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1.  The paper consists of two sections, A and B. 
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This paper consists of THREE (3) printed pages 
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SECTION A (40 MARKS) 

Answer ALL the Questions in This Section 

1. Crestline Ltd nPorintitecdeBdy:thBuantgmTeachlnmicael eAtnidnVgoscawt ioenrael  Coofl lteegne interrupted by minor oversights. The 

leadershipDatteea: m24.0d7e.2c0i2d5e1d1:1t6oAiMmplement a formal meeting preparation protocol to ensure 

professionalism. List FOUR benefits they observed after improving their formal meeting 

preparation. (4 Marks) 
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2. The proceedings of a formal meeting are supposed to be recorded. Identify FOUR reasons for 
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recording meeting discussions. (4 Marks) 

3. In an office meeting, various reference mate
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(4 Marks) 

4. 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) 

 

5. As an Office Administrator, your boss has tasked you to invite members of staff for a meeting. 

PrinteLd iBsyt: FBuOngUomRawcaml AmndunVoiccaattioinnagl Ctholelegienvitations to members. (4Marks) 

D6a. t e : H2 4a. 0m7 .a2z0 2o5n1 1F: 1in6  aAnMcial 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 
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circulation of required documents. Name DTaHteR: 2E4.E07.2i0m25p1r1o:1v6emAMents they observed after 

implementing the new circulation strategy. (3 Marks) 
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Dbateei: n2g4.0a7n.2d02c5o1m1:1f6orAtMof all participants. State FOUR safety aspects to consider. (4 Marks) 

8. Proper labelling of meeting rooms guides and
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Mention FOUR labels that should be used in a meeting room. (4 Marks) 

9. Nobal Company Ltd is in the process of implementing their work policy. The management is 
Printed By: Technical And Vocational College 

planning to hold a meeDtianteg:  2w4 .i0t7h. 2t0h2e5  1s1ta: 1f6f AtoM 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. 

PrinteMd Beyn: AwndthVoiscactioannalbCeolalecghe ieved. (4 Marks) 
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SECTION B (60 MARKS) 

Answer Question ELEVEN (11) and any other Two (2) in this section. 
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11. Solaria InfrastDrautec:t2u4r.e07.2L0t2d5.11m:16anAaMges 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 
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compliance measures, which must be accurately recorded and preserved. However, the 
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company had no consistent process for filing signed copies of the minutes. This gap posed 

several issues, especially during audits and leg
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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) Illustrate FIVE benefits of signed minutes to an organization. (10 Marks) 

 

P1r2in.teOd Btiye:  nVto,caatiotnaKl Caonl loegreu Holdings is tasked by his boss to prepare the 

Date:o2r4g.0a7n.2i0z2a5ti1o1:n1’6sAbMoardroom for an executive meeting that will take place on Friday morning. 

a) Suggest FIVE challenges that he is likely to face when carrying out this activity. (10 Marks) 

b) Outline FIVE factors to consider when arranging a meeting room. (10 Marks) 
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13. 
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a) As an Office Administrator, describe FIVE factors to consider when selecting a suitable location 
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(10 Marks) 

b) DEa txe:p2l4a. 0in7 .20F2I5V11E: 16sAt rMategies that may be employed to encourage active participation and 

engagement during official meetings. 
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14. 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. 
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Unfortunately, it was pDoast etp:  2o4n.0e7d.2.025 11:16 AM 

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

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