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Question 1 

a. Consolidate any five area the person responsible for managing office automation projects 

ought to be knowledgeable.                 (10Marks) 

b. Prioritize seven necessary strategies to achieve the required level of security awareness 

and competence.                    

(14Marks) 

c. Uncover six responsibilities of the office automation manager                    (6Marks) 

 

Question 2 

a. The acronyms MIS stand for what? Give details explanation of MIS.         (7Marks) 

b. Dramatize Six knowledge requirements for MIS    (6 Marks) 

c. Produce Seven application of end user computing                       (7Marks) 

 

Question 3 

a. Defend the concept “Office”.                                         (5Marks)    

b. Identify and discuss Five (5) Functions of an Office                     (15Marks) 

 

Question 4 

a. The planning aspect of management is the major contributor to success and productivity. 

Justify with four (4) major types of planning exercises existing in any organization.    

b. Embarking on strategic planning, the organization emphasize should centered on what? 

c. Management Security Forum duties are numerous, highlight nine (9) of such duties. 

        (20Marks) 
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