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READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

15 This examination consists of a speed test (Question 1) and THREE other questions.

2. After completing EACH question, save your work on the available storage device.

At the conclusion of the examination, the invigilator will give you instructions for
submitting the saved files.

3 Question 1 is provided as an insert. The invigilator will allow TEN minutes for Question 1. At
the end of ten minutes, the invigilator will tell you to stop and save your work. This question
will be collected. You will continue working on Questions 2, 3 and 4.

4. Answer ALL questions.

51 Read all instructions carefully before attempting EACH question.

6. The 2 hours and 20 minutes allocated for this paper should be used as follows:
10 minutes —  warm-up on the computer followed by
10 minutes —  speed test (Question 1)
10 minutes —  reading time
1 hour and 50 minutes —  responding to Questions 2, 3 and 4.
7 Report any defect in the machine to the invigilator who will make the appropriate notation and

indicate on your folder any time lost. The invigilator will also record this information on the
Supervisors’ Irregularity Report.

8. Key your candidate number in the upper right-hand corner of each page.

9. You will be penalized for uncorrected errors.

Yy

0. Any accepted method of display consistently used in letters and/or tabular exercises will be
credited unless instructed otherwise.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.

Copyright © 2017 Caribbean Examinations Council
All rights reserved.
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Insert for Question 1
COPY TEST

(a) Type the following in double line spacing. Use ALL equal margins of 1" (2.54 cm), Times New
Roman 12.

(b) Save the completed document as Speed2018.

A Wonderful Caribbean Moment

This is a wonderful Caribbean moment. A wonderful moment along the way of our development.
There have been many such moments over these past decades, but you will all agree that this afternoon is
very special. It is very special because it gives us the opportunity to give thanks to the architects and the
stalwarts who have worked very, very hard over these decades to establish an institution globally recognized
as fine, in every possible way.

We do not take this lightly that Caribbean people have come together with a single purpose and of
single mind to achieve excellence. This is an example of success in the building of an indigenous institution
dedicated to the furtherance of our nationhood and our sovereignty but it reflects also the confidence of
Caribbean people, our commitment and vision for the children as well as the adults of the region.

It reflects the quality of leadership that this institution has had over these decades, not only those
responsible for the functions of the board but also the managers, the executive and all workers who have
made this institution one in which we are all very proud; but we must also make special reference to the
commitment and dedication of our governments.

We have discussed and approved a number of syllabuses. Some of these are in relation to
contemporary discourse, such as the health and nutrition of Caribbean people and we are happy to report
that our children will now be exposed to a syllabus dealing with health and nutrition in order to address this
question of chronic diseases within our communities.

GO ON TO THE NEXT PAGE
01251020/F 2018
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I am pleased as Chairman to indicate that our colleagues are all dedicated to sustaining an
institution that is relevant and dedicated to conversations beyond the classroom. On behalf of the CXC, our
stakeholders, our architects, our workers — past and present we give thanks, we give thanks.

Extract from an address delivered by
Professor Sir Hilary Beckles
Chairman of CXC and Vice Chancellor, The University of the West Indies

Total 10 marks
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Answer ALL questions.

Question 2 (a)

(i)

(iii)

(iv)
™)

Time: 20 minutes

Produce the required document following ALL instructions.

Using A4 or letter size paper, create a suitable letterhead with an appropriate logo, based on the
information provided below.

Dunstan School of Hospitality and Tourism Management
109 Zenia Way, Bridgetown, St. Kitts and Nevis, Telephone: (413) 930-6304

e-mail:dunstanschool.com

Using the letterhead created, type the letter on page 3 in semi-blocked style, with the following
margins: 1.25" (3.175 cm) left and right; 1" (2.54 cm) top and bottom.

Save the letter as invite.

Address an envelope to the recipient, Mrs. Ann-Sue Jamieson, and save as envelope. (A4 or letter
size may be used.)

GO ON TO THE NEXT PAGE
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Question 2 (a) cont’d
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(26 marks)
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Question 2 (b)
Time: 15 minutes
i) Create the programme below following ALL instructions
(i) Use equal left and right margins of 1” (2.54 cm).
(iii)  Type the school name in font style Arial and size 14.
(iv)  Centre ALL information on the cover page.
(v) Save the document as programme.
cenlre
Dunstan School of Hospitality and 0\) Day 1 b ol d
Tourism Management
8:30=845. mu 0. 0. Devotion
8:45-9:45...... Information Session
Orientation Programme
= 10:30'= 110000 vty Break
Ma"gﬁ"’c‘lj(‘tg““m 11:00 - 11:15 v Ice Breaker
11:15 - 12:00... Course Registration
August 24, 2019 |12:00- |: 00 Lunch
1300 20230, ccisensimnssires G;pes—’l‘oT—
Boaq ingFac ifie$
Theme: ‘Fulfilling the Promise’ . .
- I:30- 148 Guestfeserter
ffa ['45- Q: 00 Camp
T Skill Areas: Us: Tour
Food and Beverage Management
Housekeeping Supervision
Event Planning and Management
Spa & Therapeutic
Inser
Ay arshy
& Type
(9 marks)
Total 35 marks
GO ON TO THE NEXT PAGE
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Question 3

@
(i)
(iii)
(iv)
()]
(vi)
(vii)
(viii)
(ix)
(x)

(xi)

Time: 25 minutes

Create a Power Point presentation on A4 or letter size paper, using information given.

Follow ALL instructions given.

Set margins as follows: 1.5"” (3.81 c¢m) left: 1"(2.54 cm) top and bottom.

Insert a suitable design on the slides.

Centre and capitalize ALL slide headings.

Use font Times New Roman, size 43, for the headings of slides 2, 3 and 4.

Type bulleted information with font style Times New Roman size 42.

Insert the date and slide number on slides 2, 3 and 4.

Save as Slides.

Insert a new slide after the title slide which shows the following:

1. Types of interviews
2. Why a job interview
3. Steps to a successful interview

Save slides.

nes New R
ngﬁ- oman

Presenter:

JOB INTERVIEV‘V}
TECHNIQUES ®

Types of Interview

©

Face to face

Telephone

Behavioural

Panel-Committes—
stet

S 3. 15 18 ]

Job Interview

»~ This is the first step

SKi

®

towards being employed

» An avenue to highlight your

N\

Steps to a successful interview @

~ Be prepared
» Beon time
» Be assertive

N

Pt 25, e
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Total 21 marks
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Question 4 (a)

Time: 25 minutes

(i)  Complete the task below following ALL instructions given.
(ii)  Use portrait orientation on A4 or letter size paper.
(iii)  Use the equal margins: 1" (2.54 cm), all around.

(iv)  Save the document as Work.

old
e )

Dunstan School of Hospitality and Tourism Management cedire
Work Experience Time Sheet
—yc | Name of Students:
4 Name of Firm Dept:
_8 No. of Hours gcompleted: ve

mu;
(Minimum number of 4¢hours  J& be completed to be eligible
for graduation)

S,
TIME Hours | Trainee | Verified )bald §
DAYS P

IN OUT | Worked | Signature | by

Monday
Tuesday
Wednesday
Thursday
Friday

RS 7 o=
otal |

\0& GRS/ Evaluation of gtudents Performance:

Signed: Date:
Supervisor (Firm)

Signed: Date:
Work Experience Co-ordinator

(18 marks)

GO ON TO THE NEXT PAGE
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Question 4 (b)
Time: 25 minutes

(i) Create the spreadsheet following ALL instructions given.

(ii) Use equal left and right margins of 1” (2.54 cm) on A4 or letter size paper.
(iii) Use portrait orientation.

(iv) Centre ALL column headings.

) Use formulae to calculate ALL totals where applicable.

(vi) Use formulae to calculate the balance due for each student.

(vii)  Format ALL dollar amounts as currency.

(viii)  Create a column chart with the title “balance due” to show the amount owing by each
student.

(ix) Save the document as Records.

GO ON TO THE NEXT PAGE
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Dunstan School of Hospitality and Tourism Management coPS

Students’ Financial Records Aﬂal ‘ 6}*
)

7 infull
Students Total Ant. Paid Balance ) bald ALL
Names Cost | Admin. [ Tuition Boarding |Due ‘WN\

Fee \ FegA Fee h&d’gs
N
Renicia 5714 300 1500 500
Francis
Xavier Picard | 3912 300 1800 500 g
33
Sharine 8764 300 2500 1000 8 E
Marsh : §
Okeema Pius | 8525 300 4500 500
e o
Vi \%
Vijay 7465 1475 300 1000
Ramlogan k
TOTAL
7

(16 marks)

Total 34 marks

END OF TEST

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