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Section A

Answer any 6 questions. Each carry 2 marks.

1. \Vhat is mcant by organising in ollicc managenent?

2. \4rhat is mearl by ol1ice hierarchyl

3 D hr * .o 1.'i ,1r'or,

I\\ri " .. rru arr,|.

s. l\'hat is Google \'\'orkspace?

6. \lc[tio[ any l\'o fcatures ol c]oud storage scrvices.

7. \Vhet is rrstrt lr-v CoDpaDy SecrctrrrS'l

' \\r'.,\.r'-ir' "'i' p'r'r ol Fr ''r'l'r

Section B

Answer any.l questions- Each carry 6 marks

9. Disclss lhc irnportarlt lvpcs of time schcdrLlilr€! LooLs

l0 Describc aboLrt tr1S Office

l1 DescLibc thc fc{trrres ol Zoorn used lol oftice Inectings.

I2 lixplain thc coLr(epL ol oillce se.retarJ-shi!

1J Discuss lfe r.rspoDsil)iliLies of a secrelarl iD ulailLtIiL)ing .olpolilLe go\'.rl1ance

14 .Expl:rili fh. iI]ipoltnrrce of ethical coLldll{:1. iD scrclelNr)shif)

Scction C

Answer an1' 1 cluestions. Each carry 14 marks-

1ir llisr:rLss tltc tnirr( it)lcs of otgulisrrtiol arrtL rxpleitt :rl] trl lirLrns ol ollr'' 'Lg LLr

snliorr.rl sll Ll(ri llIc

lli L)rsous-q Llre (Lil11rrctrl rlrssifi.Atioxs ol colllLlllllllrnliorL rriLll slLltill)ll crnlnpLcs


