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SECTION A: COMMUNICATION SKILLS
Answer at leasi TWE guestions from this section.

Explain six stages in the communication cycle.

Discuss four developments taking place in today’s workplace that increase the i
effective communication.

You have been invited to deliver a speech on “Youth Participation in Developmé
Outline six factors 10 consider in 3 successful presentation. { 1 3mrks

(1) Define clanses,

(it}  Using one example in cach casc, differentiate between a main clause and
co-ordinate clanse.

Outline five clements that can enhance effectiveness on the telephone.

Aurora Lawn Tennis Club recently held a meeting to discuss the activities of thé
As a secretary compile appropriate minutes. { M

(1) Define the term “Video Conferencing™.

(ity  Grapevine may never be completely cradicated. Discuss four Ways on
management can use grapevine effectively. fiarks)

You arc administrative assistant to Mrs. Anu Zarina, Personnel Manager of Afn
Development Bank. Mrs. Zarina is in a meeting.

Draft a telephone message form and record the following: The caller is Mr. Josatel,
CEO Toyota Kenya Lid, He states that his depariment is very busy at the momiand
has insufficient staff to deal with the work load. Let him know what detsils yoeed
and he will be happy to supply them. Time of call is 11.30 a.m. The message wtaken
by you, (lharks)




N . SECTION B: INFORMATION TECHNOLOGY

Answer at least TWO questions from this section.

- - (a)  Highlight five demerits of computers. { 10 marks)
{h) (i) Differentiate between ‘cold booting’ and “warm booting . (2 marks)
: (iiy  Outline four factors to consider when selecting software. (8 marks)
Gl (i) Describe five f.unctjun:«c of an operating syslem, .~ i 10 marks)
- J (k) Outline the keyboard shoricut for selecting the following:

Creating hanging imdent
Centre =
Reduce text
Tustify
Enlarge text
Left align
Chunge case
open & file
Position cursor to the start of a document
Spell check
(10 marks)

i (a) Highlight five symptoms of compuier viruses. { 10 mnarks)
(b} Explain five ments of databases. { 10 marks)

8. (a)y  Describe five procedures of recovering infected files. { 10 marks)

(b)  Explain five limitations of networking. { 10y marks)




