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SECTION A: [40 MARKS] 

Answer ALL the questions in this section. 

1) Assertiveness is a very important communication skill used in ensuring one’s voice is heard. 

Highlight Four aspects of assertiveness                                                                 (4 Marks).                                                 

2)   Collecting and analyzing feedbacks on performance is important to both the employees and the 

organization. Highlight Four ways used to collect feedback.                                              (4 Marks). 

3) A mediator is an individual called upon when conflict negotiations have failed, it can be an 

individual or group of persons. List Four characteristics of an effective mediator.          (4 Marks). 

4) Security hazards, both minor and serious usually result from faulty of work place practice and lack 

of security mindedness. Highlight Four major causes of security hazards in work place. (4 Marks). 

5) Contexts for learning at work refers to the various environments, situations, or conditions in which 

learning takes place in a work place. Give Four learning contexts.                                   (4 Marks). 

6) Gender mainstreaming is integrating a gender perspective to the content of the different policies 

and addressing the issue of representation of women and men in all policy area.  Give Four 

examples of gender mainstreaming practices at workplace                                               (4 Marks). 

7) As a team leader in your department, you need to talk to your team members on managing their 

emotions so as to improve their productivity. State Four strategies for managing emotions that you 

will advise the team members to use.                                                                                 (4 Marks). 

8) Kadja has of late had poor work relationship with his employer due to lateness in completion of 

assigned duties. She has approached you for advice. Give Four ways on how to improve time 

management.                                                                                                                     (4 Marks). 

9)   Majibu limited has experienced poor performance over time, the manager has decided to 


