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1.  This paper consists of TWO sections: A and B. 
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3. Answer question ELEVEN (11) and any othPer irntTedWByO: Bu(cAtnidoVnocBa.tional College 

4. Marks for each question are indicated in the Dbartae:c2k2e.0t7s..2025 10:37 AM 

5. Candidates are provided with a separate answer booklet 

6. Do not write on the qPur ien tsetdioBny  Technical And Vocational College Date: 22.07.2025 

10:37 AM 
 
 
 
 

 
This paper consists of FOUR (3) printed pages. 

Candidate should check the question paper to ascertain that all pages are printed as indicated 

and that no questions are missing. 
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Printed By: Technical And Vocational College 

Date: 22.07.2025 10:37 AM SECTION A: (40 MARKS) 

Attempt ALL questions in this section 

1. Winnie has recently been assigned multiple argent tasks at work. List FOUR-time 

management
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Date: 22.07.2025 10:37 AM 

(4 marks) 

2. Samuel intends to state his personal vision and mission. Differentiate between personal 

visPiorinnteadnBdy:.ical And Vocational College (4 marks) 

3. AftDeartea: 2b2u. 0s7y. 2 0w2 5ee1k0 : 3w7  iAtMh  tight deadlines, Alex feels overwhelmed leading to stress. State 

FOUR ways Alex would use to cope with strPerisnste.d By: Technical And Vocationa(l4Cmolleagreks) 

4. At a workplace, there are employees who areDaates:s2e2r.t0i7v.2e02w5h1i0l:e37oAtMhers aggressive. State FOUR 

characters of assertive employees. (4 marks) 

5. To meet project deadlines, Bianca wants to organize her daily tasks more efficiently by 

managing her time well. List FOUR time-management techniques Bianca could use. 

(4 marks) 

6. David is known for always being doing the right thing, even when no one is watching. State 

Printed BFyO: iAsndimVopcoatriotananltCfoollergeemployees. (4 marks) 
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meeting, the manager emphasizes the importance of teamwork among staff. 

List FOUR benefits the company may get from this practice. (4 marks) 

8. Sarah desires to consistently enhance her professional development. State FOUR reasons 
Printed By: Technical And Vocational College 

why this is important in her professional growDtahte.: 22.07.2025 10:37 AM (4 marks) 

9. The HR department introduces a new code of conduct outlining the expected employee 

Printbeed hBay: pAnodseVsocoatfi otnhail sCoollreggaenizational code of conduct. (4 marks) 

1D0a.t eA:  2 2h. 0o7s.p2 0i t2a5l1r0e: 3q7uAiMres  all staff to follow strict hygiene protocols to prevent infections. 
Printed By: Technical And Vocational College 

State FOUR importance of following these pDraot et o:  2c2o.0l7s..2025 10:37 AM 
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(4 marks) 
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Printed By: Technical And Vocational College 

Date: 22.07.2025 10:37 AM SECTION B: (60 MARKS) 

Attempt Question 11 and ANY Other TWO Questions in this section. 

11. Neema has just joined a new project team at her workplace. The team consists of members 

from differenPtrindteedpBayr:tBmuengnotms,a Ceolmlegiesunderstandings about determinatioDnatoef: 

2t2e.a07m.20r2o5le10s:3a7nAdMresponsibilities leading to conflicts which have affected the team’s 

performance. 

a) Describe FIVE qualities Neema should demonstrate in order to be an effective team 
Printed By: Technical And Vocational College 

Date: 2p2l.a0 7y.e2 0r 2i5n1 t0h: 3i7s AsMi t ua t io n .  (10 marks) 

b) Explain FIVE conflict resolution strategies Neema could use to help improve team 
Printed By: B Technical And Vocational College 

relationships and performance. 
Date: 22.07.2025 10:37 AM 

(10 marks) 

12. Maya is planning her career development and wants to balance her personal development 

with professional development. She notices gaps in her skills and is considering training 

opportunities. 

a) Explain THREE differences between personal development and professional 

development, providing an example of each relevant to Maya’s situation. (6 marks) 

b) Discuss THREE avenues for professional development she could pursue.  (6 marks) 
Printed By: Technical And Vocational College 

Date: 22.07.2c0)25 1E0 x: 3p7 lAaMi n  FOUR ways in which setting personal and organizational goals can help her 

manage her work priorities and commitments. (8 marks) 

13. Your team is facing a recurring issue where deadlines are frequently missed, causing delays 

in project delivery. You have been tasked by tPhr ientemd aBny:aBdTevcihcneicaol  nAnhdoVwocatotionsaollCvoelletgheis 
Date: 22.07.2025 10:37 AM 

issue. 

a) Explain TWO causes of the missed deadlines. (4 marks) 
Printed By: Technical And Vocational College 
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OUR steps you would take to solve this problem. (8 marks) 

c) Discuss FOUR ways in which the usePriontfedcrBiyt: Tmecahynichael  lApndpVroecvaetinontafl uCtoullergee 

delays. 
Date: 22.07.2025 10:37 AM 

(8 marks) 

14. Michael, a manager at Kims LTD has noted that a high number of employees in his 

department have beePnrirneteqduBeys: Tleecahvniecadl AunedtVoocliaftieosntayl Cleollreegleated diseases, that has also 
Date: 22.07.2025 10:37 AM 

affected performance and productivity in the department. 

a) Discuss FIVE healthy lifestyle practices that the employees should adopt to improve 

Printed By: BvTeercahlnlichaleAanldthVoacnadtioqnaul aCloiltleygeof life. (10 Marks) 

Date: 22.07.2b02)5 1E0 x: 3p7 lAaMi n  FIVE ways in which these unhealthy lifestyle choices among employees has 

impacted the company’s performance. (10 Marks) 
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