CERTIFICATE IN SALES AND MARKETING-ICM
BUSINESS ADMINISTRATION AND MANAGEMENT.
UNITCODE: CSM 101
ANSWER ANY FIVE QUESTIONS.
QUESTION ONE
a) Briefly outline four types of employee records. (8mks)
b) Explain six reasons of keeping employee records. (12mks)
QUESTION TWO
a) Explain the impact of good industrial relations on production. (10mks)
b) Highlight five essentials of an industrial dispute. (10mks)
QUESTION THREE
a) Discuss the role of administrative officer. (10mks)
b) Explain the conditions central to the location of an office. (10mks)
QUESTION FOUR
a) Explain five factors influencing remuneration practices. (10mks)
b) Explain the reasons that can bring about the dismissal of employees. (10mks)
QUESTION FIVE
a) Outline the possible reasons for giving employees promotion. (10mks)
b) Explain the advantages of promotion to the employees. (10mks)
QUESTION SIX
a) Explain four types of authority.(10mks)
b) Explain four types of production process.(12mks)
QUESTION SEVEN
a) Give six reasons why organizations require staff.(12mks)
b) Explain the responsibilities of personnel management. (8mks)
