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SECTION A: COMPULSORY QUESTION
Qn1: An office is seen as a central nervous system of an organization.

i) Define the term office in three different ways (4 marks)
ii)  Explain the five administrative functions of an office (4 Marks)
iii)  Discuss the duties of an Office Manager (4 Marks)

iv)  Discuss the principles of organization (8 Marks)
SECTION B: ANSWER ANY TWO (2) QUESTIONS FROM THIS SECTION
Qn 2: Discuss the following:
a} Different office automation systems ( 10 Marks )
b) Advantages of office automation (5 Marks)

Qn.3 Explain the five (5) different roles of an office in the management of
records (15 Marks)

Qn4.a) Describe three classification schemes used in organization to manage
their records (9 Marks)

b) Explain five principles governing good filing schemes (3 Marks)

c) Describe three basic filing procedures applied in any organization

(3 Marks)
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