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SCHOOL OF BUSINESS

CERTIFICATE IN SECRETERIAL STUDIES 

STAGE I

END OF SEMESTER EXAMINATIONS

JANUARY-APRIL 2017


TIME: 2 HOURS 

INSTRUCTIONS TO CANDIDATES

1. This paper has SEVEN questions.

2. Answer any FIVE questions in this paper.

3. Any examination IRREGULARITY will lead to DISQUALIFICATION.
4. Indicate your FULL ADMISSION NUMBER in each Answer Sheet used.                                                

5. Cell phones are NOT allowed in the examination room.

6. Ensure you have both school ID and Examination card in the examination room.

7. All reference materials are prohibited in the examination room.


QUESTION ONE

a) Highlight duties of an office manager(6mk)

b) Describe clerical activities in an office(8mks)

c) Explain the advantages of written communication(6mks)
QUESTION TWO

a) Describe any two types of transactions(4mks)

b) Explain any three items that affect the change in capital(10mks)
c) Explain the following terms (6mks)

i. Geographical filling

ii. Alphabetical filling

iii. Numerical filling

a

QUESTION THREE

a) Distinguish between organisation structure and organisation chart (4mks)

b) Explain any three types of organisation structures (8mks)

c) State advantages of a functional structure (8mks)
QUESTION FOUR

a) Define the term communication(2mks)
b) Explain the importance of communication in an organisation(8mks)
c) Explain different channels of communication(6mks)

d) Highlight the barriers to communication(4mks)
QUESTION FIVE

a) Define the term office stationary(2mks)

b) Explain factors considered when buying office machine (8mks)

c) What are the advantages of using office machines (6mks)
d) State any four common machine used in an office (4mks)
QUESTION SIX

a) Define  the term filling(2mks)

b) Highlight the advantages of filling in an office(4mks)
c) Explain the purpose of maintaining records(8mks)
d) Describe the characteristics of a good filing system(6mks)
QUESTION SEVEN
The balance of K.Kilonzo as at 31/Dec 2014 and the transactions that took place between the between 20th January 2015 are given below.

K KILONZO

Balance sheet as at 31/12014

	Assets

Fixed assets

Builidings                           1000000

Motor vehicle                   1500000

Furniture                            200000    2700,000

Current assets

Stock                                  300000

Debtors                              100000

Cash ata bank                    7000,000

Cash in hand                      500,000  1600,000

                                                             4300000
	Capital liabilities

Capital                                        33350,000

Long term liabilities

Loan from bank                        800,000

Current liabilities

Creditors                                    150,000
                                                     4300000       


Transactions that took place ;

a) Bout stock worth 80000 on 2nd of January 2015

b) Transferred 100,000 fro  cash to  bank  onn3rd of January 2015

c) 5th January some creditors paid 50,000 by cheque

d) Bought stock on credit worth 90000

e) Sold stock on credit worth 150,000 on 12th January

f) Acquired loan of 500,000 from commercial bank and it to pay the bank loan 16th January

g) Receive 100,00 fro debtors on 20th of January 
a) Required draw  anew balance sheet reflecting the above transactions (16mks)

b) Highlight the advantages of alphabetical filling(4mks) 
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