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READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

This test consists of 60 items. You will have 75 minutes to answer them.
In addition to thistestbooklet, yoy should have an answer sheet,

Fach item in this testhas four suggested answers lettered (A), (B'), (C),(D). Readeachitem you

are about to answer and decide which choice is best.

Onyouranswer sheet, find the number which corresponds to youritern andshade the spacehaving
the same letter as the answer you have chosen. Look at the sampie item below.

Sample Item

A éhe:que is usually crossed in order to

Sample Answer

(A)  preventtheft .

(B) provide ameans of tracing it ' ; @ ' © @

(®)) supplyaspecial endorsement
(D}  allowaparticular person to cash it

The best answer to this item is “provide a means of traging it”, so answer space (B) kas been
shaded. v .

Ifyou want to change your answer, erase it completely before you fill in yournew choice.
When you aretold to begin, turn the pageandwork as quickly and as carefully as you can. Ifyou

cannotansweranitem, go ontothenextone. You may returntothe omitted item later. Yourscore
will be the'total number of correct answers,

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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1. A clerk in the human resource department overhezrs that a friend in another 2
department who reports Jate for work every day is tobe given a warning and
notice of dismissal if his punctuality does not improve. What should the clerk
do? - '

(A)  Avoidhim until the matter is resolved.

(B) Drop hints of action to be tzken against late cOINers.

(C)  Donotsay anything and leave him 10 receive the official letter.

o)  Wam him of the action to be taken by the human resource department.

L3

[tems 2 - 3referio the following organizational chart of James Co Lid.
Shareholders ‘

; ﬁoard of Directérsj
rGeneral‘Managﬁj

Advertising Human Resouree | - Financial Comﬁany
Manager S~ Manager Secretary
| \ B

Manager

——

Office
- Manager

Human

Resource Clerks-

Advertising h
Clerks Accoynis

Clerk

Y

The proprietors of James Co Lid ar¢ the 3 ‘What type of organization do the.broken

; _ : lines in the organizational chart of
(A)y  Clerks ' James Co Lid represent?
B) Directors
(C)  Managers ' (A)  Matrix
(D)  Sharehplders (B)  Functional

(©)  Committes
(D)  LineandStaff
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‘Which of the following pieces of computer

4

-~

tems 8 - 9 refer to the diagram below.

hardware is an output device?
(A) CPU B~
(B) Mouse 70
(C)  Monitor Z 60
(D)  Keyhoard g 50

' 9 40+

& 30-

Which of the following attributes is NOT 201
required of all beginming office workers? 10

~

(A)  Punctualdy

{;@ & YQ& @ x&’e

(B}  Leadership qualities xf’é & ¥
(©)  Apleasant disposition '
(D) Ability to calculate accurately
8. The diagram shown above isa

The term 'span of control refers to the

(A) bar chart

: (B)  linegraph
(&) lines of communication between the (&) pictogram
manager and his/her subc_ardinates () histogram
B) eifective number of subordinates the _
© mrzna:gaegr ?;‘— ;ﬁ;:ﬁ::ﬁ;;ff:;i;ﬂ; . The means of communication ustrated in

to performn a particular task
(D) system of grading management and
: subordinates on different levels

Where is the subject line placed in a jetter?

(A)  Beforethe date

(B)  After the address
o) After the salutation
(D) Beforethe salutation

the above diagram is known as

(A)  oral comumunication

(B) . visual communication

(C)  written communication
(D) . electronic conumunication

10.« " Inwhich of the following situations would
the relationship between employees be
described as a 'vertical' relationship?

(A) Each has a similar status in the firm.

(B)  Oneis more senior to the other.

(O One has been employed longer than
the other.

(D) One job is more important than the
other.

11. APBX system is used to facilitate

(A) oral communication
®) storage of documents

2 (84 retrigval of documents
(D)  written comrnunication




12.

" 13,

14.

15.

Items 12 - 13 refer to the situation below.

The secretary of Brands International was
having difficulty placing 2 direct overseas call,
s0 she asked the operator to place the call
for her. She wanted to speak to Mr John
King only. The operator was successful in
placing the call.

The MAJOR difference between the operator

" assisted call and the direct call would be that

the operator essisted call would

(A)  betimed

{B) incur an additiona] fee

{C) ' bemonitored by the operator
(D) haveto be paid forimmediately

By asking to speak to Mr King only, the call
placed was a

(A)  housecall

{(B)  personalcall

() conference cail

(D)  person to person call

Which of the following machines is used to
secure packages or parcels?

(A)  Sealing

(B)  Collating
(<) Stamping
(D)  Franking

Ms Jap Brown is the marketmg specialist of
Bath Soaps. She wants to send a sample
questionnaire about a product, manufactured
by the company, to the public. Which of the

following types of postal services should she
use?

{A)  Express mail

B) Registered letter

() Business reply service
(D) Special delivery service

.

16.

17.

18.

*

19

. 7 £

Which service does the Post Office provide
to firms which enables them to collect mail
outside of notmal delivery times?

(A)  Poste restante

{B) Post office box

{(C)  Redirection of mail

(D)  Accelerated surface post

A file is said to be inactive when

(A)  itis of no further use

(B) . it has not been released for filing

(C) it has been withdrawn for reference
purposes

(D)  the correspendence is too liitle to
“open a new file

‘Which of the following considerations is
LEAST important when chogsing a filing
system?

(A)  Easytooperate

B) Capability of expansion

(C)  Availability of ﬁlmg equlpment and
suppiies

(D)  Suitability for the nature of the
business

Which of the following activities would be the

responsibility of the supervisor of records
management? ;

I ¢ Clessifyingrecords
XL Controlling the filing system
111 Protecting records
IV. Deleting records no longer needed

(A)  Ionmly

B) T only

(©)  LIandllonly
O LU IMandIV

e rammsy Semremmerr AN Sl
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20.

21.

Suspension filing is

(A) correspondence being held in a tern-

porary file
®B) tile folders hanging from arailina
_ filing cabinet
<) the action of removing a folder from
the filing cabinet

(D} . collection and storage of files being
done at specified times

When a file has been requested, important

information about the loan of the file should
be recorded on

(A)  anoqutcard

(B) a guide card
(o) an index card
(D) a card indicator

Item 22 refers to the following form.

Date. | Folder number | Taken by Ijate

taken Or name returned

22.

The form indicated above is an example of

(A)  anindex card

®) an absent card

(© a minute sheet

(D) a cross-referencing sheet

: . ; £
itern 23 refers to the following diagrarm.

23.

24,

25,

26.

I the diagram above, 2 drawer of a ﬁling
cabinet, the number @ indicates

| (A)  drawer guides

(B)  primary guides
(C)  filetitle guides
(D)  secondary guides

The term cross-referencing refers to files
that are filed under

(A) " inactive fling
(B)  the same heading

(C)  different headings

(D)  miscellaneous filing

The receptionist MUST ensure that the re-

ception areas tidy at all times because
P

(A)  itishis/herresponsibility

(B) visitors will feel comfortable

(&) visitors can move more freely

(D) it gives a good impression of the firrn

One of the duties of an accounts clerk is

(A) completing invoices for goods

(B Ppreparing debit and credit notes

(®) preparing contracts of employment
D) directing workers to the payroll clerk




8.

The BEST location for a receptionist’s deslk
is near to the

(A)  manager’s office

B) records department

(&) entrance of the building
(D) Dusiest part of the building

. ’ _ ’ .
The term “verbatim minutes’ refers to

(A)  arecord prepared in the present

tense :

(B) adetailed recording to the chairman’s
rernarks

(C) an extract of important proceedings
in the minutes

(D) anexactwording of the proceedings
atthe meeting

If the number of persons required to form a
quorum is NOT present, the meeting must

 be -

(A)  postponed

(B) adjourned

(O conducted as a subcommittes

D)) conducted as- an extraordinary
meeting

Which of the following terms is used to
describe a committee which has been set up
to dezal with a specific matter?

(A) Adhec
(B) Central
() General
(D) Adminisirative

-

31.

32.

All of the following itemns of business are
discussed at an annual general meeting
EXCEPT

(A)  declaration of dividends

(B) election of directors and auditors

(C) making arrangements for a very im-
portant person

(D)  presentation and adoption of the
company's reports and accounts
for the previous year

Ata meeting the chairperson suggested that
unfinished business be discussed at another
megting. The meeting has therefore been

(A) altered
B) amended
= adjourned
D postponed

The clerk responsible for making travel
arrangements for a staff member omitted to
make a hotel reservation. The officer was
dueto depart at 10:30 am for Martinique. ‘The
error was discovered at 10:00 am on the same
day, Which of the foliowing actions should
the clerk take to solve-the problem?

L Leave matters as they are.
L Make arrangements to explain the
' problem to the officer on his arrival
in Martinique. . - :

I Contact the officer at the local
airport and inform him of the error.
V. Call the hotel, explain the situation.

and make the reservation.
() Ionly
B) M only

(C) 'IMandIVonly
(D)  ITandIV only




' 34,

It is important to keep an attendance register
at meetings to

(A) prepare name cards for members

(B) ascertain the arrival times of
members

(Q) amrange the seating accommodation
for members

(D) - ensure 2 permanent record of

' members present

An executive has 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 ofthe correspondence.

B) Make a summary of the corres-
pondence,

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

. (D) Give him the correspondence from

the files and ask him to sign for it

=

36.

37,

38

A manufacturing company is regquired to
provide all of the following statutory provisions
for the protection of its employees EXCEPT

(A)  safetyshoes

B) mjury allowance
(C)  protective clothing
(D) housing aliowance,

Shortlisting of applications is carried out

(A)  whenmaking the list of applicants to

- be interviewed
®) after the applicants have been
interviewed
(€} asapplications for an advertised post
arereceived

D) when preparing personal record
cards for new employess

Some firms offer a programme which aims
to assistnew employees in becoming familiar

with their jobs. This programme is referred
to as

(A)  anappraisal

(B)  aninduction '
(€} adeploymetit
(D) arecruitment




40.

-8-

Item 39 refers to the following document,

DEPARTMENT: Purchasing

JOB SUMMARY:

DUTIES: .

P2 =

Maintaining stock records

TITLE: Purchasing Clerk

L 3

3 Meaintaining a databage on suppliers

HOURS OF WORK: 8.00am - 4.00 pm, Monday - Friday
RESPONSIBLE TO- ,:Purchasing Assistant -

To assistin the procurement of goods and
services for the company '

Preparation and processing of purchasing requisitions

39.  The document above is an example ofa

(A)  jobanalysis

(B}  jobdeseription
(C)  jobspecification
(D) personnel specification

Which of the following sequences should be .
used when planning interview appointments?

L

1L

IIL

(A)
(B)
©
®)

Inform each applicant of the date and
time of the interview. g -

Give the receptionist the names of

* applicants and the time each is
expected. :

Plan that each interview lasts at Jeast
halfan hour,

Make a note of the exact time set
for each applicant.

I 1L, 10, TV
IL I, 1V, I
IH, I 1, 10
IV, I, II, T

41.

‘Int” in' the debit column of 2 bank staternent

refers to interest

(A) owed to the bank

(B)  paidiothe creditor
kS deducted by the bank

(D) deposited by a creditor

GO ONTO THENEXTPAGRE

%




" 42,

43.

_9-

Which of the following is a statutory
deduction?

(A) Income tax

(B) Standing orders
{9 Saving schemes
(D) Credit union dues

‘A customer who bas credit facilities by a firm

should expect to receive a record of payments
and purchases made each month on

(A) an invoice

(B} an advice note

(C) a statement of account
() areconciliation statement

tem 44 refers to the diagram below.

MUTUAL TRUST BANEK LTD
10 High Street

ri-of-Spain, Trinidad

Pay: an Cranf O

Three hundred dollars ™. 4;” :
032581 o~
44,

The above cheque is payable to’

(A)  anyone who presents it

(B) the person who has endorsed it
(e anryone with an account at the bank
(D) the account of the person named dn

the cheque

45,

46.

47.

To pay his account in cash, a customer
tendered:

5 - $20.00 bills

3-310.00 bills
10- £5.00bills

9 - $1.00 bills
20 - 5¢ pieces

‘What sum of money did the customer pay?

(A)  $189.00
(B) ' $190.00
(C)  $191.00
(D) $195.00

‘What steps should a businessman take ifhis
cash book dand bank statement show a
difference of $20.007

Reconcile his bank statement with

(A)
his cash book.

{B)  Regard the $20.00 as interest on his
current account.

(C)  Inform the bank that an error has
been made 1h his account.

(D)  Write acheque for $20.00 to balance

his statement with the banlk.

‘When cash is paid from the chief cashier to
the petty cashier, the transaction should be
recorded as

L : debitincash bOOi{

I ' creditin.cash book
111, debit in petty cash book
Iv. credit in petty cash book
(A) Tonly
(B) I and IiI only
© IT and ITI only

(D) and IV only
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49,

50.

5l

= 1.0

The maximum level recorded on the stock
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 the amount to be ordered is
not exceeded

The term “minimum level® on the stock card
refers to the

(A)  smallest baich that can be bought

B) lowest balance of stock aliowed

<) armount allowed to the manager

D) least amount of stock 2 business
can afford

‘What should & clerk do if the number of items
being delivered is less than that shown on the
delivery note?

{(A) Reprimand the delivery agent and-

refuse to aceept delivery.

®B) Retum the goods and ask for urgent
delivery of the correct order.

= Accept the delivery and ask the com-
pany to send the ontstanding items.

(D) Write the shortage on the delivery

note before signing for rece1pt of
the goods.

The Joy High Schoo! wants to build a new
canteen and has received promotional
rmaterial from several firms. Tn order to select
the most suitable firm for the job, the school
should invite firms to send

(A) ‘tepders
(B) price lists
) catalogues
D) staterents

52.

54,

55,

A

A person who was dismissed from a previous

jobisfilling outan application form for another

job. He is required to state the reason for

leaving the last place of employment Itis
estto

(A)  ignorethe question

B) answer ‘notapplicable’
(&) give the correct reason
(D)  make areasonable excuse

A Personal Data Sheet should be

(A)  postedunder separate cover

(B) attached to the letter of application

(C)  taken along with certificates to the
interview )

(D) given to the receptionist on the day
of the interview

12 seller requires new goods to be paid for
in advance, s/he sends the customer

(A)  aninvoice

(B}  anadvice note

(O a delivery note

(D) apro formainvoice

Which of the ﬁ)llowing forms should be used
to report an incident in which an employee
was injured?

(A)  ClaimsForm

(B)  Accident ReportForm

{C)  Employee Liability Form

(D) Accident and Insurance Form
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[tems 56 - 58 refer to the following document

CUSTOMER'S NAME:

Zina's Upholstery

JOB: Twelve (12) Cushions

TIME REQUIRED TO COMPLETE JOB: Two (2) days

MATERIALS NEEDED:
Fabric

Sponge
Thread

LABOUR REQUIRED:

Stitcher

Total Cost of Labour
Add 20% for Overhead
Total Cost of Job

CosT per unit =

JOB NO: 170

COST

$
00

o
O
-l

o
o HR
o O
el e
Lo (]

™
@
1o
o
(&)

The document above is an example of a 57.
(A}  jobcard

) cost card

(C)  timecard : P
(D) record card

The total cost ofthe job is

(A)  $710.00

B  $910.00
(©  $1,110.00
(D) $1,332.00

- 38. " The20% overhead charge is

(A)  $140.00

B)  $182.00
©  $222.00

D) 326640

Lo

p -



Itis now three months since you have applied |

0 Tl

forajobata large firm and you have only
received a [stter of acknowledgement. What
action should You now take in an effort to

obtain the joh?

(A} Write another letter of application.

B) Write a letter to follow up the
application.

(&) ‘Telephone your friend who works
with the firm, .

D) Visitthe company and ask to see the
human resoyrce manager.

60.

8

A letter of acceptance is sent when a person

&)
(B)
©

(D)

receives‘salary through the bank

Plans to attend an interview forajob

agrees to take up ap offer of
appointment

receives original documents which
Were sent with an application

IFYOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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