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INSTRUCTIONS:

1. Write your Index Number on the front page and inside the back flap of the Answer

Booklet.
2. Write all your answers in the Answer Booklet provided.

3. Ifyou use extra sheets of paper, be sure to show clearly the question number(s) being
answered and to tie each sheet in your Answer Booklet at the appropriate places.
Ensure that your Index Number is written on the extra sheets.

4. Answer all the questions with a blue or black ballpoint pen or ink pen. Do not use red
ink. You may use a pencil only for drawing.

5. You may use a calculator, provided it is silent, battery-operated and non-programmable.

6. There are three sections in this paper. Section A and B are compulsory. Note the
choices in Section C.

SUMMARY OF QUESTIONS:
SECTION | GUIDELINES MARK TIME
SUGGESTED
A There are twenty multiple-choice questions. 20 36 minutes
All the questions are compulsory.
B There are six short answer questions. 60 108 minutes
All the questions are compulsory.
c There are four essay questions. 20 36 minutes
Answer any two questions.
TOTAL 100 180 minutes




SECTION MULTIPLE-CHOICE QUESTIONS [20 marks]

The twenty multiple-choice questions in this section are all compulsory. Each question is
worth 1 mark.

1. Which of the following equipment is used for collating documents?
A. Shredder
B. Guillotine
C. Binding machine
D. Laminating machine

2, A behavioural sign of excessive stress by a secretary is
A. difficulty in breathing.
B. dizziness and feeling of faintness.
C. fecling of tension in the back or neck.
D. over-reaction to situations at work or at home.

x An important way of protecting data against power failure is to
A. cool start the computer.
B. put passwords on individual files.
&) warm boot the computer frequently.
D. save working documents at regular intervals.

3. Which of the following icons represents ¢lip an?

B3l

C. D. I '

= Unsuthorised acoess of data in computer i called
A hacking.
23 phishing.
<. SEERITING.
i s pPCErETing.

& The domain name of the website www. fijinater.com.au is
A AR
B. fiprwater
L fijiwater com. au
. www, [iwaler.com . au
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1L

The software system that is designed to sccess information in the World Wide Web is called o

A, Website,

B.  Web Address.

C.  WebBrowser.

D.  Web Search Engine.

Which of the following paragruph styles has all the typing lines begin from the left hand
margin?

A.  Hanging
B.  Blocked
C.  Indenied
D.  Semi-blocked

The term used to describe a proposal put forward in a meeting is known as a/an

A. molion.
B. minute.
C. quorum.
D. agenda.

The use of ergonomic furniture reduces

A. accuracy in yping.
B. keyboarding speed.
C. complction of work.
D. back pains and stress.

Which word processing menu will enable the user to view the picture lab?

Al File

B. Home

C. Insert

D. Page Layout

The paragraph style that has the beginning of the sentence tubbed in from the left margin
s called

AL juﬂi f}'.

B. blocked.

C. indented.

D. semi-blocked,
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The second stape involved in writing business letters is

editing and revising.
thinking and planning.
combining the structurc.
capturing idcas on paper.

onw>

The salutation used in a formal business lefter is

AL Dear John.

B. Dear Madam.

C. Yours sincerely.

D. Yours faithfully.

An example of public sector is
A, River Taxis.

B. Fiji Airports Lid.

C.  Wananavu Company.

D.  Joc and Bula Associates.

Getting the best person for the job whether the person is male or female is known as

A. affirmative action.
B. unfair dismissal,
C. harassment.

D.  negligence.

Which visitor to the office falls under those not expected without appointments?

Applicants for jobs

Customers and clients

Customers making complaints

Couners making deliveries and collections

UOow>

It is imponant to create good relationships between stafl members so that everyone

A puards against divulging confidential information.
B. buiids a barnier to the work{low and procedures.
¢, livesinahappy and trouble-free environment,

D, maintains loyvalty towards the organisation.



19.

The communication method that is used within the organisation and can be sent out
of the organisation is called a

A, memorandum.
B. circular.

C. form.

D. letter.

The information that should be placed in the second paragraph of the application letter is

an indication that you arc willing to go for an interview.
why you arc interested in that particular position.

@ description of your qualifications and skills.

where you obtained details of the position,

oo



SECTION B:

QUESTION |

(a)

(b)  State two reasons why it is important to answer the telephonc promptly.
(c)  List two important details that a telephone message pad should have.
(d)  Describe the functions of two electronic message systems used in the office.
(¢)  Differentiate between a swilchboard and an office telephone.
QUESTION 2
) Definc the followug.
() viral memory
(u}  computer virus
by  Describe one storage dovice that s wsed dor backup.
i) Differentiate between firewall and password i relation to access ol data

TELEPHONE OPERATIONS
Define the following terms:

(i) screcning calls

(i)  telephone directory

(60 MARKS)
The six questions in this section are all compulsory. Each question is worth 10 marks.

(10 marks)

(1 mark)

(1 mark)

(2 marks)
(2 marks)
(2 marks)

(2 marks)

(10 marks)

(1 mark)

{} mark)

{2 marks)

(2 marks)



(d)  Refer to the control pancl window below and answer the questions that follow.
Vew by Categery *

Add or remove v aounti
P $et up parentsl controls for any user

a User Accounts and Family Safety

b  Ease of Access
L Windows suggest seftingy
A

Year 12 Office Technology, Munistry of Education. 2016,

(i)  Name the button that should be clicked first in order to scoess the Control

Panel shown above. (1 mark)
(i) List the three steps for changing the password setting, (3 marks)
JESTION (10 marks)
(&) Define the following terms:
(i} casting vole
(1} sd<hoc mecting
(2 marks)

(k)  Given below sire sub headings of the minutes of & mecting.

S i 3 T ; e

*  Date of the next meeting

*  Muombers present
*  Matters Arising from the minutes
¢ Chairman’s report

*  Minutes of the last mecting

*  Other matien




Re-arrange the six sub headings into the comect ordey as they would appear in
the minutes of & mecting. (3 marks)

(<) Identfy and cxplain two bamcors of communicatnon, (2 murks)

td) One of the responsibilitics of a Secretary is (o WNEC summarics
Bricfly cxplain the three steps a sccretary should take when writing o summary. (3 marks)
QUESTION 4 (10 marks)

(3)  Study the picture below and answer the quastions that follow.

43
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T W ; oo f)
(1 Identify the type of business owncrship. (1 mark)

(1) Descnbe one benefit of the organisation to the society. (2 marks)

(b)  Differentistc batween primary and secondary industry in relation o the uw
of raw matenals. {2 marks)

() Deonby an action a Secrctary will take to rectify 3 double-booking of an
appomiment. {2 marks)

iy Study the picture below and answer the guestion that fellows

Discuss bow the Secrctany can persanshise the work stalion {3 marks)



