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            TIME: 2 HOURS
INSTRUCTIONS:   
ANSWER QUESTION ONE AND ANY OTHER TWO QUESTIONS 
Question One (30 Marks)
a)
Office Administration must be effective.  To achieve effectiveness, office administrators need certain abilities.  Discuss.



(10 Marks)

b)
You have been hired as an Office Administrator at your County Office.  Your first encounter is with a notorious and temperamental customer, explain how you would handle this customer.







(20 Marks)

Question Two (20 Marks)

a)
By use of illustrative examples, discuss the various filing systems in an organization of your office.








(10 Marks)

b)
As an Office Administrator, you have been asked to prepare a checklist for an internal audit.  Discuss.







(10 Marks)

Question Three (20 Marks)

a)
Due to globalization and increased technology office administrators expect new roles.  Discuss these roles.







(10 Marks)
b)
What is the importance of records management in an office/organization?
(10 Marks)

 Question Four (20 Marks)

a)
Discuss the steps followed in planning.




(10 Marks)
b)
What are the advantages of planning?
 



(10 Marks)

Question Five (20 Marks)

Discuss corporate image.







(20 Marks)
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