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2

Answer ALL questions.

(a) List four skills, behaviours and attitudes required of office personnel.

(b) State whether the following are duties of an executive secretary or of a

private secretary.

(i) Provide administrative and clerical support to departments or
individuals.

(iii) Accompany the employer on business trips and handles delegated
tasks on his behalf.
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(c) Explain four reasons for new office technology in an office. U
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For
2 (a) Listfive procedures when making a telephone call. Fxaminers
e e e e e e e e e e e e e ——————————aaaaaaaaaaaaaaaaaan
2 e e e e e e e e e e e e e e e e a——e—————————eaeetaaaaaaaaaaaaaeeeaaaaaannnn
X PP UUURPURRRRRN
e e e e e e e e e e e e e e e e e e e e e ——————————ttaattataaaaaaaaaaaann
D e e e oo oo e e e ————————————————aaataaaaaaaaaaaaaaaaaaaaanaaan
...................................................................................................................... [5]
(b) There are different methods of communication. ldentify the method of
communication used in the following instances.
(i) The information can be given out quickly and there is opportunity for
feedback.
(ii) There is proof of the message and it reduces disagreements between
the sender and the receiver.
(iii) It presents information in an appealing and attractive way.
............................................................................................................... [3]
(c) Differentiate between the cellular and modular office layout.
1 PRSPPI
2 e e e e e e e e e e e e e e e e a——e—————————eaeetaaaaaaaaaaaaaeeeaaaaaannnn
...................................................................................................................... [4]
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(d) Explain Microfilming as a method of filing. U
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(b)

(c)

6

Explain the actions to be taken by a supervisor to establish and
maintain good interpersonal relationships with staff at all levels.

Name the five pieces of financial information that you should be able to
identify on a bank statement.
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For
(d) What are the duties of a secretary during a meeting, even though she is not Fxaminers
allowed to attend the meeting.
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4 (a) Listeight essential qualities of a good filing system. o
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(d) Identify three types of visitors who can visit your office. i
L PR UPRRPSRR
PO UPPP T SOPPPPRPPN
X TP RRPPP [3]
[20]
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5 (a) Describe eight procedures for handling incoming mail. o

(b) Define the following meeting terminology:
(i) Amendment.
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(c) On 23 October 2022 Romona Cilliers, the petty cashier, signed a petty cash Fxaminers
voucher number A13 for pens and pencils bought from ABC Stationers for
N$27,65. The payment was authorised by Nilton Gertze.

Complete the petty cash voucher below, using the information given above.

PETTY CASH VOUCHER
No:
20
Required for ... Amount
Required by ..o
Petty Cashier .......cccooeeeiieiiiiiiii, Authorised by .........ovvviiiiiiiei
[6]
(d) Name three different index systems.
e e e e e e e e e e e ———————————taaaaaaaaaaaaaaaaan
e e e e e b — e ettt e taaaaaaaaaeaaaeeaaaaaannnnna
X U UUPRR [3]
[20]
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