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Question 1 (a)Define the following concepts

. Office

Ii.  Office management

lii.  Office organization

Iv. Leadership

V. Filing (10 marks)

(b) Explain in detail the activities of the following departments

i Purchasing department
ii. Personnel department
iii.  Accounts department
iv.  Store Department (20 marks)
(30 marks)

Question 2: Write Short notes on the following
a. Workstation
b. Directive Communication
c. Professional, Social/life skills
d. Balance Theory. (5Marks each=20Marks)
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Question 3.(a) Enumerate three types of Traditional Organizational
Pattern (5Marks)

(b) State Five each of Merits and Demerits of a Functional
Department.(15Marks)

Question 4

(a) Explain the following concept in relation to leadership:
I.  Autocratic Leadership
il. The Great man’s Theory (5Marks each =10Marks)
(b) State four impacts of office automations

(10Marks)
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