UNIT NAME: SECRETARIAL DUTIES-CSS
UNIT CODE: CSS 100
YEAR 2014
ANSWER   ANY   FIVE   QUESTIONS.

QUESTION ONE
a) Explain five types of publics in public relations. (10mks)
b) Highlight five reasons why human relations are important. (10mks)
QUESTION TWO
a) Discuss the causes of accidents in an office. (10mks)
b) Highlight the procedure of dealing with incoming mails. (10mks)
QUESTION THREE
a) Explain five importance’s of communication in public relations. (10mks)
b) Highlight five basic principles of public relations. (10mks)
QUESTION FOUR
a) Explain the justifications for the need of public relations. (10mks)
b) Highlight the various examples of community service projects. (10mks)
QUESTION FIVE
a) Explain the principles of relationship building. (10mks)
b) Highlight the factors considered when choosing a reprographic process. (10mks)
QUESTION SIX
a) Highlight the requirements for effective internal public relations. (10mks)
b) Explain the factors influencing office layout. (10mks)
QUESTION SEVEN
a) Explain the advantages of selection procedure. (10mks)
b) Highlight how one can develop good relations with colleagues. (10mks)
