/

?Eﬁﬂﬂ&n&wgmsﬁgw

(A)  pom emracdve designs oozl
v beads
{B}  collzio pages
- () suip pepers imo smali piecss

Wm ~ele RN

.
‘.Illl\..\t\\.:t\\.\-.\

4.

[®)] Trint the amoun of pasiage oo en- -

velopes

A fiend who started working lwo wesls ago
nzeived ap offer for another job for which
showasinterviswed previonsy, Sheplassto
st2y in the job she now has What should she
o abopl the Rew ofier?

(A}  Visii the personnel officer anc
zpalogiss for noi taking the joh.

&) Telephone the personnel offices, say
thanks 2nd adviss thal she will pot
be taking the job.

(O Wrie 5 Jener thanking the person-

: nz! officer but declining tha offe
of the job.

(T)  Decids that if the company doss ot
hezr from hear thay will Inow she
is nox izking the job.

Jamiz works as 2 swihchbozd opsraior
Ofizs Supplizs Limiied Which of the foi-
lowing would be the coorest way for Jamis to
answer an jncoming cuil on the fum's
switchhorrd?

{A)  “Helic, geod moming, can T help
you?"

(B}  “Good moming, Olfice Supplizs
Limiwed.”

© “Thic ic Jamie spaking, good
morning.”

(@ “Good moming, Jamie speabing.”

C501/F O3

ST

For which of the following duties is & chair-
man of 2 mesting responsible?

Approving ibe agenda
Seroading all modons

Lzt meznng
Direting and controlling the pro-
ceedings at e mecling

2 EHC

{A)  LTaudIVonly
(B) 1, Il and TV only
(%] IU M and TV only
D  LEMandIV

In which of the foliowing simations woald

fiesbe gansfesed 10 the inactive sectipa?

(A) The organisasion has stoppsd boy-
ing from a pericular supphier,

(B) A supplizr pow seils & wider rmge
ol poods.

[(w] A company with whizh he orpzmi-
sation deals has changed its nams.

D) A company with which the organi- -

sarion deks hes changed fts bosi-
ness agdress,

A cusomer who bas crediz facitities with 2
Lum should expest 1o receive & record of
pay L«..:_..ru. 25 magasach monio ca

afon

(A) invoics

{B) © sadvicc ot

(Cy  swemen: of account
D) rezonciliation starsmer;

GO ON TO THE NEXT PAGE

Signing the aroypted tminnt=s of the

b=

You bave been clested seoetary of yowr
schoal's twift society. Which of the follow-
ing gives the correct order for cooducdng the
buosiness of the mesing?
L Manars Aviging

il New Business
o Approval af the Mimnrs

T IV, | Any Oths Busines

) LLOIV
® I, I i TY
© DLLLIV®
oy mLLIV.I

Which of the foliowing is NOT included ing
Jjob descripuion?
(A) Title of the job

(B) Results of e job intrview
[ (o] Statement of the empioyes's dutits

" (D)  MNameofheemployes's supervisor

A roemorandem is psed for ¢

[A) informal communication with busi-
ness aceociares in other firms

B) shart notes 10 persomz] fricnds

] confirmanonofbusiness manes thay
do noLrequire a formz] Jenes

o communication withie g firm

The amounl of outeoing ma¥ in 2 fime hes

10.

intvezsad gealiy. Which of the ollowing

sieps should be taken (o improve n_l.n_gL

of posting?

1 Assign more maih clarks o stick the
postage stamps on 2l oulgoing
mail

1L Ask each depanment 1o try 16 -
dues theamoumt ofourgoing mail

I Sel 2 sparific time when ovlgoing
mail will b2 collect=d from 2l
drpanmenis.

IV, Frank onrgoing msil

{A) Tonly

(B} I ang ITI ordy

[(w] I and IV only

{D) LI Mand IV

003B01/F 93

1L

pedd
+

Inasalestransaetion the comest ssqoencs for
thre flow of documeans berween the parchaser
2nd Enhﬁﬁmn.w

(A} onder, quotation, inguiry, inveice
(B) EEQ order, gnotation, inveics
) onder, inguiny, imvoics, guotaion
(}  inguiry, quomien, omsr, invaie

Which onﬁmouas&wgﬂaﬂﬂmﬂ o
& contrect of employment? 5

(A)  lishinding on the employes only.
(B} s binding on th= cmployer onty,
() ltisnot binding on the empioyzs or
© 1 employsr,
o i is Dipding en both the nﬂu_S.no
and the employe:,

What siefx: should 2 besinsssmen 1aks i his

-czsh boak and bank siemem show g differ-

trnce of S20.007

(A} Resoncils his bank starmen: with
his cash book.

(B) Regard the S20.00 a5 interest om
his parrent apconnr.

{C) Inform the bank that an eoos hes

. be2r made in his zecount

o) Wiits a cheque for 520,09 10 bal
ance his stalement with the bank.

G0 OR 'TOTHE NEXT PAGE
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L

The 1erm 'earringe paid” sneans that the

(A) - carmrier must be paid by the por-
chasar before the goods can be

despatched

(B)  price quoted does net inciude over-
szas transport s

(C)  camizrmusbepaid before the goods
are delivered

[oe)} priee quoted-inelndes delivery o
the cusiomzr's doar

A guorim is constitn=d of the

(A}  minimymramberof members tabe
presait for 2 meeting 10 be called
1o order

(B)  specilic executive memiers who
must by resent {or 2 meeting 10 be
condnoed

[(&] cxccutive members of the comrmii-
Le2 present af the mesting

{D}  number of mzmbers present 2l 2
mesting

Arccepiionist{orgotionotifyan executiveof

zn eppoiniment ‘Wheg 1he callsr amives the

recepuienist shouid

(A)  askif ths exesurve would ses the
caller

(B)  Jlettherallerimowihat she forgot o
1ell the excusive

() olfer w make anather appoimment

for ths calier
[i5)] 1ell the caller that she mads a mis-
t=ke about the dais

YWhich of the foliowing would bz recorded as
2 molion in 1ke minutes of 2 mesting?

{A) An alieradon 10 a resolution

(B) An amendment to ths minues

(] An additior (o = rescludon afier it
has been passed

(D)  Aformal proposal mads by 2 mem-
ber .

30.

31

Yourregularjunch hourls from 1200 bours 1o
1300 hours, but yoo have n eppainmmen
between 1300 and 1400 homs loday, As s
Junior clerk you should reques

(A} 2 friend who has hmch from 1300 10

i 1400 bours 10 swiwch lmeh bors
with yon

(8)  the Personne! Manager to change
your working hours

< the Suptrvisor 1o permit a changein
your lunch howr

@) a friend w explain your nbsmncs if

g anyone 2s¥s for you

" “The recsptionist hes been wfd that Mr Bell,

the Sates Manaper, will be out of ths offics
for the day. Wha action should the eczn-
Lionist 1ake to ceal with persons caliing 10

" speak 1o Mr Bell on that day?

(A) Say that Mr Bell is out of office and
olier 1o take a message for him.
(B) . Explain that Mr Bell will be out of
i ofiice for the diy and ask them 1o
' call on him the following day.
{C) Pur the calls inrough to Mr Bells
ext=nsicaand expaciifiat someons
inthe sal=s deprmmment will answer,
() Advise that Mr Bell i oat of offics
and ask if anyone clss can help,

To locare an jesm of comrespondencs in a fle
-pne should rafer 1o the

A} index shest

. (B} routing stip

() tickler file
) Hle negister

- Which of th following actions sheuld be

taken 21 3 mesting if the same pumber of

persons who vowed Mo’ a motion voted

‘against’ the motion?

(A} A manbec will submit a closure.

{B) The motion will *Jic on the tabie”,

© The mezting will have 0 be ad-
joumned.

(D} The chairman will be allowed an-
other vouz.

GQ ON TC THE NEXT PAGE

33.

35.

36.

Members who cannet snend a mezting at
whirh officers will be elected but who wish

10 ¥ode ¢an do S0 by

(A pall
(B  pmoxy
©  orde
o} balla!

Assuming 2 similar quality and quansity of
Boods and the ssme At of imsorance cover-
age, which of i following shipping teams

© will give e greatest benefic 1 a company

purchasing goods?
(A) - FOB,
(B) [

<) Ex works
(62 C.LF

Your [imn has 8 PABX swichboard, A
telephone pall has come o your depanment's
extensicn for 2 salT member, Mr Khan, who
is in apother department, Which of the foi-
Jowing repliss shonld you give?

(A) “Scery, Mr Khan works in anothe
. Gtpartmenl Plezss hold the line
whife 1 mansfer your call
B “Soery, we do nat have anyone by
that name in this d=parrment.”

Rist) “Sexry, Mr Khan js ot in fhis der

panment, ezn I help you?”
o) “Sexry, you have the wrong depani-
© menl Pleags hang mp and call
back™

Towhich of the ollowing deparments should
Lhe mail clex): send incoming invoices?

. .OC Salas

(B}  Accomnis
(C)  Purchases

™ Administration

T 38,

3.

41.

dﬁ..u:ah_ﬁ&:oﬂ_uﬁcﬂinﬂﬁvug
uﬁggmoggal
organisation is BEST described 253
(A} lin= relaticaship

(B)  direct relationship

(0 ventical relarionship

D} functional relationship

’ uﬂngﬁﬂﬁo&ﬁmﬂuggﬁﬁ
. use when muodocing 2 visior 15 g smF

membaric 1o annotncs the

{A)  visitor's name
(B} vishor's name and compeny
(8] vitilor's name, titlz and company

D) visor's mame, company and rige .

A 'post-dated cheque” is 2 chequs which
{A)  cardcsa daeafierthatco whichitis

' wrilien
(3) carriss a date bafore that oo whichil
is writte
©) is mailed on the day on which it i

writien

- (D) ismailedafterths datzca which itis

Wriltsn

Inanoffice, in whizh of the following sitga-
Lions would ¢ relationship betwesn two

employess be dexcrived 25 2 *lsteral relation- |

ship*?

(A) One is mors senior than ths other,

(B)  Eachhaszsimilarstans in the firm.

& Each hes an jmponiant job in the
company.

[£2)) One has been employed longes than
Lhs other, ¥

The MAIN advaniage of communication by
telex rather than by ielephone is thar the
message by 1misx is

(A)  more detalled

(B) in written form

(C)  bess expensive
D)  rmoreup 1o date

GO ONTNTER Moy naort
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Jt2m 53 refers 1o the sk card below.

Stock Recard

Destription:  Bond peper
Stock Rel: 8712

Dats - Order Neo. In
1893

Jan 01

Jan 02 4021 7%
Jan 03 5of8

Jan 04 - L BEAC

Jan 05 CTecl4

Jan 07 A2D

Jan 08 So/4

Jzn 10 Agn

Sopplier: Getlers 1ad
M 100 reams
Min; 20 jeams

Out Bzlancs

5. Which of the foliowing heus of information

i

53 The siock clesk shoud have placed an crdsr

for paper on

(A) Jan 05 |
(B) Jan Q7 ¢
((™] Jan G5 .
(15)] Jan 10

tn
N

could bz obtzinzd from an aisling schednle?

L
I
1o,
Iv,
(A)

®)
@)

00017 55

The cost of fares for the aifine

Toe fight number of the airiine for
a perticular rows at 2 specified
tmes

Theidemificrionoftheaircrafinsed
by an airiins

The tmes al which the zirline [ies
to and from differeat zirparts

L, 1l and IT only
I, Mand ¥V only
1, W and IV oaly
T I, Mland IV cnly 4

A caller comes inie an office asking 10 5= =

SENOT excculive on & routne mater, He has

I appiniment. What js ihe MOST appro-

prate course of asicn {or a receptionist 1o

follow? .

{A) Send him o 52 the cancutive whes

: 2 Zap appears berwesa ppoini-
ments,

(B)  Refer him 1o the offiner jn the do-
partmentthardeals with tiet aspest
of the businzss,

(C) . Inform him thal he connot sce tic
employer 2 a8 thar day.

m Mals an appeiniment far him at a
comvenicnl Gme,

GO ON TO THE NEXT PAGE

E .

58.

LY

L

tiled?

L Capt Rickard P Thindes
IL The Dundes Cake Co

1IN Dundee and Dandee Ld
TV, James Dundes & Sonrs

(A} LGILTY

® L iv.mo

(53] oI V.1

6)] I, IV, IO, I

In an slphebetic filing system wnder which

e would the fila for James Taylee-Webber 80,

and 5pos be fled?
w

(B} 5

o T

[2)] L4

You bave becn asked 10 callel: the informas
tion 16 be ns=d 1w propars an itnerary for 2
group of persons wio will be amiving for a
confersncs wihich your company is besting.

" Which of thz foliowing iloms of mformans:

must you y (o obmin?

L Forel at whizh the visiors will be
saying

I . Visios' Oighrnumbars, amival and
dzparture tunes

jus Scizdule of rctivities for the con-

[t v
(A)  Hoaly
(B)  IDonly
{C)  land IHonly
(®  LUandId

COGHOLF 93

Inwhichorder shoutd ibs following names be 9.

Which of 1be following, if offered by a2
conpany, would be coasidered fringe ben-
efirg?

L Salary

IL -Indition maining

m. Contribmnry pension plag

v, Conmibutery wedicn] insprence

- (A) I and IV anly

(B) L Il and TV only
(Cy  ILIGand IV enly
) ﬁFEuﬂuE

Ina mannlacoming firm whish of the follgmw-
ing stements BEST describes a ‘job card™?

(A) A list of information and inarac-
tions ior production isseed from
¢ office

(B) A list of duries and responsibifites
of an employes

(C) - Therzsond propared by anemployes

ligting the wsks complerrd in 2
mgnth

(D) Tnerecord prepared by the prodee-
uon offics giving an anabysis and
cost of each job

IF YOU FINISH BEFORE TTME IS CALLED, CHECK YOUR WORK ON THIS TEST.

P
&




