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 EMPLOYABILITY SKILLS SECTION A (40 marks)
1. Define the following terms (4mks) 
   a) Personal objectives
   b) Self-esteem
   c) Self-management
   d) Assertiveness
2. Outline four common forms of anger at the place of work. (4mks)
3. Give three effects of unmanaged anger at the place of work. (4mks)
4. Outline two reasons why one might feel low at the place of work. (2mks)
5. Give two principles of assertiveness.  (4mks)
6. Differentiate between skimming and scanning. (4mks)
7. Outline four ways of carrying out skimming (4mks)
8. Outline four ways of managing stress at the place of work (4mks)
9. Explain three benefits of leisure time at the place of work (6mks)
10. Distinguish between resource mobilization and resource utilization at the place of work.                                                                                        (4mks)

SECTION B (60 marks)
11. 
Read the case study below and answer the questions that follow.
Jane is employed in a dress-making shop. She loves dressing smartly and hanging out for parties. She likes impressing her friends. Jane however cannot make ends meet. She keeps borrowing money from her colleagues. She is now pressurized from left to right to pay up her debts. Two of her colleagues have threatened to report her to the owner of the business. Jane has recently been having headaches and stomach aches. She has also been having sleepless nights and her performance at work is low.
a) Identify four possible stressors in Jane’s life.                               (4 marks)
b) Discuss four ways in which the stressors you have identified in (i) above cause her stress.                                                                                     (4 marks)
c) Discuss the negative effects of low self-esteem on the performance of employees.                                                                                   (6 marks)
d) Discuss how behavior change can positively impact on productivity of workers.
                                                                                                      (6 marks)
12. 
a) Explain the following terms used in teamwork:
i)  Synergy                                                    (2 mks)
ii)  Total Quality Management                       (2 mks)
iii)  Consensus                                                (2 mks)
b)  With examples, discuss FOUR assertive behaviors that may negatively affect the functionality of a team                                                             (8 mks)
c) Discuss THREE benefits of personal goals to the productivity of a workplace  
                                                                                                                (6mks) 
13. 
a) Discuss the negative effects of low self-esteem on the performance of employees.                                                                                         (6mks)
b)  Discuss how behavior change can positively impact the productivity of workers.                                                                                               (5mks)
c) Differentiate between vision and mission.                                           (4mks )
d) state any five signs that a colleague may show when emotionally stressed b     
                                                                                                            (5mks)
14. 
a) Define the following terms.                                                                  (4 mks)
i. Conflict resolution
ii. Innovation
b) Differentiate between a vision and a mission.                                     (4 mks )
c) Explain three benefits of time management at the place of work.      (6 mks)
d) You have been admitted to Kenya Water Institute. The head of the department has informed you that part of your course will include employability skills. Using your own words discuss three benefits of the study of employability skills.                                                                         (6 mks)
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