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INSTRUCTIONS AND INFORMATION

1. SECTION A is COMPULSORY.

2. Answer any FIVE questions in SECT

3. Read ALL the questions carefully.

4, Number the answers aceord the numbering system used in this question
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SECTION A (COMPULSORY)

QUESTION 1

1.1 Various options are provided as possible answers to the following questions.
Choose the answer and write only the letter (A-D) next to the question
number (1.1.1-1.1.10) in the ANSWER BOOK.

1.1.1 Matters to keep in mind when taking leave:
A Not to bother a person during his leave peri
B Others must plan for replacement person ”
C People who stay behind will inform the substitute about matters
D ' u in your

Leave your phone number so that th
leave period

1.1.2 Messengers are monitored to

A verify that the deliveriesrare don:
B verify that time is allowed
C take action for infringeme
D avoid time-wasting.

top secret.
confidential.

D
Control takes place ...

A only at the end of the process.
B only when a problem occurs.

C at the beginning of the process.
D at different stages.

1.1.6 Duties of the messengers are ...

extending tea and lunch breaks.

fetching and returning files to the central filing system.
waiting for someone else 1o tell you what to do.
sending, collections and deliveries of mail and parcels.

ooOw>
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1.1.9

1.1.10
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Measures to secure the safety of deliveries and collections should
be ...

that temporary workers are employed for the time being.
using the shortest route for delivery.
made to the receptionist.
that the delivery book is signed by the addressee and
controlled daily.

oo w>

The following must be included in a safety policy:

A Evacuation process in the case of delivery
B How the Remuneration and Safety A
organisation
C The protection of data on company com
computers R
D Collection and deliveries of the's urity staff

Information is only disclqssd to middle ‘and top management,
according to instructions. *

A Classified
B Secret
C Top Secre

ities and responsibility to subordinates.
supervisor acts to make sure that goals are

ings things together and harmonises activities.
‘that performs tasks in such a way that aims are achieved.
(10 x 1)
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1.2 Choose an item from COLUMN B that matches a description in COLUMN A.

Write only the letter (A—J) next to the question number (1.2.1—1 .2.10) in the
ANSWER BOOK.

COLUMN A COLUMN B
1.2.1 When a person works hard because | A remedial action
of fear that he will lose his job
B punctual
1.2.2 Acting in good time
C
1.2.3 An action that is taken to avoid
danger D
1.2.4 Doing the same things at certain

times every day

1.2.5 Deviation with control needs .

1.2.6 Intend to do harm
external motivation
1.2.7 Order in which events take
I hostile
1.2.8 Keeping to the promised time
J routine

(10x 1) (10)

1.3
write only ‘'true' or ‘'false’ next to the question number

the ANSWER BOOK.
“Lack of planning is a time waster.

The name of the safety manager must be included in the safety
policy.

1.3.3 Trying to do only what you can manage is a time waster.

1.34 Redoing work is a time waster.

1.35 Inadequate equipment is a time waster.

1.3.6 Time is wasted by messengers when waiting for parcels to be
signed for.

1.3.7 A crisis at the wrong time is a time waster.
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1.3.8 Messengers use a delivery book that indicates the name of the
person to which the parcel must be delivered to.
1.3.9 To prevent espionage lock all confidential documents away.

1.3.10 Meeting starting at the scheduled time is a time waster.

1.4 Give ONE word/term for each of the following descriptions. Write only. the
word/term next to the question number (1.4.1—1.4.1 5) in the ANSWER BOO

1.4.1 The place that you are travelling to.

1.4.2
1.4.3
1.4.4
1.4.5
1.4.6
1.4.7
1.4.8
1.4.9
1.4.10

1.4,.11
ax that you pay on shares bought.

“A person buys shares with a long-term view in hope of sharing in
profits of the company by receiving dividends.

A person buys shares in the hope that their price will rise so that
they may be sold at a profit.

1.4.15 A person who buys new shares that are placed on the market in

the expectation that they will rise quickly to a higher price, when
they will sell them at a profit.

(15 x 1) (15)
1.5 Name the FIVE basic first-aid guidelines. (5)
[50]

TOTAL SECTION A: 50
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SECTION B
Answer any FIVE questions.

QUESTION 2

OFFICE ERGONOMICS: WORKSTATION COMFORT AND SAFETY

Workstation ergonomics: ideal set-up

Top of monitor &t
eye level or just below

« - Monitor roughly
’ arm's length

sway
Minimal bend,™
o aoe- O werists

Back
straight

Elhowes
close to
by

Backrest ~
Supporting
loeweer back

Acjustable
swivel chair

}
Front of sest not pressing Feet flat on ground
on back of knees or resting on footrest

e

(10)
(10)
(10)
[30]
3.1 eo Tsogo is appointed as a management assistant. Her main task is to plan
and manage time through a variety of tools.
Arrange her personal work-planning methods. (8)
3.2 3.2.1 Suggest the planning mechanism and aids that Neo Tsogo should
follow to make progress in her work. (5)
3.2.2 Describe the purpose of these aids in more detalil, especially with
reference to task lists and record keeping. (7)
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3.3 Compile a task record sheet from the following information:
On 3 June: minutes to Precious for typing, proofreading, photo copying and
distribution. On 5 June proofreading is done. 6 June copying done and
distributed. Task completed at 15:00.
On 3 June: A buying agreement to Thumi for completion. Receive it back at
15:00 on 4 June.
On 5 June: Order stationery. Received 5 June 16:30.
6 June: Johanna assigned responsibility to arrange the annual congre
must report back weekly. Progress is as follows: 13 June planning do
handed in. 20 June quotations for venue received and venue res
27 June: receive quotations for catering. ‘
Draw a table in the ANSWER BOOK for the cqm‘}j ng“’c‘fj record
sheet.

QUESTION 4

4.1 Your manager is on his way to Aust ) co?igress. It is your duty to

organise which travelling documents he needs to take on his trip.

5.1 - Explain the petty-cash system.

5.2 Apply the control measures for handling the petty cash.

53 You received different petty-cash vouchers during November 2014.
Prepare a list of what must be stated on a petty-cash voucher.
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[30]

(13)

©)

(5)
[30]

(15)
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54 Define the following concepts:

5.4.1 Creditors

54.2 Debtors

543 Stale
544 Internal claim
QUESTION 6

6.1 Compare SEVEN advantages of a credit card to tho

6.2 Name and explain the EIGHT ext
organisation's telephone system.

6.3

6.4

7.1

7.2

Explain how advertising can b

1)

e used as a sales campaign.

7.6 You are 30 years old and are very concerned that you will not have enough

money for retirement.

Explain how methods of insur
after retirement.
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ance can be used to make provision for income

TOTAL SECTION B:
GRAND TOTAL:

(4)
[30]

(14)

(8)
(6)

(2)
[30]

7)
(5)
(3)
(8)

(6)
[30]

150
200



