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Answer question one (1) and any other 2 questions 
 

1a Define the term ‘’Filing” (8 marks) 

1b Outline and discuss four basic functions of an office. (10 marks) 

1c Explain virtual office and list six of its advantages. (12 marks) 

 

2a List and explain the three types of traditional organizational patterns. (12 marks) 

2b Explain the concept of leadership (8 marks) 

  

3a Discuss five processes that determine effective filing system (6 marks) 

3b Identify seven points to observe when opening the mail (14 marks) 

 

4a Enumerate six types of domestic postal mail offered by post office (12 marks) 

4b Define office in your own words. (3 marks) 

 4c Discuss expedited mail services. (5 marks) 
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