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Question 1 

Describe, using the information given in the case study, strategies Karen could use to 

improve the effectiveness of her time and task management.   6 marks 
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Question 2 

Justify the need for Karen to receive training in using the organisation’s IT systems.   
2 marks 
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Question 3 

Compare the features of a cellular office layout with the office layout in Karen’s 
organisation.  2 marks 
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Question 4 

Outline the features of an effective team.  4 marks 
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Question 5 

Justify the use of presentation software for communicating to an audience.  4 marks 
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Question 6 

Describe 3 features of a customer care policy.  6 marks 
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Question 7 

Discuss technologies that enable employees to work away from the office.  6 marks 
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