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No.
NOS Name Nos Details PCused English Question English Ans1 Choice Engish Ans2 Choice English Ans3 Choice English Ansd Choice Correct Answier Marking
PC2. greet callrsvisitors a per organisatonal |
protocol et Politely oeet the caller and ask Provide detaled nformation
the organizaton. put the caller Transter
1 ific questions to understand their : 7
o qesors 1 ndrdand o ol Pty oo
How should the Offce Operations Executive handie the call? u
PC3. isten carefuly 1o callersviitors and 2k
appropriate questions to understand the nature of
et Avisito arives at th offcereception and seems unsure about
‘which departrent o approach for their query regarding the .
2 LMEPINO204: Manage routine office actviies companysservce pa Give th o an appointment 3 10
What should you do firtt help the visitor?
PC14. coordiate organization of meetings
Confirm the meing date and time.
3 p meeting room 4 5
‘Whatis te first step in organizing a meeting Send out g withal paricipants
PC2. navigate computer drives, irectores folders
4 locations and search fo specifid fil types, files By guessing file locations yclicking 2 5
and data using various otions Jocations quickiy? patks
PC4. input edit and save specifed data or
U . retreve and e, eport ortable
5 2MEPNOZIS: ‘ommunicate using word-processor and spreadsheet applications figures fordifferent producs. ‘Web browser P 4 7
information ot
e form of atable?
PCE. use basic formulas and data 1ols and
techniques for presenting th data using
5 spreadsheet application All formulas in Excel must begin with an equal sign a greater than (=) sign a muliplication (%) sign aless than (<) sign 1 10
PCL. obtain guidelnes o norms for checking (e
a .| Obtain the tatest guicetines o norms
; p, roproveal ks fom accrding o sty V0N G T et el oma ol who 3 1
Howshould you proceed with reviewing these forms? policy authorized person
PC10. maintain workplace confidentalty
N dards Leave them in the open recycling 5 B
sensitive information? bin
3 MEPINO224: PCIS. ensure computer,printer, scanner and dentify th following equipment
rome auip notinuse
9 Photocopier Scanner printer Projecor 3 5
PCa. obtain workplan and schedul from he
agencies
0 ot oo i ot : s
Coordinate with internal and external
 MepNoz25: PCS. check plamer and schedu fortaks not
operational requirements oottt o v fotonap ! You find that  crucial meeting preparation task hias notbeen
n completed as scheculed. ancel the mei ° eschechl the task for next wee 3 7
Concel themeeting person immediately Tollow up onthe incomplet tak | ReSchedule the task fornext weck
What s the best way to handle this siuation?
dentify th following.persanal protectve cquipmen (?PE).
8. use appropriate personal protective
2 1 B
e ot Respirator Face Shield Gloves Nose Mask
V- Aopy s ::::z pracissave
PC14.follow fire safey practces Wratdoss the following sign mean ?
13 Assembly area Fire Exit Parkingarea Washrooms 2 5
dreport o . you overhear
“ an appropriate person o | 1o i frontof . )
information working everyone HR or & supervisor
6. MEPINga12: | APPIY princil What s
the workplace PC24. recognise, avoid andlor adress any
conflct of nerest What should you do it you recognize a confict of inerestin your | Address it immediatey fllowing Discuss it with colleagues without
15 you doif you recog v v o Postiton social media o ‘Consultwith legal advisors. 1 5
work? company polices taking acton.
Nos Total 100




