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NAME………………………………………………………………………..ADMNO…………………………………CLASS……
1. State  five importance of business to the society					(5mks)
........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................
........................................................................................................................................................................................................................................................................................................................ ....................................................................................................................................................................................................................................................................................................................
2. Outline five function of an office							(5mks) 
........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................
........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................


3. Outline five ways in which an office can safeguard the organization properties       (5mks)


........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................
........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................
........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................
4. Indicate in the table below the most appropriate office machine one would use to handle the following situation							(5mks)
a) 
	
	Office machine
	Machine

	i
	Need to produce 300 copies of document
	

	ii
	Need to produce twenty copies of map for a meeting
	

	iii
	Need for postal services which facilitate postage of a large volume of mail delivery
	

	iv
	Need to  trim paper into require size +shape
	

	v
	Need to sort ,calculate record and communicate data
	


5. Highlight the benefit of using electronic filing system				(5mks)



........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................
........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................
........................................................................................................................................................................................................................................................................................................................ State five importance of trade							(5mks)
........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................
........................................................................................................................................................................................................................................................................................................................ Name the term represented by letters
Trade








 (
Import
)





                                                                         
6. State five reasons why customers prefer buying from supermarket rather than from single shops.									(5mks)									




........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................
........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................
7. Classify the staff  below  as either subordinate, Junior or management		(5mks)
	staff
	category

	Executive
	

	Filling clerk
	

	Typist
	

	Office messenger
	

	Direction
	


8. State five(5) advantages of using mobile phones in communication		(5mks)
........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................
........................................................................................................................................................................................................................................................................................................................ ......................................................................................................................................................................................................................................................................................................................


1

