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QUESTION ONE
a) Define the following terms as used in office management
i. An office                                                                                                                   (2 marks)                                                                                           
ii. An organization                                                                                                     (2 marks)
iii. Centralized office                                                                                                  (2 marks)
iv. Organization structure                                                                                        (2 marks)
b) State and explain five characteristics of a good office manager                       (5 marks)
c) Critically state and explain the functions of an office in the organization     (7 marks)
d) Discuss the duties of an office manager                                                                   (5 marks)
QUESTION TWO
a) Office equipment and tools makes work easier in the organization. Explain the necessary office tools and equipment’s that will be used in the office.       (15 marks)                          
QUESTION THREE
An office is a place where all official activities take place. Discuss a good office environment 
                                                                                                                                                          (15marks)
                                                                                                                                                                                                                                                                                                                                                                              QUESTION FOUR
An office plan can either be open office or close office. Critically discuss by giving advantages and disadvantages of each                                                                                (15 marks)
                                                                                                                                                             QUESTION FIVE
Discuss the by giving advantages and disadvantages of centralized and decentralized office services   
                                                                                                                                                         (15 marks)     
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                                                                         COURSEOBJECTIVE
This course is intended to give students an understanding and knowledge on the issues relating office management and activities of the organization
SPECIFIC COURSE OBJECTIVE:
· At the end of the course student should be able to define terms related to office management
· Student should understand the role of office in the organization
· They should know the functions of an office in the organization
· They should understand the importance of office management in the organization

EVALUATION
Assignment                                                                               10%
Class attendance and presentations                                     5%
Cats                                                                                             15%
Final examination                                                                     70%
Total                                                                                            100%

Course content
1. Definition of terms as used in personnel management
1. Scope of personnel management
1. Roles played by personnel management in the of organization
1. Functions and importance of personnel management
1. The discussion of personnel procedures and processes of ; manpower planning, job analysis, recruitment and selection, placements, appraisals, training, promotions and transfers, job evaluation and compensation, health and safety at work, retirement and retrenchment.
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