©2022 The Kenya National Examinations Council		Nov./Dec.2022

[bookmark: _Hlk37062626][bookmark: _Hlk74298363]
[image: ]
THE KENYA NATIONAL EXAMINATION COUNCIL

Qualification		:	Level 6
Unit of Competency	:          	Demonstrate Employability Skills
			

INSTRUCTIONS TO CANDIDATE
You have THREE (3) hours to answer all the questions.
Marks for each question are as indicated in the brackets
The paper consists of THREE sections: A, B and C. 
Do not write on the question paper






This paper consists of FOUR (4) printed pages.
Candidates should check the question paper to ascertain that
all pages are printed as indicated and that no questions are missing.






SECTION A (40 MARKS)
Answer all questions
1. Employees with a strong work ethic place a high value on their professional success. Name four ways in which an employee can improve work ethic skills.	       (4 marks)                               
2. [bookmark: _GoBack]You have been tasked by your lead manager to coordinate team building activity in your workplace. State three characteristics portrayed by an effective team. 	        (3 marks)
3. A group of young managers have approached you to develop a safety policy for their organization.  List three safety rules at workplace that you will include.	        (3 marks)
4. Problem-solving skills help you determine why an issue is happening and how to solve it. State three problem solving skills expected of an employee.   		       (3 marks).
5. Planning is important because it enables the organization to survive and grow in the ever changing environment. List four advantages of planning in an organization.     (4 marks)
6. Communication is the art of developing and attaining understanding between employees. Outline four advantages of communication in an organization.	          	        (4 marks)
7. Currently there is rising abuse of drugs and substances in various organizations. State three commonly abused drugs by the employees.				        (3 marks)
8. Name three styles of Leadership that are practised by leaders in various organizations.    					  						        (3 marks)
9. Training is a short-term process utilizing a systematic and organized procedure by which non-managerial personnel acquire technical knowledge and skills for a definite purpose. State three advantages of training employees.	   		        (3 marks)
10. Outline three ways an employee can improve self-management skills.               (3 marks)
11. Time management is the process of planning and exercising conscious control of the time spent on specific activities to work efficiently and effectively. Name four benefits of time management to employees. 							       (4 marks).
12. Stress is an emotional, mental, physical and social reaction to any perceived demands or threats. State three stress management techniques at workplace.		      (3 marks)	



SECTION B (60 MARKS)
(This section has FOUR questions. Answer any THREE questions)
13. Problem analyzing involves identifying a problem and establishing the causes and effects related to a problem. The key element to problem analyzing is ensuring that the root cause is identified. 
a). Explain five techniques used by managers at workplace to analyze problems.           (10 marks)
b). Planning involves thinking about and preparing tasks that need to be done to achieve specific goals. Discuss the importance of planning by the employees.      (10 marks)

14. The purpose of creating teams is to provide a frame work that will increase the ability of employees to participate in planning, problem solving and decision making to better performance and goal achievement. Team development creates a captivating atmosphere by encouraging cooperation, teamwork, and interdependence and by building trust among team members.
a) Describe five stages of team development in any organization.	    	     (10 marks)
b) People of any age, sex or economic status can become addicted to a drug. Discuss five factors that can affect the likelihood and speed of developing an addiction.
(10 marks)

15. Policies help to manage legal risk and allow you to outline the benefits and opportunities your company provides to its workers. This helps to improve workforce morale, worker retention and job satisfaction.
a) Explain five advantages of work policies and guidelines.                  	 (10 marks)
b) Listening and understanding is demonstrated as per communication policy. Explain five barriers of effective communication at work place.	 		 (10 marks)




16. Leadership skills are highly valued by employers; effective leaders can motivate and help others succeed within an organization. In view of this statement;
a) Explain four universal traits likely to be recognized in the successful leaders within the organization.     							(8 marks)
b) Accountability and responsibility for own actions are demonstrated at work place. Explain three ways a manager can demonstrate accountability in the workplace. 											(6 marks)                                                                             
c) Workplace stress then is the harmful physical and emotional responses that can happen when there is a conflict between job demands on the employee and the amount of control an employee has over meeting these demands. Explain three types of workplace stress encountered by employees.                                           (6 marks)
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