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Explain the negative consequences‘that may be experienced in an organization that
has a poorly co-ordinated office management function. (10 marks)

Outline the advanfages of leasing office accommodation. . , (10 marks)
Highlight five difficulties that may be experienced by employees when relationships -
between departments are strained. (10 marks)
A sound organizational structure presents certain advantages to a firm. Outline

these advantages. ‘ (10 marks)
Highlight five justifiable grounds upon which an employee may be summarily
dismissed. (10 marks)
Outline five personal attributes of an office manager that may influence his willingness
to delegate. A (10 marks)
Explain the factors that may influence the behaviour of a work group in an ,
organization. (10 marks)
Explain the factors that an organization should consider when locating offices in

new premises. : (10 marks)
Explain the reasons that may discourage subordinates from communicating with
management in an organization. : (10 marks)
Highlight five supervisory duties of an office manager. (10 marks)
Explain five reasons that could make it necessary for an organization to encourage _
interdepartmental communication. - (10 marks)
Expiajn the measures that an organization should take to reduce accidents at the

work place. “(10 marks)
Outline the objectives of forms control in an organization. - R (10 marks)
Pango Ltd has not been providing any welfare facilities to its employees. The firm

has now decided to do so for all categories of employees. Explain the reasons for
this decision. ' ' ' (10 marks)
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