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SECTION I

Answer ALL questions in this section.

State TWO functions which an administrative clerk would be expected to perform in the
office.
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(b) The diagram below shows three different sizes of paper used in a modern office. Identify
TWOQ documents that EACH paper size is used to create.

Ad

Paper Size Documents
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(¢)  A2Z Stationery advertised their new laptops in the local newspaper. However, this did
not result in an increase in purchases by high school students.

AT A ST

(i)  Suggest THREE reasons why more students did not buy laptops although they
were advertised in the newspaper.

c)
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(1iy  Suggest ONE incentive the company could offer to customers who purchase
laptops.
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2. (a) (i)  Describe the function of the ‘routing slip’ when processing mail.
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(iiy  The mailroom clerk received an envelope containing a cheque for $3 800. Outline
the procedure for handling this mail.
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(b) Identify THREE barriers to written communication.

......................................................................... D R
...................................................... B R R
-

........ o b b e BB R B E EEEE EE B I B S S o R 0
W e A NN RN NN R RN EETTI T RN PP PP P EFR I PP TP R PP PR FORET FEEENEIEART IREAIEIR PR R ST C IO WAT AT s wwhws
,,,,,,,,, e o B e b bl o B A o BB BB R B E B R R S B BB B A

SR R R R B B B R S S EEE REmEEmEN REE R

GO ON TO THE NEXT PAGE
01237020/ JCSEC 2023

L AR _



s fs _l

(c) Premium Foods, St Georges, has decided to recruit an additional purchasing clerk.
Assume you are the clerk in the human resource department. Prepare an advertisement
for the post of purchasing clerk using the following notes.

Position:

Qualifications:

Duties: 1.

Attnibutes: 1.

The successful applicant should possess five CSEC passes including English A and
Office Administration.

The applicant should have worked in a similar post for at least 24 months.
Applications should be submitted before 26 April 2023,

Include TWOQ duties that would be performed by the purchasing clerk.

Include TWO attributes that the purchasing clerk should possess.

ADVERTISEMENT FOR THE POST OF PURCHASING CLERK

Purchasing clerk
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(8 marks)

Total 15 marks
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X The human resource office has scheduled a series of interviews to recruit new employees.

(a) State THREE reasons why a company would conduct interviews with prospective
employees.
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(3 marks)
(b} Suggest TWO desirable behaviours an applicant should display during an interview.
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Stipulation

Example of Violation

The right of access
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Secrecy provisions
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SECTIONII

Answer ALL questions in this section,

4. (a) State TWO reasons why, after applying for a post, the successful applicant would be
provided with a job description.
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(b) The human resource department has realized that there has been an increase in the labour
turmover rate in the last six months.

(i}  Define the term ‘turnover rate’.
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(2 marks)

(i)  Identify TWO extermal factors that might contribute to a high tumover rate in a
company.
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.

The workers at a construction company are paid weekly. Assume that you are the accounts
clerk. Use the following information to complete the payroll register below.

L

L]

The regular work week is 40 hours, with a basic wage of $600.
Overtime is paid at 8 an hour.
PAYE of 10% of the gross wage is paid by each employee.
Each employee contributes $5 per week to the union.

PAYROLL REGISTER

Name

Basic
Wage
($)

Hours
Worked

Overtime
Hours

Overtime
Pay (3)

Gross Pay
(%)

Deductions (§)

PAYE

Union
Dues

Net Pay
($)

Al Bloomfield

$600

aaaaaaaaaaaaaa

-----------------

--------------

;;;;;;;;;;;;

5.00

--------------

Jadyn Charles

$600

50

rrrrrrrrrrrrrrrr

--------------

++++++++++++

5.00

||||||||||||||
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8. (a)

(b)
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State THREE reasons why 1t is important for an organization to maintain accurate
financial records.
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State THREE advantages of using the imprest system to maintain the petty cash.
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{c) The petty cash vouchers shown below are outstanding vouchers which must be entered in
the petty cash book.

PETTY CASH VOUCHER
Date: 05 Nov 2022

Youcher no. 14

Description Amount (%)
Cleaning materials 18.40

Total 18.40

Paid to: Janiqua Seales

Authorised by: Wawnat Rayside

PETTY CASH VOUCHER
Voucher no. 16

Date: 12 Nov 2022

Description Amount (%)
Taxi fare 45.50
Bus fare 7.00
Total 52 50

Paid to: Tracia Medford
Authorised by: ‘Fawnak Bayside

—

PETTY CASH VOUCHER
Voucher no. 19 Date: 19 Nov 2022

Description Amount (5)
Stamps 20.00

Total 20,00
Paid to: Davon Thani

Authorised by: Wamwak Ragside

Using the cash book on page 17

. Enter the missing information for the THREE vouchers shown above.

. Restore the imprest on 01 December.
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The customer service clerk of the operations department is one of the first persons to interface
with clients.

State THREE duties which the customer service clerk should undertake to ensure
customers remain satisfied.
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State THREE functions of the operations office.
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(c) Chem Pro manufactures industrial chemicals. The operations department of Chem Pro
observed that employees were not adhering to the safety and operational guidelines in the
handbook.

Assume that you are a clerk in the operations department. Suggest THREE procedures
that should be followed in EACH of the following situations.

(i)  Staff is discarding empty bottles and cans in the waste paper bins in the office.

--------------------------------------------------------------------------------------------------------------------------------

(3 marks)
(i)  The staff in the general office were affecied by the fumes coming from the factory
and experienced challenges with their breathing.
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