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Regional – 2013 
 

Production 

Job 1 - Database _____ (150 pts.) 

Job 2 – Letter with Mail Merge _____ (150 pts.) 

Job 3 - Spreadsheet _____ (150 pts.) 

Job 4 - Logo _____ (  50 pts.) 

Job 5 - Flyer _____ (100 pts.) 

Job 6 - Report _____ (150 pts.) 

TOTAL _____ (750 pts.) 

 

 
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. 

 



ADMINISTRATIVE SUPPORT TEAM 
KEY 
REGIONAL 2013 
Page 2 of 16 
 

  

 

GENERAL INSTRUCTIONS 

 

1. Check that this test booklet contains Jobs 1-6. 
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 (when specified): 

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 Professional Business Associates 
Landscape Design Corporation, 5454 Cleveland Avenue, Columbus, OH 43231-4021.  
You work in the Human Resources Department under Julie Smith, Human Resources 
Director.  As the administrative assistant support team assigned to HR, complete the 
following six tasks. 
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Job 1 – Database – Printout #1 
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Job 1 – Database – Printout #2 
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Scoring 

Job 1 – Database  

Award points as follows: 

 Printed Database Table  ............................................................................................................. 100 points 

  Deduct 5 points for each misspelled word (data that cannot be seen is an error) 

  Deduct 20 points for each missing record 

  Deduct 40 points if created in a spreadsheet 

  Deduct 10 points if not in landscape orientation 

  Deduct 10 points if New Employee - Team # is not the name of the table 

  Deduct 10 points if printout exceeds one page 

  Deduct 10 points if not printed in alpha order by last name 

 Printed Report .............................................................................................................................. 50 points 

  Deduct 10 points if extra field is included 

  Deduct 10 points if required field is missing 

  Deduct 10 points if not grouped by branch office 

  Deduct 10 points if not in alpha order by last name 

  Deduct 5 points if report title is not New Employee - Job 2 - #  

  Deduct 5 points if not printed in landscape 

  Total Possible Points ............................................................................................................... 150 points 
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Scoring 

Job 2 – Letter 

Job 2 – Printout #1 - Letter with field codes (Field codes should be included as 

Address Block or separate codes that would produce appropriate address block, 

salutation first name, and second paragraph branch office) 

Reference initials should be 

contestant number. 
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Job 2 – Merged Letter – Printout #2 

 

Scoring 

Job 2 – Letter 

Award points as follows: 

 Production Standards .............................................................................................. 100 points ______ 

 Printed Letter with Merged Codes  ........................................................................... 30 points ______ 

 Only 1 Printed Merged Letter to Michelle Kim  ....................................................... 20 points ______ 

  Total Possible Points ............................................................................................ 150 points ______ 
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Scoring  

Job 3 – Spreadsheet – Printout #1 
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Job 3 – Spreadsheet with Formulas – Printout #2 
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Award points as follows: 

 Spreadsheet – Printout #1 .......................................................................................................... 100 points 

  Deduct 5 points for each incorrect entry 

  Deduct 10 points each for incorrect title and subtitle (must be merged and centered over 
table) 

  Deduct 10 points for formatting (centered column headers, commas with 2 decimals) 

  Deduct 10 points if total incorrect borders 

  Deduct 10 points if not centered horizontally and vertically on the page 

  Deduct 10 points if ‘Job 3-Team #’ is not in the footer 

 Printed Spreadsheet with formulas (If formulas are not showing, no points awarded) ............. 50 points 

  Deduct 10 points if incorrect formula on subtotals 

  Deduct 10 points if incorrect formula on totals line 

  Deduct 20 points if incorrect formula on proposed budget column 

  Deduct 10 points if incorrect formula on difference column 

 Total Possible Points  ..............................................................................................................  150 points 
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Scoring  

Job 4 – Logo  

Note to Graders:  Logo will vary according to creativity and layout.   

Award points as follows: 

 Logo Layout  ................................................................................................................................ 25 points 

  Deduct 5 points for each misspelled word 

  Deduct 10 points if appropriate graphic is not used 

  Deduct 10 points if logo does not represent Professional Business Associates Landscape 
Design Corporation 

  Deduct 5 points if ‘Job 4-Team #’ is not in the footer 

 Logo Creativity   .......................................................................................................................... 25 points 

 Total Possible Points  ................................................................................................................. 50 points 

Corporat ion 

GROW with Us  
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Job 5 – Flyer 

Note to Graders:  Flyer will vary according to creativity and layout.  Check for complete information 

Tasks: 

 Use the company logo created in Job 4  

 Include the company name—PBA Landscape Design Corporation  

 Create a company tag-line 

 “Who We Are” section, describing PBA Landscape Design Corporation 

 Include a minimum of three career opportunities within the company 

 Job Fair Information: 
o Date:  March 1, 2012 
o Time:  9:00 a.m. – 4:00 p.m. 
o Location:  Corporate Headquarters 
o Professional Business Associates Landscape Design Corporation 

o 5454 Cleveland Avenue 
o Columbus, OH 43231-4021 

o Recruiting for Sales Professionals and Landscape Architects 
o “Appointments Recommended but Not Required” 
o Contact Julie Smith, Human Resource Manager, at (555) 555-1212 or send an email 

to jsmith@pba.com. 
Formatting must include: 

 Graphics 

 WordArt or Shadow Art 

 Page Border 

 Bullets 

 Various Fonts 

 
Sample shown here 
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Scoring  

Job 5 – Flyer 

Note to Graders:  Flyer will vary according to creativity and layout.  Check for complete information 

Award points as follows: 

 Flyer Layout  .................................................................................................................................. 75 points 

  Deduct 5 points for each misspelled word 

  Deduct 10 points for each missing section (date, time, location, sponsor, for, and sessions) 

  Deduct 10 points for each required formatting not present (graphics, WordArt or Shadow 
Art, page border, bullets, and various fonts) 

  Deduct 10 points if ‘Job 5-Team #’ is not in the footer 

 Flyer Creativity   .........................................................................................................................  25 points 

  Award points due to overall design and attractiveness of flyer 

 Total Possible Points  ..............................................................................................................  100 points 
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Job 6 – Report 
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Scoring  

Job 6 – Report 

Award points as follows: 

 Production Standards  ................................................................................................................ 100 points 

 Embedded Documents   ............................................................................................................... 50 points 

  Deduct 30 points if spreadsheet is not imported as an embedded object 

  Deduct 20 points if logo is not placed in document 

 Total Possible Points  ..............................................................................................................  150 points 

 


