hmh nr H\b fnil:)wm;j 'uc hku,ly 10 be
‘.hu,,h if there dre good unurpcl‘mml rela- |
;Ll(mshmw bclwccn cmp oycw and lhmr
f aupcrviz,or? A

"Ploduulon

I, % Staff morale
v Stalr wellye

+ Labour turnover’

.- Tand LI only -
Y Ihand ILonly: i
s Iand IVenly

. c:omp"my sccrettuy
pxopnctor "

ruport WeIC nccdcd for a mcctmg to be
'hcldm Lhc ncxtlxour wmch oflthollogv—'_ -

-Spmt mastu andsmmduphcator .
-Ongm'll and phetocopier .
‘Meta) plates and offset litho 7 -

i Elb(,ll()l‘li(., chnul and mk duphmtor

s
T

Lhérc is an cnclosure i

Lhc addrcss is a posL ollice ;

dmpmg 1% don;, Ltuough frank— B
lng '

!
'q‘
i
!

‘ “ Sy
'

Colandilenly Yol T

et YR

- {A) Leller
(13). Report
() Stalement
() ~Note

(M) Answer the telephone as soo
it rings.
§1)] Thank the customer for cailil
(Cy  Allow the person who called
« end the conversation.
(D) Answer the phone with a ¢che

A customer called about a leller Whic“i' '
Liad heen sent to Lthe firm a month ag
However, the letter could not be founc
To whichof the [ollowing should the ma
clerke refer, to deiermine if i were ¢
ceived? -

»
{A) Caorrespondence digest
(3)  Mail register |
() Pastage book |
(DY Mailing list

A'draftof revised procedures for handliy’
mailisto beprepared and submitted tot
Oflice Manager. Which of the followi
formats should be used?

Onreceipt of an incoming lester, the m
clerk's [first action should be to .

(A)  hand it to the supervisor
(B) route it correctly

(C) ° codeit

(D)  date-stamp it

Whicholthe foi,lowing procedures is M
proper business telephone etiqueite? |

“hello™.

A PBX system is used Lo facilitale

(A) oral communication
(B) . wrillen communication
(Cy  retrieval of documents -
(D) . storage of documents

GO ON TO THE NEXT PA




9 An"ilo'v\}i11&&1[L)dt1(}ﬂs would
¢1o'he clasqencd as mactnm? .

I hc’mg uns'auon has stoppcd buy o
ng from apamcular bupphcr,. .
A .ompany ‘withiwhich the or-
' j,df’ilhdli(}nd(,dl‘i 108 c,lnn;:cd iL:, _:_
Hame. !

A (,()mpuny wxih whlch Lhc r- i
gabisaton deals has changed xtsf g
- 'busmc,ss addrcss i
116,

; 'iu:,a,b of coucspcndunccr ‘

T'cm 1}(: p{dc,cd in lhc Samu Sh

W

mre?pondcmc m Lo bc seen by "
g ’etc lh*m onc pcrt;on . o

15

()

, .‘?E:-(D‘) '-

':‘ The correct procedure fora rece pionistio
iuse whcn m{roducmg a meo: is to an-
- nouncc Lhc pcrson 8

. hame _

! name and company '

':'A';,_“namc litle and company
namc compan} and title

Wluch othc fo]lowmg,dwons mustNQT
bc mkm by a geerelary beforea mccung'?

. Ask the Chairman Lo conﬁrm the
. minulcs.
(B)‘ : PIdeJC the Chaxrm;m 5 dgcndd
(C) + Circulate the mmuu,s Lo pcrsons
: ~invited.- '
(,D) - Coliect all items tequired for the
mccung

:A'ssum{, that you have been clecled Lo be
,.}.SCCIC{:ll'y ol your school’s thrift society,

Whlcll of Lhe following gives the correct
Lsequence. of the ilems Lo be put on the
agcuda? ‘

_3',{- I Malters arising

- - Now business’
VML Approval of the minutes -
IV, Any other business
oA L LIGIL IV
i (B AL TN
SO LI TV
Y oo Ik TV, 1

“UAD cx'cc;,u'tii‘.vc, who is planning 1o visit
+varigus Caribbean territorics on a sales
'promotion‘ campaipn, has been given

“permission to purchasc foreign cusrency.,
Whrch ol e [ollowing isfare MOST
SUITABLL for his purposc’?

(A) oy Moncy orders
LBy Currcn(,y of cach dcstmaﬂon
©(C) L A single bank draft
Traveliers’ cheques

GO 'ON TO THI: NEXT PAGE




.Jf i !um fiucz, nm has m‘n LHHINH and
: "'nwmbf ol sUT swould liks | 10 have snch

['uJJrLy, they. 5honld firg t makc sug—
Stlollb Lo Llu, 8 o, §

um(m 81 mp bLCW&rd
goi ml umnugu
e, mRbiager :
p_cl;,onm,l nrnager -

'1 hc cmploymunt mmuau _
’Ihcjob Sp(,uﬂcanon i
Thc company manual\i S

: ancI II only L
Iand 1 Unly ‘
11 and: 111 Only
1, II 'md TIL

hielr of ¢ Hc {oliﬂwmg duucq shou]d 4
Iqu__‘ ¢HO WOrkS | inthe personnel depm-
It 'n: of*an OIngllSd[lOﬂ cxpa,ct to pgi-
m ‘ § R

; i Y

i

{ecrultmg new :,Lﬂff .
i

ment:

ompl[mg L ie compmy 8 nm;_,a-
‘ zmc |

1 '11'1(1‘ HI OIile
[_- III dmi IV OHJ)

Preparing ” conlraus of cmploy-

| dd

oIl Tucomie tax paymesis
L Company s
|}V ] Unioo dues

(A 1L only

() Wand 1V onty
(S I Hiund LV only
D) IIL T and 1V

A must prepare e cheque using

(B) the current date
ACY  afuture dale
= (D) a back date

by journal pubhshcd in the United St.uc‘; 0[

N thods of payment should lx: used for pay-§
. 1ng subscriptions?

(A). Cash
(@) Personal cheque

: (D) - Postal order. - -

[nwhich orumtoliowmg situations showlg @7
v d cuslomu § account be credited?

IR Containets, on whicly a deposil
S Wil Llung\cd were returned by |
the custoner. :
LT The customer wag undercharged,
IV The custoner was charged twice

(A  landII only
(M) I, Oand Iv only
(@, Ju only

D) LT T and v

: G
“"hml\ ol the Tellowing is/ae s nzum;}}?

i
cluzm tiong?

“1 Chagitable donations

medical insurance 2

lf,,nu are asked Lo post- date acheque, you

f"_(A) "o dute

America,  Which of (hie following mc-

(B) ' Bauk dralt

- I.‘i' _ D.um;,u! poods w ucu,lumul by
w3 the customer.

for the same 500%

GO ON TO THE NEXT PAGYH



' :"'A stafl. mcmbcr is xcqmrcd to visit olhcr

- Caribbean territorics in three days’ time,
" "Which of the foliowing means of commun-

Jicalion should be used 1o arrangc appoint-
.. menls {or hxm? T

.E & O.E. on an 1nv01cc 1ndlcatcs Lhal thc
fum , Ry "

»'.'Lettcrs toL
5 ‘Telephone
o Telegrams -
' Memoranda

1 and 1 only
V¢ orly . ‘
B ¥ and III only
Bice and 1V only

:paud promp.tly” CoE
w111 alter the amoum pdyablc 1f 11‘ :

,adcquate supphcs are. 30 :

' 'On iving notice of resi nation, which of
_w_ays anxlabI g i resig 0

the’ followmg practices would be accept-
' able for a clerk who has been permancntly
v cmploycd w1lh an orgdnisauon?

company dcalq f“ ity " ,
'prowdc goods 0[ a hxgh quahty

Oral nolice of two to four weeks
Wrillen notice on day of leaving
Wr1tlcn noticec of lwoto four weeks

Jonly. «

‘Tand Il only

I and III only

11 only

Tiem 31 rcfcrs lo Lhc orgdnisation chart of
. a largc company shown bclow

Gcncral Mdmgcr

- I
thnch of Lhc followmg documcnts must | L -
beprcparcd whcncxportmggoods byzur'? 4 Wl ’ -
Compariy - & Sales © Accountan
- Secretary: F1 - Manager R
:THW : Conr LV

31;‘;?' Wluch of the followmg persons would be
.7 responsibie for dralting agreements and
takmg legal steps against cus[omcrs who

fanl 10 pay Lhcxr bills?

;_“,VII and UI oAniy
Tand oy, -




: obtam postagc ratcs'?

L Rcady Rcckonér : .
“ABC Sluppmj, Guide
Fra,nkmg Machmc -

. Which of the fbllbWing would be MOST
S s’qitable,for}stbring inactive,fil'cs?" ‘

; The- purpose of lhc Ann\ml Gcncml '
fj‘,_Mce[mg, Df a company isto !

' gwe 1nfor:mt10n t0. sha.rchoiders
“on; the fmancc and progrcss of
s the company | :

- allow the board -of d1rcctors 10

- discuss general malters rclaung |

. o Lhc .company :
' foﬂer better commumcauon :
among’ slmrcholdcrs sm[f ancl
-‘CUSLOFHCI‘S ;
outling to sLaﬂ‘ the plans and p011~
.cms for Lhc commg ycar

38,

000901/ (96

' "":_ Wiuch othc followmg, should bc uscd Lo 306.. -

ok

;V:/liat actian should be taken by the mail -

clerk to deal with mail which is marked
“URGENT~Fortheatlenlionof Mr, P, H.

: ‘f"'Jolmson"'?

. .‘_:(A)_ - Send the mail to Mr. Johnson,
;{(B) - Call Mr, Johnson to collect (he

- mail immediately.

(C) ~ Sendthe maitto be filed and routed

to Mr. Johnson immediately.”

(D) : 'Scnd the mailto be filed and routed
E “-at the normatl period of diStmbu- '

uon of fnlcs

- A’ businessman will be travelling over-
© seas to meet with a number of salesmen. -
“Which of the following items of informa-
_ tion should be included on his itinerary?

I - Topics 1o be discussed
. II " . Hotel accommodalion
LTI - Transportalion schedule

IV, Appointments planned

V. . List of documents packed

(.;() I, Hland IV m‘ﬂy‘l
(B) 11, T and 1V only

©(C)  Iand 1V only
, ,(D_) I, II, 5L IV and vV

h Asc;ummg a smular quahty and quantity -
. -of:goods and the same rale of insurance
. coverage, which of the [ollowing ship-

pingterms will give the greatest benefit (o

- acompany purchasing goods?

(A) F.O.B.

<5 B GLE,
L (C) - Ex-works

L@ cr

- The Joy High School wants to build anew
- canteen. In order to select the most suit-
* -able firm for the job, the school should

mvuc fers Lo hcnd

_,(A) ‘pncc lists
< (B) . catalogues

(C) - statements

“ (D) tenders

B

GO ON TO THE NEXT PAGE




40,

« Whickofthe followiig should bedone ifno :
- menlion is made 6f promolional opporturni-
" ities, when you are being interviewed fora 7
2 job and you are mtercstcd m havmg SUCh LR
g f£_.1nf0nmt10n? e B

(A) Ask about u in '1 foflow up ch{cr-

~.afier the mtervmw

ad,

: : (B) - C Visit [ho o[@cc and {]UCSLIOH thc g

: cmployces

B (C) " Ask about it beforé the closu of ° y

T

42, .

the mterwcw '

';..‘(D‘)“ ASsumc hat: promouon will be ‘

automatlc ;

(A Ink “teneil duphcahng
S (B) Spmt duphcatmgs
(©:  Olset lithography
Loy

I

" Pholocopymgi

: The mmI clerk: hoted that the amount in ¥ o

- 4 figures and words differed on a cheque

regeived forpaymcntofgoods ‘Which of e
. the followmg acuons must the mzul clcrk s

L takel 3 EUE L A

.." '.:-;.(A) el 1he chcquc Lo Lhc paycc
C(B) 7 Askthebank o certify the cheque.
(C) 7 Correct the error ‘and initial on

- behalf of the payee..

g .(D_) '--'Scnd the cheque to the accounts

dcpaﬂment adwsm g them of Lhc

:.T11e acccptdlble,ncatmem L or an cm,losure
: .rcccwcd in' incomm g m;ul is lo

(A)_ ’ .,'__pm it to lhe enw:lope rc(,cwcd
(B)fi,.- fasten it to accompanying lcucrs
) detachﬂmd leavc1t for aucntlon

- later:

(o) I putit mthc envelope marked “cn

Ciosurcs '

000901/F 96

‘ T ias,
WmchoflhcfollowmgproccsscsmusLbc T
o b used to reprint sevcral thousand reports -

j‘, usmg smooth gioss fmlshcd pdpcr’?

a6

'To which of the following depdriments
' .-‘should the mail clerk send incoming in-

“voices?
w0 “Accounts:
Sales
I, Purchascs .
Lo - Adinjnistration

(/'3;) . Tand Il only
- (B) - Tand Ulonly

(C) IHandlVonly

(D). - TIand IV only

" The quamhy ol oulgoing mail in a firm has
,mcrcascd grcally Which of the following
- .actions should be taken to improve

cfglclcncy of posting?

“Assign more’ mail clerks to stick
the postage stampson allou[gomg

_ mail.- '
~ Ask each: departmcnt to try to
- reduce the amount of outgomg

p mail, . !
a, UL - Set a specilic time when oulgoing
2 'mail-will be collected from all
S departments.

IV Frank outgoing mail. ~

(A) ; I Dn]y
(B) . I and I only-

~ (@ Imand 1V only
| (D) LI, I and 1V

Which ofthe followmg Lypes ofcorrcspond—

encc is MOST likely to be kept in a file in

- numcrical order?

(A)  Customers’ complaints
. (B) .Copies of purchase orders

- (C)  Applications for employment
(D) Copics of monthly sales reports

+'1-GO.ON' TO THE NEXT PAGE



- 48

Rt (506

& EA)

' ';\:'-"I}rmgUpi Tuly™.
the file clcrk mkc?

oo w._

SN

3 }f(Aj |

| (.C)

;. :(-C>

©

:

-‘d

On I Jv, uq e Splcs Mam;,cr rcmmcd a

fﬂmoLhcmaordsdcpartnmmwuhLtmtag, n
What ¢ acuon(s) should

B ¥ Pu{ the' mc in thc pcndmg {ray

AL “Returm the file to the cabinet.
,-.EII'L_- : ‘Record on a follow-up card that’
0T Y (he Gile s to be sentto mc Salcs"
‘Manager on I July. .
Rccord on an index ';hcu in the
. file- folder that the {ile is 10 be -
scm 10 mc Salcs Mdnagcr on
1 July
1 only
(B) . Tand T only
(C) " fland 11 ‘only -
(D)

II and IY.('mly E

Thc rcc,cpnomst ms bccnl()]d let Mr Bell

.will beoul ofthe olficethe followmg day.

" She has. noted that he has 2 number of

appomuncms fm Lhat day What acuon
hould shr: mkc?

g " when they come-10 the office.
(B }. . - Nolily them by telephone and of-
7 ferto rnake other appomuncntg :
Postponc allappomtmcms fortlmt o
day by letter. .
Rcmmd Mr. Bell LhaL hc hdS

appommean and suggesi hc go
aw '\y anothcr day R .

Thc cred_ :
SCL by -:

of Iranking machine is

mc 0[[100 managcr

(B 4 clcrk in the posL offlce

mail in ‘the firm -

rmchmc

Expldm h1s abscnce to CELHGI'S

a clcrk who' is rcsponmble for "

the {irm. whxch manu[ficmrcd lhc” & '

50.
o ofﬁccaduy belore his scheduled appoint-
. ment bhecause he is inihc arca.

| si. :

Mr. Smith, a valued customer, visits the

What

- should the rccchmmsL do? .

o

u

Ty

Ask him 1[ he doesn’t know 1he

" meaning of ! appomtmcm

(B) ¢ el him the person he is 1o see
"% only meets with persons at the”
. appointed time.

‘Check to see wthher the pcrson
W1Lh whom he has the appomt—

menl can sce him.

Remind him politely of the d'uc

“of his appointment.

©F

‘ Which ofihe follow mg would be recorded
: as a mohon in Lhe mmulcs ofa mcetmg‘?

(A)'l' _An altm aliontoa resoluuen
(B)  An amendment {0 the minules
(wy A fortmal proposal’ made by a |
" member
Anaddition 1o atesolution aller it

o
Cim

®
©

_(A)__ : commcrcm‘i bmk
. airline office
rravel agent
Chotel

"

has bcen passed

‘,

®

Whlch of ihe following records should bc

'}USCd {o obtain information regarding i
© resignation ¢ of & company's employees, & -

durmg the prcvmus six months?
,(A) )

T (O).

' Tob Ca,rds
- (B) -~ Time Cards
i Service Records
(D), Salaries Register,

GO ON: TO THE NEXT PAGE

_ In Lhc Canbbean travcllers chcqucs may g
& .lcgally bc purcha,sed only from a/an '
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liems 54 - 55 refer o the c;‘h'cquc‘ i_"ilu.s—
Lrat.cd_bc]ow, ' o

PROPLE'S BANK

- Bridgetown
B 1§_bddos

' Peter Dash

54, 7 hc Lllustmtmn «lbOVC 1'~. an emmplc of a

cheque that is
ot

(A _cndomcd

L (B certificd :

" (C)  crossed, generally
(D) crosscd, spccial]y '

55, Wlmtmust]ohn]onc:,do thh{‘mschoque ) i

in grder 0 TCCCIVC pclymcm’?

(A) ~ Deposit il Lo his account al the
Fricndly Soclcty B:mk Brldgc—
Lown.

(B) = Present it to the People’ 5 Bank
Bndgctown

(C)  Depositit io his au,oum at any ‘

_ Pcopic’s Bank.
Dy . Present it to the. tcllcr at the
" Friendly Socicly Bank, Bridge-

Lown, [or_ immediale payment. .

56. . You arc aucndmg an mtcrwcw What

shown mm mc mmrvxcwmg room'?

1. . Inuoducc yoursclf

1. Waitto be anrlounccd
1LY Take a scat. ¢
1. Sland until o{[crcd a %cat i

(A) I and 11T on]‘y‘- ;
(3) © land IV only.
(C). land U1 only

(D) - Iand v only

procedurcs should you foliow after being ©

57,7 Which OFLhc [ollowing documcnls is sent

(¢ bythe selicr when the cuslomor hds been
s undcrnhar;,udr? s

UAAY An invoice
(B -_A quotalion .
S (S I An enquiry
i (2 A dchLnoL(,

‘58, Mrs. Hdms pankabcs goods on ordcr and

prepares the relevail documents. To
which dcpdnmcnt(s) niust Lhc documcnlb

obe senL’?
y 'F'\CLOly
1. - Accounts
IIL - Despatch -
1V, . Sales

(A) -~ land 1l only

(B) . dand Ilonly .
. (@ TandIMionly
C (D) IL’md v only

5§9.7 “An invoice, . dated 6 May, was bﬂlcd for
4500 and allowed a irade discount of
'249%. - The lerms were 2/10, N/30. Ifthe
: customcr pays the bill on 19 May, the
_ amounl pdyablc is. :

o $487;50/'-A

L (B) 348025
(©) - $477.75
) 847075

60. What "icuon should you take if you are
i of[crcd a job which you do pot wish 1o
c,ccptr? o ¥

(A) V151t the personncl ofﬁccr and
7 apologisc for nol taking the job.
(B) "¢ Telephone the personnel officer,
.. " say thanks and advise that you
© 77 willnot be taking the job.
(C) ¢ Wrile a letter thanking the per-
¢ sonncl officer but declining the
. offer of the job.
(D) ¢ Decide that if the company docs -
; _- not hedr from you, they will
; . know youare not taking the job.

IF YOU mmsn BLTORL 11ME 18 CALLED, CIIECK Y()UR' WORK ON THIS TEST.
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