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Choose the correct answer for the following question:-

1. All the following sections are in the Administration Department except:-
a) Security b) Marketing /

c) Reception d) Mail Room

2. Which of the following Safety Sign warns of No Open Flams:-

®

3. Which of the following Safety Signs you do not see in Salmaniya
Medical Complex:

a) b)

d)

®

[ B3]
ez

4. One of Employer's obligation is:-
a) Pay Fair Salaries / b) Attend in Person

c) Be Competent d) Arrive on time

5. The department that responsible for transporting goods and keeping
a record of stock is:
a) Administration Dept. b) Finance Dept.

c) Sales Dept. d) Warehousing Dept. /
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6. Some files are not required any more, such files are called:
a) Absent Files b) Electronic Files
c) Dead Files / d) Business Files
7. A good example for Search Engine is:
a) Fire Fox b) Yahoo
c) Google d) Answersa,b&c /
8. Which of the following is considered as a proof of an accident
happening at work during business hours:
a) Computer Report Files b) Application Form
c) Accident Report Form / d) Risk Assessment Report
9. The filing clerk should keep a record of persons who have borrowed
files in:
a) Business Card b) Absent Card /
c) Risk Card d) Card Index
10. People mainly visit an office to:

a) meet a member of staff / b) have a rest

c) Be greeted with a smile d) Answersa &c


http://www.commbh.com/

www.commbh.com Ol s asal

Place a v tick in box, which you think best describes each of the

communications channel or media:

Communication Channel g g é ;g

1. Sending letter to place an order. v
2. Annual meeting of shareholders. v
3. Facial Expressions. v
4. Job interview. v
5. Good employee appearance. v
6. Problem solving reports. v
7. An employee always arrives on time. v
8. Presentation about safety at work. v
9. Sending an e-mail to employee for attending a v

meeting.
10. Negotiations for the purchase of a new device to the |

factory.
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