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READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

1. This test consists of 60 items. You will have 75 r_ninutes to answer their.

2 In addition to this test boolklet, you should have an answer sheet.
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Do notbe concerned that the answer sheet provides spaces form()re answers than there are 11’.?1113

| S5

in this test. :

4. Eachitem in this test has four suggested answers lettered (A), (B), (C), (D). Read eachitem jyoun
are about to answer and decide which choice is best.

: ) On your answer sheet, find the number which corresponds to your item and shade the space hay 'mg
the same letter as the answer you have chosen. Look at the sample item betow.
Sampleltem
A chegue is usually crossed in order to

Sample Answer i

(A)  preventtheft . ;
B) provide ameans of tracing it : @ % @ @
(8] supply a special endorsement i
(D) allow a particular personto cash it ;
The best answer to this item is “provide 2 means of tracing it”, so answer space (B) has bif;en
shaded. :

6. If you want to change your answer, erase it cornpletely before you fill in your new choice.

1 When you are told to begin, turnthe page and work as quickly and as carefully as youcan. If\i’fou

cannot answer an item, omitit and goonto the nextone. Your score will be the total numbeir of
correct answers.

oo .

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO S0.
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- In the business of a sole trader the decision

of what to purchase is nsually made by the

(A) cashier

(B) proprietor

(&) stock control clerk
() purchasing manager

An application for the position of despatch
clerk was addressed to the company. To
whom should the mail clerk send this
application? '

(A) SHIpping SUpervisor

(B) Marketing manager

(O Administrative officer
D) Human resource manager

Your imumediate supervisor has askad you to
get some information and bring it to his office
promptly, You have ali that is required, but
another senior executive is now with him.
Which of the following is the BEST course
of action for you to take?

(A) Waituntil he 1s free and take it i to
him, -

B) Slip quietly into his office and try to
attracthis attention.

=) K=nock on his door and ask him ifhe
would like to have it now.

(D) Obtain permission on his extension
1o take i the information.

1

In an office where large quantities of printed
materials have 1o be cut to size, it would be
MOST useful to have access to a

(A) guillotine

(B) letter opener

(e sharp-edged knife
() large pair of scissors

b

A person who completes forms, types simpie
correspondence and attends to the pelty cash
in a small office is usually referred t0 as

{(A) amail clerk
(B) aclerk-typist
(C) astenographer
(D)  anandio-typist

The following information: was on th¢ salary
slip of an employee: ‘

Gross Pay - $1,570.00
PAYE - $ 115.00
NIS - $ 43.00
Pension - $ 33.50

The employee 1s also given a Etravel
allowance of $200.00. What is his nét pay?

(A)  $1,378.00
(B)  $1,578.50
©  $1,762.00
@) $1,962.00

The maintenance foreman of an organization
usually moves around the building and is thus
seldom in the office. Which of the following
mstruments should he have fo facilitate office
contact with him?

{(A) Intercom

B) A telerest

< A paging device

M Extension telephone

MO TN THE NREY T RPAGE
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A draft of fevised procedures for handling i

mail is to be prepared and submitted to the
office manager. Which of the following
formnats should be used?

(A) Note

B) Report
(C) Letter

(D) Statement

Which of the following is NOT a
characteristic of registered mail?

(A)  Itoffers proof of postage.” B

B) It facilitates safe delivery of mail.”

(C) It is normally sent by second-class
mail.

D)
damage up to a specified amount.

A clerk in the human resource department
overhears that a friend in another departrment
who reports late for work every day is to be
given 2 warning and notice of dismissal if his
punctuality does not improve. What should
the clerk do?
{A) ‘Warn him of the action to be taken
by the human resource department, -
B) Drop hints of action to be talken
against late comers,
(&) Avoid hitn until the matter is resolved.
(D) Do not say anything and leave him
to receive the official letter.

It offers compensation for loss or .~

12,

13.

You are travelling to a country which is one
hour ahead of your time. If your plane de-
parts at 12.00 noon and your flight takes one
hour and fifteen minutes, at what titne will
you amiveatyour destination? =~

(A) 1415 hours
{(B) 1315 hours
(& 1215 hours
(D) 0215 hours

Which of the following means of
communication is MOST efficient tofinform
160 members of staff of new rules re:éarding '
the use of office telephones? .

(A) Staff meeting

(B) Individual letiers

(&) Notice on the bulletin board

(D) Circular memorandom to Gepart-
menis '

A confidential letter addressed th your
employerisreceived in a tom conditicf?n. You
shouid ' :

(A) return the letter to thé mail
department i

(B) attach a note to the envelape and
deliver by hand to your embloyer

8 (&) put the Jetter into 2 new envélope

and take it to your employer
refise to accept the enveloge from
the mail department '

M) |

GO ON TO THE NEXT PAGE
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Items 14 - 15 refer to the following travel schedule.

Kingston Jamaica <
APT: Norman Manley International (KIN) 11 m/s/17.5kin %
London UK: LHR - Heathrow, LGW - Gatwick A
B
=y
DAYS OF FLIGHT o
DATE FROM SERVICE DEPR, ARR. NO, ‘\}\}g i NE}
Norman Manley ) ‘;;} Cr:\}f
X :
25 November Tn'1 (KIN) 3 DOIS KIN | 1255 LGW BwW2e4d
7}
Norman Manley : i
26 November Tar'] (KIN) 1 1725 KIN | 1020 LHR | BWZGZ.
Norman Manley '
26 November Int’] (KIN) 6 1730 KIN | 1020 LHR BA265
29 November | - s Manley 1 1700 KIN | 2300LHR | BW264
Int’] (KIN) -

The standard check-in time for all flights 15.
1s 3 hours before departure of the flight.

What is the day of service for flight

What is the check-in time for BW264

departing Kingston to Heathrow on 29

November?

(A) 1000 hrs
(B) 1720 hrs
(8)] 1100 hrs
D) 1400 hrs

BwW2627

{A) Sunday
(B) Tuesday

(O Wednesday

(D)  Friday

16. To which of the following departments should
the mail clerk send incoming invoices? ~

o
.
o

IV.

Accounts -
Sales -
Puarchases
Admmimistration

Jand Donly - _

I and 1T onty . f !
I and IV only
M andIV onty

CIOY ON TO TIIR NIEYT D A O



17.

18.

19.

20.

information from the central filing department.
Which of the following actions should the file
clerk take? )

I Act on a written tequest from the
accounts department.
IL. Complete an ‘out’ sheet and place it
in the file.
- Ask the person receiving the
information to sign for it.
V. Send the file with a request for it to

be returned in an hour’s time.

Ay~ Tand IV only

(B) !, ITand 01 only
(O I, Hiand IV only
(D) I, I and IV only

Which of the following characteristics is the
MOST important when choosing a filing
system?

(A) Easy to operate

B) Capability of expansion

(&) Availability of filing equipment and
supplies

(D) Suitability for the nature of the
business

On which of the following types of
envelopes is the receiver’s address NOT
placed?

(A) Linen
§=)) Window
(G Official
)

Post Office preférmed

For what purpose should'a ‘i:omplimentary
slip be used?

(A) Accepting an invitation

(B)  Congratulating the recipient

(8] Acknowledging receipt of payment
(D) Accompanying enclosures sent

without a letter

LA

- The accounts department has requested

21.

©
(D)

A *follow-up file’ refers to a file cofitaining
papers to be '

(A)  putinanofficer’s in-tray

(B)  soried and put away by the file clerk
QO brought up for action at a la-t(er date
() given to management outlining action

talcen

Filing through the use of microfilh]jng is
valuable for the storage of

(A)  passport sized photographsiof staff
members ;
(B)  information which must be kept for,
many years
official records which are frequently
used
custommers accounts froml which

staternents are to be made

A tickder file should be used to

(A) Serve as a reminder

(B) Keep temporary records

) Keep perrnanent records -
(D) Store confidential inforratioh

Item 24 refers to the following tasks
|

I Motning post
.  Remainder of filing from vedterday
el Copying of documents neefied for
2p.m,
V. Reportto finish by 12 noon

Which of the following is the MOST
appropriate order for completing the fjcasks‘?

1 : '
LIV Iland 1

(A)

(B) LIIVandII
() ILIO,TandIV
D)y  ILILIVand I

AN ON TOTHE NEYT D A MD
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26.

27.

-6-

" Which of the following items should a

receptionist keep for reference in the
reception area?

I Organization chart

I Flow chart showing product move-
ment

IIL. Alphabetical index for numerical
filing

V. Index of callers’ cards

(A) Tonly

(B)  IDonly

@) Tand IV only
) 1T and TI only

The correct procedure for a receptionist to-
use when introducing a visitor is o announcs
the person’s

(A) name

B} name and comparny

(© name, company and title
(D) name, title and company

Before starting to set up appointments, a
secretary should first thoroughly familiarise

‘herself with which of the following?

(&) The pattern of her boss” work day

B) The correct procedure for greeting
callers

(C) The method of recording appoint-
menis

(D) The extension numbers for each
member of staff

‘Which of the following items of business
are NOT discussed at an annual general
meeting?

{A) Declaration of dividends

(B) Making arrangements for a very
Important person

() Election of directors and auditors

(D) Presentation and adoption of the
company’s reports and accounts
for the previous year i

29.

31

An ex-officio committee member is one who

(A)  isappointed by a majority vote
®) votes on behalf of an absent hember
(@) attends meetings by virtué of an
office
) manages the proceedings,of the
' meeting

‘When thers is an equal nuinber of votes ‘for’
and ‘against’ a motion the Chairman should

(A cast a vote

(B) drop the motion
(C) recount the votes
(B)  amend the motion

At a meeting held on November 25! 2008,
discussions were held concerning the
appointiment of a secretary. What document
should be consulied to obtain the infonnation
that was discussed at the meeting so that
follow-up actions can be taken?

(A)  TheChaipnan's Agenda

B) The Notice of the meeting
(O The Minutes of the meeting
{D) The Agenda for the meeting

Atameeting the Chairperson has supgested
that unfinished business be discussed at
another meeting. The meeting has thérefore
been

{A) altered
B arnended
(&) postponed
h)i adjourned

A AR TN TITE WDV T ALﬁT*
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34

Traveller's cheques should be countersigned 35.
A) before taking it to the person accept-
ing payment or cashing it
B) as soon as it isissued ‘
(O m the presence of the person accepting
payment or cashing it
at the hotel before takingitto the

©)

=T

person accepting payment or
cashing it

36.

Your employer is on a business trip in another
Caribbean territory and urgently requires
additional money. The BEST way to send
money to heris by

(A)
(B)
©
(D)

international bank draft
credit transfer

debit transfer

electronic money transfer

Which of the following is used by Chribbean
businessmen who travel between: various
English-speaking Caribbean countzieés?

(A)
B)
(C)
@)

Visa

Passport

National identification card |
Smallpox immunisation cerificate

Which of the following descnbes an FAP

meal plan?

{A) "Nomeals

{B)  Continental breakfast :‘
() Breakfast and dinner only;
(D) Brealdast, lunch and dinnf;?r

Ipf — Fud Apanicar

;%UJ (o

.Vk.(’_.«
2‘_/.{10"1’,,,;’-—‘(' Tﬂ J"’U"‘CL\ OLLA

Mbd — Hodifre ool r’ﬂmm,:m;«_ ol an,

— brvesk re/ﬂ“
L’R'/(zf‘u; o
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Item 37 refers to the credit note below.

Ref.

From: Carry Supplies
High Street
P-O-8

Inv. #770
Dd: 02-09-08

To: Compact Office Services
Main Road
Couva

Date: 12-09-08

Fax: 001-22-5915

Quantity

Description

Unit
Price ($)

Cost

The following goods were
returned:

Damaged pedestal chairs (wheels
broken)

Lost 1% Trade Discount
Total

560.00

1,120.00

112.00

$1, 008.00

37, The amount of $1,008.00 represents money owed

(A)
(B)
©)
(D)

to Carry Supplies

to Compact Office Supplies
on 02-09-08 ‘

on 12-09-08

ONE of the MOST irmportant fanctions of
a ITuman Resource Department is

(A) receiving visitors to the firm

®B) ENSuring proper communication
(C)  introduction of new employees
(D) attending to the welfare of employees

39

There is a growing feeling among staff, that

concerns over their general welfare arefbeing
overlooked by management. What is the
FIRST action which should be taken by staff

to improve the situation?

(A)  Request ameeting with the hinman
TES0UICE TNANAgET.

B Talee industrial action. :

© Bring the matter to the attention of
the Trade Union, '

(D3 Requesta meeting with the head of

the organization.

GO ONTO THE NEXT PAGE
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43.

-9.

- A document outlining the major tasks for a 41

jobisknownasa

Clare Lee is paid a basic wage of $8.00 per
four for a 40-hour week and $9.60 per hour
for overtime work. Last week Clare worked

(A) job contract 48 hours. What was her total wagg for the
®B) job description week?
) job evaluation
(D)  jobspecification (A § 76.80
(B) $320.00
(C) $396.80
(D)  §760.00
Itern 42 refers to the following cheque.
Hyland General Bank 12/05/2008
Main Road D/MI YT
Chaguanas

ants

Pay to the order of: TradeMer

Seven Hundred . xx Dollars

0011775 G Diaz,
42 The drawer of the cheque in the figure above is
(A) GDiaz
(B) Trade Merchants Lid.
(C) Hyland General Bank
(D) Trade Merchants B

ank

Ajunioremployee has to leave the office to 44,

travel out of town on Company’s business.

The transportation cost is $8.00. How should

the employee obtain this amount?

{A) Obtain a voucher from the petty
cashier, fill it out and present it to
her for payment. '

Pay the transportation cost from
personal money and request the
money from her supervisor on her
refurn.

Reguesi the money in writing from
her supervisor who will write up a
cheque for the amnount.

Fill out a voucher, get approval from
her supervisor and present it to the
petty cashier for payment.

(B)

<

(D)

Which of the following sources can d NEW
empioyee use to fariiliarise himself wath the
organtzation?

(A)  Personpalfiles

B) Company secretary

(&) Company manual |

(D)  Contract of Employment

GO ON TO THE NEXT PAIGE
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47.

48.

.10 -

" Items 45 - 46 refer to the following transactions which occurred on Account Number 346/98 ;7/010.
Date Details Description  Debits Credits Balance
1 Jan Balance 150.00
3 Jan Interest 5.00
5 Jan Withdrawal ATM 140.00
12Jan  Cheque 13572 200.00
15Jan  Cheque 87431 50.00
27Jan  Service charge 10.00

The diagram shown above is an example of a 46. Assuming that there are no further

(A) cash book

(B) suinmnary sheet

() bank reconciliation statement
(1) statement of account

transactions, the opening balance;on the

account on February 01 will be
(A)  5105.00
B) $155.00
© $195.00
(D) 328500

Which of the following computer software
programs is BEST suited for an accounts
department?

(A) Graphics

B) PowerPoint

() Spreadsheets
@) Microsoft Word

Which of the following BEST describes the
purpose of the petty cash fund?

(A) For prevention of theit by employees

(B) For making small payments con-
venientty

(S To reduce clencal work

(D) To store cash efficiently

49.

50.

Which of the following sets of infomnation
15 NOT required when preparing puréhasing
requisitions?

(A)  Date, reference, quantity

&) Description, department, sighature
(@] Transport, tax, arrival time

(D)  Sender, catalogue number, supplier

The term ‘minimum level’ on the stock card
refers to the

(A)  least amount of stock a business
can afford

(B) lowest balance of stock allowed

(C)  smallest batch that can be béught

(™)  amountallowed to the manager

GO ON TO THE NEXT PAGE
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B3,

55,

= {4

 Which of the following does NOT apply to *© 56.

the stock record card?

(A) It shows information relating to the
maximum quantity of stock kept.

(B) It is used to keep stock from falting
below arequired minimum.

H{®) Each stockroom item is recorded on
a separate form.
(D) An inventory can replace this form
since it gives the same Information. s7.
Which of the following is the BEST method
of processing inventory data?
(A) Manual
B) Mechanical
) Electronic
D3 Physical
58.
One important reason for controlling stock
isto
(A) provide goods of a high quality
(B) ensure that adeguate supplies are
always available .
(&3} restrict the items in which the
company deals
) ensure that the company offers the
sarme goods as other finns 50,
A planning master for factory work includes
details of the
(A production process -
(B) training process . -
(&) distribution process
(D) stock re-order levels 60. -

The factory office is responsible for planning
and organizing the

(A) costs of production
(B) marketing of goods

(8] production processes
(D) contracts of employment of the
workers

Which of the following forms of trankport is
BEST suited to distributing penshable goods
locally?

(A) Tracks

B) Pick-up vans

(8] Air-conditioned cars
(D) Cold-storage vehicles

To cover transported goods from aﬁy sk,
the despatch and transport office usually
obtains a

(A}  bill of lading

(B3 certificate of origin

(C) certificate of insurance
() customs declaration form

An unsclicited letter of apphcat:lon may be

written when '

(A)  ajobisadvertised in the newspaper

(B)  acompany advertises fora vacancy

(o) acompany's application form ismade
available ¢

) an application is sent enqumng about

a vacancy :
4

Follow-up letters are sent after an apphcatlon

!
when ;

(A) no reply is received
(B} there is ne vacancy
(8 one year has elapsed
(D) ancther job has been accepte;d

Which of the following is an example ofa
fringe benefit?

(A)  Promotion offers
(B)  Training opportunities .
(C)  Holiday arrangements ’
(D)  Use of company vehicle

IF YOU FINISH BEFORE TIME 1S CALLED, CHECK YOUR WORK ON THIS TES:T.



