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PAPER NO: 552/15/S06 - SECRETARIAL PRACTICE

QUESTION 1 .
Outline the duties of a Secretary when her boss is going on a business trip.

(20 marks)
QUESTION 2
Discuss five (5) sources of power. (20 marks)
QUESTION 3
Examine any five (5) factors that may limit effective planning. (20 marks)

QUESTION 4

Evaluate any five (5) training methods that can be used by organisations, and give
one disadvantage for each. (20 marks)

QUESTION 5

Discuss four (4) leadership styles. (20 marks)

QUESTION 6

a) Outline five (5) reasons for conducting a meeting. (5 marks)

b) Discuss three (3) different types of motions. (15 marks)

QUESTION 7

a) Analyse why subordinates may refuse delegated work. (10 marks)

b) Evaluate the fundamental points that a Secretary would consider when
working for more than one boss. (10 marks)
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