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Contestant Number____________


Total Work Time____________


Rank____________


ADMINISTRATIVE SUPPORT TEAM (30)

Dedicated to Debbie Paul

Regional—2003

Production 


Job 1
Flyer
_______ (200 pts.)


Job 2
Nametags
_______ (100 pts.)


Job 3
Composition
_______ (200 pts.)


Job 4
Certificate
_______ (200 pts.)


Job 5
Composition
_______ (100 pts.)



TOTAL POINTS
_______ (800)

Failure to adhere to any of the following rules will result in disqualification:

1. Contestant must hand in this test booklet and all printouts. Failure to do so will result in disqualification.

2. No equipment, supplies, or materials other than those specified for this event are allowed in the testing area.  No previous BPA tests and/or sample tests or facsimile (handwritten, photocopied, or keyed) are allowed in the testing area.

3. No programmable cordless calculators, PDAs, or personal information managers may be used in any event.

30 minutes of orientation/warm-up/wrap-up

90 minutes for testing/production

120 minutes total time allotted


Do NOT open test booklet until instructed to do so.

Property of Business Professionals of America.  May be reproduced only for use in the Business 
Professionals of America Workplace Skills Assessment Program regional-level competitions.


GENERAL INSTRUCTIONS

1.  Make certain this test booklet contains Jobs 1-5.

2. Correct all errors.  Copy is graded on production standards.

3. For any problem where you would normally use your reference initials, use your

contestant/team number.  Your name or initials should NOT appear on any work

you submit.  Key your contestant/team number and job number as a footer in the 

lower left-hand corner of all work submitted.

4. If you finish before the end of the testing time, notify the proctor.  Time may be a factor

in determining the winner in the event of a tie.

5. When turning in your contest, the jobs should be arranged in numeric order.  Use your time wisely.  You have 90 minutes to complete this test.






Production Standards:






0 errors  
= 100 points






1 error

=   90 points






2 errors
=   70 points






3+ errors
=     0 points

TEAM INSTRUCTIONS

Your organization, Professional Business Associates, under the leadership of Nancy Wells, President, will be the host of the annual Employment Fest 2003 for area high school and postsecondary business students.  You have been asked to serve as members of the Administrative Support Team for this project.  As members of the team, you will complete the following assignments for the company in preparation for the conference.  Confer and work together to complete the tasks.

Job 1 – Flyer

Create and print a flyer promoting the Employment Fest using the following information and guidelines:

Employment Fest  2003

February 1, 2003

9:00 a.m. – 4:00 p.m.

Professional Business Associates

5454 Cleveland Avenue

Columbus, OH 43231

Sponsored by Professional Business Associates

For:   Area high school and postsecondary business students

Seminars:

Your Professional Image—Your Professional Attire




Employment Trends



How to Get A Job



Interview Tips
To register, call Roger Meyer at 614-555-1212

When designing the flyer, be sure to use a variety of the following:

· Graphics

· WordArt/TextArt

· Borders

· Fonts

· Symbols

· Bullets

Job 2—Chart

Prepare a pie chart/graph outlining the budget items for the conference.  Title the chart Budget Appropriations for Employment Fest. Use the following percentages for the chart:

	Publicity
	15

	Speakers
	30

	Postage/Mailing
	15

	Office Staff
	15

	Materials
	25


· Make chart full size of paper.

· After completing the chart/graph, print a hard copy.

Job 3 – Composition

Please prepare a main source document letter to be merged with a data source file at a later time (your team will not be creating the data source or mail merge).  Include the following in your letter:

Purpose of letter –

To invite area business leaders to serve as seminar speakers for the workshops at


the Pre-Conference Seminar 2003.

Content of letter –


Invite leaders to participate.


Include vital details—date, location, time, etc.


Contact Roger Meyer if there are any questions.


Restate that leaders are encouraged to participate.

· Compose a letter including your ideas and suggestions.  Be sure to label appropriate fields in the letter for the mail merge.

· Print a hard copy of the letter.

Job 4 – Certificate of Participation

Design a “Certificate of Participation” for all persons attending the Employment Fest 2003. Use landscape page layout, and be sure to include the following information:

Name of Person Attending

Title of Program

Date

Place

Sponsored by Professional Business Associates

Signature line for Nancy Wells, CEO to sign

When designing the certificate, be sure to use a variety of the following:

· Graphics

· WordArt/TextArt

· Borders

· Fonts

· Symbols

· Bullets

Job 5 – Draft Agenda

Prepare a draft agenda for approval by the CEO for the meeting.  You and your group have made notes and plan to include the following information in the agenda draft:

Antonio Sessa, CEO, will call the Employment Fest to order at 9:00

Saundra Daveson, Group Leader, will give the first welcome

Suzi Baker will present the conference program

Andy Levison will make a few announcements

Su Li will give special instructions to the participants

Adjournment 

The Seminar Program is as follows:

· Your Professional Image—Your Professional Attire

· Employment Trends

· How to Get A Job

· Interview Tips

Print a hard copy of the draft.













