization. (12 marks)

A good office should not have its operations interrupted by internal noise. Highlight the
measures that an office manager may take to reduce such noise. (10 marks)

Explain five factors that may limit an office manager in carrying out the functions of an
office. (10 marks)

Explain five ways in which the computerization of documents has positively influenced
filing in offices. (10 marks)

Highlight five factors that should be considered when deciding on the method to use to
reproduce documents in an office. (10 marks)

Highlight five chalienges that may be faced while carrying out an organization and
methods study. {10 marks)

Explain five negative effects that may be experienced in an organization that automates
its office activities. (10 marks)

One of the functions of the office is giving out information. Explain five benefits that may
accrue to an organization that carries out this function effectively. {10 marks)

Give five reasons that may discourage the management of an organization from adopting
a centralized office filing system. (10 marks)

Explain five limitations of using questionnaires to collect information in an organization
and methods study. (10 marks)

Highlight five benefits that a business firm can get from adopting a functional organization
structure. {10 marks)

Aisha has been employed as an office messenger at Maisha Ltd. Outline five duties that
she may be expected to perform in the organization. (10 marks)

Give five reasons that may make it necessary for an organization to outsource the provision
of reprographic services in its offices. (10 marks)



