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ASSESSOR’S GUIDE WRITTEN ASSESSMENT
INSTRUCTIONS TO ASSESSOR
i. The candidate has THREE (3) hours to attempt all the questions.
ii. Marks for each question are indicated in brackets ( )
iii. This paper consists of TWO (2)sections: A and B 
iv. The candidate is required to provide their responses in the answers booklet.










SECTION B (40MARKS)
	                       Answer all the questions in this section 

1. Which one of the following is not a strategy of time management in an organization?
A. Prioritizing the task at hand
B. Counselling traumatized work place colleague
C. Meeting your supervisor for work plans
D. Doing your college assignment	 
2. Which of the following type of leave should an employee apply for when is seeking for medical attention
A. Study leave
B. Maternity leave
C. Sick leave
D. Paternity leave	
3. The following are reasons for conducting HIV/AID Awareness in an organization except
A. Prevent further infection
B. Promote good health
C. Increase stigmatization
D. Promote responsible living
4. _____ is a process of transmission of massage and understanding of information between two or more people, it involves at least two parties – a sender and a receiver.
A. Body language
B. Communication
C. System
D. None of the above
5. Which of the following is a non-verbal method of communication?
A. Facial expression
B. Report
C. Email 
D. Mobile phone
6. Which of these is a hindrance to effective training?
A. Career planning workshop
B. Aggregate spending on training is inadequate
C. Mentoring
D. Career counselling
7.  Management function includes the following except
A. Planning
B. Organizing
C. Striking
D. Leading
8. Which of the following is a symptom of possible stress?
A. High blood pressure.
B. Feeling of failure.
C. Irritability.
D. Incompatibility
9. Which of the following is true about ethics?
A. A concern for only employees
B. Shields the corrupt
C. Facilitates labour turnover
D. Encourages confidentiality
10. A written statement of policies and principles that guide employee behaviour is known as
A. Code of ethics
B. Code of principles
C. Ethical dilemma
D. Word of ethics
11. Which of the following is an example of appreciating diversity?
A. Tolerating people from different racial groups
B. Treating people from other ethnic groups fairly
C. Treating women fairly
D. Respecting and enjoying cultural and individual differences
12. Rewards that one gets from the employer, usually money, a promotion or benefits is called _____________________.
A. intrinsic rewards
B. extrinsic rewards
C. self-motivated reward
D. organization reward

13. Which of these is a source of organizational conflict?
A. Differences in evaluation criteria and reward systems
B. Fairness in sharing of resources
C. Effective communication
D. Training	
14. __________ consists of the learning opportunities designed to help managers grow and aid in succession planning.
A. Training
B. Management development
C. Education
D. Learning
15. Employee involvement programs motivate employees by doing which of the following?    
A. Give employees more control over how they perform their jobs.
B. Provide employees with greater social capital.
C. Make employees feel like indispensable members of their organization.
D. Provide employees with greater job integration.
16. A hostile situation resulting in opposing views is known as
A. Conflict
B. Compromising
C. Negotiation
D. Brainstorming
17. Studying the future, arranging the means for dealing with it is part of the process of?
A. Organizing
B. Controlling
C. Commanding
D. Planning
18. ----- is the process of imparting or increasing knowledge or skill of an employee to do a particular job. 
A. Training
B. Development
C. Motivation
D. Leadership
19. Identify method of receiving feedback from employee 
A. Amalgamation
B. Orientation 
C. Training
D. Questionnaires
20. The best way to negotiate a better outcome is to
1. Prepare thoroughly
1. [bookmark: _GoBack]Compromise
1. Play hardball
1. Resign

SECTION B (40MARKS)
Note to assessor: These are suggested answers to act as guidelines
21. Differentiate between skimming and scanning.	(2marks) 
· Skimming is reading rapidly in order to get a general overview of the material. Scanning is reading rapidly in order to find specific facts.
1 mark for each definition
1x2=2 marks
22. Organizations are expected to come up with practical work plan. Explain three benefits of having work plan in an organization	(6 marks)
· Gives an organization a sense of direction.
· Focuses attention on objectives and results
· Establishes a basis for teamwork. 
· Helps anticipate problems and cope with change
· Provides guidelines for decision making
		3x2=6 marks
23. Give two ways in which an employee may seek for recognition in an organization	(2 marks)
· Personal development opportunities
· Make it personal
· Financial incentives
· Holiday bonuses and rewards
2x1=2 marks
24. Workplace diversity is has been a challenging task for current managers. Explain three (3) ways of managing workplace diversity	(6 marks)
· Focus on inclusion
· Communicate
· Train
· Confront unconscious bias
· Create common goals
3x2=6 marks
25. Outline four (4) steps that an individual can consider in order to effectively manage their time.	(4marks)
· Set goals correctly. Set goals that are achievable and measurable..
· Prioritize wisely. Prioritize tasks based on importance and urgency
· Set a time limit to complete a task.
· Take a break between tasks.
· Organize yourself. 
· Remove non-essential tasks/activities. 
· Plan ahead
4x1=4 marks
26. Communication network is a pattern in which information flow in an organization. Explain three (3) types of communication network in an organization.	(6 marks)
· the wheel network,
· chain network, 
· circle network, and 
· all-channel network
3x2=6 marks
27. For an organization to train effectively, they must start by conducting training needs analysis.  Outline three (3) advantages of training needs analysis	(3 marks)
· Identify knowledge gaps before they become a problem.
· Helps plan training.
· Highlights Training that may not have been considered.
· Ensures that training focuses on the right areas. 
· Helps to decide who should attend which training sessions.
3x1=3 marks
28. Effective management of emotions in an organization has numerous benefits. Outline two (2) benefits of managing emotions	(2 marks)
· Reduces Stress. .
· Teaches Employees How to React to Constructive Criticism..
· Helps Employees Conquer their fears, Doubts, and Insecurities. ...
· Improves Communication Skills. 
· Enhances Social Skills. 
· Creates a Positive Environment.
2x1=2 marks
29. Examine three (3) benefits of  having in place an organization culture	(6 marks)
· Increased employee engagement.
· Decreased turnover.
· Strong brand identity.
· Elevated productivity.
· Healthy team environment
3x2=6 marks
30. List three (3) skills for effective negotiation.	(3 marks) 
· Communication
· Planning
· Persuasion
· Listening
3x1=3 marks

SECTION C (40MARKS)
Note to assessor: These are suggested answers to act as guidelines
Two question were attempted in this section 
31. Health hazards can have negative impacts in our lives both for short or long term period. 
a. Describe six (6) stages of negotiation	(12 marks)
· Preparation
· Bargaining
· Timing issue
· Venue and setting
· Seating
· Implementation
	6x2=12 marks
b. Explain four (4) reasons that may lead to failure of negotiation 	(8 marks)
· Not enough preparation.
· Lack of creativity
· Lack of focus.
· Being too focused on 'winning'.
· Getting bogged down.
	4x2=8 marks
32. Mission statements could vary depending on the organization and other related factors. 
a. Describe seven (7) steps that one should follow while developing mission statement                  	 (14 marks)
· Determine one’s ideal self
· Examine the lives of others who are your role models or you admire  
· Consider your legacy
· Determine your life purpose 
· Clarify your skills, talents and abilities 
· Define specific personal goals 
· Craft your mission statement
	7x2=14 marks
b. Outline six (6) benefits of having Health and safety policy in an organization 	(6 marks)
· reduced costs;
· reduced risks;
· lower employee absence and turnover rates;
· fewer accidents;
· lessened threat of legal action;
· improved standing among suppliers and partners;
· better reputation for corporate responsibility among investors, customers and communities; 	6x1=6 marks
33. Every public organization in Kenya is expected to put in place a policy on HIV/AIDS. 
a. Explain five (5) benefits of having HIV/AIDS policy in an organization	(10marks)
· Facilitates an inclusive and supportive work environment for employees living with HIV. 
· Reduces employee fear,
· Reduced work disruption, 
· Increased customer confidence. 
· Demonstrates a company's corporate social responsibility, Demonstrates good leadership, 
· Organizational commitment to their employees and communities.
· Good company image
		5x2=10 marks
b. Describe five (5) impacts of conflict in an organization	(10marks)
· work disruptions, 
· decreased productivity, 
· project failure, 
· absenteeism and turnover 
· job loss or termination
· time wastage
		5x2=10 marks
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