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1. (a) Describe office administration.

(b) Explain six functions of an office administrator

(c) Explain six functions of office management.

2. (a) What is job analysis?

(b) Explain the DACUM process of analysing a job.

3. (a) Discuss the functions of Managementr.

(b) Explain briefly SIX resonsibility of the human resources department in any 
office.

4. (a) What is Centralization of office services?
(b) Discuss FOUR merits and demerits of centralization of office services.

5. (a) Discuss any THREE forms or orgnization structure

(b) Explain FIVE features of an organization chart.
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