Crocker Art Museum

Skills Quiz: Executive Assistant
Name, Phone, Email: 

1. Fill in the blank with the appropriate form of the verb "to be." 

A few years ago, this monitor was new, and these laptops ___________ the latest technology. 

2. When is it correct to use “Fred and I,” and when is it correct to use “Fred and me” in a sentence? 

3. What is the proper etiquette for seating important people at a dinner party?
4. In the space below, write a thank you letter on behalf of your supervisor to an important donor who just attended a Crocker Art Museum luncheon.

5. Expenses for a business trip include two nights for two hotel rooms each at $163.56 plus 5% tax $96.23 for car rental, $87.56 for dinner, $15 for airport parking fees, and two plane tickets at $686.43 each. What is the total amount of the expense reimbursement to be requested? 
6. How do you share a contact in Outlook? 

7. Your supervisor needs to leave for a business appointment an hour before it starts. How do you remind her to do this but still reflect the actual start time of the appointment in her calendar?

8. When a Word document has been changed using Track Changes, how do you create a final version of the document?
9. Name three websites where you can book air, hotel, and car reservations.

