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Failure to adhere to any of the following rules will result in disqualification: 

1. Contestant must hand in this test booklet and all printouts. Failure to do so will result in disqualification.

2. No equipment, supplies, or materials other than those specified for this event are allowed in the testing area.  No previous BPA tests and/or sample tests or facsimile (handwritten, photocopied, or keyed) are allowed in the testing area.

3. Electronic devices will be monitored according to ACT standards. 
No more than ten (10) minutes orientation

No more than 90 minutes actual testing time

No more than ten (10) minutes wrap-up


Property of Business Professionals of America.  

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

Workplace Skills Assessment Program competition.

GENERAL INSTRUCTIONS
1. Check that this test booklet contains Jobs 1-4.

2. Correct all errors.  Copy is graded on production standards along with additional criteria.

3. In places you normally use your reference initials, use your contestant/team number.
Your name or initials should NOT appear on any work your team submits.  Key your contestant/team number and job number in the footer in the lower left corner of all work submitted unless specified otherwise.

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

5. When turning in your contest, the jobs should be arranged in numeric order.  Use your time wisely.  You have 90 minutes to complete this test.

Production Standards:

0 errors
=
100 points

1 error
=
90 points

2 errors
=
70 points

3+ errors
=
0 points

TEAM INSTRUCTIONS
You are part of the administrative support team for the Human Resource Department at Professional Business Associates, 5454 Cleveland Avenue, Columbus, OH 43231-4021.  Julie Smith, your supervisor, is the director of Human Resources for the company.  You have been charged with the task of setting up the new employee orientation scheduled for March 10-11.  

Ms.Smith will be out of town and has asked you and your team to perform the following functions:

Job 1 – Memorandum
Key the following memorandum from Julie Smith, Director of Human Services to Mike DeLaney, Director of Property Management, dated February 18 current year.  The subject is: Room Reservation—Auditorium.  Bullet the list of items needed.

I would like too request the auditorium for March 10-11 for new employe orientation.  The room should be available for our exklusive use from 8:00 a.m. to 4:30 p.m.  

The following items need to be redy for use: Computer with internet connection, DVD player, Video projector (for computer and DVD use), 1 table in the lobby with 2 chairs, 2 tables in the back of the auditorium.

Please note that the last time wee used the auditorium, the shades on the clerestory windows would not close with the remoat control which made it difficult to sea the screen.  Can you see that maintenance has checked that the blinds actually close with the remote?

Finally, I need to leave some boxes in the auditorium overnight and would like to secure the room.  Do you arrange this with security or should I contact them?  Thanks for your attention in these matters.

I’ve also attached the proper room request form.

Job 2 – Spreadsheet

Create a spreadsheet with the items needed for the orientation.  
In the first row, center and merge in 16 point bold caps: Professional Business Associates.  
In the second row, center and merge in 14 point: New Employee Orientation Check List.  
In the third row, center and merge in 12 point:  March 10-11, current year.  
Make sure that the gridlines show for printing.

Total Cost must be a formula in the event that the number of items changes.

Be sure to have a Total row.

As this will be used as a check list, make additional column for ‘Date Completed’.

Print the completed spreadsheet centered horizontally in landscape orientation fitting on one page.

Print the completed spreadsheet in landscape with formulas displayed (fitting one page).

	Count
	Measure
	Item
	Source
	Cost per Measure
	Total Cost
	Date Needed

	2
	Each
	Coffee pots
	Human Resources
	$0.00
	
	

	2 
	Pounds
	Regular coffee
	Cafeteria
	$8.25
	
	

	2 
	Pounds
	Decaffeinated coffee
	Cafeteria
	$8.75
	
	

	1
	Box
	Assorted teas
	Cafeteria
	$7.75
	
	

	3
	Dozen/day
	Donuts
	Donut-Rama
	$6.75
	
	

	12
	Each
	Name tags (personalized)
	Human Resources
	$5.20
	
	

	12
	Each
	Welcome bags
	Human Resources
	$10.00
	
	

	12
	Each
	Insurance packets
	Insurance Department
	$2.00
	
	

	12
	Each
	Policy booklet
	Human Resources
	$12.25
	
	

	12
	Each
	Parking permits
	Security
	$5.75
	
	

	2
	Each
	Floral arrangement
	Flower Nook
	$26.50
	
	


Job 3 – Database
Create a database and save as ‘Job 3 - #’ (# = team number) for the new employees listed below:

	First Name
	Last Name
	Address
	City
	State
	Zip
	Phone
	Department
	Position

	David
	Cromwell
	1186 Van Buren
	Columbus
	OH
	43201
	614-238-9082
	Financial Services
	Filing Clerk

	Cassandra
	Dent
	645 Thirty-Eighth St.
	Columbus
	OH
	43202
	614-561-1343
	Marketing
	Product Information

	Jason
	DeVries
	269 Crestmoor
	Columbus
	OH
	43223
	614-240-1329
	Information Technology
	Reception

	Carrie
	Durst
	926 Abby Lane
	Columbus
	OH
	43201
	614-238-6969
	Human Resources
	Reception

	Mike
	Fischer
	338 NE Cherry
	Columbus
	OH
	43223
	614-238-6777
	Marketing
	Filing Clerk

	Lori
	Harrison
	863 Oak Street
	Columbus
	OH
	43201
	614-238-6983
	Administrative Support
	Mail Room

	Tim
	Hart
	226 SE 10th
	Columbus
	OH
	43201
	614-238-1440
	Financial Services
	Accounts Payable

	Michael
	Johnson
	8284 Westmoreland
	Westerville
	OH
	43081
	614-414-2131
	Information Technology
	Webmaster

	Nick
	Keller
	628 Huntington
	Columbus
	OH
	43210
	614-240-6382
	Financial Services
	Accounts Receivable

	Penny
	Sampson
	1420 W. Fifth
	Columbus
	OH
	43210
	614-238-8022
	Information Technology
	Network Administration

	Roslyn
	Williams
	1257 Jefferson Lane
	Columbus
	OH
	43202
	614-234-5897
	Information Technology
	Database Management


Print one copy of the database in landscape orientation—be sure that all data is displayed (not truncated).

Create a tabular report in landscape orientation that sorts the data by ‘Last Name’.  Include only Last Name, First Name, Department and Position fields.  
Save as “Job 3 Report - #” (# = team number).  Print one copy.

JOB 4 – PRESENTATION
Create and print the presentation that Julie Smith will use at the new employee orientation.  The slides will contain the main points of the Human Resource Manual.  
NOTE:  This job is graded on printed output only.

Save the presentation as: Job 4 - #
(# = Team Number)

Include the following information and guidelines in the presentation:

· Create a title slide that includes:

· Welcome to Professional Business Associates

· New Employee Orientation

· March 10-11

· Julie Smith, Human Resources Director

· Prepared by Team #

· Create the next five slides that include the following points: (each slide should have a title and subtitles)

· Include “Prepared by Team #” in a footer on all slides except title slide.

· Overview of Professional Business Associates:   How you were hired, Confidential Information, Customer Relations, Standards of Conduct

· Work Schedule:  Compensation, Wage and Salary Policies, Performance and Compensation Reviews

· Benefits:  Group Insurance, Health/Dental/Vision Insurance, Disability Insurance, Life and Accidental Death and Dismemberment Insurance

· Leaves:  Holidays, Vacations, Sick Leave, Personal Leave 

· Workplace Policies:  Company and Department Meetings, Computer Software Policy (Unauthorized Copying), Computers, Electronic Mail, and Voice Mail Usage Policy, Drug-Free Workplace Policy

· Include a variety of the following:

· Software-included graphics/clipart

· Auto shapes

· Symbols

· Bulleted/numbered lists

 Print the presentation as a handout with six slides per page.

