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L.

Wiuch of lhc Foilowmg wo:lun;, condtuons is
MOST likely 10 exist in a Lug,c compuny?

(A)  Tew opportunides for promotion
(B8)  Very ciose sypervision | - :
(C)  Direet contact with management
(D) igh degree of specialization

¥

- An office may BEST b¢ (icéarib‘cd as a p]ucc

(A)  where pco;)lc woxk in ordcr lo deliver
goods and scrvices

(B) for processing information Lo aliow for
cfficicnt management of 4 business -

(C)  for receiving and storing information

(0} for planning, dirceting and contiolling
the operations of a business

[T 100 copies of & one-page lechinical repott
were needed in the next two days, which ol the
following sets ofcquspmcm would it be BEST
o use? -

(A) Spirit master and spitil duplicator
(B) Original and phSlocopict

(C) Metal plaies and offset litho

(D)  Electronic siencil and ink duplicalor

i

Assume that you are ancw b;hploycc inalarge

firm. While you are awaiting instructions [rom

your supervisor, another cm ploycd asks you ko

help her withher work. You should (el herthat

(A)  you arc a new employce z‘md'unfzimiliar
with her work :

(B) sheshouldtry to comp[ctc bier work’ cven

" I she has lo work late [

(C) youarc w1lhng lo aqslsi wuh yuur supcr—

visor's pcmuss;on 1 4

(Dj you have al:cady bccn &wn,n the wonm'

that you are supposc.d 10 do

00090L/F95 L

.. A memorandum is used for

send a mcssagc?.

: _(A) ' Telex -
(B) . Teleplione
» (C)  Computer -
oy Phbtocopier

' L)
At o1;_,,1nmauun cxperiences dc[ \ys in prepar-
ing price-lists and brochures (o send lo
customers. - Which ol the lollowing machines
could be used 1o speed up the operation?

L Anaddressograph

I A collating machine
UL - A franking macline
IV. A printing calculator

(A LI 'md HI onty
By 1,11 .md v Onky
(© LUland 1V only
(D Liland1lv only

The MAIN ﬂd\'imlﬂgc of communicalion by
lelex rather than by (elephone is (hal the mess-
ape by lelex is

(A) moll.;: detatled

(B} in written form

(O less expensive

(D} morc up 1o dale .

. (A) “informal communication with business

- . agsociates in other fimus .

(B) short notes to persanial fricnds

(C) conlinmation of business maliers that do-
" not require & formal letter w

D) . conuniunicafion within a firm

- W}nchofﬂic i"oliowmg floms ofcqmpmcnnnus{

be used along with the fax machine in order 1o

1
i

GO ON TC TIIE NEXT PAGE
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WF EOIE (A) ~ Ijizid graph

- used whe o company In i

PABX [clephione
swilchboard? e

.

I All calls belween workers on duty must
10 through the operator. .
“;'H, - The operator must placc al[ outg,omg
" -calls: ‘
HI.  Apcisonwithinthe finn cfmdsdl direct [0
~, any extension, '
IV, A person within lhc ﬁnn cin m.lkc i oul-
‘e . going call without using the operator.

(A) TandII only

(B) TandiVonly

(C) Ifand IIonly
. (D) Iand IV ouly

10.  Which of the following features of commui-
T+ Cleation can be achicved through the use of the
tclephone? ¢ BD e E wt,
- 1 Coded communication )
I Immediate verbal contact .. -
Il Conlinuous communication
IV,  Immediale feedback

< (A) . Tand M only ., A
.. (B) HandIonty, -7 uwy e
L (C) I, WandVonly '
C LD LU IHad TV

; 1 ‘E . 'What lype ofgmph is MOS T SUl{dblc for com-
" paring the guanlity of prcmuuns soid by uncu :

msumncc agems?

J(B) " Pic chart ? L
Q) B'irgmph P s TP
(D) Misiogram oo oo,

000901/ 95,
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Wh]:,h of [hc rollowmg proccdurc.s mu*;t be

o
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14,

I

Mr. Lee of the Sales Department asked the
telephotistto transfer a call from a cuslomer to
Mr. Field of the Accounts Department. 17 the
call isdisconnecied while itis being putthrough
to the Accounts Department, whal should the
telephonist do? '

T (A Tclcbhonc M, Lé:c, explain what happ-

: ened and 6ffer an apology.
(B) Telephone Mr. Ficld, explain whal 11'1pp~
ened and offer an apology.

() Leave the line open s0 that the customer

will be able 1o call again,.
(D) Ask Mr. Lee lor the customer's number,
call, apologise and conncet to Mr. Ficld,

The mail clerk noticed that on a cheque re-
ceived the amount in {igurces differed from the
amount in words. Whal ac.uon should Lhe mail
clerk Ldkc 7

(A) ' Rui.u:'n the cﬁc&;ﬁc to the payee.

*(B)  Ask the bank to cerlify the cheque.

(©)  Correctihie ciroron the cheque and initial
~ the correction on behall of the pajee.
(D) Send the cheque Lo the accounts depart-
~ment advising them of the ecror.

'W!m.h of mc Iollowmg measures would offer
-maximum sccur xty ila chcquc i5 10 be mailed?

L -'Crosscd chcqt_ic i ) s
L. ~Express defivery .7+
. UL Registered post "

IV: Lincn cnvelope

©(A) . 1and 11 only

(B) © IH and IV only '

(O _I, 11 and Hipnly - i _
- (D) - 1, Il and 1V only R ¥

TO THE NEXT PAGE
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15.

16.

17.

'
o

Which of the following procédures should be
used Lo find a telephone humbet in the yellow
papes for Thompson Eleclrical Scrvices?
1 ' ‘\ '
Lo Look for the section Leaded Services,
. Leok for the section headed Tlect g,
HI. Look for Thompson Electicad Services.

(A} Ulonly
(BY Tand Hlonly '

(@ Hand Ul only

(D) I, 1 and il

A cheque which has been sent o your [ is
made payabte (o another firm. What action
should be tuken?

I, TForward the cheque to'the fime to which
it is made payable.”
[T, Change the name of the chegue, indliad it
and notily the sender,
HL Make a nole of the erros in the Remil-
Limees Book,
V.  Relum the ehieque o the sender.

(A) Tand 1) only
(D) Ilonly

(C) Il and Ul only
() Il and I'V oniy

Which of the lollowing characterises is the
MOST importanl when (,hoo:,u);:, i I[hnfg
system? o 3

(A} [Easy lo operale .

(3} Capable of expansion

(Cy  Avi Ul.lblll[y of ﬁlmg cqmpmcm amd
supplics -

(D)  Suilability for the nntun, of Lhc business

(341091 AR FITRES

: o &

18.

14,

20,

A cross relerence sheet is prepared when

(A)  two picees of conespondence ae Lo b
put in the same file

(1) oue picee of conespondence can be pus
on two or more fikes

() vomrespondence Is (o be scen by mone
than onbe person

() he corcespondence in o lile s no longe
recjuired

The mest widely used type of Dle is the

(A lat {ile

(1) verlical lile

(Cy pigeon-hole lile
(D)  box lile

7 clothing manulacturer wisies to keep ached!
t: 1 the quantity of orders, for the vatious style-
of clothing, which the company is selling 1

retail vutlets in different parts of the counny
The (iling systerm MGST uselul is

(A)  numeric and alphabetic

(13)  numeric and geographic

(C)  alphabelic, geograplicand clionolopic:
(DY alphabetie, geopruphic and numeric

Fliing dirougl the use of nricrolilin is valu.
for the storape of

{A) p'usq'pori size photographs of si:

. members
(B 111[0rm'1110nwhu,hmustbckcptform
years |
{C) - ollictalrecords whichare frequentdy us:
(D) cuslomers accounts from whicl state-
menis are (o be made

]

GO ON TO THE NEXT PAGL



- 23,

s ,-'.’1 hc Ilmd O[ﬁcc of a C !nbbcm compmy use:
- Lconmphlcal filing sysicm, In which ordcr
- should indesx cards for Lhc fol]owmg, be ﬁlcd” |

"L z\nmonyJathon QuccnSLr 1,Bndgc-

- towm, B‘ubddot. e

'II.  Brown Brmhcm le Broad SchcL.

Rocc*&u Dominica
III.  Carllon Associales, Grenville Strect,
~ DBassclerre, St Kitts -+ - Y
IV.. Smith and Co. Lud., T
John's, Antigua

(A LI LIV
®) I, 10 1V,
(© ULILLIV

(D) IV, LI,

The Caribbean Pen Ivhlkcrq Comp.'my shou.d_
-be indexcd on filcas -

E (A)‘r Cariblxan Pen Makcrs —Combz‘my (Thc.)

25.

(B) The Caribbean Pen Makers Company -

(C) Pen Makers Caribbean Company (The)

(D) Company, The Caribbean Pen Makers

“Which of i following is used 10 tecord in-
A _I"Onmnon dbou{vmtom io a I‘mn? S B,

(A) A tickier fle -

- (B) - A schedule of,activitic‘g ':-‘-:.- o
© (C) A reception register - i

(D) A business card’

© A reeeplionist may BEST be dusg:;il)cd as ifan

*.(A)  personal sceretary <. o L B

“ac) T {B) - olfice hostessfliost "uis i |
SO recordsclerk . _“-._",.- §

(D), recciving clerk . -t 0

© Q00901/F 95

High Street, St.°

27.

28.

" The receptionist has been told that Mr. Bell, the
- Sales Mandger, will be out of the office for the
. day. What aclion should the receplionist take to

deatwilh persons catlin 2 to speak io Mr, Bellon

that ddy 7/ S

{A) S'ly Lh.xt Mr Bellis outofofﬁcc 'uuloffcr
Lo take a message for him.

(B) Explain that Mr. Belf will be out of office

" [for the day and ask them lo call on him
the following day. .

(C)  Pul the calls thiough to Mr, Bell's ex-
tension and expect that someone in the
siles department will answer.

(D)  Advisc that Mr. Bell is oulof office and

v, ask il anyone elsc can help.

The purpoec of k{:cpmg a reception register in

any org'uus‘mon is 1o delermine the

) .(A') nusber of pcoplc who visttthe o gmrsa-

. lion

(B) “number of fir s wlm,ll do busmcqs with

I orgamsaf_ion % :
(C) names of persons who achmI functions
of the organisation
(Dy names of persons who visit the organisa- |
tion . -

' An ad hoc comma[icc is LEST described as a
; .comuuuce wluch ' -

(A) mccts f:om {ime Lo lime .

- (B) issclup o carry out one pamc,u!arpiccc

ol work

() Supcrvm,s the work of olhcr commillees

(D) ‘conducts meelings when thcrc will notbe
" a quorun

GO ON TO THE NEXT PAGE
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You havebeenelecied seeretary of yout school's
thiill ;;[)cicly. Whicliol the following gives the
cotectorder for conducting the business ol the
mecting?

Lo Matlers Aqising

[l New Buslness
HE Appioval of the Minutey
IV,  Any Other Business

(hy O LEL IO LY
By UL LY
)y UL Ty
) HLLIV, I

which ol the Tollowing actions MUST the
secresary lake when preparing the agenda fora
meeting?

1. Counsult with persons who atlended the
last mecting.

11, Conswitwiththe Chainan ol themeeting,

15, Relerto the agenda of the lasl mecting,

1V, Beferlo the minules ol the fashmecling,

(AY  Iand 1V only .
(Y L, I and IV only
(Cy 10 I and 1V only
(M LI HEand 1V

10 the number of persons required - forn
quorur is NOT present, the imeeling smust be

(A) adjourncd

{i1) postponcd ,

() cobducted a8 4 sub-commitic

(D) conducted as an exta-ordinary meeting

32

3.

35.

Two stalCmembers and a consultant were in-
viled W a management commilice meeting (o
discuss a puticulin item on the agenda Who
shiould receive copies of the minntes of his
mecting? '

I, Members of the management comuitiee
who ware present

11 Members of the manapement conmmitlee
who were abscit

"L The two stall members

1V, The consultant

{A) lonly

1y Fand ITonly

(Cy Ioiland I only

{12y L1 N and 1Y

17 all ruembers al aomeeting voted in Livour of
amo! on, the motion 1§ said o have

(A) been catied unaninmously
(BY  the mujority vote

(Y been voled Tor enbloc
{11 been cartied nem. con,

which of the following is used by West Indian
businessien who lravel between various
Enplishi-speaking Caribbean countries?

(AY  Passporl :
(3)  National identification caul

() Small-pox immunisation ceutificate
() Visa

An cxecutive who is planning (o visit various
Caribbean territodes on a sales promotion
campaign, has been given perinission 1o
purchasc forcign currency. The BEST mcthod
of laking his money out of the counlry is by
using

(A) moncy orders

(B) currency of each territory
(C)y  aslagle bank dralt

(D) travellers’ cheques

AN TO THE NEXT PAGE
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. You have been asked 1o 0011"(,1 1r1fommuon to

be used-o brep.alc an itinerary for a group_ol"
pergons who will be arriving for a conference,
which your company is hosting. W Which of lhe

L FoIiowm.g itcmyg ofmfommuon mus(you iry Lo
Dbtam? . .

- B L I-Io‘c't' (which the visitors will bﬁSl;L)fil};, -
CH. Visiors” flight numbers, drm'di and

departure Lintes B
[I1. Schedule of aclivitics for the confcn:n(,c

~IV. List of documents pacifc,d

(A 1 only

37.

L
(1) Hand HEooly

(D)

(B) Ilonly
(C) Iand lonly
(b L iawd il

The [irst document @ personnel officer shouid

picparc relating o a new stafl meniber isa.

(A)  meril raling shedl
(B) record card

(C) progress reporl
(D) job description

- Which ol the fc)]io'wing, duticﬁ wou[.d'bc, carricd

out by a clerk, who works in the pcuonncl

dcparlnu,m ohnor;,emlsd{mn? o e )

> Récruiting néw <;L;1If e
I,  Drawingup LOHLE"ILLS of ém ployment

"III. Receiving ar ticles: for the” company s

1!‘1.1!’&/11‘0

1V.  Recording uuo:m.thon on slaﬂ“ rcconl' o

C'mif;
H and Il only

(C) Iand IVonly
I, 1L and IV only

omweuFbs-

-1

39.

4¢.

A1,

(3) Tuke®

presented fof payment?

_:(D) Onc yc.xr '

Which of the [ollowing records would show an
cinployee’s dutles, grade and salary?

I. The em ;"}onl_ncm contract
I, The job specification
1li.. Thc compdny manual

{A) I and IT oniy '
(B) Tand HI only
(C) HandIMonly
) L 1 and 111

-There is a growing fecling among ‘stadT, that

concemns over their general wellare are being
over-Jjooked by management. Whatisthe FIRST
action whiclt should be taken by qu[' g im-
prove e 2 {(umolﬂ

{A) thuc‘;t 0 mccnug with Lhc pcrsmmc,l

officer.
ld\.!.:i[l:l[ aclior, .
() DBring ilie matier o the Ailvn[mn of the

~ . Trage Union.
(I chucqt a mcctmg wuh the llcad ol te

; ormuu ulll()[l

Within whiat period of i me should 4 chicque be ;

) ' Fouﬂccri'd_ay'_sm A
(B) Fourwecks o
(C) " Six month e

¥

. ‘thn is a shuuncnt of du.r.)um scIil lD &

cuslomcx’? 2

(A) Aflcr cuch credit transaction . |

() Al the end of the financial year

() Atlixed iniuva!q usuatly mouthly

(D)~ Whencver pdymcm is made on the
.1C(,0u111 K :

Gd ON TO THE NEXT PAGE




43 Anopen cheque siay be deseribed as one

(AY inwhich the sum 10 be pasd 15 fefi hlank

(I} inwhichibe date of the cheque is omitted

() whideh nwist Do endorged aned deppnited
inlo a Lunk aceount

(0 which con be endorsed and canhed gver
the counter

44, Which ol the folleveing benelits we cijoyed by
customwers who bave a cutent accovst b o
bhank'!

I They camn hipgh rates of interess
L They can make payments by cheques,
UL They weccive a slatement ol aceoun al
specilicd periods,

(A) Hlonly

() fand i only
()Y Iand it only
(O 11w 11

45, Which of the {ollowing is the BEST device Lo
une when lotalling scveral long columuns o! 1ip
ures, which are o be checked Tor disciepancics/
eriors?

(A)  Caleulator

(B  Cash register . .

(€Y Ready reckoner -
1y Add lisier

A0, What steps should a businessiman take i his
cash book and bank statement show o diffor-
cnce of $20.007 ’

(A)  Reconcile his bank statement with his
‘ cash book. _ o

(B)  Repard the $20.00 as interest on his
curront account. '

(€)  Inform the bank that an ciror has been
made in hig account. S

(D) Write a cheque Tor $20.00 (o badance his
stalement with the bank.”

000901/ 95
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18,

A48

Item 47 refers to the following Lable.

[days

Hours ¢

wl T w e ‘ s |
I T -
"

I
8 8 I()i 8 8 1

The above table gives the number ol houwrs an
cmployee worked in one week, What is the
gross pay il the tte of pay is $10.00 an how
for an 8-hour day, Monday 1o Uriday, and
time and a-ball for overtime and Satarday?

(A) H480.00
(3)  $520.00
(Cy  $560.00
(1) $720.00

The o fcarriage paid' means that e

(A)  candage must be paid by the purchase:
betfore the goods can be despatchied

0y price quoted does not include overseas
transpot

(U earrfape must be paid belore the goods
are delivered

(1D} price guoled ioncludes delivery to the
customer’s door

Which ol the following documents MUST be
preseuted te the customs depactment 1o oblain
goods which have been impoited?

I invoices

1L Delivery notes

I Bills of Inding
(A) 1l only

() landilonty
{(C) land Il onty
() <1 I and 1

N TO THE NEXT PAGE



50: T hc mfmmanou shown bclow 1ppcars ona -
o smuoncry slock cetrd -

| | Maximum: . 50 ccams - Minimum: 20 reams
i L : ' i :
f T DATE ] . DETAILS ECEIVED I[SSUED BALANCE
| oness R | . 45
'} / B 08.03.95 Sules Dcpaercnt : : 10 R
;’ - 100395 |- ,ypmg PooI o S 2 %
[ 100395 | AsS. BOLmy&Sons Lid. s | S IR
f (01.04.95 Pumlmsmg DLde'[II'iCIIl . - =, 8 .40
12.04.95 TypingPool . - . T oo 19 | a0
t . % -. L] E . ,- o i a 5 '_ 2 . - . .. R
% 23.04.95 Personnel Departmént ' - s B . -10 " 20
f ™ How many mms must be ordcrcd on 23rd - h Lo o
‘ : _Ame lo rcstore siock o maxamum‘? ' - T
(R W w0 p
g . f By .)U.', . sy ) . .
: (O 45 ST - '
il Wy, $0. ' ' - ‘ : -
! .
i 51 Which of the following sets of informiation is - 53.  The document_which lists the items which 4
- NOT required when prcpxrmg pu:chmng cmiomcrmshusmbuy from aqupphcn'sc,.dlcd
mqmsmom"’ T T |
‘ : e -2 A (A 'tncndcr vE L A
(A) * Dae, reference, quaitity - cn 0 - (B}‘-anuwolr,c -
(B) Description, departmetit; su,nalmc PRI © arcquwmcu s
(C) Transport, tax, arfival time * -'-:.‘ 3 DY "a credit noie © ¢

(D) Sender, catalogue numbcr supphnr

o : 54.  An invoice daied 6 May was billcd for $500
52. K’lnch 0[ the folloy vmg (ICP.II'IJHCI)LS should aud allowed a Lrade discount of 2 5 %. The
prepare 1 quolation in response 1o an eriquiry? - terms were 2710, N/30. ITthe customer pays the.
, ' % bill on Mdy 19, the dmoumpaydblt, is -
{A) Turchasing . ie :
(B)  Accounts B (A) $487.50 -

(C)y  Advestising PR A S (B)  $480.25
-~ (D) Sales L A (C) '$47775

(D) $470.75

- gr ~ tHE NEXT PAGE
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G /\5;ugu:m!;:1!(!_:iis;;:innr!i[uzmin[roduccndc'Iivcry
service for customess, Which of the following
teceds witl be prepaed and given o e driver?

Lo Destination sheels
oo Belivery notey
L Hitls of lding
IV, Bonte ondg

(A Tand Honly

(B)  Tand HI only
() Land IV only
(O} I and 1V only

50, Which cf the following scquesices pives the
correet arder in which the duties of a dispatch
clerk should be pelanmed?

l. Prepure
.o Trank
I Cheek
iV, lecord
V. Lol

(A) LU,V IV and 1)
(1) MLV, Haod 1y
() U Y IV T aned 1
(L v L HEand V

57, Which of the following leims of sale would
BESTinflucnce welaiters o buy some atticles in
Luge quantitics?

(Ay 2% Cash discount -7 | -

(B) 2% Trade d iscount

() Cashoon delivery

(D) 2% discounton sule prices  «
\ -

CIF YOU FIMNISH BEFORE TI'°E IS CALLED, CIECK 1 WORK ON THIS TEST.

00090/ 95

Heny 58 refers 1o the cost card below,

53 From the infonmation piven above. the ‘Unit
Price” will Lo

(A) 8§ Bo.2n
(1) $172.50
() RI83./H
(1) 258775

590 Wi ch onder shoutd be used when waiting o
fetier of application?
Lo Qualilications
. Listof celerences
HI Regquest lor aninleiview
IV,  Inleiest in the position

A IV, IE and LI
() CIIL I IV and |
(Y LIV, U and [}
() 1L I T and 1V

60. -Which of ihe following should you prepare
belore going Lo a job inlérview?

L Alist of details you would like 1o know
about the posilion ‘

1. Alist ol questions you may be asked and
the responses you should give

L Afle withthe originals of all centificates

IV, A personal record card '

(A "land 11 only

Iy ITand IV only
(Cy 1,11 and HI only
(Dy 1,0 and 1V only

A U
UNIT COSTS FOR DOORS . !
S ol e g S
Muaterial Cost 1500
Laabour Cost 15 hours - $1.50 per hour |
Overtiead Cost [y hows $5.00 per ooy !
Totat Cost L
e OO
Profit 504, }
| UnitPrice |



