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INSTRUCTIONS TO CANDIDATES:
1. There are two (2) sections in this paper A and B answer all the questions
SECTION A (10 MARKS)
1. Ochieng ensures that the right quality of goods is maintained in the business at a low cost. Which department is in charge of this?
A. Purchase department                     B. Stores department 
B. Production department                   D. Maintenance department
2. A……...is an electronic equipment that can create, stores, organize and retrieve information 
A. Photocopier        B. Franking machine   C. Duplicating    D. Computer
3. Hard work and innovativeness are good qualities of …………
A. a receptionist     B. a family   C. an entrepreneur       D. Trader
4. Mrs. Hella is in-charge of keeping records of incoming and outgoing files within the organization identify her position in the organization.
A. Account clerk      B. Sales clerk     C. Registry clerk     B. Sales representative
5. Which one of the following is not  a function of an office?
A. Computing data    B. 	analyzing data   C. manipulating data   D. storing data
6. An entrepreneur is a person who . . . 
A. Runs a business and bears risks.  
B. Manages a business.    
C. Organizes business activities and share of profits with other partners.
D.  Manages a big business 
7. Which one of the following is not an enterprise found in the community?
A. Diary.B.Hair saloon.C. Poaching.D. Butchery.
8.  An …………is place where clerical duties are performed.
A. Office                B. open              C. closed           D. virtual 
9.There are …………. types of offices
A. Three                B. four                 C. two            D. one 
10. A place where planning and organization of work is carried out is called …….
A. Secretarial office     B. personnel office   C. an office   D. typing office

SECTION B [20 MARKS]
Write your answers in the spaces provided 
1. Differentiate between open plan office and closed plan office. Give examples of each.
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………  [1]
2. What is meant by the following personal qualities of an office worker?
a) Appearance …………………………………………………………………………
………………………………………………………………………………………..
b) Punctuality ……………………………………………………………………………
…………………………………………………………………………………………
c) Courtesy ……………………………………………………………………………..
……………………………………………………………………………………   [3]
3. List two functions of an office? 
i) …………………………………………………………………………………….
ii) ………………………………………………………………………………… [2]
4.  Outline and explain three (3) types of offices:
i) …………………………………………………………………………………………………………………………………………………………………
ii) …………………………………………………………………………………………………………………………………………………………………..
iii) ………………………………………………………………………………[3]
5.  Write advantages of the offices mentioned in question (iii) 
i. ……………………………………………………………………………………………………………………………………………………………………
ii. …………………………………………………………………………………………………………………………………………………………………….
iii. ……………………………………………………………………………………………………………………………………………………………[3]
6. a) Explain the concept “entrepreneurship” in your own words
…………………………………………………………………………………………………………………………………………………………………………………………  [1]
b) Write three (3) qualities of a good entrepreneur
    1. ……………………………………………………………………………………
    2. ………………………………………………………………………………………
    3.…………………………………………………………………………………….  [3]
c) Why do people become entrepreneurs? ………………………………………….…………………………………………………………………………………………………………………………………………… [1]
d) List three ways of strengthening entrepreneurs’ abilities
i. ……………………………………………………………………………..
ii. ……………………………………………………………………………..
iii. ……………………………………………………………………………… [3]
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