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READ THE FOLLOWING L:iROTIONS CAREFULLY

P

In addition 1o this test booklet, you should ke an answer sheet,

Each item in this test has four suggested answeers iclicrod (A, {B), (C), (D). Readeach iem you
are about to answer, and decide which choice is begt, .

On your answer sheet, find the number whic:: SOTUSponS 1o your ilem and blacken the space
_ " oy % "
having the same letter as the answer you hove chosen” Look atithe sample item below.,

Sample Answer s ]

®& © ©

(A) prevent theft

{B)  provide 2 means of tracing the cheay.-
() allow a particular person 1o cash it
(D) supplya special endorsement

The best answer to thisitemis “providea meyny oltraging the eheque™, 5o answer space (B) has
been blackened.

- If you want to change your answer, be sure i TTRSC your old answer completely and fill in your

new choice.

When you are told to begin, turn the page and «« «:1kc asquickly and s carelully as youcan. ¥you
Cannor answer an item, omit it and Boonto the nextone. You can come back to the harderjtem
kater. Your score will be the total mamber of < srrect answers,

This test consists of 60 flems. You will have * 5 MInues 1o answer thent,
Do not be concerned that the answer sheet pro. Juos ysaces for more aaswers than there are ftems
in this test,

il

DO NOT TURN THIS PAGE UNT::. w0 A RETLD TODOSC

Copyright © 1996 Caribbon:: Samminationy Council,
Allrightsr .
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1. Which of the [ollowing conditions iz =
MOST likely o existinc large comipany”
(A Few opportunitiss for promotion
(B} Veory closs supervision
L (0 . Dircetconizct +ith managsmens )
C (B Righdegres of secialization
2. SWhich of the [ollo wing uwro Hkely o be s
ahigh level ifthere are g50d inlerpe:vonsl
reiationships betwzon iz superviesr and
subordinate employeos?
L Produgtion -
I St moraic -
[R5 Stalf welluee -
. Lubour ternoves
(A7"  land Il ondy i
(B) fand T only
S ffand I onty
(D) I and IV only
3. You arc uclerk i a saudl orgonisation,
Your supervisor is Lhe Scoretary, and the
head of the organisativa is the General
Manager, You [eel thay some improve-
ments can be made in e filing vysien.
What should you do? Co
(A7 Discuss your iizas with tho Sce-
relagy.
(B) Rake the chusges you feel are
DeCessary,
(0] Conlinue wills t.s ourseng sysien
winil you are woied lor an noin-
1000,
{(Dy  .Distuss your Livus with the Sen- .
eral Masager, -
4. YWinch of the followie: types of pupe

000901/F 7
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You have been asked to make copies of
weports for different members of stafl

They have indicated the dates and fimes
oy which they would like to have the
=3ples. Which of the following proce~
dures should you use to ensure that staff
members receive their reports on time?

Deal with all work in the order

[ i
received.
{£y  Arrange all work in order of re-

guested priority and workinthat
orger.
Do shorter and simpler tasks frse.
Deal with the requests from the
" senior officers first.

Forwhat purpose should a memorandum
bz ussd? ' :

[A) Informal communication with
) busincssassociaies inotherfirms

oy Shor notes to personal friends

i Conlirmation of busincss matters

()

that do not require a formal letter
Commuricalion within a {irm

A receptionist may BEST be deseribed as

o Fapy

[ 24

=y personal secretary
{8 office hosi/hostess
[z records clerk

(53 reeeiving clerk

Cor venat purpose should a complimen-
iy ziip be used?

W)

sea
O
L

)

Congratulating the recipient
_Accompanying enclosurcs scat
- wilhout a leticr
Acknowledging receipt of pay-
moent
Accepling an invilation

0 ON TO THE NEXT PAGE
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L works e & switchboard operator at
~u;3r'= 2y Limited. Which of the
:£ 15 1he correct way for Famis to
Biwer an incoming call op the switch-
£ Initaie .=_t-;.-.:'-f'.
R Numerats _
AL—  Stundare words 7 A “Hells, good mommg canIlhelp
ey inn siense _ youy
M “Tocd morning, Office Supplies
(A) IV only ' ' Lim’md ” ~

when Caleuiaing the Chureenhi - Swonds in
Al oversens wleuram?

. [ o 9, Which of the {oliy. ving shouid Lo Counlog 22

. (B) IT and 1% o5t Iy (. CThis 1s Jamiae Speaking, good
’ (o H and 114 only ’ - moruing.”
D) LU Ilandiv ~ _ Y “figed morning, Jamie speaking.”
: : B
+ 0. Theswitchhonr SPCIUOr Lidy e irying id; . "11 e 01 (e foilcwmcr departments
" ko connect MrSmith 1o fiic by- i snager, » shoeald the mail clerk sernd incoming in-
but she keeps getiing the basy i me. Whar . 5 vos-‘_'-:s?
action should sha 1aka? ’
. LA Sales ' '
(A) Held all gther oaliy =;:ELEI ghe (B3 Accouny
reaches the bank mase ‘ (Zr B 'chfiscs
B) Call the Operalor at the =‘-'_-“ {153 A mstrauan
Company and emi i the prop-
e, ' _
) _ {C) Advise Wir Smiih tomzzethecsil gy fiem: wishee the Post Office Lo provide
i, . on the folicwing duy 7 iruc, mutien on the date and time of deliy-
(D) . Advise MrSmithio vish the buns Sty ol s ender. Which of the following
on the [oliowing duv. : ' f;:;.-! services should be used?
-;“;: il deiwerv
11 Which of the faijaw ing are agy. - ages ol Fecorded delive ery
a franking machine? ) segisiered mail
= {i surlacs maij
I. There is 6y neeg Eeop largs ‘
quantiticz of gian, Py,
5N Less money is sp-- % Cu L ostaye.
L. A record is made [ viere the

, mail s he ing sop,
IV, Stamps d Aot have 1o wropasied
oo Lhe savelonsy,

. (A Tamii Uiy
i - ) landglv anly
f _ (C) . Iang iy onky
- D) Ifang v only

NV T ORIT VR v s e
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temn 15 refers to the following message: 12,

15.  PLYMAN
MIAMI

LOLD ORDER 567529 12TH INST

REVISED ORDER FOLLOWS STOP
} ADVISE IF TTEM AVAILABLE FOR
Sums «ower- VEMEDIATE DELIVERY

*

STANBUL

Y ou have been asked ai 1600 hours to sond
the message above by telegram. Which of
the following actioils would be the MOST
appropriate? o

(A) Send irmnediatély by full raic.

(B)  Send immiediately by “night ietier’
raie.

(Cy  Waituntilmorning and send by fuli
raie. '

) Give the messenger for action on
his way to work in the mMOITiNng.

Rl
P o]

Tiern 16 refers to the following requaest.

. Please make arrangements fo prepare
copies of a top quality brochire which will
 svee - ~hg used at an executives’ conference.

iy

16, The paper which should be used to proparc
the copies is -

(A fimsy

(B absorbent finish

(C) smooth finish, light weighi
(D)  smooth finish, medium weigit

17. ‘Which of the following items of stationory
are required for setting up a filing system?

"L Dividers
I, Out caxds
IR File jackets
V. Cross-reference shects

(Ay IandIVonly

{B) Oand Ilonly
(Cy 1, UIand IV only
o)y LI I and IV

“or what purpose Should a tickler file be
ysed?

LAl Keeping temporary records

:3)  Servingasa reminder system

&5 Storing confidential information
) Koecping permanent TECOraS

*Suspension filing” maybe described asthe

niacing of

(a) . [folders in & temporary file in a
cabinet .

{B) documents which wiil not be use
for a while in & cabinet

{C folders in hanging pockets in 2
cabinct

(D)  documents for follow-up inafile

Which of the following procedures de-
seribes the correct sequence for filing?

{(A) Inspcctiag,coding,indexing,cmss—
referencing and filing

(B) Inspecting, indexing, coding,

. cross-referencing and Gling

C) Cross-refsrencing, indexing,
coding, inspecting and filing

40)] ~ross-referencing, coding, index-
ing, inspecting and filing

[nlormation fromstaff files has peenleaked
on many occasions. Which of the follow-
ing aclions arc MOST likely to reduce the
problem?

(. Use the alphabetic [iling system
for staff files.

UL Use the numeric filing sysiem for

staff fles.
L Srore ail staff files in the cenirat
filing department.

E3 Store alt stall fles inthe personnel

department. )
; R}
Ay  Land Iilonty 2 T
{11} 1 and IV only — ' % s

89 i and Il only
gyjf  land IV only -

503 ON TO THE NEXT PAGE
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22,

43.

24,

25

Correspondence from Jackson-Ward
Manufacturers should be filed under

(A) J and cross-referenced under W
(B) W and cross-referenced under T

= {(Cy Mand cross-referenced under J

(D)‘ ‘M and CTOS::—I’E:fEl'EHQ.G under W

In which order should the following names
be filed?

I, Capt. Richard P Dundee
. The Dundee Cake Co
LI Dundee and Dundee Ltd
I¥. James Dundee & Sons
(4) LILOLIV
(B) LOLIV, I
(8} ILOE IV, I
833" MW BV, L 1

.,

Which of the following is a duty .ol 2
receptionist?

A Pre:pannﬁ' a hst of busmess AS50-

. ciates

(B  Making policy decisions for the
office

(C)  Assisting persons who telephons
or visit the office

(I3} Preparing itinerares for manage-
meirt

A visitor to an office wishes to see a senior

“executive. He asksto be introduced as A,
-'The receptionist should respond by

(A) telling the executive thar AG ig

there to see him

(B}  explaining that company reguia--

tions require Her to record the
names of callers
{891 sencing the visitor to see the exce-
: utive without giving the exce-
utive his name
§3)] refusing to contact the executive
until the visitor gives his name

000901/F 97
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26.

wWhich ol the following agencies should a
busincssman consult in order to obtain
'3 315000 in foreign curre ncy?

¥y A comumercial bank

fio " The Ministry of Trade
1ig The Central Bank/Ministry of

Finanee
M. “The Mi rmer),; p,f Eqrcxgn Affairs
e
=y Tand Y onIy
o Land 1V only
{5 it and I only

({23 land IV only

e

- A Teceptionist forgot to notify an exec-
“utive of an appointment with 2 consultant.

When the consultant ammives the reception-
ist should immediately

ifr"\) ask if the exccutive would see the

‘ consultant

{12} el the consultant %now that she
forgot o 1eil the excoutive

{) offer to make another appomtmen{
for the consultant

(D) tell the consultant that she made a

mistake about the date
The purpose tbc Annual General Meet-
ing ol a company. Is to

{A) give information to shareholders
on the finance and progress of the
company

() at:0w the board of directors to dis-
Cuss gencral matters relating to
the company

(&) fosterboticrcommunication among’
-sharcholders, staffand customers
(2} outline to s1aff the plans and poli-

cies for the coming year

CC ON TO THE NEXT PAGE
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Which of the following courses of action  33.

should always be taken by the recelving
clerk, if thereis adlscrepancy inashinment
being received?

(A Consult the purchasing manager

for instructions.

(B)  Accept the goods and reprirmosid
the agent for his negligence.

(0 Return the goods and await deliv-
ery of the correct shipment.

(D)  Make a notation on the detivery
note before signing it

. o K
When is the slection of the Excculive
Committee of a club usually held?

(A} When at feast one officer reaigns

(B) At the Annual General Mceting g

(C) “When members fael irigtime for -
change - : :

(D)  If the present officers are congid-
ered incompetent.

Which of the foﬁomng actions should be
takén at a meeting if the same number of

_persons who voted for a motion voted

against the motion?”

(4) A member will submit a ¢io: ;urc

(BY ~ The motion will ‘He on the table

(C)  The meeting will have to bo 2d-
journed.

(D). The chairman Wﬂl be allowed &
casting vote.

Les
JJ‘

What FINAL action MUST be taket: before
the minutes of & board meeting cun be
declared an accurate recerd of the makiers
discussed at the meeting?

(A)  Adraftof the minutes must bt seen
by the chairman before thoy arc
circulated.

(B) A draft of the mmutcs ERTIC I o
circulated to all board mivinboers
for their comments.

(C) The minuteg must becompur dwith
the chairman’s agenda

{I) The minutes must be coniiriued wl
the next board mceting.

et tatat W o i e

;\ 5 seeretary of your school chub, which of
s [ollowing actions should you take

n}'TLR a meeting?

Brepare the minutes of the meeting
just concluded. v
2 Draft Lhc agenda for the next meet-
ng.
il Ensure that decisions taken at the
meeting are carried out.
HER Change zny motions made if ne-

Cosyary.

AG [and IIonly

{13y I and T0I only

()  -Hand I eonly
s

() fland IV only

Which of the following items of informa-
lipngould be obr.a.ncd frorm an aidine sched-
u! " '?

The cost of fares for the. ajr}ine

The flight number of the airline fo
a particular route at a specifiec
time

i The identificaticn of the amcraf
used by an airline

B The times at which the airline flie;
to and from different airposts.
(&) 1, 1T and 01 only M

{(8) I, Hand IV only
) 1, Wl and IV only
(D)  IL, 11, and IV only

s hich ofthe following would be the BES
source of information on hotel accom
modation for a person who 18 planning t
wigit [oreign couniries?

€Ay  The white pages of each country’
tclephone directory

¢8)  Local notels which have branche
in the countrics 1o be visited

(¢}  Brochures obtained from loce
travel agents

(p)  Brochurcs obtaincd from the lock
wourist information cenlre

0 ON TO THE NEXT PAGE
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Which of the following items of informa~

ton would you give 1o a travel agent to
make airline reservations for a staff mem-

ber who has o travel overseas?

Class of trav_fel"
Preference of carrier

i
TH. Employee’s position

V. Schedule of places to be visited

(A) IV only -

{B) IMand IVonly -

(C) I, I and IV only
(D) “IL I and IV only

Which of the following would NOT be
included in a contract of employment?

(A) ~ Regular hours of Wwork

{B) Overtime hours *

{Cy  Information on pension scheme
(D) Salary :

If a firm does not have a Canteen- and
members of staff would like to have such a
facility, they should FIRST make sugge:s—
nons to the

(A)  union’s shop steward
{B) general manager
() office manager .

(D) pversonnel manager

Which of the following, if offered by a com-
pany, would be considered fringe benefits?

L Salary
I Induction training
I Contributory pension plan
IV, Contributory medical insurance

{A) IIT and IV oaly
(B) .1, L and IV only
() I, I and IV only

(D) LU MandIV

Q00001 /F 97
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40.

42,

43,

Which of the following sequences should
be used when planning interview appoimnt-
ments?

L Inform cach applicant of the date

and time of the interview,

I Give the receptionist the names of
applicants and the time each is
expecicd,

III. Plan that cach interview lasis ar

least half an hour.”

V. Make a note of the exact time set

for each applicant.

Ay LILOLIV

(B} 11, L, IV, I
(8] I, IV, I, T .
Oy IV, LI

Which of the followingdepariments would
oe responsible for credit control?

{(A) Purchasing

(B3 Accounts

() Administration
(D) Salcs

Yhich of the fol‘orwing are usually func-
tions of the Accounts Office?

1. Controlling credit
IL, Purchasing supplics
IIL Controtling stock

V. Making PAYE deductions

{(A) [and IV only
{(B) [T and 1! only

(O I, [Tand I{l only

(D) 1L HIand IV only

To correct an error which has been made
when wriling 2 cheque, one should

(A} nwke the correction and inital it
() crase the cerror and make the cor-
reclion

(C)  cross out the crror and make the ]

correction above it
(D) make the correction and ask the
pank wller to tnitial 1t

CO ON TC THE NEXT PAGE



44,

. AA)

(B)

'
Fév

A junioremployee hastoleave the officc to
travel out of town on the Company's busi-
ness. The transportationcostis $8.00. tow
should thf. ernuioyee obtain this amount?

; Obtam a voucher from the poliy
¢ashier, fill it out and present it Lo
her for payment.

Pay the transportation cost [rom
personal money and request 1 re-
fund from her supervisor ai a tater
date.

Regquest the meney in writing trom
hersupervisorwho will writc upa
cheque for the amount.

Tl out a voucher, get approval

- from her supervisor and present it
to the petty cashier for payment.

(e

)

Ttem 45 refers to the extract from a peuy
cash book shown below.

‘Good
and

Services $ . % $ $

S o : Tea

{Cleaning .| Postage | Breaks | Travel

Total

3000. | 15.00 .| 19.40 | 22.00

-9 -

45.

44,

The totals above. were exiracted from &

petty cash book at the end of a period. The
petty cash floaris $100 and itisoperated on
the imprest system. Which ofthe folowing
amounts should the petty cashierrcecive 1o
-start the new penod'? - 7

(A) $ 86.40.
(B)  $100.00
©  $113.60
() $186.40

If an employer submts to his bank ¢ list of

employees and the amount payable to cach,
and requests his bank to make payment o
hisemployses’ bank accounts, which bank-

ing service would he be using?

Credit card

(A)

{B) Standing order -
(<) Credit transfer
(D) Direct debiting

NONONTF 97
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A pelty cashicr whose Imprest is 3100 has
520 cash in hertin. She has four petty cash
vouchers for $15, $25, $10 and $15. What
is the amount of money NOT accounted
fq{U

(A Fi3
(3) = 320
() 535
- (D) 80
e n
. & O.E. on an iavoice indicates that r5:1=
firm
(Ay " is very rcliable and efficient
B) could not supply some of the good:
ordered
A3y will alter the amount payable if it
not accurate
(D) ig requesting that the account h
paid promptly

Which of the following items of informa
tionshould be put on anindex of suppliers:

. Terms of delivery
iL. Terms of payment

ML Date of reference of orders’

rv.  Namesand addresses of suppliers
(A) I[Vonly

{B) 1 and II1 only

{) II and IV only

™ I, If and 1T only

Assuining a similar quality and quantity

of goods and the same rate of insurance
coverage, which of the following ship-
ping terms will give the greatest benefifto
a company purchasing goods?

(A0 F.O.B.
(B) CF.

{C)  Ex works
(D} C.LE

GO ON TO THE NEXT PAGE
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Item 51 ref;*.rs to the; sto;k card below, _ . _ ‘

i
H
L 4

. Description: Bond paper Supplier: Getfers L.
- Stock Ref: 8/12 dlax:  1pp rcams
N Klin: 20 rcams
a Date Order No, ‘ In Out Balance
1993
Jan 01
- Jan 02 40721

Jan 03 5¢/8

Jan 04 BE/10

Jan 05 Tec/4 _

Jan 07 A20

© Jan 08 So/4
Jan 10 Agr
5L The stock clerk should have pI&ccd an
order for paper on _
(A} . Janos
(B)  Jang7
€y Janog
(D) "Tanig -
i : —
Sz, A stylus is useqd for w'ﬁting/d_rawing ona 54. Which of e lolicwing abbreviations is

MOST fikely to be included on aninygice?

In a sales lransaction, the Correct sequence
for the flow of doctuments between the
purchaser and the supplier iy - :

35,

AR invoice for $10,
offering terms

(A) stencil for an ink duplicator
- (B) document to pe photocopied H) I}',S‘V'P ;
(O master for a spirit duplicator- @ = ‘i‘ O.E.
®) mems Dlate for an offset Litho, '(‘éi ;r; K.
Nl

dated March 31 and
2/10 N730, was. paid on

- AP S How muyeh would the purchager
(A)  order, quotation, inquiry, inyvoice have g pay?
(8) inquiry, order, quetation, invojce (AY S 9p
©)  order, inquiry, inyoice, quotation (3 (h 98
(D) quiry, quotation, order, invoice () $100
(D} sile
GO o To THE NExT PAGE
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36. A buyer purchased goods from a forcign
country on terms F.O.B. For which of the
following charges MUST the buycr be

responsible?
L Cost of the goods
RN Insurance of the goods
EL Frejoht charges
IV.  Camriage to docks

(&) I, OandIlonly
By ILIDand IV only
(C) IO, IV and Ionly
Dy  IV,Iand donly

Ttemn §7 refers to the cost card below.

UNIT COSTS FOR DOORS
Material Cost  §75.00
Labour Cost 15 hours $1.50per hour
Overhead Cost 15 howrs  $3.00 per hour
. Totat Cost
Profit 50%
Unit Price

57.  Fromtheinformation givenabove,the *Unit

Price’ will be

(A) § 8625 L
(B 317250

() $183.75

) 325875 *

IF YOU FINISH BEFORE TIME IS CALLED

0000 1/F 97
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Which of the following is NOT included in
a job description?

(A) Title of the job

(B) Results of the job interview

() Statement of the duties

(D) Name ofthe employee’ssupervisor

Which of the lollowmg shauld NOT bc:
foundona Job Card?-

Y

(&) Materials to be used

{8} Cost of the item

(8] Instructions to the operator
(D)  Completion time

Assume that you attended two job inter-
views and have been offered a position by
both firmsto startwork i two weeks’ time.

What action should you take with regard

o
L.

1o the ioh offer you are NOT accepting?

(AY Go to the firm and ask to speak to
the Manager and explainthe situa-
tion.

(BY - Write alettertothe firm saying that
you cannot accepti the position
offercd.

(Cy  Teclephone the firm and sta.te that
you will not be accepting the posi-
tion. '

(D) Say nothing and do not report for
work.

CK YOUR WORK ON THIS TEST.



