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Dedicated to the memory of Deborah Paul

	Job 1
	Flyer
	
	200 points

	Job 2
	Database
	
	150 points

	Job 3
	Memo Composition and Merge
	
	300 points

	Job 4
	Name Tags
	
	150 points

	Job 5
	Table
	
	200 points

	Total Points
	
	1000 points


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. Electronic devices will be monitored according to ACT standards.

No more than ten (10) minutes orientation
No more than 90 minutes actual testing time

No more than ten (10) minutes wrap-up


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 competition.

Grading Rubric

	JOB
	CRITERIA
	POINTS POSSIBLE
	POINTS

	Job 1 – Flyer
200 points
	Production
	0 errors = 100 points

1 error = 90 points

2 errors = 70 points

3+ errors = 0 points
	

	
	Content
	50 points
	

	
	Design/Creativity
	50 points
	

	Job 2 – Database 
150 points
	Production
	0 errors = 100 points

1 error = 90 points

2 errors = 70 points

3+ errors = 0 points
	

	
	All information included
	50 points
	

	Job 3 – Memo Composition & Merge
300 points
	Production
	0 errors = 100 points

1 error = 90 points

2 errors = 70 points

3+ errors = 0 points
	

	
	Content
	50 points
	

	
	Print with merge codes
	50 points
	

	
	Print merged memos (5)
	100 points
	

	Job 4 – Name Tags
150 points
	Production
	0 errors = 100 points

1 error = 90 points

2 errors = 70 points

3+ errors = 0 points
	

	
	All information included
	50 points
	

	Job 5—Table 
200 points
	Production
	0 errors = 100 points

1 error = 90 points

2 errors = 70 points

3+ errors = 0 points
	

	
	All information included
	100 points
	

	TOTAL POINTS
	
	1000 Points
	


GENERAL INSTRUCTIONS

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

2. Correct all errors.  Copy is graded for errors according to production standards.

3. For any problem where you would normally use your reference initials, use your contestant number.  Your name or initials should NOT appear on any work you submit.  Key your contestant number and job # in a footer on all documents in the lower left-hand corner of all work submitted.

4. You may use templates.  However, your creativity score may be lowered.

5. If you finish before the end of the testing time, notify the administrator of the contest.  Time may be a factor in determining the winner in the event of a tie.

6. When turning in your completed work, place your scoring sheet on top of all of your jobs.  The jobs should be arranged in numerical order.  Turn in all partial jobs completed.

CONTEST INSTRUCTIONS:

Your organization, Professional Business Associates, under the leadership of Nancy Wells, will be the host for the annual “Employment Expo 2007” for area post-secondary students.  You have been asked to serve as members of the Administrative Support Team for Professional Business Associates.  As members of the team, you will complete the following tasks for our company in preparation for the Employment Expo.  Confer and work together as a team to complete the tasks.

As members of the team, it will be your assignment to create, design, and produce the following materials for Professional Business Associates.
Job 1─Flyer

Using the following information, prepare an appropriate flyer promoting the Employment Expo.
Employment Expo 2007
Date:

Saturday, February 24, 2007

Time:

8:00 a.m. – 5:00 p.m.

Location:
Greater Columbus Convention Center


400 North High Street


Columbus, Ohio  43215
Sponsor:
Professional Business Associates

For:  

Area post-secondary students
Sessions:
Job Opportunities with PBA


Roundtable with PBA Managers


What’s New in IT?


Resume Review


Luncheon (by reservation only)



Guest Speaker:  Nancy Wells, CEO

To register, call Julie Smith, Human Resources Manager, at (555) 555-1212 or send an email to jsmith@pba.org.
When designing your flyer, be sure to use a variety of the following, yet maintain a professional look:


√
Graphics


√
WordArt


√
Borders


√
Symbols


√
Bullets


√
Fonts

**Use clipart found ONLY in software programs

JOB 2—Database
Prepare a database of company managers, their departments, and session responsibilities.  This database will be merged with a memo in Job 3 and sent to the managers informing them of the upcoming Employment Expo.  Print a copy of the database.
	Name
	Department 
	Session Responsibility

	Harvey Rosen
	Financial Services
	Luncheon

	Tom Carlson
	Information Technology Services
	What’s New in IT?

	Julie Smith
	Human Resources
	Job Opportunities with PBA

	Roger Meyer
	Marketing 
	Roundtable

	Edna Renick
	Administrative Support
	Resume Review


Job 3─Memo Composition and Merge
Prepare a memo with merge fields from the database in Job 2 that will be sent to department managers from Nancy Wells.
Purpose of Memo:

The memo will inform the managers of their responsibilities for Employment Expo 2007.

Content of Memo:
· Expo details—see Job 1
· Session responsibility

· Send a copy of their plan to Nancy Wells by January 30.
· Attend planning meetings on February 1 & 2 
· Contact Nancy Wells if there are any questions

Tasks:

· Compose an appropriate memo
· Print a copy of the memo showing the merge codes

Merge and print the memos

Job 4─Name Tags
Design a Name Tag for the conference.  At this point we will prepare tags for our Department Managers and Nancy Wells, CEO.  After Ms. Wells approves them, tags for our registered guests will be printed.
Tasks:

· Use Avery 5095 (Name Tag) 

· Include the guest name and department
· Include the company name—Professional Business Associates

· Include Employment Expo 2007 (WordArt or Shadowed Text – 16 point)
· Print the name tags

Job 5─Table

Prepare and print a table listing the schedule for Employment Expo 2007 using the following information.  This table will be printed and used as a program insert the day of the conference.  Include an appropriate title and include the event date.

	7:00 am
	Registration
	
	Exhibition Hall C

	8:00 am
	Continental Breakfast

	Welcome by Nancy Well, CEO
	Exhibition Hall D

	9:00 am
	Breakout Session I
	Roundtable with PBA Managers
	Exhibition Hall E

	10:15
	Beverage Break
	
	Exhibition Hall F

	10:45
	Breakout Session II
	What’s New in IT?
	Ballroom 4

	
	
	Resume Review
	Ballroom 3

	
	
	Job Opportunities with PBA
	Ballroom 1

	11:00
	Informal Breakout
	Meet the Managers
	Exhibition Hall F

	12:00
	Luncheon

	Future of PBA, Nancy Wells, CEO
	Exhibition Hall D

	1:30
	Breakout Session III
	Repeat of Session II
	

	2:45
	Beverage Break
	
	Exhibition Hall F

	3:15
	Breakout Session IV
	Repeat of Session II
	

	4:30
	Apply for Employment
	Human Resources Department Employees
	Exhibition Hall C


