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Questions:

No. CONCEPT IN BRIEF: Office Roles and Functions
1.

a) Define the following terms:
i.  Job description
ii.  Job analysis
iii.  Job specification
iv.  Job evaluation

v. Duties

vi.  Skills
vii.  Academic Aptitude
viii.  Operational procedures

CONCEPT IN BRIEF: Office Roles and Functions

2.
a) What is a petty cash imprest system?
b) Differentiate between titles and duties.
CONCEPT IN BRIEF: Office Roles and Functions
3.

a) Explain the importance of having policies and procedures in any organisation.

b) State two procedures found in a Procedural Manual.
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