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Instruction: Answer question 1 and any other two questions

1. a) what is office management? (5 Marks)
b) Explain the term office (5 Marks)
c) list and explain any four basic functions of an office. (20 Marks)

2. Office space is often chosen to meet some important objectives, state and explain

any four of the objectives. (10Marks)

b). List at least physical factors determining human comfort and convenience in the
workplace. (10 Marks)

3. Explain the term mail. (5Marks)

b) write short notes on the following procedures:
1. Sorting and opening of mail (5Marks)
2. Categorising mails (5Marks)
3. Opening the mail (5Marks)

4. Define the term leadership. (5Marks)
b. Briefly explain the three common types of leadership styles. (15Marks)



