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An application for the position of des-
paich cierk was addressed to the company.
To whom should the mail clerk send the
application?

(A)  Shipping supervisor
®B) Administrative officer -
(C) Marketing manager
{ Personnel manager

In the business of 2 sole trader the deci-
sion of what to purchase is usually made
by the

(A) stock control clerk
(B) purchasing manager
(C) proprietor

(D) cashier

"Assume that you are a new employee in

a large firm. While you are awaiting
instructions from your supervisor, another
employee asks you to help her with her
work. You should teil her that

(&) YOu are a new employee and un-
familiar with her work
(B) she should try to complete her

, work even if she has to work late
(O you are willing to assist with your
SUpervisor's permission
(I} you have already been given the
work that you are supposed to
do

Your supervisor gives you oral instruc-
tions which you do not fully understand.
You should

(A ask another worker before start-
ing the task
(B) ask your supervisor to explain

what she meang

(O ask your supervisor to write out -

the instructions
gn) start the task and hope that things
will become clear as you work

tJ

Which of the following attributes is NOT
required of all beginning office workers?

(&) Punctuality

B) Imitiative

{(C) Ability to calculate accurately
D) A pleasant disposition

Mr. Lee of the Sales Department asked the
telephonist to transfer a call from a cus-
tomer to Mr. Field of the Accounts Depart-
ment. If the call is disconnected while itis
being put through to the Accounts Depart-
ment, what should the telephonist do?

(A) Telephone Mr. Lee, explain what
happened and offer an apology.

(B Telephone Mr, Field, explain what

happened and offer an apology.
) Leave the line open so that the cus-
tomer can call again.
(D)« Ask Mr. Lee for the customer's
,  number, call, apclogise and con-
nect to Mr, Field.

Which of the following items of equip-
menl must be used along with the fax
machine in order to send a message”?

(A) Telex

(B) Telephone
(O Printer

(D) Photocopier

In business a memorandum is used

(A) for short letters

(B) in place of post-cards

(@] for internal communication
§B)) as a memory aid

A business. létter which begins with the
salutation “Dear Sirs” shouid end with the
comiplimentary close

(A) Yours sincerely
(B) Your affectionately
{(Ch Yours fai{hfuily_
D) Faithfully yours
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information on a specific topic, one
should consult the

{A) foreword
B title page
() bibliography
(D) index

You have been asked to arran ge for per-
sonnel in several different locations to
speak tc each other without a persenal
mesting. Which of the following tel-
ephone calls should be used?

(A Fixed time

(B Collect

) Toll free
(D) Conference

As a wages clerk, you are instructed to
remeve some PAYE Income Tax docu-
ments to make room for new ones. Which
of the following employees® tax docu-
ments should you dispose of?

L. Current employees who are on
minimum wages
1L Employees who have been trans-

ferred to other branch offices
111, Employees who have left the
company over the last five years
IV, Employees who have retired for
more than six years

{A) T only

(B) I'V only

{8 [ and I'V only
(™ I, Il and ITI only

Which of the following devices would
alert the person carrying it to g0 to the
nearest ielephone as quickly as possible?

(A) Beeper

(B) Pocket radio receiver
()] Two-way radio

(D) Cellular phone
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A chegue which has been sent 10 your firm
15 made payable to another firm, What
action should be taken?

I. . Forward the cheque to the firm to
which it is made payable.
I Change the name on the cheque,

initial it, and notify the sender.
I Make 2 note of the error in the
Remittances Book.
IV. Retum the chequs to the sender.

{A) II only

(B; I'and III only
{8 IT and 117 only
(D II and IV only

Which of the following media would be
MOST appropriate for sending additional
funds to your boss, who is on an ov erseas
business trip and is scheduled to return in
three days?

{A) Bank draft

(B) . Certified cheque

(&) Telegraphic money order
D) Postal order

A draft of revised Dropedures for handling
mail is to be prepared and submitted to the
Office Manager. Which of the following
media shouid be usad?

(A) Letter

(B) Report
{<) Staterment
(D) Note

Which of the following BEST describes the
“Poste Restante” mail service of the Post
Office?

(A) Mail for which no postage is required

(B) Mail sent to persons with tempo-
. rary addresses
(< Mail service used by non-profit or-

ganisations, charities and the blind

D Mail sent in which delivery is made

by special courier after nonmal
business hours

GO ON TO THE NEXT PAGE



Which of the following would ensure the 28,

efficient management of records?

L Easy retrieval

1. Preparaticn of paperwork
I Anauditing system in place
IV, Proper storage facilities

(A) land 1T only
(B) Tand TV only

(C)  Ifand I only 2

(D). TIandIV only

Which of the following refers to suspen-
sion filing?

(A) Correspondence being held in a
temporary file

(B) File folders hanging from 2 rail 24,

_ in 2 filing cabinet
L Collection and storage of files
being done at specified times
(I The action of removing a folder
from the filing cabinet

When a file has been requisitioned, im-
portant information about the loan of the
file should be recorded on a/an

(AY  Index card !
{(B) out card

(CY  card indicator

(D} guide card

Under which of the following circum-
stances is a cross-reference nsed?

(A)  Afileis missing and a temporary
file is opened. :

(B) Correspondence has 10 be seen by
tWo or more persons.

O Correspondence is transferred to
inactive fies.

(D) Correspondence could be put in
wo or more files.
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Firms which have to retain large volumes
of inactive files and have a storage space
problem should use

(A)  hanging cabinets
(B)  accordion files
{(C) microfilm

) suspension folders

To find a file in 2 numerical filing systemn

‘one must first refer to the

(A)  visible index
(B) index cards
(C) strip index
(D) routing slip

An alternative system that may be used in
place of a tickler file is a/an

(A) “executive diary

(B) card/pocket caleulator
({85 filing cabinet

() indexing cabinet

With which of the following should 2 re-
ceptionist familarise herseif, before setting
up appointments?

i The pattern of her boss’ work day

I1. The correct procedure for greeting
callers

1I1. The filing method used by the
company

V. The intercom numbers for each

member of staff

" (A)  Ionly

(B) L II and 1T on}y
(C) . LUandIV only
(D) II, 1T and IV only
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The item of information which is LEAST 30.

likely to appear on a register of visitors kept
by a receptionist is the )
(A) reason for the visit

(B time of arrival of the visitor
{C) name of the person visited
(D) name of the visitor

2.

An urgently required piece of €quipment

was delivered to the office in 2 damaged

condition. Which of the following actions

should the receptionist take?

(A) Refuse to accept it on the grounds
that the item ig damaged._,

{B)  Make anote of the damage on the .
delivery note, sign it, and inform o
the supervisor of the damage.

() Phone the supplier, report the dam.

. 28¢, and follow his or her advice,

(D} Sign the delivery note and at the
first opporty nity inform the super-
visor of the damage.

The person wheo [Oves 4 motion at a meat

Ing has the right to reply after the motion

has been

(A) adopted i 33

(B) recorded

{C) seconded

(D} spoken

Members who Cannot attend a meeting at

which officers wil) be elected but who

wish to vote can do so by

(A)  poll

(B) - proxy >4

() order

(D) ballot
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The term *matters arising thereon’ on an
agenda provides for discussion of topics

{A) listed on the agenda
(B) which members want to add

(©  related to the minutes el T

B)  op comespondence presenced

The notice and dgenda of an Annual Gen.
eral Meeting of a public company should -
be sent to shareholders at LEAST

(A) 2 - 3 days before the meeting
(B) 6 - 14 days before the meeting
() 21 days before the meeting
D) One month before the meeting

Which of the following jtems of informa-
tion should be PUl o1 an agenda for 5
monthly General Meeting?

L Place of Meeting

I Business of meeting
1. Names of members -
Iv. Date of meeting
(A) II only

(B) landTv only
(< L T and 111 only
@) L Iland1v only

If the number ol persons required 1o form
a quorum i{s NOT Present, the meeting

{A) adjourned

B) Dostponed

() cenducted as g sub-committee

(D)  conducted 45 an extra-ordinary
meeting '

You are favelling with TT$1,650. If this
amount {s converted g ECS at an ex-
change rate of EC$] = TT$3.00, it will
be equivalent o

(A) 349550
(B)  $500.00
(© 350050
@) $550.00

GO ONTO THE NFXT b+



# An executive is scheduled to attend an
" overseas meeting and will have to make
reference to correspondence on file. Which
of the following procedures would BEST
be used to allow him to have the relevant
- information?

(A)  Make copies of the correspondence.

(B> Give him the correspondence from
the files and ask him to sign for it.

(C) Give him the relevant files and ask
him to sign for them.

D) Make a summary of the corre-
spondence.

Which of the following actions should be
taken after copies of minutes of a meeting
have been prepared?

L. Put a copy in the minute book.
3 Send a copy of the minutes to al]
members of the commiitee.
1. Cross-reference minutes to the files,
hita Extract information and prepare

for relevant files,

(A) I only

(B) Iand 1T only
&) L 1T and IIT only
(D) I, IT and IV only

Which of the following services is NOT pro-
vided for by the Human Resources offics?

(A) Health and safety

(B) Education and training

() Induction and orientation
(D) Froduction and rnaintenance

Which of the following records would show
an employee’s duties, grade and salary?

T The employment contract
Lo} The job specification
OI The company magual

(A) I and II only
(B I'and I only
() II and IIT only
(I3 LI and 3T
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An employee’s gross earnings were
5182.80. His statutory deductions totaled
$22.00 and voluntary deductions-$9.80.

- How much was his net pay?

40.

41.

42,

(A)  $151.00
(B)  $160.80
©  $173.00
(D) $214.60

A job specification gives the

(A)  general description of the duties
which are to be performed

{(B) list of personal qualities and skills
required for performing the job

() identification of tasks and specific
times required for performing a
job

(D) evaluation of a job to determine
the wages for its performance

Shortlisting of applications is carried out

(A)  when making the list of applicants
to be interviewed :

(B) when preparing personal record
cards for new employees

() after the applicants have been in-
terviewed

(D) after applications for an adver-
lised post are received

What steps should a businessman take if
his cash book and bank statement show a
difference of $20.007?

(A) Reconcile his bank statement
with his cash book.
(B) Regard the $20.00 as interest on
_ his current account.
{8 'info,rm the bank that an error has
been made in his account.
(D) Write a cheque for $20.00 to bal-
- ance his statement with the
bank.

GO ON TO THE NEXT PAGE
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43. A customer wishes to pay a shopkeeper 45, To pay his account in cash, a customer teqn-
with a cheque which was paid to him, What ders:
must he do before passing the cheque to '
the shopkesper? ’ i Five ~  520.00 bills
) Three - $10.00 bills
(A)  Write ‘Ajc Payee Only” on the back Ten - $5.00 bills
of the cheque. Nine  —  $1.00 bills
{B)  Remove his name from the chegue, Twenty -~ sq¢ pieces
wrile the shopkeeper’s name and
initial the change. What sum of money does the customer
{C) Sign his name at the back of the pay?
cheque and request that payment
be made to the shopkeeper. (A)  $189.00
(I} Present the cheque to the shop- (B) EIQOL.OO
keeper with a lettar asking the (©)  s1o1.00
bank to give him the money. (D) $195.00
44. Which is the BEST method of payment for 46. In the cash book, all monies received are
purchasing a box of Paper clips for a com- indicated ag a
pany?
(&) credit entry
(&) Mon‘ey order (B) debit entry
(B)  Credit card (C¥  deposit account
(€)  Cash (D) credit account
(D) Chegue
ltems 47 - 48 refer 1o the Stock Record Card below.
STOCK RECORD CARD
item: Bond Paper Minimum Level _— 40
Supplier:  Ross Lid Maximum Level _ 120
Quantity Quantity
Received Issued Balance
4/3/2001 45
5/3/2001 10 55
6/3/2001 26 29
47. Which of the following amounts should 48, What should be the minimum stock level

be ordered to maintain the minimum level
on the Stock Record Carg?

(A) 1}
(B) 21
© 29
(D) 45
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of envelopes, if the rate of usage is calcu-
lated at 50 per week, and a period of two
weeks is allowed for delivery?

(A) 50
B) 100
(150
@ 200

GO ON TO THE NEXT PAGE



53.
2 typewriters @ $2000eq = 4 000 |
Less 209 trade discount - -
s
-ash discounp 0% for Payment within 1p days
54,

Typewriters
Typewn'ting ribbons

(A 1o only

(B) Tand v cnly
(&) L Oand 1y only
) LIL I and v

Itern 50 refers to the price list below,

If the goods Were paid for Within 10 days,
What was the price paid on the typevwrir.
ers?

(A %2800
(B) $2 880
(C) $3 200
(DY 53600

Which of the foHoWing $eis of informa-
ton is NQOT required when Preparing
Purchasing Tequisitiong?

(A) Date, reference, quantity

) Descrﬁption, d&partment, signa-
ture ;

(5 Transport, tax, amival time

) Sender, catalogne Number, sup-
plier

F 2001

Which of the foll OWIng actions should be
taken by the sales office o7 4 department
store, if the stock-taking 'eport shows thay
an item is Unpopular wirh Customers?

L Lower the price of the item,

1L Carry the jtem ar the same price.

1. Store the item for another season.

IV, Arouse Interest ip the jtem
through advertisemen.

(A) Tand 117 only
(B) Tand v only
(C) II and 171 only
D) Tang IV only

Which of the following should NOT be
found on a job card?

(A) Materials 1o be useg

(B) Cost of the item

(y Instructions to the operator
D) Completion time

Atime card is used when Calcu]ating the

(A) salaries for monthly paid work-
Ers

(B) machine hourg heeded for 4 o,

(C) time required 14 tomplete a job

§b)] Wwages foi hourly pad workers

GOONTO THE NEXT PAGE
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Items 55 - 57 refer 1o the following invojce:
SEeHD 92 =y

No. 198

- GARDEN SUPPLIES & PLANT CARE SERVICE_S
21 Happy Street
Bushey Park

To:  MrDLee
50 New Lane
Mountain View

10th May, 200]

Your Order No: 483

25% Discount if paid within 7 days
10% within 14 days
N/30

Il

58. The letters “E. & O.E.” on the Invoice 56. How rmuch should Mr. Lee pay if the bill
indicate that is settled on 16:h May?
{A) Mr. Lee should no! regard thig {A) $255.60
document as a request for pay- {B) $339.00
ment (9] $417.00
(B)  Garden Supplies & Plant Care L) $556.00

Services can correct any error
made when preparing the bilj

()] Mr. Lee can hold Garden Supplies =7, What is the LATEST date by which

& Plant Care Services to the Mr. Lee is reguired to pay this bij1? -
terms of sale ag shown on the
invoice (A)  17th May, 200]
D) Gardep Supplies & Plant Care (B) 24th May, 2001
Services may not have included (& 31st May, 2001
all the items that Mr, Lee or- . () 9th June, 2001
dered

Y AN e e
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S8, Which of the fol]owing should 4DpEear i 58. A letter from 4 Company confimming re-
: a resumé? : celpt of your application for employment
s referred 1o as a
L Name of applicant

il Position for which application ;g (A) letter of acknowiedgernent
made (B) letter of acceplance
1. School(s) applicant attended () memo
Iv. Name of applicant’s parent or (D) job letter
Zuardiap
(A) Tand 17 only 60. Which of the following guidelineg should
(B) Ul and 1y only be followed during a joh Interview?
(¢ [ T and 1 only
(D) LIL IT ang v 1 Be pleasant and alert.
1. Be courtegys when answering,
111, Maintaip ©¥e contact with the
Interviewer
IV Avoid giving one Word answers.

{A) Tand v only

. (B) L IT and 111 only
(@) I Il and IV only
(D) L IL 1T ang v

IF Yoy FINISH BEFQORE TIME 1S CALLED, CRECK YOUR wonrx ON THIS TEST.
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