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QUESTION ONE

a) Employers are responsible for the safety of office staff during working hours. Explain

any five measures to ensure staff safety. ( 10 marks)
b) Explain five components of a favorable working environment. (5 marks)
c) Explain five principles of organization. (5 marks)
d) Outline five principles of selecting office furniture. (5 marks)
e) Outline five factors to consider when deciding on office location. (5 marks)

QUESTION TWO
a) Explain five ways of preparing outgoing mails for dispatch. (10 marks)

b) Departmentalization refers to an arrangement whereby each department provides for
its own services. Explain any five advantages of this practice. 10 marks)

QUESTION THREE
a) Explain five essentials of a good filing system. (10 marks)
b) Explain five advantages of using office machines. (10 marks)
QUESTION FOUR
a) Explain any five barriers to effective communication. ( 10 marks)

b) Explain five factors to consider when choosing a method of communication.
(10 marks)



