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ADMINISTRATIVE 

SUPPORT TEAM 
(255) 

 
 

 

REGIONAL – 2015 

 
Production Portion: 

 

Job 1 – Database Report _____  (150 pts.) 

Job 2 – Letter w/mail merge _____  (150 pts.) 

Job 3 – Labels _____  ( 50 pts.) 

Job 4 – Memo _____  (150 pts.) 

Job 5 – Flyer _____  (150 pts.) 

 TOTAL POINTS _____  (650 pts.) 

 

 

 

 

Judge/Graders: Please double check and verify all 

scores and answer keys! 
 

 

 

 

Property of Business Professionals of America.   

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

Workplace Skills Assessment Program competition. 
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GENERAL INSTRUCTIONS 
 

1. Check that this test booklet contains Jobs 1-5. 

 

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, 5454 

Cleveland Avenue, Columbus, OH 43231-4021.  You work in the Human Resources Department 

under Julie Smith, Human Resources Director.  Your company has decided to implement an 

internship program with area high schools and the local colleges. As the administrative assistant 

support team assigned to HR, complete the following five tasks. 
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Job 1—Database Report 

 

 

 

 

 

 

 

 

Note to Grader: Team # and 

Job # should appear in the 

footer on all jobs 
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Job 2—Letter with Mail Merge 
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Job 2—Completed Letter 
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Job 3 Labels 
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Job 4—Memo 
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