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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 competition.


Directions:

Professional Business Associates is hosting the 2004 Regional Conference for the Society of Business Professionals at its headquarters in Columbus, Ohio.  You have been given the assignment of assisting the organization by providing your administrative support expertise.  Therefore, please prepare the following jobs for review and presentation at the next meeting of the Planning Committee of the Society of Business Professionals Conference.

You may use your reference materials for assistance during the test.  Please refer to the Style Guide of Professional Business Associates for correct formats and procedures.

Please follow directions carefully—print out hard copies of documents as instructed.  Be sure to include your contestant number in all your documents.  Use in place of reference initials when appropriate.

Multiple Choice:  Please mark your choice on your scantron sheet.  A=True; B=False

1. Character is the basic values and principles that are reflected in the way you live your life.

2. Dishonesty and the inability to trust are synonyms for integrity.

3. If you are considered a reliable employee, you always do what you are expected to do.

4. If you have a good work ethic, you do not believe in the value of work in your life and you are not willing to meet the demands of work.

5. Professional business attire includes jeans and tennis shoes.

6. When leaving someone a voice mail message, you should speak quickly when leaving your lengthy message.

7. You should refrain from using cellular telephones when attending musical programs, lectures or films.

8. You should use a speakerphone when you and the caller are discussing a confidential matter.

9. It is polite to read another person’s incoming fax message.

10. Employees should never monopolize office equipment to the point of keeping others from completing their job.

Multiple Choice—Please mark your choice on your scantron sheet.    

11. Business letters must include all but the following

.

A. Job title of the sender

B. Recipient of the letter

C. E-mail addresses

D. Date of the letter 

12. The communication method that is most appropriate for sensitive issues is 

.

A.  Verbal

B.  General

C.  Written

D.  Specific

13. Today many top companies make key decisions by using _____.

A.  Outside resources

B.  Decision-making software

C.  Entry level managers

D.  Teams

14. Many creative ideas are gathered from employees through the use of _____.

A.  Brainstorming

B.  Grapevine

C.  Brain writing

D.  Evaluations

15. Most business managers communicate in 

 everyday.

A.  Fax communications

B.  Writing

C.  E-mail communications

D.  All of the above.

16. Information that must be written in a memo includes all but the following 

.

A.  Recipient of the memo

B.  Sender of the memo

C.  Date of the memo

D.  Time of the memo

17. Using various software packages to create a finished document is an example of _____.

A. Transition

B. Combination

C. Technology

D. Integration

18. The communication method that is most appropriate for routine information is 
.
A.  Verbal

B.  Written

C.  General

D.  Specific

19. To modify borders in a table, choose which option on the Format menu? 

A.  Table

B.  Borders 

C.  Modify

D.  Modify Table

20. _____ involves periodically moving workers from one job to another. 

A.  Job scope


B.  Job sharing

C.  Job rotation

D.  Division of labor

21. ________ allows you to work with several items as if they were one object.

A.  Highlighting 

B.  Gathering 

C.  Selecting

D.  Grouping 

22. In the Fill Effects dialog box, you can change which of the following?

A.  Gradient 

B.  Texture 

C.  Pattern 

D.  All of the above

23. A group working together in a coordinated effort to reach certain goals is a(n) 
. 

A.  Authority

B.  Organization

C.  Special force

D.  Portfolio

24. In a database, _____ contain the fields and _____ contain the records.

A.  Rows, columns

B.  Rows, structure

C.  Columns, rows

D.  Columns, fields

25. The two wildcard characters for use with the Find command or in a filter are _____.

A.  ?, *

B.  *, #

C.  ?, # 

D.  *, ~

Job 1: Database 

Create a database—using only database software—of conference participants that have registered thus far.  Include all appropriate fields.  Be sure to save this document—you will use this database again in Job 3.

· When completed, print out a hard copy of the database in datasheet format sorted by last name.
	Society of Business Professionals Conference Registration

	First Name

Brian
	Last Name

Rice

	Address

232 Southfield Avenue

	City 

Cleveland
	State

OH
	Postal Code

44134-0114

	Work Phone

216-555-7847
	Fax

216-555-5556
	E-Mail Address

brice@email.com


	Society of Business Professionals Conference Registration

	First Name

Sarah
	Last Name

Brown

	Address

4922 Brown Street

	City 

Corning
	State

NY
	Postal Code

11450-1553

	Work Phone

718-555-8547
	Fax

718-555-6555
	E-Mail Address

sbrown@email.com


	Society of Business Professionals Conference Registration

	First Name

Donald
	Last Name

Pelser

	Address

416 Turnip Drive

	City 

Charleston
	State

WV
	Postal Code

56895-8965

	Work Phone

413-555-1259
	Fax

413-555-5656
	E-Mail Address

dpelser@email.com


	Society of Business Professionals Conference Registration

	First Name

Katherine
	Last Name

Jackson

	Address

188 North Berwin Avenue

	City 

Atlanta
	State

GA
	Postal Code

85996-9696

	Work Phone

716-555-5214
	Fax

716-555-9595
	E-Mail Address

kjackson@email.com


	Society of Business Professionals Conference Registration

	First Name

Juanita
	Last Name

Bowman

	Address

5235 East Queens Way

	City 

Harrisburg
	State

PA
	Postal Code

18018-4042

	Work Phone

717-555-5214
	Fax

717-555-9587
	E-Mail Address

jbowman@email.com


Job 2:  Chart

Using appropriate spreadsheet software, prepare a pie chart on a separate page with the following breakdown of participants attending the conference.

Be sure to title the chart “Regions Represented at Conference.”

Print the chart.

	Region 
	Percentage

	Region 1
	15%

	Region 2
	12%

	Region 3
	30%

	Region 4
	28%

	Region 5
	18%


· Note:  Arrange chart data from highest to lowest percentage order.  Show data and percentages labels on chart.

Job 3:  Labels

Using the database prepared in Job 1 and word processing  software, merge the data into labels to use on envelopes for a mailing to conference participants.  The label layout should be for 3 labels across, 10 rows down, (Style 5160).

· Include only the fields necessary for address labels

· Print information in all CAPS

· Sort the labels in ascending order by State

· Print out labels on one sheet.

Job 4 – T-Shirt Design

Prepare an attractive design for the T-Shirt we will provide to each registered participant of the conference.  Include a business logo, of your choice, that represents the Society of Business Professionals.  Use special features such as WordArt, borders, graphics, etc. to enhance your design.

Please include the following information on the T-shirt.

Print the design.

FUN IN THE SUN

SOCIETY OF BUSINESS PROFESSIONALS

2004 REGIONAL CONFERENCE

COLUMBUS, OHIO

JULY 5 – 7, 2004

Job 5:  Memo/T-Shirt Design

Please prepare the following memo using appropriate Professional Business Associate format.  As indicated, insert the T-Shirt design prepared in Job 4 as a file at the appropriate location.  Size the design so that it and the memo fit on one page.  Use the memo format in the Style Manual for Professional Business Associates.

To:

Julie Smith, Human Resources Department

From:

Roger Meyer, Marketing Department

Date:

Current

Re:

Proposed T-Shirt Design

As you requested, I have prepared the following T-shirt design for your review.  I have included all of the information you requested and upon your approval, I will forward this design to the company who will print the T-shirts.

(Insert T-shirt Design from Job 4 here)

If you need additional information or have any questions, please do not hesitate to contact me.







