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1. This paper consists of TWO sections: A and B. 
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2. DAaten: s3w1.0e7r.2A02L5L10:q3u7 eAsMtions in section A. 

3. Answer question TWELVE (12) and any othePrriTnteWd BOy:  B(2un tAiondnVBoc.ational College 
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4. Marks for each question are indicated in the brackets. 

5. Candidates are provided with a separate answer booklet 
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SECTION A (40 MARKS) 

Answer ALL the questions in this section. 

 

1. As an OfficPerinAteddmByi: Awnad yVsoctahtiroonualgChollwegheich employees would maintain 
Date: 31.07.2025 10:37 AM 

health and safety in the office. (4 Marks) 

2. Most organizations in Kenya are installing CCTV cameras in their premises. State 

TPHr i nRt eEd  EByr:  Taevchenci coalnAtnrdibVuotceadt iotnoal  tChoillsegdeevelopment. (3 Marks) 

3. ADsatea: n3 1 . 0O7 .f2f0i2c5e 1 0A: 3d7  mAMinistrator who works in the finance office, mention THREE 

guidelines for the security of cash. 
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4. Office security register contains different oDf fait ec:e3 1s.e0c7 .u2r0i2t5y1i0n: 3f7oArmM ation. List FOUR items 

of information that are recorded in the register. (4 Marks) 

5. Security risks may take different forms in an office. State FOUR forms of security risks 

that may be identified by an Office Administrator in an office. (4 Marks) 

6. Wote Technical Institute recently bought a printing machine which was accompanied 

by a manual. State FOUR advantages of using a manual to operate the machine. 

Printed By Technical And Vocational College (4 Marks) 

Date:73.1.07L.2is0t25F1O0:U37RAMadvantages of conducting fire drills in the organization (4 Marks) 

8. Storage of office information and data is very critical in an organization. Identify FOUR 

office equipment that can be used to store information in an office. (4 Marks) 
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9. Mention THREE methods of safeguarding oDfaftiec: e31d.0a7t.a20. 25 10:37 AM (3 Marks) 

10. Office records refer to documents and information maintained within an organization. 
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(4 Marks) 

D1a t1e :.  3A1 .n0 7 .O2 0f2f5i c1e0 : 3A7  dAmM inistrator should report any security incidence to the management for 

necessary action. List THREE benefits of r
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SECTION B (60 MARKS) 

Answer question TWELVE (12) and any other TWO (2) questions in this section. 
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12. The OfficeDAated:m31i.n07is.2t0r2a5to1r0:3a7t AKManzu Beauty Company Limited has the responsibility of 

maintaining confidentiality of data and information. Recently, an unauthorized staff 

accessed the company’s office documents leading to information leakage which led to 
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bad reputation with its customers. 
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(a) Explain FIVE measures that the company should take to ensure confidentiality of 

information. 
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(b) The above company has been experiencing challenges in maintaining security for 

office equipment. Explain FIVE guidelines that the organization should observe to 

enhance security of equipment. (10 marks) 

13.  

(a) The organization you work for has employed a new security officer. Outline to 

him FIVE physical risks that may occur in the organization. (10 Marks) 
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Date: 3(1b.0)7.202R5 i1s0k:3s7 aAsMsessment is an important exercise and should be conducted regularly. 

Explain FIVE benefits of risk assessments in an organization. (10 marks) 

14.  

(a) A security officer has a number of dutiesPtrointpeedrBfyo: rBmuiczhanitciaol  nA.ndOVnoecaotifontahleCsoellege 

Date: 31.07.2025 10:37 AM 

duties is to assess and record security incidences in the office. Explain FIVE 

benefits of recording these incidences. (10 Marks) 
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needed. As an Office Administrator, adviPsreintethd NoofrftihcTeerchtnhicealpArnodcVeodcautrioenatloCoblleege 

 
15.  

followed when disposing off the documentDsa.te: 31.07.2025 10:37 AM (10 Marks) 

(a) Kiambu TechniPcrainlteIdnBsyt:itBuut tToecphnuicraclhAansdeVeocqautiiopnaml Ceonlltegfeor the mechanical 
Date: 31.07.2025 10:37 AM 

department. Discuss FIVE factors to consider when purchasing the equipment. 

(10 Marks) 
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