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Section A
Answer all questions in this section — 45 marks.

1 State three ways other than e-mail, by which an office can receive
communications by technological means.

(3 marks)
2 Identify three ways to ensure that an emergency exit door is effective

(3 marks)
3 State three job titles for secretarial staff.

(3 marks)
4 List three pre-printed headings on a memo.

(3 marks)
5 Apart from the message, state three essential pieces of information that should

be left by the caller on a telephone answering machine.

(3 marks)
6 List three checks that should be made before opening incoming mail.

(3 marks)
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7 Identify three documents which may be issued by a supplier after goods have
been delivered.

(3 marks)
8 Name three headings on a stock card which controls the purchasing of stock.
(3 marks)
9 Identify three procedures to be followed when paying out money from petty
cash.
(3 marks)
10 Put these three names in the correct alphabetical order:
Jonnie Banda, J Banda, Jonathan Banda.
(3 marks)
11 List four disadvantages of using a lateral filing system.
(4 marks)
12 Give two pieces of information to be completed on a cross reference card.
(2 marks)
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13 Identify three items of information that may be printed on an envelope by a
franking machine.

(3 marks)
14 Give three ways to ensure the safe storage of computer disks.

(3 marks)
15 Identify three items of computer hardware.

(3 marks)

(Total 45 marks)
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Section B
Scenario

You work in the administration department. Your manager, Miss Wendy Lee, is out of the office
until later today and has left you the following three tasks to complete today.

1 Using the e-mail format below, prepare an internal e-mail to send to the sales manager,
Mr Hughes, with a copy to Miss Lee, asking him to ensure that members of his
department return borrowed files on time. Include a reason why failure to do this can
cause inconvenience to others.

(6 marks)

NEIEY

File Edit View Actions Tools Window Help

“ il send 3¢ Cancel %Address @ | Yo | s Ex) | FFF b U =z | [¥] spell Check | & | |

f=il | Send Options |

Fom ] oo |

Ta: |

Subject: I
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2 Using the notes below, complete the hazard report form on the opposite page for the
administration manager to sign today.
(9 marks)

Please complete a hazard report form about the canteen stairs for me to

Sign af Soon af | retura.

The caretaker says the hand rail is unstable and the carpet Is worn on

several steps with fome holes now appearing. He has placed warning cones

at both ewds.

0ffice staff & canteen personnel have alfo complained.

There Is 2 high risk of an accident, So | want immediate action and the

report by tomorrow at the very latest.

Wendy
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Health & Safety at work

Notification of Hazard

To Health and Safety Officer

From

Date

Location of hazard

Brief description of hazard

Reported by

Risk Assessment

Action already taken (if appropriate)

Action required (please tick appropriate box)
L1 Immediately 1  Within 2 working days

1 Within 7 working days 1  Assoon as convenient

Action taken to be reported to

By

Signed
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Complete the petty cash account below for last month to include the following purchases.
Continue the sequence of voucher numbers and total the payment and analysis columns.

15" Postage £2.60
15™  Window cleaning £10.00
21 Envelopes £3.50
26"  Bus fare £1.35
28"  Biscuits £0.80
(10 marks)
Receipts | Date Details Voucher Total Postage / Travel Sundries
(year) No. Payment | Stationery
£ £ £ £ £
28.32 15" Balance b/f
71.68 1= Cash received
3 | Stamps 18 3.10 3.10
10™ | Milk 19 5.20 5.20
12™ | Taxi 20 6.00 6.00

End of examination
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