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INSTRUCTIONS TO CANDIDATES

1. Please CAREFULLY read the instructions given in the question paper.

2. This question paper has information printed on both sides of the paper.

3. This question paper consists of TWO (2) sections; Section A and Section B.

4. Answer ALL questions in Section A. For Section B, answer TWO (2) questions ONLY.
5. Please write your answers in the answer booklet provided.

6. Answer all questions in English language only.
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SECTIONA (Total: 60 marks)

INSTRUCTION: Answer ALL questions

Please use the answer booklet provided.

Question 1

(@) - Explain Four (4) the importance of planning by giving an examples

(20 marks)

Question 2

(a) Decisions in organizations are increasingly being made by groups rather than
by individuals. Evaluate the pros and cons of using groups to make decision.

(20 marks)
Question 3
(a) Explain the meaning of following terms
i. Organisation (2.5 marks)
ii. Organizing (2:5 marks)
(b) Describe three (3) ways to structure an organisation.
(15 marks)
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SECTION B (Total: 40 marks)

INSTRUCTION: Answer only TWO questions.
Please use the answer booklet provided.

Question 4

(a) We have covered a lot of information about motivation. If you are supervisor
concerned with motivating your employees, what are four (4) guidelines to
motivating your employees?

(20 marks)

Question 5

(a) Communication breakdowns often occur when business transactions take

place between people from different countries. How do you or will you deal
with others who do not speak the same language as you?

(20 marks
Question 6
(a) Define controlling.
(5 marks)
(b) Why do people instinctively dislike control? As a supervisor, what are the
possible ways to have more effective control?
(15 marks)

END OF QUESTION
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