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(a) Answer Question ONE and ANY OTHER THREE Questions
(b) Question ONE carries 25 Marks
(c) All other questions carry 15 Marks each
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a)
(3 Marks)

b) Discuss the TWO methods of stock control.
(4Marks)

c) Explain the FOUR options for storage on the internet.
(8 Marks)

Question Two:

The Occupational Health and Safety Act provides, on general health provisions.

Discuss the general health concerns that may pose risks to the lives of the employee.
(15 Marks)

Question Three:

a) Briefly explain the factors to consider when deciding to centralize office services.
(5 Marks)

b) Highlight and explain the various types of business insurance.
(10Marks)

Question Four:

a) State the various forms of oral communication.
(5Marks)

b) There are various factors to consider when deciding which method of communication suits a
particular situation. Explain.

(10Marks)
Question Five:

a) Distinguish between the term discipline and grievance.
(5 Marks)

b) The forms of sexual harassment are outlined in Section 6(1) of the Employment Act, 2007. State
what is provided as constituting sexual harassment.

(10Marks)

Question Six:

a) Indexing is a process in records management, which aids in easy reference. State the FIVE
methods of indexing.

(5 Marks)
b) "It is important for the manager to provide suitable high quality furniture to enhance the comfort

and safety as well as performance of workers and security of documents." Highlight and explain
the types of furniture available for office use.

(10Marks)
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