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Which of the following documents gives in-
formation on the lines of authority ina com-

pany?

(A) Qrganisationchart
(B} Director's report
(C) List of directors
D) Job description

[n the business of a sole trader the decision
of what to purchase is usualiy made by the

(A)  stockcontrol clerk

(B) purchasing manager
(C) proprietor
(D) cashier

Inan office whers large quantities of printed

materials have to be cut to size, it would be
MOST useful to have access o a

(A)  sharp-edgedknife
(B) farge pair of scissors
() guillotine

(D) letter opener

Your immediate supervisor lias asked yoﬁ ta
getsome informationand bring it to hisoffice
promptly. You have all that i5 required, but
ancther senior executive is now with him.
What is the best course of action for you to
take?

(A Waituntil he is freeuncl takelit in to
him

(B) Slipquietlyinto hiscfficaand try o
attract his attention

(C) Knock on his door and ask him if he
would like to have it now

(D) Cbtain permissicnen his exteqsron
to take in the information

S
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(A} forshort letters

Which of the following are likely to be at a

high level if there are good interpersonal re-
lationships between the supervisor and their

employees?

L "Production -
il. Staff morale B
[11. Staff welfare
Iv. Labour turnover

(A) [and [{ only
(B) [ and {1l only
(G} 1l and [II only
(D)  iland IV only

[n business a memaorandum is used

{(B) in place of posi-cards
(C) forinte rna[commumcanon
() asamemorj a:d

Whichofthe following should be used to ob-
tain postage rates?

(&) Post Office Guide -
(B) Ready Reckoner
(&) ABC ShippingGuide
(B) Franking Machine -
e

Which of the fo[lowmg procpdues is NOT
proper telephane cthuetfe? g

(A) f\nswer tht: telephone as SO0N as it
rings:
B)  Thankthe custorrerforca[lmg

Ris) Allow the, person, who called to end

ihe cor‘versatlon ST
(D) Answer t'lE‘. phone wun a cheery
“hello”.
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1. “The maintenance foreman of an organization
susually has tobe moving around the bwlding
and iz thug seldom in the office. Which of
L the following instruments should he have o
; Fn.éil‘i[.a(c'_o'l fice contact with him?
h o rm g
; '(_A) . E?:t'misiqn'l‘élr:|)l1onc
() Inlercom
(C) A paging device
(D) A ielerest
o gl .\ R,
1. Which ofthe lollowing machines wonld pro
) vide the MOST effective service Forcompa
nies which lrequently requiie inmediate des
patch and receipt €Wy tten mformaiion”
:
(A Telex
(B)  Teisfux
(cCy 0 ""'Jl e
(L) (,m.wp'h._.
12, A customer calied about a letter whiel ad
heen send to the flrm a month ago Haowounr,
‘he letter could not be found. To wheeh of
the following should the maif ¢iers refag, o)
determine (1L were cecoived?
' . FAEEEA § er]
(A) ¢ Correspondence digest
“(B) Mailregister
(C) - Postage book
(D) Mailing list
1.5 When the mail insiruiction ‘poste regtante 13
' used it indicates that the mail is to be
(A) returned to the sencder if undeliversd
(B) sent by special delivery
(C) collected from the post office
{3) dispatched immediatel
0C095 12003

\ PRX system is used to (acilitate

(A aral communication
((BY written c.ommummtm
() retrievalof documents

(D) storage of documents

14,
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Which of the following are advantagcs’ofla
franking machine”

[, " There 5 no need o keep large quan-
tittes of stamps

t. Less money 15 spent on postage
158 A record is, made of where the mail

is being senl.
v, Stamps do not have to be pasted on
to the envelopes,

(A [and Il only
(B) [ and [V only
(! [{ and [T only
) 1 and 1V oaly

Which of the following items received inthe
mail MUST be recorded in the Remittances
Book?

L A receipt

1 A cheque
11 A maney order
N A bank statement

f=

land [V only

[V and Ll only

11, 1l and [V only
| (i, [f] and TV
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e
@ 0 ‘
o s Al

You have been asked 10 make copies of re-
ports for difterent members of siaff. They
have indicated the dates and tines by whitch
they would like 1o have the copies. Whichof
the following procedures shouid you use i0
ensure that staff members receive their re-

ports on time?

(A) Deal with all work n the orderre-
ceived.

(B) Arrange all work in order of re-
quested priority and work in that

order.
(C) Do shorer and simpler tasks first

(D) Deal with the requests from the sen-

ior officers first.
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of the decimal nuemeric filing system?

(A). 1t allows for removaj of fles for

transfer.
{B) Divisions are posszb]c

(< There is little possibility of over- ,

crowding in the files.
(D) Ithasualimited expansion.

For what purpose should a tickler file be ysed?

 (A) ' Keeping temporary records

(B)  Servingas a reminder
(C) . Storing confidential information
(D) Keeping permanent recards

L

Whea a file has been requisitioned, important
information about the joan of the file shouid
be rec crdcd on a/an

(A)  indexcard
(B) out card .
(<) card indjcator
(D) guide card

In which orde. should the fo !owmg names
be filed? G

% Capt. Richard P. Dundee
1I. The Dundee Cake Co
111, Dundee and Dandee 1td
IV, James Dundee & Sons

(A LILULIV
(B) LULIV,I
(C)y I, IV,
(®) I,V

To find a file in a numerical filing system one

must FIRST refer to the

(A)  visibleindex
{B) index cards

L) strip index

(D) routing slip

i

Which of the following is NOT an advantage

22.
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A job specification gives the

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

B list of qualifications'and skills required
for performingthe job -

) identification of tasks and specific

times required for performing a job
(D)  evaluation of a jobto determine the
svages for its performance

A flle clerk in a new organisation has been .

handed a bundle of documents and asked to
set up the filing system. Which of the fol-

lowing items of supplies are required?

1. Dividers
.  Out cards
i, File jacksts
v, Cross-reference sheets

(A) landIV only

(B8 Hend Il oaly -
(C)y 11, Uland IV only
(DY LI, Uland IV

Mr. Smith, a valued clistomer, visits the of-
fice & day before his'scheduled appoiniment
because he is in the area. What should the
receptionist do?

(A)  Suggest.to Mr Smith that he sees
somicone else.

(B) Teil Mr Smith ih;it the person heisto
see js oul.,

() Remind Mr Srmih polxlciy ofhedate

ol his appointment.

" (D) Find out ifthe person with whom M

Smith has the appointment can see
him.

Which of the following is used to record in-
fermation about visitorsto a firm?

(&)  Aticklerfile .

(B) A schedule of activities
(C) A rzception. register
(D A business card

srmee s s ke b
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An urgent'l'jf required piece of equipment was
delivered to-the:office in a damaged .condi-
tion. Which of the following actions should
the receptionist take?

(A)

Refuse 1o accept it on the grounds
that the item is damuged.

(B}  Make a note of the damage on the
: elivery note, sign i, and inform

“the supervisor of the damage.
(<) Phone the supplier, report the dam-
age, and follow his or her advice.
(D) Signthe delivery aote and at the first

opportunity inform the supervisor
of the damage.

Assume that you are employed as a recep-
tonist and an. exccutive tells you at the be-
ginning of the day that he will be unable to
keep 2 3:00 p.m. appointment with aclient in
Lis office. What action MUST vyou take?

(A)  Write the clieat, apologize and ask.
him to suggest an altemative date,

(B When the clicnt arrives, apologize and

. offer him another appotntment.

(Gl When the client arrives apolegize and
suggest that he might wish to see
someone slse.

(D)  Telephone the client, apologize and

suggest the time for a new appoint-
ment.

“Which of the following acticns should be

taken at a meeting if the same number of
persons who voted for a moton votzd against
the motion?

(A) A mernber wiil submit a closure,

(B) The metion will ‘lie on the table'.

() The meeting will have o be ad-
journed.

(D) The chairman will be allowed a cast-
.ing vote.

A term used to describe a committee which
has been set up to deal with a specific matter

(A) ad hoc
Ay centri
() genery!
(D) administrative

0COS5 1/F 2603
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As secretary of your school club, which of
the following actions should you take AFTER
a meeting?

k. Prepare the minutes of the meeting

justconcluded.

II. ~ Draftihe agenda for the nextimeet-
ing. :

11 Ensure that decisions taken at the
meeting are carried oul.

IV Change any motions made il neces-
sary.

A) Tand Il anly
B) Tand IIT only
) ITand il only
M -HHandIVonly

TN TN T

What FINAL action MUST be taken before
the minutes of a beard mecting can be
declared an accurate record of the matters
discussed at the meeting?

(A) A draft of the minutes must be seen
by the chairman before they are
circulated.

(B) A draft of the minutes must be
circutated to all members for their
comments,

(C) The minutes must be compared with
the chairman's agenda.

(D) The minutes must be confirmed at

the next board meeting.

The term 'matters arising thereen' on an
agenda provides for discussion of topics

(A listed on the agenda

{B) which members want to add
(<) related to the minutes

(D) on correspondence presented
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Minutes of meetings are important because
they provide

(A)  detailedinfonnation on the items listed
on the agendu

(B3 the exact wording of all discussions

(C) a plan for the meeting

(D) a record of all matters discussed

Yhich of the following items of information
could be obtained from an airline schedule?

I The cost of fares for the airline
1 The Aight number of the airline fora
particular route at a specified time
I, Theidentificalion of the aircraft used
' by an airline
T, The times at which the airline flies to

and from different airports

(A) [, 11 and III anly
(B I H and [V only
(<) LIII and TV enly
(D) I 3T, and IV only

You are travelling with TTS1 6350, If this
amount is converted tc EC$1 = TT53.00, it
will be equivalentto

(A)  $495.50
() $500.00
(C)  $500.50
(D) $550.00

In the Caribbean, travellers’ cheques may be
purchased from a/un '

(&) comimercial bank

(B) airline office

(C) trave! agent
(D) holet

FT.
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Which of the following services is NOT pro-
vided lar by the Hunan Resources office?

(A) Health and safety

(B} Education and training

(<) Induction and orientation -,
(B) Production and maintenance 4

Which one of the following statements applies
to contracts of employment?

(A)  Theyare nat binding on employee or
employer.
(B They are binding on employee and
~ employer.
) They are binding on employer only,

(D) They are binding on emaployee only.

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

-

I The employment contract
II. The job specification
I1L. The company manual
(A)  Tand L ooly
(B) Fand I only
() Tand Il caly -
() [, fl and I

Yhich of the following duties would be car-
riec out by aclerk, who works in the Fluman
Resource department of an organisation?

I Recruitment of new staff

1. Drawing up conlracts of employment

il Receivingiarticles for the company’s
magazine

v Recording information on staffrecdrd
cards © . "

(A Tand III only

(8) Hand Il only ,

(C) ., Hand IV only:

(D) I iland IV only

TR
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Which of the: following deductions can be 43,

made from wage$ without obtaining permis-
sion frgm the employee?

L. Company health scheme

11, National insurance ;
If1. Income tax v
V. Unien dues '

T {A) Fand Il oaly

(B) [l and Il only
{C) [, [T and II] only
(D) [IL Il and [V

A customerwho has creditfacilitiesby a firm
should expectto receive a record of payments °

and purchases made each month on afan -
(A)  invoice
(B} © -advice note
(C)  statement of account
(D) reconciliationstatement
Which of the following bank services should
"acompany use to pay specified personal bilis
each month?
; . 47.
I Ask the bank to act as an executor
II. . Usestanding order facilities
I3 Ask-the bank to pay the creditors on
demand °
V. Lodge post-dated cheques for credi-
tors with the bank
(A) Tand !l only
{(B) [T arid Il only
(C)- llTand 1V only
(D) ’ IVandIon!y ' 4y,

Youremployerhas received an urgent request
for $70 from a sales representative who s
out of town, Which of the following means
of payment would allow the salesman to re-
ceive the money quickly?

(A} Money order

(B) Standing order

(C) Postal order

(D) Telegraphic Money order

46,

T pay his account in cash, a custdiner -« ¢
tenders:

Five z $20.00 bills
Three - $10.0Cbills
Ten - $5.00 bills
Nine - 51.00hills
Twenty - 5¢ pieces

What sum of money does the customer pay?

(A)  $189.00
(B)  $190.00
(€)  $191.00

(D) $195.00

In the cash boak, all monies received are in-
dicated as a

(A) credit eﬁtry

(B)  debitentry
<) depositaccount
{D) credit account

A petty cashier whose Imprest is 3100, has
$20 cash in her tin. If she has four petty
cash vouchersfor $15,525,§10and 315, what
is the amountof money NOT accounted for?

(A} %15
(B) 320
(C)  $35
(D) 580

" The term ‘carriage paid’ means that the

(A) . carriermust be paid by the purchaser
before the goods can be despatched

(B) price quoted does not include over-
seas transport

(5) carriermust be paid before the poods
are delivered

(D) price quoted includes delivery to the
customer’s doar

' GOONTOTHENEXTPAGE
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The Joy High Schoo! wants to build a new
canteen. [n orderto select the MOST suit-
able firm for the job, the school should invite
firms to send

{A) price lists
(B) catalogues
Q) staternents

(D) tenders

Which of the following sets of information is
NOT required when preparing purchasing
requisitions?

{A) Date, reference, quantity

() Description, department, signature
(C) Transport, tax, arrival time

(D) Sender, catalogue number, suppliec

Yhat is the carrect action to be taken by a
receptionist who has run low on stationery?

(A Send immediately to suppliers fora
further order.

(B) Ask the Petty Cashier for meney to

. buy stationery.

e Complete arequisition and hand it to
the stock clerk. _

(D) Buy the stationery at her expense and
make aclaim later. '

In a sales transaction the comect sequence
for the flow of documents between the pur-
chaser and the supplier is

('A) order, quatation, tnquiry, invoice
(B) *  inquiry, order, quotation, inveoice
(C) order, inquiry, invoice, quotation
(D) inquiry, guotation, order, invoice

33,
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A sum of money given to a cashier at the
start of a day to make change is called

(A) a deposit

(3) an imprest

(8] a float

(D arefund

Which of the following terms of sale would
BEST influence retailers to buy some arti-
clesin large quantities?

(A) 2% Cash discount
(B) 2% Trade discount
() Cash on delivery

[48)) 2% discount.on sale prices

The function of the factory office s to

(&) assemble goods for despatch

(B} pucchase agd manufacture goods

(X organise the production processes

D) establish [inks with reputable suppli-
ers

A person whe was dismissed {rom o pravi-
ous job, is now requested to give on the appli-
cation Jorm for another job, the reason for
leaving the last place of employment. It i3
best to :

(A) answer ‘ot applicable’

(B ignore lhe question
o) give lhe cormrecdt reason
(D) muke a reascnable excuse




Ltem 57 refers to the following invoice:

- q- Te o
T

b

s 7 No.wﬁ

GARDEN SUPPLIES & PLANT CARE SERVICES
21 Happy Stree:
_ Bushey Park

T

To: Mr. D Lee _ 10th May, 1993
50 New Lane o
Mountain View

Your Crder No: 483

<\

l .Qyt g gEEREpElom Unit Total
o 5 $
! Model G « Lawn Mower 356.00 356.00

I
L

Terms: 25% Discount if paid within 7 days
- 10% within 14 days
N/30 '

[ B.&0O.E j
L ' = S

57, The letters 'E.& O.E." on the invoice indicate that

(A) Mr. Lee should not regard this document as a request for payment
(B) Garden Supplies & Plant Care Services can correct any error made
when preparing the biil
(C)  "Mr Lee can hold Garden Supplies & Plant Care Secvices to tha
terms of sale as shown on the invoice
(D Garden Supplies & Plant Care Services may not have included all

the items that Mr. Les ordered

& COONTOTHENEXTPAGE
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Mpr, Johmson, the supervisor of BLT Hanufacturing Co. Ltd is regponsible for all
gtaff records in the workshop at the factory. For which of the following he is
NCT - responsible? :

i, Costing of the finished product
ii, Preparing duty and holidey roster
iii. Preparing Accident report
iv. Submitting recommendations cn Staff promotion

A, 1 only

B. 1 and il only P

C. ii end iii only ; i
D. All of the above ' )

Which of the following would be the accepted sequence of the paragrephg below
in writing a letter of application:

i. Trequest for an interview
ii, give proof of qualificaticn

1ii., state source, experience and interest in positicn
iv. give references

Ky 4, dw, B4, 113
B. @i, by Add, iw
G, 1ii, 1i, iv,* 1
D, 4w, 111, 11, 1

Marilyn Gordon was told aboul the vacancy of Production Secretary to tbe Managsr
in a large firm. Who should she eddress her letter of application to?

. The Genersl Manager
The Production Manager
The Perscunsl Manager
The Lebour Officer

vw B Tl v e

END CF TEST.



