
HSM – KISII
SHORT ESSAY 
1) Regarding the working of clinical officers 
a) State ten functions of the clinical officer’s council.  (1/2 x 10 = 5 marks) 
i) To advise the Minister on all matters concerning the medical and dental professions
ii) To establish and improve standards of all branches of the medical and dental professions in all their aspects to safeguard the interests of all clinical officers.

iii) To establish and improve standards of health care within the republic.

iv) To make provisions for the training and instructions of persons seeking registration or licensing under the Act and to appoint persons to visit medical training institutions and to act as observers in all or any of the qualifying examinations

v) To scrutinize the syllabuses of instructions and courses of training for persons seeking  registration and licensing under the Act, and advice the Minister accordingly

vi) To recommend to the DMS the institutions to be approved for training of persons seeking registrations or licensing under the Act.

vii) To prescribe and conduct assessment examinations for persons who wish to be registered or licensed under the Act

viii) To have regard to the conduct of persons registered or licensed under the Act and to take such disciplinary measures as may be necessary to maintain proper standard of conduct.

ix) To have regard to the standards of medical and dental care, qualified staff, facilities,  conditions and environmental of health institutions

x) To co-ordinate its activities with other statutory Boards or Councils such as Pharmacy and Poisons Board, the Nursing Council e.t.c.

xi) To direct and supervise the compilation and maintenance of a register and all records required to be kept as per the Act

xii) To regulate private practice. 

b) Outline fives forms of conduct of abuse or misuse of professional skills/knowledge or privileges which can cause a disciplinary action to be taken against the Clinical Officer. (5 Marks)

i) Termination of pregnancy (An illegal act of Procuring or attempting to procure an abortion or  miscarriage )

ii) False issue of Medical Certificates

iii) Prescribing drugs. (The CO should be conversant with the side effects and interactions of all drugs)

iv) Administration of anaesthetics. (Informed consent must be obtained before any anesthetic is administered to a patient and that the full nature and extent of any operation to be carried out is explained to the patient)

v) Abuse of professional confidence. (A practitioner shall not disclose to the third party information which he obtained in confidence except on the specified circumstances) 

vi) Abuse of relationship between clinical officers and patients. (Committing adultery with a patient, having carnal knowledge of a patient or maintaining an improper emotional or sexual relationship)

vii) Abuse of financial opportunities. (Improperly obtaining money from patients, improperly  sanctioning payments of financial claims under insurance schemes, NHIF, improperly prescribing drugs in which a practitioner has a financial interest)

viii) Abuse and disregard of personal responsibilities to patients care and treatment (Practitioners should not forget their responsibilities to the patients)

ix) Improper attempts to profit such as advertising, canvassing and related professional offences (Canvassing for patients, advertising or by taking advantage of the depreciation of the professional skill or ability of another practitioner).

2) Explain the importance and uses of records in the Health Sector Services (10 marks) 
i) Treatment and reference.

ii) Planning:

iii) Research.

iv) Teaching:

v) Administration and preparation of reports:

vi) Observation trends of diseases:

vii) Soliciting funds and budgeting.

viii) Decision making

ix) Policy formulation

x) Official record references
3) State 10 (ten) factors hindering team work in an organization (10marks).

i) Personal differences in ideas and personality.

ii) Lack of awareness of the importance of collaboration.

iii) Poor leadership.

iv) High staff turnover.

v) Poor communication.

vi) Different culture/ religious beliefs.

vii) Lack of funds.

viii) Bureaucracy-Red tape.

ix) Corruption.

x) Conflicting priorities.

xi) Political differences.

xii) Negative attitude.

xiii) Lack of time.

xiv) Personalization of the activity.

xv) Hidden objectives.

xvi) Tribalism/ Nepotism

4) On staffing in an organization
a) Define the staffing process as a core function of management?  (2 marks).

· It is the process of identifying, selecting, recruiting, training and developing personnel to utilize the resources appropriately to achieve the objectives, and goals of the organization. (2marks).
b) Explain briefly the sequential steps of employee selection.          (8 marks).

i) Identification of roles of the organization and minimal requirements to perform the job.

ii) Placing the advertisements, announcements through the media indicating the geographical position of the organization.

iii) Develop the job analysis, job content, duties, responsibilities, qualifications and results expected from the various roles by the organization.

iv) Perform the selection through the preliminary interviews to eliminate excessive salary demands, inadequate training or education and lack of job related experience e.t.c.

v) Conduct Testing to screen the applicants in terms of skills, abilities, aptitudes, interests, personality, and attitudes e.t.c.

vi) Physical or medical examination done to determine any medical conditions and fitness.

vii) Offer of employment made and placement done.

viii) Orientation and induction done. 
5) Regarding fincial management in government 

a) State four (4) official documents which contain the financial regulations which deal with the administration of Government of Kenya finances (4 marks) 
i) The constitution of Kenya;

ii) Financial regulations and procedures;

iii) The government financial management Act No.5 of 2004; and

iv) Treasury circulars (issued from time to time)

b) What are the roles of the Treasury (6 x ½ = 3 marks) -

i) Establishing procedures and systems for proper and effective management of Government funds and property;

ii) Establishing accounting procedures and systems;

iii) Superintending the expenditure of Government money and ensuring that it is properly accounted for;

iv) Preparing and submitting accounts for each financial year under the Public Audit Act, 2003 for audit by the Controller and Auditor General; and

v) Ensuring that accounts prepared comply with the provisions of the Government Financial Management Act No.5, 2004.

vi) Authorizing the opening of every official Bank A/C.
c) What are the roles of parliament in financial management include (6 x ½ = 3 marks):-

i) Parliament approves Government’s annual estimates and authorizes appropriation under section 99 (1) of Constitution of Kenya. 

ii) It also approves the expenditure of public funds before appropriation, through a vote on account.

iii) Develops and regulates its own procedure. 

iv) Making the laws through legislation which entails the passing of the new laws, of existing laws alteration, and repealing or cancellation of undesired laws.

v) Delegate to the Government the power of making further detailed rules called subsidiary legislation which must be inconsistent with the principal law.

vi) Approval of all taxation, borrowing and expenditure by Government

vii) Parliament exercises authority on Government finances through the following parliamentary Committees: - public investments, public accounts, committees of supplies, and ways and means and estimates committees.

LONG ESSAY QUESTIONS
1) Discus ten principles among those developed by Henry Fayol in the modern management theory (20 marks) 
1. Division of work

· This allows the worker to build up more experience whic results in eficiency

2. Authority and responsibility

· These will enable the employee to carry out duties as is stipulated in the job descriptions.

3. Discipline

· This is respect of agreements between employer and employees to ensure that authority and responsbilities are carried out for instance management, should provide good leadership under which workers will obey orders.

4. Unity of command

· The  functional aurthority is that each employee has to get orders from only one superior (boss)

5. Unity of direction

· This refers to a situation where people doing the same kind of job must be given 
the same objectives in a single plan which means that people should even be 
given one superior for the same group of activities whic brings the idea of departmentalization.

6. Renumeration of personnel

· This is an important motivator which can be used to bring fairness to both the firm and employees.

7. Centralization or decentralization

· The extent to which authority is concentrated or dispatched depends on the condition of the business and the quality of its personnel.

8. Scalar chain

· The hierarchichal, chain of command throguh both vertical and 
lateral(horizontral) communication are essential for a healthy organization. The superiors must encourage the two though the verical is still paramount for unity of direction.

9. Order

· Both material order and social order are necessary.material order minimises lost time and useless handling of materials.

10. Subordination of interests

· The individual interests (of employee or manager) to those of the organization for instance in kenya, managers say co-oparate  goals/interests come first and
individual interest later.

11. Equity

· This is in terms of just treatment of employees to ensure that equity is achieved in running business to guarantee loyalty through fair distribution of pay.

12. Job security

· This is in terms of stability of tenure which guarantees continuity of productive personnel, especially at the magerial level.

13. Initiative

· This should be encouraged among the employees e.g. Free communication of new ideas to top managemtn who should encourage change, creativity and dynaminism in the organization so long as it is for the organization’s interest.

14. Team spirit

· This is created unity of purposes and is by management through building positive worker morale, for instance by encoraging keeness among employes, using each employees talents and abilities, and rewarding each person’s merit without causing jealousies from collegues to ruin harmonious relations at work

2) Corruption has been described as the cancer ailing the Republic of Kenya

a) Discuss the main causes of corruption in Kenya (10 marks) 

i) Political Patronage, influence and favouritism.

· The examples  under this category,  include:-

· Appointments to public offices made on political consideration rather than merit.

· Practice of tribalism and nepotism.

· Political interference with the management of public service and institutions, and allocation of resources.

ii) Weak civil society and empowerment.

· Some examples of this include:-

· Passive public—citizens who do not complain about corruption and corruption practice.

· Lack of independent civil associations (e.g. Tax Payers’ Association) to fight corruption.

iii) Lack of professional Integrity.

· There may be lack of professional integrity amongst the professionals themselves in relation to the public they serve, for example:-

· Failure to adhere to professional ethics and standards.

· Lack of professional integrity among peers.

iv) Lack of transparency and accountability:

· This includes lack of transparency and accountability in:-

· Public investment decisions.

· Public procurement and disposal of public property. 

· Personnel management.

· Financial management and reporting.

· All these factors, in turn, result in monopoly of decision making.

v)  Inefficient public Sector.

· Some factors contributing to inefficient public services include:-

a) Poor remuneration in general, which tends to tempt employees to engage in corrupt practices.

b) Outdated technology, which creates loopholes for corruption.

c) Conflicts of interests due to engagement in private business by public servants.

d) Lack of code of conduct for the public services.

e) Complex and complicated government structures and procedures.

f) Inversion of the roles of master/ servant between the public and the public servants so that the public servant becomes the master instead of the servant.

vi) Failure to fully implement proposals and recommendations of watch dog institutions such as:-

a) Controller and Auditor –General.

b) Public Investment Committee.

c) Public Accounts Committee.

d) Efficiency Monitoring Unit

b) Discuss the effects of corruption at the national level (5 marks) 

i) Poor Economic Performance.

· Corruption at the economic level will manifest itself in:-

· Slowing down the growth of the economy, leading to unemployment and an increase in poverty.

· Unplanned, misdirected expenditure or projects, resulting in huge losses.

· Currency fluctuations and increased inflation and interest rates

· Increased taxation burdens on Kenyans.

· Increased prices for goods and services.

ii) Disregard for standards and the pillars of integrity.

· This will lead to:-

· Lack of respect for the rule of law.

· Sub-standard work, services and products.

iii) Loss or withdrawal of International Aid.

· Rampant corruption practices in recipient country may negatively influence decisions taken by donor countries which will result in:-

· International development partners and donors becoming unwilling to maintain aid programmes.

· Stalled projects.

iv) Looting of public Resources.

· Looting of Public resources will affect all services and will lead to:-

· Huge losses through fraud, theft and embezzlement.

· Reduced resources available for public service resulting in:-

· Collapsed infrastructures.

· Poor sanitation and housing.

· Lack of quality education.

· Lack quality health care.

v) Insecurity such as terrorism by the Alshabab

c) What are the effects of corruption on delivery of quality health services (5 marks) 

i) Poor supplies

ii) Poor staffing 

iii) Demotivation of staff 

iv) Poor training 

v) Poor infrastructure 

vi) Lack of qualified staff

vii) Poor supervision 

3) Health services is a devolved function in the new constitutional dispensation 

a) What the functions of the different levels of government with regards to provision of health services in Kenya (10 marks) 

Functions and Roles of National Ministry of Health (5 marks – any 10)

1) Health policy

2) Financing

3) National referral hospitals

4) Quality assurance and standards

5) Health information, communication and technology

6) National public health laboratories

7) Public-private partnerships

8) Monitoring and evaluation

9) Planning and budgeting for national health services

10) Services provided by KEMSA, NHIF, KMTC and KEMRI

11) Ports, borders and trans-boundary areas

12) Major disease control (malaria, TB, leprosy)

County department responsible for health (5 marks) 

1) County health facilities and pharmacies

2) Ambulance services

3) Promotion of primary health care

4) Licensing and control of agencies that sell food to the public

5) Disease surveillance and response

6) Veterinary services (excluding regulation of veterinary professionals)

7) Cemeteries, funeral homes, crematoria, refuse dumps, solid waste disposal

8) Control of drugs of abuse and pornography

9) Disaster management

10) Public health and sanitation
b) What are the challenges facing   county governments in implementation of the health services (10 marks)

i) Lack of sufficient funding 

ii) Lack of appropriate structures/Haphazard devolution of services

iii) Resignation of health workers 

iv) Deterioration of quality of service

v) Lack of adequate services

vi) Lack of supplies

vii) Industrial unrest (strikes)

viii) Tribalism and nepotism

ix) Lack of coordination between the two levels of government  

x) Conflicts

xi) Salary delays

xii) Poor governance 

xiii) Corruption 

xiv) Lack of enabling leadership 

xv) Political patronage and turf wars

4) Discuss the guiding rules for breaking down communication barriers in an organization (20 marks) 
1. Brief and simple.
· The message should be as brief and simple as possible and should not contain unnecessary sections, paragraphs or complicated words
2. Accuracy and completeness
· The communication should be accurate, timely and adequate in all aspects.

3. Choose the right channel of communication.
· The channel chosen to relay a message must be appropriate to the one receiving the message and the message itself
4. Right timing.

· The message must be sent at the proper time and it should reach when he/she requires it.

5. Be aware of cultural differences.
· Establish the different cultures such as religious, customs, favourite food, holidays, and languages to enable you identify the various feelings and thoughts of another person while making effective communication.

6. Develop an effective feedback system.

· Develop a system whereby you ensure people understand the message you convey to the sender.

7. Improve on the listening skills.
· Good listening skills can be learned and can help managers to discover problems and determine solutions.

8. Observation.

· A lot of information is lost because individuals do not observe keenly in the communication process. Observation supplements listening and reading skills.

9. Body language.

· This is the nonverbal method of communication in which physical actions such as motion, gestures and facial expressions convey thoughts and emotions. Managers need to understand body language and use it effectively.

10. Use combination of communication media.

· An oral, visual explanation and practical demonstration may all be needed to convey the message effectively.

11. Flexibility.
· The system of communication must be flexible enough so that it can be adjusted to the changing requirements of the organization.
12. The strategic use of grapevine.
· Managers should employ informal communication to supplement and strengthen formal channels e.g. the grapevine can be used to transmit information not considered appropriate for the formal channels of communication. Constructive use of grapevine helps improve the speed and effectiveness of formal communication.

MCQs

1) Management

a) Focuses on specialization and getting the right people in the right jobs

b) Aligns people to new direction and inspires action 

c) Focuses on longer time frames

d) Focuses on strategies that take calculated risks

2) An organization is 

a) The physical location where people work 

b) A collection of individuals working for the same company 

c) A deliberate arrangement of people to accomplish some specific purpose 

d) A group of individuals focused on profit making for their stake holders 

3) A common phrase associated with democratic leaders would be 

a) “What do you think?”

b) “Do what I tell you.”

c) “Do as I do, now”

d) “People come first.”
4) An autocratic leadership style works best when:

a) There is need for input on the decision

b) The decision would change as a result of input

c) Where the motivation of people to carry out subsequent actions would not be affected whether they were or were not involved in the decision‐making

d) Leaders consult widely
5) The recognized main categories of management and organizational resources include 

a) Human, monetary, raw materials and capital resources 

b) Human, equipment, logistics and financial resources 

c) Humans and technological resources 

d) Human and non-human resources 

6) Which one of the following is not a characteristic of theory Z (Japanese management style) 

a) Large amount of freedom and trust in workers

b) Assumes worker loyalty and interest in team work and the organization 


c) Places more reliance on attitude and responsibility of workers

d) Remove barriers so workers can fully actualize their potential because work is play that offers satisfaction

7) Concerning managerial effectiveness 

a) Is defined in terms of the proportion of total organization resources that contribute to productivity of the organization 

b) Refers to resource utilization in relation to organizational goals 

c) Effective managers are always at the centre of the managerial effectives continuum 

d) It is determined by the level of efficiency 

8) Which of the following phrases is best associated with management conceptual skills 

a) Decision making 

b) Communicating with customers 

c) Using information to solve business problems 

d) Product knowledge 

9) Planning a new hospital starts with setting goals for the hospital, without which the organization cannot have a definite direction or focus. Which of the following areas is not considered by an organization while studying existing hospital facilities in an area?

a) Bed ratio 

b) Patient perception 

c) Hospital occupancy 

d) Volume of services provided 

10) On management skills

a) Technical skills enable mangers to understand how various functions of the organization complement one another 

b) Human skills involve working with things 

c) Conceptual skills are those that build cooperation within the teams in the organization 

d) Human skills involve working with attitudes, communication, individuals and groups  

11) About forces for change

a) Market place is an external force of change 

b) Labour market are internal forces of change 

c) Change in demand for health care technicians is an example of an economic change 

d) Market place is an internal force of change 

12) On management skills and levels of management 

a) As one moves from lower management to upper management conceptual skills become more important and technical skills become less important 

b) Human skills are more important at the higher levels of management than at the lower levels 

c)  As one moves from lower management to upper management conceptual skills become less important and technical skills become more important 

d) Middle level management is anchored on technical and conceptual skills 

13) Which of the following is not part of the stream of the Classical theory of management 

a) Administrative theory 

b) Scientific management theory 

c) Bureaucratic theory 

d) The systemic approach theory 

14) Managing change is an integral part of 

a) Top management’s job

b) Middle level management’s job 

c) The first-line manager’s job

d) Every manager’s job

15) Managers who are responsible for making organization wide decisions and establishing the plans and goals that affect the entire organization are

a) First line managers

b) Top managers 

c) Production managers 

d) Research managers 

16) All levels of management between the supervisory level and the top level of the organization are called 

a) Middle managers 

b) First line managers 

c) Supervisors 

d) Foremen 

17) Which of the following is not an internal force of change 

a) Technology 

b) Strategy 

c) Workforce 

d) Employee attitudes 

18) In the systemic approach theory 

a) The management system theory is a closed system 

b) The management system theory is not influenced by the environment 

c) The environment comprises of input, process and output 

d) Has no relationship with the behavioural approach to management 

19) Labour strikes are an example of what change factor that may encourage a change in management thinking and practices?

a) Workforce 

b) Equipment 

c) Employee attitudes 

d) Strategy 

20) Supervisor is another name for 

a) Team leader

b) Middle manager 

c) First line managers 

d) Top managers 

21) The distinction between a managerial position and a non-managerial position is 

a) Planning the work of others 

b) Coordinating the work of others 

c) Controlling the work of others 

d) Organizing the work of others 

22) Effectiveness is synonymous with 

a) Cost minimization 

b) Resource control 

c) Goal attainment 

d) Efficiency 

23) Managers need to make sure that employee’s abilities 

a) Match the job requirements 

b) Are being maximized 

c) Are not being affected by their stress 

d) Are not causing them stress 

24) Efficacy refers to

a) The relationship between inputs and outputs 

b) The additive relationship between costs and benefits 

c) The exponential nature of costs and  outputs 

d) Increasing outputs regardless of inputs 
25) The five management functions of planning, organizing, commanding, coordinating and control were proposed by

a) Fredrick Taylor 

b) Henry Ford 

c) Hester Barnard 

d) Henri Fayol 

26) A manager resolving conflict among organizational members is performing the function of 

a) Controlling 

b) Commanding 

c) Directing 

d) Leading 

27) A difference between traditional organization and new organization is that the new organization will be more 

a) Stable 

b) Command oriented 

c) Rule oriented 

d) Dynamic  

28) Theory X Leaders Assume

a) Most workers place security above all other factors associated with work and will display little ambition

b) Men and women will exercise self‐direction and self‐control if they are committed to the objectives 

c) The ability to make good decisions is widely dispersed throughout the population and is not necessarily the sole province of managers

d) The average person can learn to accept, even seek, responsibility
29) In a transactional leadership style

a) Work requirements and reward structure are obscure 

b) Punishments are always mentioned and there are well‐understood and formal systems of discipline are usually in place

c) Contract is negotiated whereby the subordinate is given a salary and other benefits, and the company gets authority over the subordinate.

d) leader examines and searches for the needs and motives of others while seeking a higher agenda of needs
30) Regarding sources of power

a) Reward power comes solely from the position the superior holds in an organization

b) Legitimate power comes by means of promotion, salary increases and interesting assignments

c) Expert power comes from the leader possessing superior knowledge of the matter under discussion

d) Coercive power– comes from the fact that subordinates identify with the leader and respect him/her and forced actions and potential for punishment
TRUE/FALSE QUESTIONS

1) Which of the following accountable documents is used for ordering goods from the stores Nfor use in the department?

a) S10

b) S11

c) S13

d) S14

e) S3

2) Which body is responsible for regulating training, registration and licensing of Clinical Officers?

a) The Kenya Medical Training College.     

b) Medical Practitioners and Dentist Board.    

c) The Kenya Clinical Officer’s Council        

d) The Clinical Officer’s Association of Kenya.       

e) The Ministry of Medical Services         
3) Push system, in logistics management refers to:-

a) The total time it takes a product to get from the top of pipeline to the customer.         
b) The amount of time between placing the order and receiving the commodities in your store ready for use.        
c) The amount of stock by name below which a store/warehouse should not fall in order normal circumstances.      
d) A distribution system where the higher-level facilities determine the quantities to order for the lower-level facilities.     
e)  A distribution system where the lower level facilities decide how much they require and when, and pulls the products down.     
4) The benefits of good planning include:-

a) The planning efforts are formalized.    

b) Definite smart objectives and goals are well set with the standards.   

c) Effective co-ordination of resources are achieved.   

d) Revising and adjusting control results and changing conditions.   

e) Monitoring results and comparing

5) What is a formal communication?

a) The transfer of information which takes place outside the formal channels of communication.    
b) Refers to information sent by managers and supervisors to their work groups through memos, policies, instructions e.t.c.   
c) The flow of information between peer groups in an organization
d) Refers to information sent to the managers through work groups and advocates for participative management
e) The information that is usually written and flows through the lines of authority in the organization.
6) The reasons why subordinates avoid responsibilities include:-

a) Lack of self confidence

b) Positive incentives may be inadequate

c) Lack of time

d) The fear for criticism for mistakes

e) Lack of trust
7) The various problems that make implementation plan difficult include:-

a) Weakness in planning involving the incompatibility of paper plans with practical realities.

b) Lack of resources including delay in supply of materials and lack of manpower.

c) Planning without plans where there are no grounds plans to guide implementation. 

d) Promoting the corporate image by initiating a project for pubic to benefit.

e) Facing competition by appraising its marketing strategy for survival in a competitive market.

8) Authority in management refers to:--

a) The act of getting things done through other people
b) The right to decide and direct others to take action.

c) Institutionalized power
d) The right to give commands
e) The flow of authority from top to bottom and requires performance or obedience.

9) The following factors will motivate individual worker in an organization:-

a) Participation in planning.      
b) Recognition and status.         
c) Opportunity for advancement.      
d) Policy and administration of the organization.     
e) Lack of control over work environment.      
10) Decision making process involves:-
a) Developing, evaluating, implementing the chosen alternatives, identifying a problem, and making a feedback.     
b) Identifying problem, developing, evaluating implementing the chosen alternatives and making a feedback.      
c) Identifying a problem, implementing the chosen alternatives, evaluating and obtaining the feedback.   
d) Implementing, evaluating, developing, identifying the problem and obtaining the feedback.           
e) Developing, identifying a problem, evaluating, implementing the chosen alternatives and obtaining a feedback.  
11) Regarding time management, the following statements may be applicable:-
a) Time use is a skill, like any other        


b) Time is scarce, it ticks on           


c) Time is unique resource you cannot rent, hire or buy        


d) Lost time, lost for ever         


e) All people have equal time   
12) A person with high need for power seeks to increase or influence or control others tends to be characterized by:-

a) Enjoying parties and social activities.       
b) Enjoying confrontation with others.         
c) Competing with others in situation that allows him to dominate.    
d)  Acquiring, exercising and retaining power or influence over others.   

e) Desiring concrete feedback on performance.         
13) The following statements refer to oral methods of communication:-
a) Emotional tones               


b) Reports, memos, printouts etc        


c) Meetings of one kind or another      


d) Conversation which conveys body language as well as words   


e) It is most effective when immediate feedback is needed       
14) The objectives of communication includes:--

a) To inform others

 
b) To get others to think or act the way we want them to think or act.   

c) To ask and answer questions            
d) To listen to others           
e) All of the above.        
15) The strategic planning is a long term process which encompasses the following  management functions:-

a) Planning     

b) Implementation    

c) Monitoring        

d) Evaluation       

e) Policy decision making.  
16) The minimum stock level in stock management refers to:-

a) The amount of stock by name below which a store/warehouse should not fall in order of normal circumstances.   

b) The quantity of stock on hand at a given period, which is determined by a physical count.           

c) Amount of commodities by name between maximum and minimum stock levels.       

d) The amount of commodity by name above which the store/warehouse stock level should not exceed under normal circumstances.          

e) The amount of time between placing the order and receiving the commodities in your store ready for use
17) Organizational barriers that work against effective teams include:-
a) The use of subordinate and superior terms in policy manuals.      


b) Use of parking bays.        


c) Classifying workers as professional or non-professional.    


d) Use of separate payroll for hourly and salaried employees.  


e) Fear of becoming redundant and eventual loss of the job.     

18) The following statements refer to cash book as a financial document:-

a) Reflects a record of actual payments and receipts of cash.

b) Reflects the money deposited and paid out in the bank.

c) Controls and monitors the cash deposited in the bank.

d) Should be written and balanced daily.

e) Ensures compliance with procumbent procedures and regulations.

19) An agenda is important in any meeting because:- 

a) It will allow members to know what to expect.

b) It will enable members to prepare.

c) It will provide order for dealing with issues.

d) It will facilitate responsibility of members.

e) It will allow responsibility to be delegated.
20) The reasons for planning in an organization include:-

a) To project profitability of organizational operations.

b) To face competition as a marketing strategy in order to survive in competitive environment.

c) To propose new investment in order to venture into new product or service.

d) To promote corporate image by initiating projects for the public to benefit.

e) To monitor results and compare them with the standards.
21) In the Government of Kenya, budget refers to a:-

a) Financial plan or statement of revenue and expenditure.

b) Detailed plan outlining the acquisition and use of financial and other resources over a given period of time

c) Broad plan

d) Basis for budgetary control

e) Tool of management

22) The sources of Government revenues include:-

a) Taxes.

b) Sale of Government assets.

c) Court fines.

d) Internal borrowing from Treasury bonds/bills.

e) User fee charges.
23) The common time wasters in controlling functions of management include:-

a) No co-ordination/team work.   
b) Inability to say ‘NO’.   
c) Lack of self discipline.   
d) Doing it myself.       
e) No standards
24)  Which stage of group development is characterized by confrontation, disagreement and conflict among the members regarding the roles and duties to be shared out:-
a) Forming.        


b) Norming.         


c) Performing                


d) Adjourning/mourning.      

e) Storming

25) The different ways in which we can communicate or receive a message include:- 

a) Silence


b) Actions


c) Mannerism


d) Sight


e) Listening
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