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INSTRUCTIONS TO CANDIDATES

1. The paper consists of two sections, A and B.

2.
Answer AL L the questionsinsedion A

3. Amwer Question ELEVEN (11) and any ot hneers EWEO o(2) tioni Bl
4. You are provided with a separate answer bo ok le t.

5. Marks for each question are indicated.

6. Do not write on the questio

This paper consists of THREE (3) printed pages

Candidy checkqthe -gues tionpaper o asertain that all pages are

p‘riin'ted asindicated and that no questions are missing.
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SECTION A (40 MARKS)
Answer ALL the Questions in This Section
Cediire Lid noticed that mal me etings.were «often inemyed by minor ovesigis. The

leadership™teca i ‘de’Crde'd to implement a formal meeting preparation protocol to ensure
professionalism. List FOUR benefits they observed after improving their formal meeting

preparation. (4 Marks)

. The proceedings of a formal meeting are supposed to be recorded. Identify FOUR reasons for

recording meeting discussions. (4 Marks)
In an office meeting, various reference mate rials ar such materiak.

(4 Marks)
After a formal meeting, the minutes of the meeting are supposed to be distributed to the
members. Identify FIVE methods that may be used to circulate them to the participants.

(5 Marks)

As an Office Administrator, your boss has tasked you to invite members of staff for a meeting.
LisstE QU R-wm municating theipvitations © mambas (4Marks)

Ha'mazon' Findn'cial Group held weekly executive meetings to review performance, approve

policies, and assign strategic tasks. However, there were frequent delays in the circulation of

the previous minutes causing confusion. One of the agenda was on ways of improving

circulation of required documents. Name THREE, .im.proyvements they observed after

implementing the new circulation strategy. (3 Marks)

Safety i | consideration when arranging a meding room since it ensures the well-

being anxd2com fortvof all participants. State FOUR safety aspects to consider. (4 Marks)

Proper labelling of meeting rooms guides and directs ipants to the meeting venue.

Mention FOUR labels that should be used in a meeting room. (4 Marks)

Nobal Company Ltd is in the process of implementing their work policy. The management is

planning to hold a meeting w ith stdve sta:ff Lo pass this information. As the Office Administrator in
the company, list FOUR items that you would include in the notice. (4 Marks)

10. Time management ensures meetings are productive and participants remain engaged.

Menwthiscarn'be achinad (4 Marks)
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11.

a)

b)

14.
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SECTION B (60 MARKS)
Answer Question ELEVEN (11) and any other Two (2) in this section.

Solaria Infrastructuré’ L. 'mané&ges public works projects and hosts frequent meetings

involving executive leaders, government liaisons, project managers, and  contractors. These
meetings cover critical decisions such as budget approvals, contractor selections, and legal
compliance measures, which must be accurately recorded and preserved. However, the
company had no consistent process for filing signed copies of the minutes. This gap posed
several issues; especidlly during audiis and legal revie lem arose d unng a

government compliance inspection, where the absence of signed minutes delayed the project

approval process and almost resulted in financial penalties.

a) Explain FIVE challenges that Solaria Infrastructure Ltd. faced due to lack of a

consistent process for filing signed minutes. (10 Marks)
b) Ilustrate FIVE benefits of signed minutes to an organization. (10 Marks)
1@ tie ntycaatnKanesu Holdings is tasked by his boss to prepare the
orgamnization s bloardroom for an executive meeting that will take place on Friday moming.
Suggest FIVE challenges that he is likely to face when carrying out this activity. (10 Marks)
Outline FIVE factors to consider when arranging a meeting room. (10 Marks)
As an Office Administrator, describe FIVE factors to consider when selecting a suitable location

or platf e ging, (10 Marks)
Explain 2PV Elcstrategies that may be employed to encourage active participation and
engagement during official meetings. (10 M arks)

The CEO of Bata Company Limited invited members of his staff for a meeting to discuss
several issues that were affecting them and as a result affected their productivity.
Unfortunately, it was p-0-s £ p -0:nced>.

a) Suggest FIVE reasons for its postponement. (10 Marks)

b) Explain FIVE benefits of meetings. (10 Marks)
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