1. In which sentence is punctuation used incorrectly?

a. Normally, spoken English is less formal than written English.

*b. You haven’t seen my hat: have you?

c. Watch out!

d. “Give him a camera so he can, as Mary calls it, ‘start shooting’,” said David.

2. In writing a letter, which elements are included in the signature box?

a. A complimentary closure

b. Your written signature

*c. Your address

d. Your typed name

3. Which of the following sentences correctly uses punctuation?

a. Most of the time I come home late from work.

b. I don’t want to be found especially in this state before my parents come home.

*c. Before entering, he polished his shoes.

d. Stay positive Jane, and don’t forget to smile!

Type: TF
4. Spelling errors can seriously damage your professional reputation.

*a. True

b. False

5. Why can one not rely on a word processing computer program to identify all spelling mistakes in writing?

a. The programs are outdated.

b. The university requires all students to do technical corrections manually.

*c. Spell checks use American spelling instead of British spelling conventions.

d. More time is consumed when applying a computer to one’s work.

Type: TF
6. A comma should be used after the salutation, (e.g., “Dear Mrs. Marais,”) in a friendly letter.

a. True

*b. False

Type: MR

7. Which aspect(s) is (are) true of a memo?

a. It makes use of short headings to indicate the subject

*b. The memo is filed by the subject line

*c. Signing a memo indicates your approval of the typed copy

d. Paragraphs should be indented

Type: MR

8. A Curriculum Vitae (CV):

a. Does not aid you in getting on the employer’s “shortlist”
*b. Helps the applicant to control the direction of the interview

c. Has four major areas: skills list, education, work experience and hobbies

*d. Is initially scanned for approximately 5 to 30 seconds

Type: MT

Match the appropriate CV section with the descriptor.

a. Profile = Strongest selling point of the CV

b. Education = Helpful if the applicant’s job experience is minimal

c. Work experience = Requires typing consistency (e.g., font and indentation)

d. Activities = Includes work for volunteer organisations

e. References = Ask for permission to list here

f. Languages = Suggested category that can be added if relevant
