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READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

1. This test consists of 60 items. You will have 1 hour and 15 minutes to answer them.
2. In addition to this test booklet, you should have an answer sheet.
3 Each item in this test has four suggested answers lettered (A), (B), (C), (D). Read each item you

are about to answer and decide which choice is best.

4, On your answer sheet, find the number which corresponds to your item and shade the space having
the same letter as the answer you have chosen. Look at the sample item below.

Sample Item
A cheque is usually crossed in order to Sample Answer

(A)  prevent theft @ . © @

(B)  provide a means of tracing it
(C)  supply a special endorsement
(D) allow a particular person to cash it
The best answer to this item is “provide a means of tracing it”, so (B) has been shaded.

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

6. When you are told to begin, turn the page and work as quickly and as carefully as you can. If you
cannot answer an item, go on to the next one. You may return to that item later.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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26.

217.

Item 26 refers to the following document.

Receptionist

Job summary
Responsible for assisting visitors to the firm.
Performs other office-related duties.

Work includes
Receiving and screening visitors
Operating a switchboard

Minimum qualifications
5 CSEC subjects (including English A)

Knowledge and skills
Basic computer application
Operation of switchboard

The document above is BEST described as
a job

(A)  description
(B) specification
©) performance
(D) advertisement

Which of the following items of business
is NOT discussed at an annual general

meeting?

(A) Declaration of dividends

(B) Election of directors and auditors

(C)  Making arrangements for a very
important person

(D)  Presentation and adoption of the
company’s reports
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28.

29.

30.

31.

xperienced a45% labour
cars. Which

be taken to

Mega Industries ¢
turnover during the last threc y

of the following actions can
reduce this turnover rate?

I. Improve conditions at work.
II. Review and revise salaries offered.
. Provide opportunities for develop-

ment.

(A) lonly

(B) landIlonly
© 11 and 11l only
(D) LTandIl

An audit is a system used

(A) in computerized accounting

(B)  torecord accounting procedures

(C)  inthe daily checking of accounting
records

(D) for the periodic checking of
accounting records

The term used for the business meeting
phrase ‘arranged for this purpose’ is

(A)  motion
(B) ad hoc
© quorum
(D)  ex officio

What is the name given to a cheque dated
ahead of time?

(A)  Stale-dated
(B)  Post-dated
(C)  Certified
(D) Crossed

GO ON TO THE NEXT PAGE



32.

33.

34.

s P

Which of the following deductions can  35.

be made from wages without obtaining
permission from the employee?

[. Income tax
11. National insurance
I11. Company health scheme

(A) I and Il only
(B) Iand III only
(C) Il andIll only
(D) I, Il and I

The maximum level recorded on a stock 36.

card helps the accounting clerk to

(A)  allow sufficient funds for an item

(B) control the amount used on an item

(C)  maintain good communication with
stores

(D) ensure that the amount to be
ordered is not exceeded

In a cash book, all monies received are
indicated as a

(A)  deposit

(B) deduction
(C)  debitentry
(D)  credit entry
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What is the first step that a businessman
should take if his cash book and bank
statement show a difference of $20?

(A) Reconcile his bank statecment with
his cash book.

(B)  Regard the $20 as interest on his
current account.

Q) Inform the bank that an error has
been made on his account.

(D)  Write a cheque for $20 to balance
his statement with the bank.

The use of a perpetual inventory system in
a large department store cnables

(A)  goods that were purchased first to
be sold first

(B)  goods that were purchased last to
be sold first

(C)  the sale of goods on a person-to-
person basis

(D) the calculation of stock levels and
values in real time

GO ON TO THE NEXT PAGE
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[tems 42 and 43 refer to the following invoice.

No. 198
GARDEN SUPPLIES & PLANT CARE SERVICES
21 Happy Street
Bushy Park

To: Mr D, Lee 10 May 2022

50 New Lane

Mountain View
Your Order No.: 483

Quantity Description Unit Total
$ $

| Model G — Lawn mower 556.00 556.00
Sales tax: 10%
E & OE

42. The term ‘C & OE’ on the invoice indicates that

(A)
(B)

(©)

(D)

Mr Lee should not regard this document as a request for payment.
Garden Supplies & Plant Care Services can later correct any error made when preparing

the bill.
Garden Supplies & Plant Care Services may not have included all the items that Mr Lee

ordered.
Mr Lee can hold Garden Supplies & Plant Care Services to the terms of sale as shown on

the invoice.

43. What is the TOTAL amount that Mr Lee should pay to settle his bill?

(A)
(B)
(©)
(D)

$500.40
$546.00
$566.00
$611.60

GO ON TO THE NEXT PAGE
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58.

IF YOU FINISH BEFOR

- 14 -

Which document used in shipping is both
a contract for carriage and a document of
title?

(A)  Airway bill
(B)  Bill of lading
(C)  Customs form
(D)  Export licence

An order for the supply of four new laptops
was delivered on 4 January 2021. The
amount due for payment is $2680.00,
which is subject to a 5% discount if the bill
is paid within 28 days. The amount of the
cash discount is

(A) $134.00
(B) $241.20
(C)  $254.60
(D)  $268.00

END OF TEST

60.

What is the MAIN difference between order
forms and requisition forms?

Order forms are usually not signed
while requisition forms are

signed.
(B) Requisition forms are usually not
signed while order forms are

(A)

signed.
(®) Requisition forms are used
externally while order forms

are used internally.
(D)  Order forms are used externally
while requisition forms are used

internally.

E TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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