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SECTION A (10 MARKS)
Answer all questions in this section, each question carries one mark.
1. Highlight a way that cannot be used to Foster Teamwork.
A. Get to know your team members
B. Agree on a team mission
C. Discourage Sharing
D. Ensure Clear Communication
2. Highlight one that is not a negative emotion experienced at the workplace.
A. Frustration
B. Happiness
C. Anger
D. Dislike
3. Identify the odd one out in the strategies for overcoming life challenges.
A. Remain positive
B. Admit when you need help
C. Set large goals
D. Look at the challenge from all sides
4. Identify the odd one out in the strategies for overcoming life challenges
A. Remain positive
B. Admit when you need help
C. Set large goals
D. Look at the challenge from all sides
5. Which one of the following is the correct definition of the term ‘punctual’?
A. Scheduling your time
B. Arriving at a place at an appointed time
C. Requesting permission when you are late
D. Arriving at your appointment when you want
6. Identify the one that is not a function of management
A. Planning
B. Disorganizing
C. Staffing
D. Directing
7. The best way to negotiate a good outcome is to:
A. Play hardball.
B. Master tactics.
C. Prepare thoroughly.
D. Help your counterpart get what s/he wants.
8. The following are the benefits of high self-esteem except?
A. Self-confidence
B. Assertiveness
C. Weakness
D. Good communication
9. The following are characteristics of the goal except?
A. Specific
B. Attainable
C. Planning
D. Measurable
10. The following are the effects of conflicts EXCEPT?
A. Violence
B. Love
C. Hatred
D. Loss of work

SECTION B (40 MARKS)
Answer all questions in this section
11. Highlight THREE employability skills required for one to be employed. (3 Marks)
12. Explain THREE ways of motivating employees and promoting learning at the workplace. (3 Marks)
13. Define the following terms: 							  
(i) Self-esteem. (1 Mark)
(ii) Goal. (1 Mark)
(iii) Emotions. (1 Mark)                                                                                                    
14. State THREE effects of unmanaged anger at the workplace. (3 Marks)
15. State THREE sources of high self-esteem at the workplace. (3 Marks)
16. Highlight THREE work ethics to be observed in an organization. (3 Marks)	   
17. List THREE stressors at the workplace. (3 Marks)
18. List THREE elements of effective communication. (3 Marks)
19. Highlight THREE ways of solving conflict in an organization. (3 Marks)
20. Personal vision and mission set the direction of long-term and short-term goals. State FOUR steps in creating a personal vision and mission. (4 Marks) 
21. Identify THREE values associated with emotional intelligence. (3 Marks) 
22. List TWO benefits an organization can enjoy when employees are accountable. 
                                                                                                                  (2 Marks) 
23. Define code of ethics.  (2 Marks) 
24. State ONE benefit of mentoring programs to employees. (1 Mark) 
25. List ONE factor to consider for effective time management. (1 Mark)
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