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[bookmark: _GoBack]SECTION A: (40 MARKS)
Answer all the questions in this section
	1. 
	You have been offered employment at Uchumi Company LTD. State TWO employability skills you should possess. 
	(2 Marks)

	2. 
	State TWO approaches an employer can use to manage stress at the workplace. 
	(2 Marks)

	3. 
	Time management is the key to success in daily activities. State TWO common time wasters during working hours at the workplace. 
	(2 Marks)

	4. 
	A colleague has expressed feelings of workplace stress. Identify THREE potential sources of stress within an organizational context.
	(3 Marks)

	5. 
	As a manager, you have observed that an employee, Mr. Kinyua, appears to have low self-esteem. Identify THREE signs or behaviours you have observed in Mr. Kinyua that suggest this issue.
	(3 Marks)

	6. 
	Communication is critical at the workplace. Identify TWO forms of communication that can be used at the workplace.
	(2 Marks)

	7. 
	Maji Mazuri Company has taken its employees for further training and career development. Identify THREE possible benefits of training and career development to the employees. 
	(3 Marks)

	8. 
	Jane is experiencing a personality clash with her supervisor, which affects her job satisfaction. Identify TWO approaches she could adopt to maintain productivity at work despite this challenge.
	(2 Marks)

	9. 
	State TWO characteristics of an assertive person at the workplace.
	(2 Marks)

	10. 
	Differentiate between the concepts of resource allocation, resource utilization, and resource mobilization.

	(3 Marks)

	11. [bookmark: _Hlk173680902]
	You have been invited to speak to a group of youth about time management. Highlight THREE time-management techniques you would discuss during your presentation.
	(3 Marks)

	12. 
	Work performance does not depend on an individual but on a team. List THREE advantages of teamwork at the workplace.
	(3 Marks)

	13. 
	Ethical issues frequently arise in organizations. Identify and explain TWO factors that influence the ethical behaviour of members within an organization.
	(2 Marks)

	14. 
	Drugs and substance abuse can significantly impact work productivity. Identify TWO substances that are commonly abused in the workplace.
	(2 Marks)

	15. 
	Leisure is crucial for individuals who are frequently engaged in work. Outline THREE benefits of incorporating leisure into one's routine.
	(3 Marks)

	16. 
	Conflicts are common in organisations. Identify THREE causes of conflicts. 
	(3 Marks)



SECTION B (60 MARKS)
Answer any three questions in this section
	17. 
	(a) Distinguish between vision and mission
(b) Discuss THREE negative effects of low self-esteem on the performance of employees.    
	(2 Marks)
(6 Marks)

	
	(c) Describe THREE roles of a team leader that enables a team to be effective.
	(6 Marks)

	
	(d) Discuss THREE approaches staff can use to seek recognition at the workplace. 
	(6 Marks)

	18. 
	(a) List TWO workplace policies on HIV/AIDS followed in an organization.
(b) Mata, a secretary at a maize firm in Kenya, has been expressing anger towards her colleagues. As a consultant, discuss THREE effective methods for managing anger in the workplace.
	(2 Marks)
(6 Marks)

	
	(c) Discuss THREE strategies that can be employed to eliminate or adapt to stress at the workplace. 
	(6 Marks)

	
	(d) The Human Resource Manager at Maisha Holdings Ltd is responsible for overseeing employees' career growth and development. Explain THREE reasons why employees need to focus on their career growth and development.
	(6 Marks)

	19. 
	(a) Identify TWO benefits of employee training at a workplace.
	(2 Marks)

	
	(b) Pendo Agencies Ltd experienced a financial crisis in the previous financial year, with an audit revealing that the issue stemmed from a lack of accountability. Explain THREE benefits that an organization can gain when employees are accountable for their actions.
	(6 Marks)

	
	(c) Explain THREE time-wasting activities that should be minimized or eliminated to enhance productivity and achieve organizational goals.
	(6 Marks)

	
	(d) You were recently hired by Blue Event Company Limited and noticed that the company lacks a code of conduct. Advise the Human Resource Manager on THREE benefits of having a code of conduct in the organization.
	(6 Marks)

	20. 
	(a) Jack has consistently struggled with meeting deadlines for assigned tasks. Advise him on FIVE steps he should follow to effectively set priorities and improve his time management.
	(10 marks)

	
	(b) As the newly appointed Ward Administrator heading a team in the County, it is crucial to foster effective teamwork among staff to address common challenges that arise when members work together. Explain FIVE common problems that can be experienced in a team as members work together.
	(10 marks)
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