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Office and Client Coordinator Skills Quiz

Name: 

Phone: 

Email: 

1) Alphabetize this list by last name:

Daniel Lewis

#034691

Clair Luna

#124596

Patricia Bowman

#016598

John Smith

#001658

Leslie Hansen

#014587

Robert Tyler

#004679


     


Sort the same list in numerical order:

Daniel Lewis

#034691

Clair Luna

#124596

Patricia Bowman

#016598

John Smith

#001658

Leslie Hansen

#014587



Robert Tyler

#004679

2)
Search: In what county is the city of Dixon located?

3)
Search: What are the filing fees for a three page grant deed I the County of Los Angeles?

4)
Using an electronic scale, what steps would you use to mail a manila envelope of documents vis USPS?

5)
A client is charged actual postage plus 20%  How much would you charge a client for a $.48 letter?

6)
When would you use “Fred and I” and when do you use “Fred and me” in a sentence?

7)
How do you share a contact in Outlook? 

8) 
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. 

9) 
What steps would you use to do a simple mail merge in MS Office Suite?

10 ) 
Proofread this paragraph and list the errors:

“When Apple Corps launched their first iPhone in 2008, it didn’t dissappoint. In fact, it immediately captured the collective imagination with a geeky allure driven by Apples slick design, the phone’s smart flexibilty and it’s inovative multi-touch

 approach.”

When complete, attach your completed quiz to an email and send it to:  LawFirmSkills@gmail.com
