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KINGDOM OF BAHRAIN
MINISTRY OF EDUCATION
DIRECTORATE OF EXAMINATIONS EXAMINATION SECTION

FIRST SEMESTER EXAM 2007/2008
COURSE NAME : Introduction To Office Management TRACK :Commercial & Unified

COURSE CODE : 111 3/ ¢ke TIME :Commercial :  Two Hours
Unified : One & ahalf hours

daga cUaadla

A gall jlal) At g g jladl) jlacal) el clasiay) 38 -1
_dléJj( 8)@1;53“21“\(5)0&‘2!‘533* -2
Lih g4 day ) ALY ce a sl ) Ak g -3
Lgrran dadd) ALY e (ol il 4l oy -4

Question No. 1
Circlethe correct answer. Only one answer is correct.

1- "Employees in\'the\ 'office’ are expected “to Work-.as| & ‘team'’/ This means that all
employeesshould ................c..ee.
v Come on time, do the work on time and leave on time
v Learn to work with others and respect their opinions.
v Try the new concepts and technology related to their job.
v/ Get the same treatment and share the same responsibilities.

2- In a large organization, Department of Public Relations is mainly responsible for

v Creating and maintaining good relationships.
v Keeping and controlling files of all departments.
v/ Receiving, sorting and distributing mail in the office.

3- "The reception area must reflect the image of efficiency of the office”. This can be
achieved (s ) if thereception areais ... ..oo.vveieiiiiie i,
v/ Provided with aFirst Aid Box and a Water Closet.
v/ Provided with seats adjustable in both height and tilt (Jx).
Vs Big enough to receive several visitors at the same time.
v/ Attractively furnished and designed, and where al callers are greeted promptly.
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4- ThisSignmeans .........ccceevveiiiiineennnn. :
Vs A specia room for heavy smokers.
v/ Only yellow- filter cigarettes are not alowed .
v Smoking is completely not permitted.
v/ No naked (open) flamesin this building .

5- Any office machine can work effectively and efficiently during its Expected Working
L I tNE L
v Manual and catalogue of the machine are kept in the cabinets of office.
Vv Persons using the machine are trained on the proper use of it.
v/ Instructions about proper use of the machine are not strictly followed.
Vv Machineis checked irregularly and the maintenance register is rarely updated.

6- Which of the following is correct in relation to responsibility?
v An employee can send someone else to work for him.
v/ An employer must come on time and leave on time.
v/ A receptionist only greets visitors with appointments.
Vv Human Resources Manager searches for and recruits employees.

T are themestimportant-factors'of praduction.
Computers . '

Equipments

People

Files

Question No. 2
(a) Receptionisnot just fillingin forms, issuing visitors' badges and giving directions.
§ If you want to become areceptionist, what will be your main responsibility?

§ Why isthe receptionist expected to be diplomatic and attempt to solve whatever the
problem when an unexpected visitor arrives?
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(b) People agreethat Technology affects work in the office. But not all of them believe
that technology has positive effects on the office work .

§ Do you think that technology has bad effects on the work in the office?

U No, I dont agree. O ves, | agree.
Give three reasons for your answer.

§ State one use of any four of the following in the modern office.

0 Search engine

o Cardindex

0 Multi-media projector

0 Organizationall chart’

0 Fire extinguisher

(C) As an employee, is safety necessary for you? Yes [ No [
Why?

How?
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Question No. 3

(@) Tick (V) for true and ( X ) for false
1- To create agood impression with visitors, the receptionist should be:

Well-informed

organized

2- When afileistaken out of the filing cabinet, A File Absent Card must be filled in by the
Clerk and be kept in a certain folder.

FILE ABSENT CARD GULF PETROCHEMICAL INDUSTRIES CO
P.O.Box 26730 Td. 17731777 Fax 17731047
E-mail: GPIC@GPIC.com
KINGDOM OF BAHRAIN
File: NO. 1124 Name : Ex — Por /Mod R 1206.

Borrowed by Department Date borrowed Date returned
Jawad Meelad Public Relations 9/12/ 2007 10 /12 /2007
Jamedl Ali Accounts 11/12/2007 11/12/2007
Jamedla Alawi Saes 13/12/2007 16/12/2007
Tariq Ghazwn Accounts 17/12/2007 18/12/2007
Huda K hal af Saes 18/12/2007 19/12/2007
Jameela Alawi Accounts 19/12/2007 20/12/2007
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§ (

) File Absent Card is used to show details of the file taken out of the
filing cabinet. It also represents a record of persons borrowed thefile.

) Mr. Jameel Ali works in Sales Department.
) On 13/12/2007 Jameela Alawi was working in Accounts,

) If you are asked to arrange the borrowers names alphabetically,
the first name will be Tariqg Ghazwan.

) This file was borrowed by Jawad Meelad during the period
(9" Dec. 2006 - 10™ Dec. 2006 ).
) Your teacher can borrow this file for three days only.

) Delay and annoyance in the filing process can be avoided by monitoring
the movement of files on File Absent Cards.

) Filesare usually borrowed by employees for carrying out their duties.

( b) Go back tothe Absent Card in (A) above. Add gne more Foreign name to the
borrowers and fill in the blanks'inthe Card--Afterwards(<lb x5 ) arrange the
names alphabetically as in"Arabit countries. ' '

( Note: you will arrange names of 6 borrowers only because one of them borrowed
the filetwice) .

www.shmooa.org/vb


http://www.pdffactory.com
http://www.pdffactory.com

6 NOTICE: The Exam Contains 8 Pages

111 3 /sle Commercid& Unified Page

Question No. 4
Read the following case and then complete the Accident Report Form .

" Mr. Omar Yousif (CPR 61110204) is a Mesenger at Al Hoora Health Centre. He
witnessed an accident which occurred at 9:00 am on Monday 3 December 2007 in the
Reception Office. Huda Ali of 1864 Zobara Road, Manama (date of birth : 16. 12 . 1979 )
accidentally walked into a filing cabinet drawer which she had been left open. She suffered a

deep gash ( Ly IAJ;) to her Ieft leg and immediately fainted(gle —2f). Arwa Ahmad was

called and she managed to revive( =i ) her and a apply a bandage to the wound. Huda was
taken later to Salmaniya Medical Centre for further treatment.

Accident Report Form

1- Injured per son:

NAME: .o Dateof Birth : ...

0 0[S
2- Accident:

Time: ...l Date: .........oeeeeeini, Place .. ..o pgrens e,
3- Activity at the time of accident: On duty . | T

4- Details of the accident and injury suffered and explam how it happened

R N R R R e T e e i e R LI R NI

R Y T R A N AN A S e e A R e Nl O e I L I T I T

5- Treatment :

Given First Aid Yes No BY I
Taken To hospital ves | | No To: Salmaniya Medical Centre
6- Witnesses:

Name CPR Position
P
P

Reported by: Amjad Ouran Signature: ........ccoeeeennnn.

Date: 3/12/2007
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