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Total points                    ______ (500)
Judges/Graders:

Please double-check and verify all scores! 

Property of Business Professionals of America.  

May be reproduced only for use in the Business Professionals of America 

Workplace Skills Assessment Program competition.


SCORING SHEET

	Job 1—Presentation
	Points
	Score
	Total

	1. 
	Hierarchy organizational chart with correct information. 
	10
	
	

	2. 
	Major area slide, five service areas, and two advertising slides. With at least one image per slide as requested. (10 points per slide)

Grader.  Slides 3-7 are the only ones that are REQUIRED to have an image.
Grader, You won't be able to see contestant # on the print out requested in Step #9.
	70
	
	

	3. 
	Speakers Notes added and print out with slide and notes submitted.
	10
	
	

	4. 
	Notes page slide printed 9 per page in vertical order. 
	10
	
	

	
	Total
	100
	
	

	Job 2—Database Report
	
	
	

	1. 
	All data is input correctly (-2 points per error)
	60
	
	

	2. 
	Sorted by city and then school enrollment.
	10
	
	

	3. 
	Include all fields as prescribed, no data is truncated
	10
	
	

	4. 
	The title is added
	10
	
	

	5. 
	Print report in landscape format
	10
	
	

	
	
	100
	
	

	Job 3—Letter/Merge
	
	
	

	1. 
	Production Standards
	100
	
	

	2. 
	Web or E-mail address does not show they hyperlink
	10
	
	

	3. 
	Slide four from Job 1 inserted into letter, with correct formatting and centered.
	10
	
	

	4. L
	Letter printed with correct merge codes (-5 each code)
	20
	
	

	5. 
	Letter printed to Hug High School
	10
	
	

	
	Total
	150
	
	

	Job 4—Chart/Presentation 
Grader:  There are two keys for Job 4: one for the chart and one for the presentation.
	
	
	

	1. 
	Create report from information in Job 2, use enrollment and schools only.
	10
	
	

	2. 
	Create a 3D chart with prescribed information and chart title, data labels and legend, show on same page as report. (5 points each section)
	25
	
	

	3. 
	Add chart to presentation with slide title as prescribed.
	10
	
	

	4. 
	Print a copy in handout form 3 per page, of slides 4, 5 &10.
	5
	
	

	
	Total
	50
	
	

	TOTAL POSSIBLE
	400
	
	

	OBJECTIVE POSSIBLE
	100
	
	

	TOTAL POSSIBLE POINTS
	500
	
	


GENERAL INSTRUCTIONS

1. Answer the 25 objective questions using the Scantron scoring sheet provided.  Write your contestant number on the Scantron sheet.

2. Make certain this test booklet contains Jobs 1-5.

3. Correct all errors.
4. For any problem where you would normally use your reference initials, use your contestant number.  Your name or initials should NOT appear on any work you submit.  Key your contestant number and job number in a footer on all documents in the lower left-hand corner of all work submitted, unless you are asked otherwise.
5. You may use templates.  However, your creativity score may be lowered.

6. If you finish before the end of the testing time, notify the administrator of the contest.  Time may be a factor in determining the winner in the event of a tie.

7. When turning in your completed work, place your scoring sheet on top of all of your jobs.  The jobs should be arranged in numerical order.  Turn in all partial jobs completed.

You are employed by Professional Business Associates as the Human Resources Assistant and have been asked to assist the managers with a variety of tasks.  Please follow the guidelines for our company when completing the work.

Answers to Multiple Choice Questions:
	1.
	C
	14.
	D

	2.
	D
	15.
	B

	3.
	B
	16.
	A

	4.
	A
	17.
	F

	5.
	C (WordPerfect has 1,000,000 rows and 256 columns with 18,728 sheets)
	18.
	T

	6.
	B
	19.
	T

	7.
	D
	20.
	T

	8.
	A
	21.
	T

	9.
	C
	22.
	T

	10.
	C
	23.
	F

	11.
	D (Not Active Cell—that’s the one that is currently selected and open for editing)
	24.
	T

	12.
	B
	25.
	T

	13.
	D
	
	


 Please follow directions carefully.  Print out hard copies of documents as instructed.

Three members of the Professional Business Associates marketing team are preparing to attend Recruiting events and Job Fairs at several Universities, Community Colleges, Technical Schools and High Schools in the Reno, Nevada area.  The team needs a consistent Kiosk presentation they can have running continuously while they are talking to students about interning with PBA. The Administrative Support Department has put together several graphics options for you to choose from that you can incorporate into the presentation. Use the font style Times New Roman unless otherwise specified.  
Job 1:  Job Fair Presentation 

Grader: 
See file named 23--Integrated Office_Presentation Master Job 1 and 4_R_2008 on Regional Disk.  Print this file for use with key.
1. Create a presentation for the Job Fair and Recruitment event that is planned for the first week of June 2008.  You may use any font style of your choice but it must be easy to read.
2. The presentation needs to include a slide with a hierarchy organizational chart of the management team including job titles and names.

3. Include a slide with the major areas that PBA works in, which include sells software, hardware and services.

4. Include a slide for each, up to five slides, area where services are provided. Include the title at the bottom left and at least one picture or image from the Human Resources file folder on each slide.

5. Add speaker notes to slide four to include the information at the end of these directions.
6. Add slide in a 48+ font size, depending on the style you choose at end, advertising to students PBA is recruiting interns now for summer employment you may or may not choose to add images to this slide.

7. Add in a in a 48+ font size, depending on the style, slide advertising to request a job application, to drop off a resume and references during the job fair you may or may not choose to add images to this slide.

8. Add your contestant number in the footer of all slides.

9. Print for your records, in handout format (9 slides per page) in vertical order.  

Grader, You won't be able to see contestant # on this print out.

10. Print for your records the notes page of slide four.  

11. Elements of this workbook will be used in following jobs.

Speaker Note: 

We are in special need of talented Interns to fill these areas.  Recruiters if you have anyone who is interested regardless of age or school, interview view them on location in accordance with PBA standard company format, have them fill out a job application, collect their resume and references and forward them to Julie Smith in Human Resources.  Let them know they will be contacted within one week.

Job 2:  Database
Grader: see file named 23--Integrated Office_Letter Form Job 2 Key_R_2008 on Regional Disk for key 

1. Create a database for mail merge and simple report purposes, using software of your choice with the following information.
2. Include all appropriate fields.
3. Create a report in landscape include only the fields: school, address, city, local phone, principal and enrollment.

4. Sort first by city then by school enrollment.

5. Adjust the report so no data is truncated.

6. Add the title, Recruiters School Information in a 24 pt font.

7. You will use this information again in Job 3.

8. Print the landscaped report for your records. 

	DAMONTE RANCH HIGH SCHOOL
	Enrollment 
	1253 

	Grade Levels 
	High 9-12 
	School Mascot 
	Mustangs 

	Calendar
	Traditional 
	School Colors 
	Navy Blue/ Forrest Green 

	Address 
	10500 Rio Wrangler Parkway
Reno, NV 89511 

	Local
	(775) 851-5656
	Fax
	(775) 851-5663

	Principal 
	Denise Hausauer 
	Website
	http://www.washoe.k12.nv.us/damonte/

	GALENA HIGH SCHOOL
	Enrollment 
	1510

	Grade Levels 
	High 9-12 
	School Mascot 
	Grizzlies 

	Calendar
	Traditional 
	School Colors 
	Black/Gold

	Address 
	3600 Butch Cassidy Way
Reno, NV 89511

	Local
	(775) 851-5630
	Fax
	(775) 851-5607

	Principal 
	Thomas Brown
	Website
	http://www.galenahigh.com/

	GERLACH HIGH SCHOOL
	Enrollment 
	21

	Grade Levels 
	High 9-12 
	School Mascot 
	Lions 

	Calendar
	Traditional 
	School Colors 
	Royal Blue/Old Gold

	Address 
	555 East Sunset Blvd.
Gerlach, NV 89412

	Local
	(775) 557-2326
	Fax
	(775) 557-2587

	Principal 
	Carol Kaufmann
	Website
	

	HUG HIGH SCHOOL
	Enrollment 
	1226

	Grade Levels 
	High 9-12 
	School Mascot 
	Hawks 

	Calendar
	Traditional 
	School Colors 
	Green/White

	Address 
	2880 Sutro Street
Reno, NV 89512

	Local
	(775) 333-5300
	Fax
	(775) 333-5312

	Principal 
	Andrew Kelly
	Website
	http://www.washoe.k12.nv.us/hug/

	INCLINE HIGH SCHOOL
	Enrollment 
	407

	Grade Levels 
	High 9-12 
	School Mascot 
	Highlanders

	Calendar
	Traditional 
	School Colors 
	Green/Gold

	Address 
	499 Village Boulevard
Incline Village, NV 89451

	Local
	(775) 832-4260
	Fax
	(775) 832-4208

	Principal 
	John Clark
	Website
	http://www.washoe.k12.nv.us/inc/

	REED HIGH SCHOOL
	Enrollment 
	2464

	Grade Levels 
	High 9-12 
	School Mascot 
	Raiders

	Calendar
	Traditional 
	School Colors 
	Blue/Gold

	Address 
	1350 Baring Blvd.
Sparks, NV 89434

	Local
	(775) 353-5700
	Fax
	(775) 353-5708

	Principal 
	Mary Vesco
	Website
	http://www.washoe.k12.nv.us/reed/

	REGIONAL TECHNICAL INSTITUTE
	Enrollment 
	2000

	Grade Levels 
	High 9-12 
	School Mascot 
	Bulldogs

	Calendar
	Traditional 
	School Colors 
	Orange/White

	Address 
	380 Edison Way
Reno, NV 89502

	Local
	(775) 861-4418
	Fax
	(775) 861-4415

	Principal 
	Heather Murray
	Website
	

	RENO HIGH SCHOOL
	Enrollment 
	64

	Grade Levels 
	High 9-12 
	School Mascot 
	Huskies

	Calendar
	Traditional 
	School Colors 
	Red/Blue

	Address 
	395 Booth Street
Reno, NV 89509

	Local
	(775) 333-5050
	Fax
	(775) 333-5058

	Principal 
	Bob Sullivan
	Website
	http://www.washoe.k12.nv.us/reno/

	SPANISH SPRINGS HIGH SCHOOL
	Enrollment 
	2186

	Grade Levels 
	High 9-12 
	School Mascot 
	Cougars

	Calendar
	Traditional 
	School Colors 
	Purple/Teal/White

	Address 
	1065 Eagle Canyon Drive
Sparks, NV 89436

	Local
	(775) 333-6098
	Fax
	(775) 333-4543

	Principal 
	Alonzo Ramirex
	Website
	http://www.washoe.k12.nv.us/spanishs/shs/

	MEADOWS COMMUNITY COLLEGE
	Enrollment 
	12000

	Grade Levels 
	College 
	School Mascot 
	Silver Wolves

	Calendar
	Traditional 
	School Colors 
	Maroon/Silver

	Address 
	7000 Dandini Boulevard
Reno, NV 89512

	Local
	(775) 674-7660
	Fax
	(775) 674-7931

	Principal 
	Heather Murray
	Website
	http://highschool.tmcc.edu

	University of Nevada, Reno
	Enrollment 
	16000

	Grade Levels 
	College 
	School Mascot 
	Wolf Pack

	Calendar
	Traditional 
	School Colors 
	Blue/Silver

	Address 
	1664 N. Virginia St
Reno, NV  89557

	Local
	(775) 784-1110
	Fax
	

	President
	Milt Glick
	Website
	http://www.urn.edu


Job 3: Letter
1. Create a letter in standard format that will be sent to the high school principals of the schools listed in Job 2.
2. Include the school name in the inside address.

3. There is no subject line.

4. Use the title (principal) and their last name in the salutation.
5. Do not have web or email address show the hyperlink format.
6. Include slide four from Job 1, centered and formatted to 2.1 H and 2.78 W.

7. Print master document with fields listed for your records.

8. Print for your records the letter for Hug High School.
Letter Contents
Thank you for the generous invitation to the (school name here)’s job fair.
Professional Business Associates has an overwhelming need for summer interns in numerous areas of study including: software development and design, human resources, financial services with emphasis in accounting and marketing.  We have developed a simple kiosk presentation for your approval.  You may go to www.pba.com/recruiting to view the show (put slide here.) 
If you have any suggestions or changes you would like made to the presentation you may contact me at hrassistant@pba.com or you may call me at (555) 555-0140 anytime.  We are excited for this opportunity and our recruiters are looking forward to a productive event.

Month DD, 2008
«First» «Last»
«School_Name»

«Address»
«City», «State» «Zip»
Dear «Title» «Last»
 Thank you for the generous invitation to «School_Name»’s job fair.

Professional Business Associates has an overwhelming need for summer interns in numerous areas of study including: software development and design, human resources, financial services with emphasis in accounting and marketing.  We have developed a simple kiosk presentation for your approval.  You may go to www.pba.com/recruiting to view the show.


[image: image1.emf]Software Development & Design

Contestant #






 If you have any suggestions or changes you would like made to the presentation you may contact me at hrassistant@pba.com or you may call me at (555) 555-0140 anytime.  We are excited for this opportunity and our recruiters are looking forward to a productive event. 

Sincerely
Contestant #

Human Resources Assistant

Month DD, 2008
Andrew Kelly

Hug High School


2880 Sutro Street

Reno, NV 89521
Dear Principal Kelly
 Thank you for the generous invitation to Hug High School’s job fair.

Professional Business Associates has an overwhelming need for summer interns in numerous areas of study including: software development and design, human resources, financial services with emphasis in accounting and marketing.  We have developed a simple kiosk presentation for your approval.  You may go to www.pba.com/recruiting to view the show.
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 If you have any suggestions or changes you would like made to the presentation you may contact me at hrassistant@pba.com or you may call me at (555) 555-0140 anytime.  We are excited for this opportunity and our recruiters are looking forward to a productive event. 

Sincerely


Contestant #

Human Resources Assistant

Job 4: Chart/Presentation
1. Using the information from Job 2. 
2. Create a report showing school name and enrollment only.
3. Create a 3D pie chart from the above information showing high schools with the chart title Enrollment and show chart on the same page.
4. Add to the chart enrollment data labels and a legend of school names on the left side of the chart showing leader lines.

5. Print a copy of this report for your records.

6. Insert this chart into Job 1 as Slide 10.  Use the slide title Recruiters Information. 

7. Print slides 4, 5 and 10 with 3 slides per page in handout form for your records. 
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�Grader,  These may be interchanged. Either way is okay.


�Slide will be slide 4 from the presentation


�Grader,  These may be interchanged. Either way is okay.


�Slide will be slide 4 from the presentation


�Grader the phone number in the original copy is incorrect.  Please double check among other things that the test taker has corrected the phone number.





Contestant Number
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We are in special need of talented Interns to fill these two  areas. Recruiters if you have anyone who is interested regardless of age or school, interview view them on location in accordance with PBA standard company format, have them fill out a job application, collect their resume and references and forward them to Julie Smith in Human Resources.  Let them know they will be contacted within one week.
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