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WRITTEN ASSESSMENT

INSTRUCTIONS TO CANDIDATE
1. Time allocated: TWO (2) hours.
1. This paper has TWO sections A and B. Answer questions in each section as per instructions given in the section.
1. You are provided with a separate answer booklet.
1. Marks for each question are indicated in the brackets.
1. Do not write on the question paper




This paper consists of FOUR (4) printed pages.


SECTION A: (10 MARKS)
In this section, each question carries one (1) mark. Answer all questions in this section. Choose the correct answer and write it in the answer booklet provided.
1. Which one of the following is a limitation of technological advancement at workplace? 		
A.  Health complication.
B. Better communication.
C. Increased productivity.
D. Effective retrieval of records.
2. Identify a factor from the list below that can lead to low self-esteem of employees?	 
A. Feeling of competence.
B. Arriving home early.
C. Future expectations.
D. Unrealistic goals.
3. State the method that can be used to identify a person’s weakness?					
A. By taking time to think about what you do well
B. By thinking of anything that you are always good at
C. By thinking about what others appreciate about you
D. By looking at the feedback you receive from others
4. Which one of the following is a strategy of reducing stress at work place?			
A. Having an open conversation with your supervisor.
B. Reporting at work late
C. Asking for permission to be absent according to organization policy
D. Missing work when you are sick
5. The following are ways of integrating personal objectives with organization goals, except?		
A. Always answering all questions asked by supervisor
B. Getting a clear understanding of organizational goals
C. Being more flexible
D. Saying yes to please your manager



6. Choose a characteristic of an assertive employee from the list below? 		
A. Attaining instability
B. Inability of expression
C. Confidently share his opinion.
D. Winning in competition.
7. The following are safe work place habits. Which one is not?				 
A. Wearing protective gear.
B. Extending oneself when on ladder.
C. Reporting unsafe working conditions.
D. Taking criticism well.
8. Which one of the following is a way of managing individual performance?				
A. Setting development plans late
B.  Hiding your plans from your manager
C. Knowing the available opportunities and strive to achieve them
D.  Avoiding informal groups
9. Identify a method that can be used to manage a feeling of insecurity at  a work place			
A. Collecting rumours to know level of insecurity
B. Measuring the level of insecurity
C. Having a clear goal in career development
D. [bookmark: _Hlk116022082]Inquiring the level of insecurity from the manager.
10. Which one of the following conditions promotes spread of sexually transmitted infections and diseases (STIs and STDs)? 
A. 
B. accessibility to health facilities
C. Men playing games with women.
D. Alcoholism




SECTION B: (40 MARKS)
[bookmark: _Hlk116362646]Answer All question

11. You have been recruited as the new CEO of Marafiki ltd, and you intend to bring a new leadership style into the management of the company that achieve teamwork and bring the desired changes to help the company achieve the desired goals. List Four qualities of a good lead                    (4 Marks)
12.  Outline Three effects of poor time management.                                               	        (3 Marks)
13. Explain Four types of interpersonal communication			                                (4 Marks)
14. Name the Seven steps involved in decision making process				        (7 Marks)
15. List Four characteristics of an enthusiastic employee.					        (4 Marks)
16. Highlight Five methods of increasing self-productivity.					        (5 Marks)
17.  Mention Four ways of developing positive self-image.     				        (4 Marks)
18.  State Four benefits of keeping records in an organization     			                   (4 Marks)
19. Outline Five measures that the management may take to ensure the its employees become obedience to ethical values.                                                                                                    (5 Marks)
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