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SECTION A: (40 MARKS)
 (Attempt all questions in this section)
1. Administrators in a functioning theatre are expected to carry out several duties and responsibilities. State four (4) of these duties and responsibilities.                                 (4 Marks)
2.  Standard operating procedures (SOPs) in an institution enhances in improved communication. Outline other three (3) benefits of SOPs in an institution.             (3 Marks) 
3. Policies in an institution are formulated by the three levels of management. Highlight the three (3) types of managers in an institution.                                                                            (3 Marks)
4. Define strategic planning as a key to success in any organisation.                                  (2 Marks)
5. An organization refers to the structure that is designed to support organizational process. State four (4) purposes of organizational structure.                                                                  (4 Marks)
6. Public relation is integral in an institution to avoid conflicts. Identify three (3) sources of conflicts.                                                                                                                           (3 Marks) 
7.  State three (3) benefits of good Administration and management in a health facility:-                                                  (3 Marks)
8. As an Administrator in an institution, you need finances to run the facility well. Identify three (3) sources of finance.                                                                                                      (3 Marks)
9. Teamwork in any organizations motivates its employees to meet its goal. State   four (4) ways on how to foster teamwork and collaboration in an organization.                                   (4 Marks)
10. Success is defined as achieving organizational objective. Explain the five (5) characteristics of an objective.                                                                                                                     (5 Marks)   
11. Evaluation implies measurement or making judgements on the output and impact of a project in terms of the objectives. Highlight three (3) main causes of project failure                 (3 Marks)
12. Stakeholders in a Health organization are crucial for the contribution they make towards achieving its goals. Highlight three (3) stakeholders in a health facility.                        (3 Marks)                                                
                                                        SECTION B: (60 MARKS)
(Attempt any three questions in this section)
13. Human Resource (HR) policies are meant to provide frameworks for an organization, within which consistent decisions can be made, and through which equity in the way people are treated can be promoted. Explain ten (10) functions of Human Resource policy.                    (20 Marks) 
14. Discipline is a principle of management that is used by all managers when executing their administrative duties.
a) Explain in details the   seven (7) steps in displinary process                      (14 Marks)
b) State six (6) ways that can foster self- discipline  in an organization             (6 Marks)
15. You have been deployed to theatre to take over the administrative functions.
a) Explain seven (7) functions of management.                                               (14 Marks)
b) State six (6) ways in which there can be time wastage when carrying out activities in theatre                                                                                                     (6 Marks)
16. Appraisal is a process which it evaluates how well an employee has performed in his/her duty during specified period.
a) Explain five (5) importance of appraisal to individual employee               (10 Marks)
b) Explain five (5) rights of an employee                                                       (10 Marks)
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