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SCHOOL OF BUSINESS

CERTIFICATE IN SECRETERIAL STUDIES 

STAGE II

END OF SEMESTER EXAMINATIONS
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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) Define the term interdependence(2Mks)

b) Differentiate between  human and public relations (4mks)

c) Explain the benefits of interdependence of departments in organization(6mks))

d) Explain the role and impotence of public relations to the organisation(8mks)
Question two

a) State any two tools of public relations(2mks)

b) Explain any three areas/activities that accompany can showcase its public relations to the society(6mks)

c) Describe  the objectives of public relation in organisation(6mks)
d) Describe the roles of commercial banks in Kenya(6mks)

Question three

a) Define the term stock taking (2mks)

b) Explain any three method of stock taking (6mks)

c) Highlight the importance of human relations to organisation (6mks)

d) Explain factors that contribute to good human relation in the organisation (6mks)

Question four

a) Define the term communication(2mks)
b) describe the barriers to communication(6mks)

c) Describe and three forms/channels of communication(6mks)

d) Explain the importance of communication in an organisation(6mks)
Question five 

a) Define the term transport(2mks)

b) Explain factors which influence the choice of mode of transport (6mks)

c) Highlight the advantages of road transport (6mks)

d) Apart from road transport, describe  other three  types of transport(6mks)

Question six

a) What is meant by the term Bin Card(2mks)
b) Describe the procedure of receiving stationeries in the stores (6mks)
c) Explain the importance of controlling stationary in organisation (6mks)

d) Highlight the procedure of issuing stationeries in the stores (6mks)
Question seven

a) Differentiate the following terms as used in insurance(4mks)

i. Insurance and Assurance

ii. Insures and insured

b) Discus the basic principles of insurance (8mks)

c) Explain different types/branches of insurance (8mks)
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