Office Administration 2012
Exemplars from candidates’ responses to Paper 02
Question 4
4. (a) (i) State two advantages of the open plan office. (2 marks)
(ii) State two disadvantages of the cellular office. (2 marks)
(b) State three functions of the office when carrying out business activities. (3 marks)

(c) You are areceptionist of a large organization in Bridgetown, Barbados. Management has
employed a junior clerk to help you with your duties. Write a memorandum to the junior clerk
indicating four main rules she should follow when answering the company’s telephone. (8
marks)

Responses to Paper 02 - Question 4 in the May/June Sitting 2012

Quality of Strategies Effective Use Suggestions Remarks/Comments
Response Used of Strategies for
Improvement
The quality of Delineation of | Accurate, clear | None in this Candidate noted the

response to
this question
was excellent.
The candidate

points in each
section of the
question which
facilitated easy

and precise
responses to
each part of
the question.

scored 15 allocation of Correct use of
marks - the marks. Clear grammar
maximum understanding | spelling and
marks allotted | of the sentence
functions of structure

the office
Correct use of
memo format
in Part Cand
tabulation of
specific rules
for answering
a company’s
telephone

case

requirements of the
question and responded
accordingly, thus was
awarded full marks




Question [ 4% NS Candidate Number \......
Dﬂ‘HOt Write on both sides of the paper and start each answer on a new page. De not
Write write

in this
margin.

in thi?
@G Two aduanteges 0P il ofen F\W/‘/o e margin.
’"i"WSWQ&ww 4%_@9_%3_ , / -

— Tl c\m();,%%e,u oc eafobial, -

. — I

\}L ) Tn«.OQ ,é éﬁqéggn%a@ €5 oj'}i@wca@ﬂwt:/ Q ff(ex o
. “ﬁcwﬁwor@v@o?« shuoboas wl d%gr;if\:lerfu o
retadions Lips ey Beﬁ%%url w b €0 e 20 ceers -
= IE s qenerally exfiacie Yo seb up |

0o) Three Rinedions oL Jle 00fce pre % o

| — Pfoc&“:f?inq of—:laqu ‘

~ olecMan of cLéth ord tnfdemgbor 1
:f&mmﬂa%on b bﬁl};@.s,o_g Ommumicalba

Su\awy‘gq,\&% ;PeAqup—rS\ er Q/\Qwﬂrf%“’tbéofﬂpaﬂ\l ’s Jole PL' ~ -

ern0 M&% fou ot rules.

8 Q‘P—/ﬁL Cod\,ecsz‘s l@(ﬁFLonz <L );-P/(_Ccue
4 s o ou Stac e \tOvore, '”‘C{o({{&lztn@w
‘CFLLK-M‘C

_.Tﬂ«e;()w?ose ,Dﬁ‘({f\%&
Souemhg Ho anSudert
Hos il be o r Sf
o DrSQqﬁsg:\v’or\ Moy b Gngosere of {)Q'NL;L%{&F
@‘L‘Q‘mﬁf‘ L,QL&!‘\ o éuﬁﬁrinj“&j \r]o,«e u[oV sleatd 7=
Qn%:)er ?rofﬂ(}‘\]‘j_g E\/wu@[(flﬁ/,ﬂp 15 8s crave callpss G

:3 e @3t iknd A‘fgb;ozxi sc‘p 4}(4@ ond He ‘0’0‘90‘0 Hx/

J’\D(’ e
Dpke;;wa§' \re/ce,iumj i \Fo“koa‘*l‘?f{\’)e%@Pb > is rdn‘;("e{; -
f | ,

<

——




Do not
write

in this
margin,

%
Question L{-(L"J Coq‘\g\"lnﬂzﬁl y ‘Canﬂidate Number

‘Write on both sides of the paper and start each answer on a new page. /

G reed e calles pollely and cespectRill 71&‘; Seres g o

i

1 \
Adi a‘»-\&‘-é‘d(l Q]sz ‘0@1435100& ‘F@‘(QL"‘)(D"‘SL[(‘/?}?&L-HQQ‘T 19 k¢
Mo colles wble also 1&54@4;5 Qa Fo‘s‘%’ue_ et image of Ho, |

Sfean S_(Qg?ﬂkjogc\c/(aorl%@naw&aﬁaqéms;”‘oéaﬁ“ef -

,c\/.\,:e_r_;,gf,s.,weﬂi@ omses o sHuehnas ,?,idr;__g,:éﬂllfz;, E,‘%l_ly o

as TQ ‘Hf"vtafe,_L) ipnore d o wias \?‘H@ o e
clng: S[ T qou -

,I L\@?é’&&f&ﬁ raled w0 + V4

o //

ol
¥4
. ,lze,c,e(lhgo,{,




Office Administration 2012
Exemplars from candidates’ responses to Paper 02

Question 7
7. (a) Identify three functions of the Marketing Office. (3 marks)

(b) State three reasons why a clerk in the Sales and Marketing Department should maintain a mailing
list. (3 marks)

(c) (i) Explain the difference between a ‘trade discount’ and a ‘cash discount’. (2 marks)

(ii) Mr. Charles Brown has sent the Sales Department at Pristine Attire an order for 25 shirts. The
price list shows a unit price of $50.00. Customers who order at least 20 shirts receive a 20%
trade discount. In addition, sales are subject to a 5% cash discount with a further 15% special
discount allowed to customers who settle their accounts within 14 days. Mr. Brown has no prior
credits or debits in hand.

Calculate the amount Mr. Brown will pay if he takes advantage of all the discounts. Show all working.

(7 marks)
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