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INSTRUCTIONS:  Answer QUESTION ONE AND ANY OTHER TWO  Questions 

 

Q1. a) An office defines an area where business is conducted. Explain this 

statement if its true and state any other definition of an office. (5 marks) 

 

 b) Explain the purposes of having an office I a business set up. (5 marks) 

 

c) The choice of an office is important to an organization. Explain various 

types of office furniture necessary in a modern office.   (10 marks) 

 

d) Explain giving examples the importance of modern technology and 

communication I offices.       (10 marks) 

 

Q2. a) Discuss recent trends in office safety and health in Kenya. (10 marks) 

 

 b) Define inventory management and explain its importance.  (5 marks) 

 

 c) Briefly explain benefits of motivating employees in an office. (5 marks) 

 

Q3. a) Explain formal and informal organization structures that are important in 

an office.         (10 marks) 

 

 b) Explain the steps used in staffing in organizations.   (10 marks) 
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Q4. a) Define office layout and highlight its importance in an organization.  

(4 marks) 

 

 b) Explain giving various objectives of coming up with a good office. 

 (8 marks) 

 

 c) Explain the importance of a conducive office environment.  (8 marks) 
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