Executive Office Assistant Skills Quiz

1) Name, Phone and Email

2) When a customer asks a question you don't know the answer to, what is your first step?

3) How do you spell check in Word?

4) How do you add a page to an excel worksheet?

5) Fill in the blank: What is the correct form of the verb, "to be?

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

6) Jessica bought a dress that was originally $68.00. The sales tax is 8.5% but she had a 20% off coupon. How much did Jessica pay for the dress?

7) When does a company make a tax payment after processing a payroll?

8) How do you determine if a phone caller is already a client?

9) If you have a confidential paper to hand to a client and another client walks in the door, how to you handle those papers?
