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SECTION A: (20 MARKS)
1.  Punctuality is a sign of professionalism in an employee. Which one of the following is a        benefit of punctuality in work place?   	                                                                  (1mark)	
A. It leads to job enhancement.
B. It increases employee credibility.
C. It creates bad impression.
D. It leads to promotions.
2.  Poor assigning of duties to employees can lead to inefficiency in an organization. Identify a factor from the list below that should be considered when assigning tasks to employee?        
											                  (1mark)       
A. Matching skills with the tasks.
B. Giving employees a lot of work.
C. Giving challenging work to employees.
D. Assigning more tasks to the highly paid employees.
3.  _____________ is a method of training employees in an organisation to increase their productivity. 									      (1mark)           
A. Assigning tasks.
B. On-job training.
C. Setting standards
D. Setting organizational goals.
4.  Managing safety and health is an important part of managing a business. The following are components of a successful safety management program. Which one is not?            (1mark)
A. Formalized safety policies.
B. Effective and regular communication about safety and health measures.
C. Implementation of proper work schedules.
D. Frequent safety training and discussion.





5. The following are personal skills which can improve efficiency in an organization, except? 
												      (1mark)                                                                                     
A. Being an active listener.
B. Working well with others.
C. Organizing work.
D. Challenging other peoples’ work.
6. Choose which one of the following is an indicator of stress in work place?               (1mark)
A. Acceptance of responsibilities.
B. Workers strikes.
C. Poor public image.
D. Lack of delegation.
7. For an organization to achieve its goals there must be a good relationship environment. Which one of the following type of relationship is important in work place?             (1mark)
A. Employee - employer relationship.
B. Trainee - trainer relationship.
C. Siblings’ relationships.
D. Parent - child relationship
8.  Written communication can be classified _____________ type of communication. (1mark)                
A. Non-verbal
B. Verbal
C. Visual
D. Audial - visual
9.  Which of the following strategy can be used by an organisation experiencing low employees performance due to high abuse drug?                                                     (1marks)  
A. Terminate contracts of workers taking drugs.
B. Give more challenging tasks to the drug abusers.
C. Reduce workers’ salaries.
D. Educate employees on dangers of drug and drug abuse.
10.  Managers should always try to develop strong work ethics among employees. Which one of the following can be used by managers to use to develop strong work ethics among employees?                                                                                                                 (1mark)
A. Giving challenging tasks to employees.
B. Delegating their duties to employees.
C. Punishing the wrong doers in the organization.
D. Setting clear goals and objectives.
11. In every work place policies are essential. Give a   reason why every organization should have set policies in work place?                                                                                 (1mark)
A. To minimize stress in the organization.
B. To provide guidance and direction in the organization.
C. To save on labour cost in the organization.
D. To minimize idleness in the organization.
12. Communication involves a cycle that may include the following except?                (1mark)
A. Channel
B. Receiver
C. Time
D. Gender
13. The listed below presents safe work place habits. Choose which one is not.           (1mark)                     
A. Operating equipment only if qualified.
B. Using proper tools for the job.
C. Reporting unsafe working conditions.
D. Time management.
14. Team work builds strong employee relationship. Which one of the following is a benefit of team work in work place?            					                  (1mark)
A. It leads to increased productivity.
B. It brings about critism of weak ideas.
C. It creates a good leisure time.
D. It brings about challenges to the lazy workers.

15. Which of the following drug has the LEAST effect on employee performance in a work place?                                                                                                                          (1mark)
A. Bhang
B. Alcohol
C. Cocaine
D. Caffeine
16.  Breakdown of communication between the general manager and employees in an organisation can be caused by ___________________                                       (1mark)
A. Management
B. Administration
C. Interpersonal barrier
D. Financial barrier.
17. The following are problem solving skills except?    				 (1mark)
A. Active listening
B. Planning
C. Creativity
D. Proper communication
18.  State which one of the following can improve time management in work place? (1mark)                                            
A. Introduction of new ideas.
B. Leaving from jobs late hours.
C. Participation of employees.
D. Prioritizing of tasks.
19. Training and development opportunity to employees leads to efficiency in an organization. The following are ways of training and development in work place, which one is not?  									                              (1mark)
A. Continuing with education.
B. Managerial skills.
C. Serving as a resource person in conference and workshops.
D. Participating in training programs.


20. Name which one among the following is a cause of   internal stress in a work place.   
											(1mark)                               
A. Pent – up - worries
B. Laziness 
C. Survival stress.
D. Expenses


SECTION B (40 MARKS)
Answer all questions
21. Emotions of employees affect the overall performance of the organization. Highlight four ways emotions can positively influence the performance of an employee in a work place. 
											     (4marks)                         
22.  Majority of managers in an organization advocate for punctuality of employees. Highlight five reasons for such an advocacy.						     (5marks)
23. Time management is an important factor that influences achievement of organizational goals. Outline three ways that should be adopted to ensure time management in an organization.								                                                         (3marks)
24. Stress is one of the factors that lead to inefficiency in an organization. List four ways of managing stress in employees.							         (4marks)
25. A work plan represents the formal roadmap for a project. Mention the importance of work plan in the work place.								        (5 marks)
26. Nowadays drug and drug abuse is common in many organizations. Give Three measures to control this problem.								        (3 marks)
27. HIV/Aids is one of the pandemics that has affected many organizations. Name four ways of preventing HIV/Aids.					                                             (4marks)
28. Motivation of employees is one of the factors that lead to efficiency of employees. Highlight four ways a manager can motivate employees in work place.		                     (4marks)
29. Delegation refers to transfer of responsibility from specific task from one person to another. Highlight four reasons why employees refuse delegation.		                     (4marks)
30. Employees training is a set of activities for imparting knowledge to employees. Outline four reasons for employee training in an organization.				         (4marks)



	
SECTION C (40MARKS)
Answer Any TWO questions
31.a) Team work builds strong employee relationship. Explain the importance of teamwork in a work place.								               (10marks) 
     b) Organizations have a moral responsibility to ensure the safety and well-being of their members. Explain the importance of safety and health measures in work place. (10marks)
	      
32. a) Company Y solves problems immediately they occur. Explain five benefits that may accrue to this organization.						                   (10marks)   
    b) A successful organization should have clearly defined policies. Discuss the importance of policies in a work place.							                   (10marks)

33. a) Effective decision making enhances achievement of organizational goals. Explain five barriers to effective decision making.						       (10marks)
     b) Well established work values and ethics enhance the achievement of organizational goals. Explain the importance of work values and ethics in a work place.		(10marks)
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