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Q1. a. What you undcrsland by thc term "'l ime managenrent"? Briefly cxplain

tlle characteristics of elfectivc lilne management.

b. Briefly explain the advantages oftimc managcmcnt

Q2. a. l-ist out 4 types 01'tine wasters.

b. llow do you make pli'

(l5l\4arks)

(10 Marks)

(15 Marks)

Ql a. What ae thc banicrs ofdelegation?

b. Briefly explain the three P's ol efleolive

iist lbr lomolrows' activilics?

(10 Marks)

(15 N4arks)

(10 Marks)

{imc nTanagcment

Q4. a. Ilou,do you develop your posilive alr ics?

(lLr Marks)

b. What arc the ollice tcchnologics can bc Ltsed to save the timc?

(15 Marks)


