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Final Mock Exam– Introduction to Office Management (ADR 111) 

Prepared by: T. Alshaikh Abdulfatah Hasan 

 

CHAPTER 1: Office Orientation 

Question One (Multiple Choice – 14 Marks) 

Choose the correct answer: 

1. The office layout that provides more privacy but less communication is: 

A- Open-plan office 

B- Closed office 

C- Virtual office 

D- None of the above 

2. The main function of an office that involves storing information for future use is: 

A- Receiving information 

B- Recording information 

C- Giving information 

D- Arranging information 

3. Ergonomics in office design focuses on: 

A- Employee health and productivity 

B- Decoration and music 

C- Filing systems only 

D- None of the above 

4. The first point of contact for visitors in an organization is: 

A- Meeting room 

B- Reception area 

C- Filing room 

D- Manager’s office 

5. The organizational chart shows: 

A- Office layout 

B- Hierarchy and chain of command 

C- Filing system 

D- None of the above 

6. Passing authority down the hierarchy is called: 

A- Delegation 

B- Span of control 

C- Chain of command 

D- Responsibility 
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7. The number of subordinates reporting to a manager is called: 

A- Hierarchy 

B- Span of control 

C- Delegation 

D- Authority 

8. Which of the following is a disadvantage of an open-plan office? 

a) Better communication 

b) Less privacy 

c) More security 

d) Easier supervision 

9. The route through which authority is passed down in an organization is called: 

a) Span of control 

b) Chain of command 

c) Delegation 

d) Hierarchy 

10. Keeping organizational information away from outsiders is an example of: 

a) Punctuality 

b) Confidentiality 

c) Dedication 

d) Teamwork 

11. Which department is responsible for keeping stock of goods and arranging 

transportation? 

a) Sales Department 

b) Warehousing Department 

c) Purchase Department 

d) Accounting Department 

12. Which of Maslow’s needs includes respect and recognition? 

a) Physiological needs 

b) Safety needs 

c) Esteem needs 

d) Self-actualization 

13. An office where employees work from different locations using internet and phones is 

called: 

a) Open-plan office 

b) Closed office 

c) Virtual office 

d) Shared office 

14. The science of designing the job and workplace to fit the worker is called: 

a) Ergonomics 

b) Automation 
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c) Delegation 

d) Motivation 

 

Question Two (True/False – 20 Marks) 

State whether the following are True (T) or False (F): 

1. Open-plan offices provide more privacy than closed offices.  (      ) 

2. Recording information makes it readily available for management.  (      ) 

3. A subordinate is an employee below another in the hierarchy.   (      ) 

4. Chain of command shows how authority flows in an organization.   (      ) 

5. Delegation means transferring responsibility permanently.   (      ) 

6. Ergonomics aims to improve both health and productivity.   (      ) 

7. Virtual offices rely on internet and telecommunication tools.    (      ) 

8. Closed offices are cheaper to build than open-plan offices.    (      ) 

9. Span of control can be wide or narrow depending on tasks.    (      ) 

10. Organizational charts are unnecessary in large organizations.    (      ) 

11. A sole trader is a business owned by two or more people.   (      ) 

12. In a flat organizational structure, the chain of command is short.   (      ) 

13. Noise and poor lighting are examples of chemical hazards.   (      ) 

14. Herzberg’s motivators include salary and working conditions.    (      ) 

15. A laissez-faire leader makes all decisions without consulting employees.   (      ) 

16. Planning is a backward-looking function.    (      ) 

17. Informal organization arises from social interactions at work.   (      ) 

18. Decentralization means keeping all decision-making at the top level.    (      ) 

19. Leading is the same as managing.    (      ) 

20. Controlling helps in improving future planning.   (      ) 

 

Question Three (Scenario – 4 Marks) 

Read the case and answer: 

At XYZ Company, the HR Director delegated authority to the Recruitment Manager to hire 

new staff. The Recruitment Manager passed tasks to the Recruitment Administrator. 

Meanwhile, the Finance Director supervised both the Cashier and Credit Controller. 

1. Who delegated authority to the Recruitment Manager? __________ 

2. Who is responsible for hiring tasks? __________ 

3. Who supervises the Cashier? __________ 
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4. What concept does this scenario illustrate? __________ 

Question Four: Match the department with its function (8 marks) 

Match each department to its main role: 

Department Function 

HR a) Sells goods and handles advertising 

Accounting b) Buys goods from suppliers 

Sales c) Recruits and trains employees 

Purchase d) Manages payments and banking 

Match each Office Function to correct match from List B: 

List A  List B 

1. Arranging Information 
(     ) The office supplies the collected, recorded & processed 

information 

2. Receiving Information 
(      ) Supplying information in the form which best serves the 

purpose of the management 

3. Recording Information 
(      ) Making information readily available to the management, 

whenever required 

4. Giving Information 
(      ) Information may be received from internal sources or external 

sources 

Question Five: Short Answer (2 marks) 

List two responsibilities of an employer towards employees. 

1. …………………………………………………………………………………… 

2. …………………………………………………………………………………… 

Question Six: Classification (8 marks) 

Read the following sentences and classify whether it is an open-plan office / closed office / 

virtual office. 

1. (   ) Difficult for managers to supervise employees. 
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2. (   ) The type of office layout that increases the rate of distractions. 

3. (   ) Allow the employees to work from anywhere using a computer with 

internet access, telephone etc. 

4. (   ) Communication is quicker. 

5. (   ) Relies upon the internet for document exchange and video conferencing to 

conduct meetings and to keep in touch. 

6. (   ) Unforeseen technical issues. 

7. (   ) More expensive to build and maintain. 

8. (   ) Lack of privacy. 

Question Seven: Choose the right quality that describes the sentences below: (5 marks) 

1. ............................. Dressing smartly and appropriately. 

2. ............................. Keeping the information of the company away from outsiders. 

3. ............................. Performing the tasks in teams. 

4. ............................. Coming on time and leaving on time. 

5. ............................. Questioning, analyzing, interpreting and developing a logical solution 

about a problem. 

Question Eight: Read the case study below and answer the following questions: (7 marks) 

On Monday morning, 2nd of September 2024, the receptionist Miss Noora, aged 28, was 

completing some tasks since there were no visitors to deal with. She was busy cutting some 

papers using the paper cutter machine. Unfortunately, while cutting the papers, she was injured. 

Her finger was cut off unintentionally and the blood began to flow. Noora screamed out in pain. 

The clerk, Mrs Layla Abdulla, heard her screaming while carrying files to the manager's office. 

She ran to her and saw her in serious condition, with her finger bleeding heavily. She managed 

to provide first aid by applying a bandage to the wound. Later, Noora was taken to the 

Salmaniya Medical Complex for further treatment and was given one day off. 

Note: Mr Fahad Khaled was the safety officer who prepared the accident report. 

Questions: 

1. Name of the injured person: .................................................. 

2. When did the accident happen: .................................................. 

3. How did the accident occur? .................................................. 

4. What first aid was given? .................................................. 

5. Was the injured person taken to the hospital? If yes, mention the name of the 

hospital................................................... 

6. What is the position of the witness? .................................................. 

7. Who prepared the accident report? .................................................. 
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Question Nine: Use the safety signs that best describe the sentences below: (6 marks) 

1. If there is a fire, you should see the sign: (    ) 
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2. Mariam needs to make a phone call: (    ) 

3. Salem is a mechanic and is involved in automotive repair: (    ) 

4. Rawan accompanied her sister who needs an X-ray to be done, taking into consideration 

that she is pregnant: (    ) 

5. Ahmed sustained scrapes in his left arm while performing his job, he should look for:      

(    ) 

6. The cleaner completed sweeping the floor, therefore he should keep: (    ) 



Page 8 of 23 
 

 



Page 9 of 23 
 

 



Page 10 of 23 
 

 



Page 11 of 23 
 

  



Page 12 of 23 
 

CHAPTER 2: The Role of Management 

Question Four (Definitions – 8 Marks) 

Function Definition 

Planning  

Organizing  

Leading  

Controlling  

Question Five (Multiple Choice – 12 Marks) 

1. The function of management that involves setting objectives is: 

A- Organizing 

B- Planning 

C- Leading 

D- Controlling 

2. Motivating employees is part of: 

A- Planning 

B- Leading 

C- Controlling 

D- Organizing 

3. Comparing performance with standards is: 

A- Planning 

B- Controlling 

C- Leading 

D- Organizing 

4. Assigning tasks and responsibilities is: 

A- Organizing 

B- Planning 

C- Leading 

D- Controlling 

5. Short-term decisions are usually made by: 

A- Top management 

B- Middle management 

C- Lower management 

D- None of the above 

6. Carrying out decisions made by top management is the role of: 

A- CEO 
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B- Middle management 

C- General Manager 

D- Lower management 

7. The ability to manage multiple duties at once is: 

A- Reliability 

B- Multitasking 

C- Loyalty 

D- Tactfulness 

8. Which function of management involves setting objectives and deciding how to achieve 

them? 

a) Organizing 

b) Planning 

c) Leading 

d) Controlling 

9. Passing authority down to a subordinate is known as: 

a) Centralization 

b) Delegation 

c) Span of control 

d) Departmentalization 

10. A leader who involves employees in decision-making is called: 

a) Autocratic 

b) Democratic 

c) Laissez-faire 

d) Authoritative 

11. The first step in the controlling process is: 

a) Measuring performance 

b) Setting standards 

c) Taking corrective action 

d) Analyzing deviations 

12. Which of the following is a limitation of planning? 

a) Reduces uncertainty 

b) Increases creativity 

c) Leads to rigidity 

d) Saves time 
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CHAPTER 3: Technology Tools and Software 

Question One (True/False – 10 Marks) 

1. Artificial Intelligence can enhance company image.   (     ) 

2. Office software includes word processors, spreadsheets, and databases. (     ) 

3. Ethical use of technology is not important in office management.   (     ) 

4. Technology reduces efficiency in office work.   (     ) 

5. Internet searching is a tool for receiving information.   (     ) 

6. AI can automate repetitive office tasks.   (     ) 

7. Using cloud storage is an example of arranging information.   (     ) 

8. Technological ethics involve data privacy and security.    (     ) 

9. Modern offices do not rely on digital tools.  (     ) 

10. Software applications are irrelevant to office management.   (     ) 

Question Two (Scenario – 6 Marks) 

Read the case and answer: 

At Innovators Tech Inc., employees work remotely using Zoom for meetings and cloud storage 

for documents. The Project Manager coordinates tasks, while the Designer shares files via 

Google Drive. The Marketing Specialist uses AI tools to analyze customer data. 

1. What type of office is this? __________ 

2. Which tool is used for virtual meetings? __________ 

3. Which tool is used for file sharing? __________ 

4. Which technology is used for customer analysis? __________ 

5. Mention one advantage of this office type. __________ 

6. Mention one disadvantage of this office type. __________ 

Question Three (Arrange – 5 Marks) 

Arrange the steps of implementing new software by placing the numbers from (1–5): 

Steps Arrangement 

Monitor & evaluate software adoption  

Maintain & update when needed  

Set goals and plans  

Train employees  

Set up new software  
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