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2023/2024 ACADEMIC YEAR UNIVERSITY EXAMINATIONS

FIRST YEAR SECOND SEMESTER EXAMINATION FOR THE CERTIFICATE OF BUSINESS ADMINISTRATION WITH IT 

ACB 014: OFFICE MANAGEMENT
DATE:15/12/2024							TIME: 3 HOURS
 
INSTRUCTIONS TO CANDIDATES

Answer Question ONE (compulsory) and ANY OTHER THREE questions 
Question one carries 25 marks and the rest 15 marks each







EXAMINATION CHEATING IS ACRIME
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1. a) Define office management and explain its key objectives.     (15 Marks)
b) Describe the key functions of office management                 (10 Marks)

2. Explain the importance of office layout and design in promoting productivity. What factors should be considered in designing an office space?                                                                                                                                         
                                                                                                   (15 Marks)
3. Discuss the process of managing office supplies and equipment. What are some best practices for inventory management?                            (15 Marks)
       4. Explain the concept of office management policies and procedures. Why are      	they important? How should they be developed and communicated (15 Marks)            
  5. Discuss the importance of effective communication in office management. 	What are some strategies for improving communication within an office? 										                    (15 Marks)
6. Evaluate the impact of office management on organizational performance. How can effective office management lead to improved business outcomes? 								(15 Marks)	     
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