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Instructions to Candidates:
1. Answer Question 1 and Any Other Two questions.
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3. You are not allowed to write on this examination question paper.
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SECTION ONE - COMPULSORY

QUESTION ONE
a) List any five advantages of office mechanism
b) Outline any five factors to consider when buying office machines
c) State any four difficulties in work measurement
d) Define communication and list the main outputs of communication

e) Describe five factors affecting choice a filing system

SECTION TWO - ANSWER ANY TWO QUESTIONS

QUESTION TWO
a) lllustrate any five for considering in the office

b) Outline any ten points of receptionist work

QUESTION THREE
a) Explain any five advantages of centralization

b) Justify any five purpose of meeting records
QUESTION FOUR

a) Explain any five advantages of horizontal filing

b) Evaluate any five advantages of office machines
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