
The following is a list of problem people that disrupt meetings.

 

The Speech-maker 
The Repeater 
The Interrupter 
The Non-participant 
The Hijacker
Describe each one of them
Explain how you will politely deal with each one of them 

Describe FIVE characteristics of a good chairperson 
Mention at least FIVE duties of the secretary

(10)
(20)
(10)
(10)

Discuss why it is essential for community projects to have a good system of 
administration (10)
Identify FIVE aspects in a project that needs record keeping (10)
Indicate at least FIVE types of information that you will include in an Enrolment 
card. (10)
Indicate FIVE types of materials in the administration of a project that you would 
need to record (10)
Discuss with the help of examples the type of information you will record in a 
“Venue Inventory" (10)

[50]

QUESTION 3

QUESTION 1

1 1 Mention TEN duties of administrators that is different from that of project 
managers (20)

1 2 Suggest TEN roles, as activities, that you as a good project manager will do in 
order to ensure that your project is running smoothly'? (20)

1 3 Wnte FIVE reasons why it is necessary to include the staff and/ or the community 
in decision-making. (10)

[50]

QUESTION 2

Practice Questions 6



What questions will you ask yourself in order to know what project to start in your 
community (10)
Indicate the target group of people that you will select from your community for 
your project (2)
Mention a Project that you will like to start for this target group that will benefit the 
people in your community (2)
Give an appropriate name to this project mentioned in 1 3 above (2)
Give TWO reasons for choosing this name (4 4) for the project (4)
How will you raise funds for this project7 (4)
Indicate FIVE ways that this project will benefit the people? (10)
State at least FIVE ways of collecting information about the community

(10)
Wnte at least THREE main questions that you will ask in an interview that is 
relevant to your project (6)

[50]

QUESTION 4

Imagine that you are being asked to start a Project in your community. Answer 
the following questions with regard to your Project:
NOTE: Answer each question according to the marks allocated




