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INSTRUCTIONS:  

 Answer question ONE (compulsory) and any other TWO questions 
 

QUESTION ONE  

(a) Define the term Office.       (2 Marks) 

(b) Give FOUR functions of an office.      (4 Marks) 

(c) Explain FOUR functions of Public relations.     (4 Marks) 

(d) (i) Explain FOUR benefits of office equipment.    (8 Marks) 

(ii) Office furniture provide several advantages in any office. Discuss. (6 Marks) 
   

 

QUESTION TWO 

(a) What is office layout.        (2 Marks) 

(b) State the disadvantages of an open plan office.    (12 Marks) 

(c) As a manager of Towers company why would you prefer to put your employees in an open 

office.          (8 Marks) 

 

QUESTION THREE 

(a) Define the term filing.        (2 Marks) 

(b) Describe any FIVE key methods of filing that can be used in any organization.  (10 Marks) 
(c) Explain the procedure of record retention.     (8 Marks) 

       

 

QUESTION FOUR 

(a) Explain how you would ensure that office machines and equipments are well maintained. (10 

Marks) 

(b) As an office manager explain the factors you should put into consideration when purchasing 

office furniture.        (10 Marks) 

 

QUESTION FIVE 
(a)  

(b)  
 

 

 

 


