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INSTRUCTIONS

1. Answer Question One and any other Two Questions

2. Time: 2 Hours
QUESTION ONE

a) Highlight the major functions of management. (12mks)
b) Explain the essential skills of a manager in an organization. (8mks)
c) Explain the steps in the staffing process. (10mks)

QUESTION TWO

a) Explain the qualities of a good supervisor. (10mks)
b) Discuss the barriers to effective communication? (10mks)

QUESTION THREE
a) Highlight the elements of the planning process. (10mks)

b) Explain the decision making process. (10mks)

QUESTION FOUR

a) Explain the advantages of office manuals. (12mks)

b) Highlight the difference between sole trader and partnership. (8mks)
QUESTION FIVE

a) What are the principles of directing? (10mks)
b) Highlight the methods of co-ordination. (10mks)



