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-In the business of a sole trader the decision of what to purchasé is usually made by the

(A) - cashier '
{(B) propristor
(C) - stock control clerk
(D)  purchasing manager
Item 2 refers fc} the foﬂowiﬁg erganizational chart of James Co Ltd.
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. You are a clerk m a smaﬁ orga d ihe head Of the
organisatipn enerql manager. You fee 'that some mlprovcments can 'bc made in the ﬁling

system. Wh _Lh ofihie 1 oIIong wouldy Bc ﬂae MOST appﬂopnafte dctibn for yduto take? ﬁf
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4. °  Whichofthe following pieces of computer
hardware is an output device?
(A) CPU
(B) - Mouse
{C) Monitor
) Keyboard
. When dealing with members of the public
which. attxtude should yon adopt i your
job?
© A The customer is always nght
“(B).  Be polite to gustomers who are
polite to you.
< Work hard, but do not go the extra
mile. ;
(D) - Treat pe@ple as

L Tﬁe tcflrm span of eonﬁﬁj ;}e_fersidt_o

(A)

®)

T © -
(D)

7 Anapplicét on fo:; the position of despathh
: clerk Wasiaddressed tothe company. To - -
whom: :shoutd fthe maﬂ cletk forward this
_ 'apphoatloh”‘;«; ISEITPIR EE IR -

(A
- (B)
- ©

42)

DINTTNIAM YAaT1n

1

; Shj!izip;ng Superv;sd'
Y |
Adr
.Hdmasa Resmurce Managei‘é -

-%.

’thby desjerve; toibe

1

ireated. ;-

1

R R L 1 Ak

ljnes of commuL
mduaoeretmd i

eﬁectlve nﬁmb

) b}: suhl)ord,riﬁa ies

. thies manage - ;ﬁ:an sirp vise
ef:lclenﬂ}T ' ‘ |

toiperfarm a ppr icular task
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Itern 8 refers to the diagram below.
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Theé means of commmunication iflustrated in -

the above diagram is BEST described a3
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: Fstoi:age ‘oi‘ documnix

oral.

written :
v
¢ electronic

(A} | despatch outgomg mail- g
@ ‘record the timé of arrwal 01
T inéoming mail
G - indicate that 4 pbrson has seen the
B _ correspondenc;: :
I (D) 1  give an 1mpression of the value of
L L postagﬂ C i o i
i R j‘ I
} .J,af't of Tawsed proce( ures for handling -

Hsitg be prepared by 4 -comumiittee and

submlﬁedltqihe office; anager. Which of
. the follow,mg formats should ’oe used? fi
{A) N@te ™ S
® Repert AR f
'_(C){ Letter S
- (D) S;t.gtamen?t
A PBX syf‘stem is used | £ fa'c’zh{;te
& oral pommumca@on . I
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(D)
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On receipt of an incoming Ietier, the mail
clerk’s first action should be to

(A code it
(B) date-stamp it
(C)  route it correctly
hand it to the supervisor

A conﬁdent1a1 letter addressed to your

employer is received in a tom condition.
You should

@A)

reiurn the letter to the maﬂ
. department

1ABO Shlppmg Gmde

s s
1
!

By attach a note to the envelope and
K deliver by-hand to your employer
(C) ; put the letter into a néw envelope
and take it fo your eniployer
(D) | refuse 1o ra\ocept the etlvelope
| from the n:i 11 departnilén "
When the 24- hour clEbk is sho mg 18:30
.. Hotirs;|the: tme on ﬂ'ﬁ ‘12 hour cié:k ig
A 636 |
@) | 830am. i
L © | 630pmilli L
D) | 830pm.|i:] ]
i bt d b [
Ms J’ﬁﬁ BroWn s the Markét u?é spetial;
Bath%Soaps Titd. Sthants to lsend a
queshbnnalre dbout ] | A
by tHe Lcompany, io thé“pubh o f%ﬂ 5
follo w&ng types of pbstal serv1ce£ $hou
“se? % !
@)1 ’ﬁxmess m:ul? I L
C® ; Registeredletter. 1,
H{C) | Busmess éply service -
D) | Spema;l_ deIleg,xy service!
' ' }_ ey
Which @f the foliqwmg shoul& be uséc‘} to
'obtarn pbstage rates?‘ i A 1
(A) |- Ready Reck@ner ;
- (B): fi Post Ofﬁce @mde
‘ (C) 1 5

A file is said to be inactive when .

.':l

17.
(43 it is of no furtheruse
(B) it has net been released for filing
() it has been withdrawn for refer-
ENCE PUIPoses
(D) the correspondence 1s too little to
open a new file
1 ‘Which of the following characteristics is the
' MOST mmportant When choosing a filing
system?
{(A)  Easeof operation ‘
(B) Capability of expansion
{C)  Availability offiling equipment and -
- ~ supplies
(DY * Suitability for the nature of the
: businéss Lo
19, i F;Img through the use of xmcroﬁlmmg is, ;
Valuable for tbe sterage of :
TR 1 i L
e nEAY pa§sport131zed photographs of‘st'aff ‘

memb rs* '

. mfcmnatmn which must be: Lept for

many yedrs - . i ,
official i‘ecords whzch are
frcquently fsed” : '

customers “dcecotnts from whlch" .

| statemenfs are’to be made
, -;A tioklﬂr file shou]id be used fo.
-(A) L serVeasaJezmnder‘f' "8
: (B) keep temporary records: -
(€} .- keep permgnent records - ¢
(D} : stote confl Hential information

%5 wof § wB e,
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Inwhich order shonld the foHov.‘.:'ng names 23,

be filed? _

L Capt. Richard p. Dundee
II. The Dundee Cake Co
111 Dundee apg Dandee 1.¢4
James Dundee g, Sons

LILug v

LI 1V, 11
LIn vy ,_ 26,

according 1o

A
)
©

_dates_ .
topics |
Dumbers |
companie,

A records I.n:a'nag"
described 8s-an infy

‘\_A) HH i
- inf q‘_r'_n}"
direction
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. Before Staréing to set up ‘angﬁlqhnents, a

]
I
i
|
i
L LT e e '__se.dreta_ly

A Pointments for 2ach day shoulg be
written in a-diary o

(A) atregular intervalg

B)  in the correct time Sequence

(&) clearly ang concisely with pen

Dy in pencil and when confitmed, in
ik

Thg correct pfoceduife fora Teceptionist to
use when Introducing 5 business visitor ;-
10 announge the person’s .

(A) name and title

(B)  title angd company

{C) Company, title and name
() name; title anpd Company

il 2
[ i
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e W ! Iy
The BE__S—_T;iqghatz'glj for aTeceptionist’s degje
Jisnear 'ty the! . L

rga;naiger;?s office r v -
 Tecords departier

; L e T By o . i
@) busiedt patt of the buildigy _ , '

ould first thoro y-familia- R

Coa RTL Fay, / : } ’ . Il i
B recycles ;1 formapiq_n_i 50 that! it rise herse] Pwith which of the following? i
) sty e s | | b RSO ;
(8} stores, retrigvey siansports and DAY  pa :mstofhe;'=bosfs;;work day - i
Collects ; ormuatien | Pt [ BB . ’Iﬁe‘é@ngbt&arﬁﬁgédure forgreeting i
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In what order should a secretary complele 33.

the following procedures when preparing
- for a meeting?’

1. Collect stationery for use at the
| meeting, -
II. " Ensure that a venue is booked. -
1. Send. notices of the meeting and

i agenda to all inernbers.
Iv. Collect information required for
1se at the meetix_lg. '

(A)  LIV.I, IO
(B)  ILNLIV,I

(@ HOLILLIV | 347

@) TVILLL

Which! of the follc;\jving terms is 1?186(1 to
describie a cornmil ?i “which has bieen set
up to deal with a s1 D 1ﬁc matter?

.(A) Adhoe | i

®B) Centrafl )
(C) .| General I 3
) - ,Adlmﬁmtra

1
i

AII 'of the folléwmgj tems of bﬁsmess arg]

aﬂh ?1 gé aerzgll rneetmg

. Py |

dli:'ors '
a 'very

(C) ; makmé Etye :_"gemeﬁts fFor
< | important person L
o) prcsentatloh ‘and’ adoption’lof the
company s i‘eports and agcouits
f j chus yeeir" '

‘When 'there is an equai number of votds: -
“for’ and agamst’ a mot{on the Ch ammén '
should | _

A | dast; avote!

B) |. drop the’ motl,on

() recoum the votes

(D) | ;a,rnend the motxon .

357
' N ‘meetmg and will }:;aVe to make reference
s to correspondence on ﬁle Wh;ch of
e followmg at nions would be MOST
"'approﬂnate to allow Him to’ have the »

) relevant Informahon‘?

- For which of the following reasons would

a chairman of a company’s board postpone
a meeting? .

(A) Two of the directors of the company

: are absent.
(B) = Thesecretary has misplaced the hst
. of members. -
(<) The chairman’s agenda has not
been prepared.

. (D)  The number of persons needed to

form a quorum is not present.

The term “verbatiin minutes’ refers to a/an

(A)  record prépared in the preséﬁt tense
(B) detailed recording of the chamnan s
! remarks

(C)  extfactofi mportant proceedmgs in

* the minutes

_ (D) exact WordJng of the proceedmgs ‘

atthemeetmg - ol

An eXécutive hds ‘to attend an: dvlerseas

o (A} ‘Mdke copl Kofthe corrcspondenm i
o ?(B) Make a summary of the! corres— L

pondcnce

3 (C) ' "Give him the relevént files'and ask

him to sxgn for them.

the ﬁles an d ask hxm to sxgn forit.

(ERSTES * o & . Tl

e s i, W . "

f(D) Gwe hlm coaespondencc from -
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36. Traveller’s cheques shouid he Countersigned  37. Your empléyer ig Ou a business trip in

, - _ . - another Caribbean territory -and uz‘ge‘:_xiiy
(A) &5 3001 as they are issued , requires additional money. The BEST Wiy
(B)  before taking them tq the person to send money to her is by

‘ : g I ¥
' - 8ccepling payment of cashin i
them p 7 — (A) . debit transfar -
AQ) - 'in_th.éj, pPresence of the person ) et tr_ansfe_r__ R AT
: accepling payment of cashing © - mtemat{onal bank draft
any . _ D) electronic eoney transfer
(B)  at the hotel before taling them
-to the person acce ting payvment ‘ -
or cashing them Phngp 38, Some firtms offer aprogramme which ajms
' at assisting: new eémployees in becoming
{amiliar with thejr jobs. This Programme
is referred to ag an

' - . (A ‘appraisaj
o R = . (0 (B) induction
B - (C)r ‘deployiment
et o, - (D) recruitthent:
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N | Puitbng ;
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- ['services for the Cerpany :
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Which of the following sequences shouid

be used when plannmg interview appoint-

ments?

L Inform each applicant of the date
~ and time of the interview.

IL. Give the receptionist the names of

' applicants and the time each ig

expected.
0L Plan that each interview lasts at
. least halfan hour,
Iv. Make a note of the exact fime set’
: for each apphcant. '

% t
are_—-Léé is ﬁ:}aﬁd a. basn:f ge. of $8.00
4(?-110111‘%81( d. $9.60per -

l
!

'lmnger reqturedlby thé ‘drg
. smployea is sald {o be

(A} {'retramed TEF N
®) regralied - i v
(C) .reasszgned SR
5(13} redundant LT

i SEE S
R ¥

Wblch of ihe “foﬂomngzsomr :
lemployee use to familiazise i
thq orga.mzatlon‘? Pl
' (A) - Persqnal files:

(B) ' ;:Compagly secretary
ey . Company manual :
oy Contraot of Employrient gE

{

! i

i :

1 3

i s

H i

{ i :
1 ‘i i

Item 44 refers to the diagram below

— MUTUAL TRUST BANE ITD
o 10 High Street
rt-0£ Spain, Trinidad

30 May 2010

Pay: ]
Three hundred dollars

_;ngle_wozic Las Week Clare )

3 ;: 38jo.008ils L |

|

E

|

|

! i g ?
e _]Ob an emi:lployee has %e domg is no

. ;-;;f=_'.‘(A) ' $189.60

1$300 -

032581

44, The above cﬁe‘que is payable to

(A) anyone who presents jt _
(B) . the person who has endorsed it
(C) anyone with an account at the bank 7 i
¢ (D) . theaccount ofthe persgm namedon! . ji i
' thé cheque - ‘e oL

45,5 . To pay ]:us account in. cash, {a customerl

‘tendered: .
54 $2000b1ﬂs
beg v, 10 ' $5.00bills f |
b9 $100bﬂls_
&g F 20 5¢pleces -

¥ 'What sum of Tmney d1d the customer pay?

e D e o MR U
T T . P F
dieeal " : 5 .

(B) | $190.00

l & $191.90: T
L@ wiespe o p A
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NI AT AL s S

- 49,

(A)

.l

: dez?_'o;'sijf aceounts atig Commereial |
S A A i i
. i. .

L

Items 4647 refer o the following document,
=S A0t :

No.og1

—_—

I LINGO BIVD
21/9/201% [f LINGO
In favour of [ Pay to the
’ the order of
B gan I ;
' I

]
|

$150.00 |
|

. |

The|person, Mt |Bruce Hai, to whom the
cheque wras ‘maf qlibﬁt, is 'caﬂfac"[ the -

T 1

payee il
payer [
banker {3}
accepteg |

s bk T wowp S

e cazd is uged i
G gt I R

®)
©

I

|

WHiohlof the S5llo¥ing sobvioss would .

2llybe offiad o Gitsiomeys W

aye fived
! Higher in}éerestfi—ét}e:t an ‘that

!

I

{

! : I i N
P offeredlori sa g}sfak:cngmts_;i i
, ; :

J

AL Withdralvats onl ‘demalnd. ith
41 ;iﬁt@restfeeimed g j
TIL| ¢ | Permission to swrite cheqy

|-, -accounts - .
) Lonly
()] . | 1T only

O landTongy o0 .
(D) {1, Mand I ° E X

ER I BN S
.'c',la.' s

LINGQ BANK LTD

4

Mr Bruce Hajli

47,

the sum of one hundred ang fifty dollars {$150.00
efelundred and fifty dollars

i A WS overdray
B) " i W_as'[h ¢rossed chequsé |

[y

SUAY b Manual |

51

esonthe ; , -

“ e g,

(G Electroﬁfsc_f '
(D} Meehaméai "B

L The Joy High Sco_iol wants-fo bﬁiid-a new:
" themi6st suitable i
. should i.nvi'fé"ﬁngts-to' Send s - Li;
' (A) - tenders tj -

3. (BY | price lis
8y cataloguds

Sept. 21, 2011

Joan Wilpaymor

On 2 October 301 1, Mr Hall attempted to
cashthe dbove cheque at his bank, Savings
Banks Ltd. His request was denied because

c.n i 3 . i
hiis account was orverdraWn
ihe cheqiie is postdated !

(C) - dated =
; he didlp 'tposses:sé any f();rr’n of .

?ideﬁilj‘ﬁf:-ation

' Whichofihe folléwing is the BEST method

fofjofbées’siﬁg'jn%eﬁt&jry'déﬁa?' g

(B} . Physica]!

i
wue ¥

tetial from severdl firmis. In ordér to seléct

‘canteen ard has 1 ceived promiotibnal ma-
izm fortherjob; the school:

1

P
N
e

. () . Statemenl%" X

i C T

ot
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Ttem 52 refers to the table below which shows the information on a stationery stock cazd,

Meaximmum: 50 reams Minimurﬁ: 20 reams i
Date Details Recelved Issued | Balance

] March | B A BT
1 8 March -SdﬂéDepmnn@ﬂ _ | 10 .35
10 March | Typisig Poot Y R 2| 23
10 March | A.S. _B'ounts( & Sons Ltd. 25 b - 48
1 Aprl - Puréhasing Department - § | . 40

12:4pril | TypingPool - - . 0 | . 30

23Apn1 Per{{mmel Departfnﬁ_:qt 7 '110:-'" .20 L. . r
I O O R D SR R . i M

VTG DRSPS | 1 I TS LA R - . T
How many reams rinL be o;d;;ér:e_gl on 23 April to restore stock to, maximwm?,

B » o ;
) | 4
L oeg i e?ﬂi 1 j{

PYR-,

! f R

; N ~'A lx 2 )
" Item | 53 reférs416%.’@h;é;;afcﬂio§mng gtock - 54, .4 Ths? fact@ry ofﬁce ig responsﬂjle for _
_infohhauon Fot R e 51’ sfs A B s '-,-'-"plamnincr a.nd ergéﬂmng the ¢ L

[
!
gy L . i
é i {
T 11 g IR
I

Monih ! %".?_I_{eidéipts- 'Is_ﬁ.tes: = - i-»-(A) costs ofproductmn
: RS bioo ' C(B) . markeﬁngofgoods

Jan: |t 0 b "1-3 @$35I S B 52 (0) prodUoﬁopprocesses . '
_“Feb {.- ..--1. 15 @$3G {ried b _ s (D).~ contragts)of employmen‘t of the
S Mayl oL ) !«_.'_%',2,9'& . I 11 TR worker& ' T

-tha‘i is the closmgstockatthe eniofMay, i Ly i ol :

usmgtheLIFOmethod? RTEE T P _ Tt

l
{
i

* ; _$35d' S A L S
TSN O S I (RTE Do

B . Tl S o P 00 i PR
)

© .0 .. ; ] :
®) | ,$390=_, ; :
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56

- 57,

"~ onlyreceived g lattér of aciﬁnowl =dg?me nt.

et o

The duties of a clerk in the transport office 58.

- include
L 'namtammcr a database of couriers
II. acceptmg orders from cusiomers
ot providing customers with

information about the aellvery
of their orders -

(AY 0 Tand T only

(B) I and 1T only

«© Hand Tl only = - Y
D) L I¥ and 1 59. '

An unsolicited letter of anphcaﬁon may be
writien when

, R :
(A) = J(IBb is advert:éa,e';d 1o the news;;aper ;
B) a cbmpany adveftses for a vacancy
) a qompany’s !apphcatlon form is
njade avmlab e b
) an appllcatloh is senit %enquiﬁng
~ dbouta Vacabdy I -

|
L

1t is mow three: rx:lton'; ": since ’yoq hé.ve
applied for 2 job at a.ar efum and youhave

. F

‘Whataction should yoliidow takel injan
effortto _ob“uam the Job‘f 1

ﬁe;

(A) Write auother lltter of apphCatl 011,
(B)  Telgphone o ﬁ‘lcnd Who Wo:ks
withthe fiom.| . <01 1 -
{C) . Vlstthe c@mpcmy and ask‘iowés
‘ ﬁ‘.t huresous:ce maﬂager S
D) Wnte a letter to folloerp the . -

; phcatmn. R T

D OF TEST

A person who was dis mzssed from a

previous job is ‘ihmcr out &n apphcatmn'

form for another job. He is requred to
state the reason for leavmg the [ast place
of employment. Itis bestto

(A) ignore the questicgn

(B) answer ‘not applicable’
{C give the correct reason.’
(D)  make a reascnable excuse

Which of the following should be done ifno
mention is made of promotion opportunities
when you are being interviewed for a job
and you are. interested in having such
information?

(A)  Ask about it in a follow-up letter
. after the interview.,

(B).. Visit the ofﬁcé and question the
.+ employees..

(CY ~ Assume thaf promotmn will be
; automatic, !

(D) : Ask about it before the close of the

- mtemew

Whlch of the followmg is NOT a reqmrew
me‘nt of a Ietter of apphcatlon‘?

ROy : It Should be typpd :
.(B) The grammar; used should be

-

correct.

(Ol : Itshouldrequest{ anoppommlty_fpr

: dninterview.

@)i " Itishould indicate the ﬁq;siﬁdn_‘"fpr

i which the person is applying.- :

i

YF YOU FINISH BEFORE TIMEIS CALLED, CHECK YOUR WORK ON|THIS TEST.




