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Unit 319 (B&A 58): Principles of administration

Multiple choice questions
1. The most effective way of allocating work to team members is according to:
a. the amount of other work they have

b. whether they have leave booked

c. their position in the team

d. their strengths and abilities.

2. Under the Health and Safety at Work Act, an employer must provide which three of the following?

1.
Clean, adequately heated and ventilated premises

2.
A contract of employment
3.
Fire extinguishers, first aid kit and accident book
4.
Staff training in the use of equipment
5.
Paid holiday entitlement

a. 1, 2, 3

b. 1, 3, 5

c. 1, 4, 5

d. 1, 3, 4

3. Which one of the following is the main reason that resources must be controlled?

a. To minimise waste of consumables
b. To promote sustainability
c. To maximise efficiency
d. To make savings against the budget
4. Which one of the following is the main reason an organisation provides welfare and support facilities for staff?

a. To promote a good working atmosphere
b. To mitigate the effects of stress
c. To maintain productivity
d. To reduce absenteeism
5. Once the minutes of a meeting have been signed, they are:
a. not to be altered in any way

b. only altered by the Chairman

c. a confidential document

d. a legally binding contract.

6. Which one of the following is a meeting of directors of an organisation?

a. Committee meeting
b. Board meeting
c. Departmental meeting
d. Management meeting
7. Which one of the following is likely to include a product demonstration?

a. Conference
b. Seminar
c. Presentation
d. Meeting
8. When comparing two similar venues for a national event, which one of the following is most likely to be the deciding factor?

a. Facilities
b. Location
c. Prestige
d. Budget
9. Which one of the following is the principal role of the Chair in a meeting?

a. To provide the casting vote
b. To sign the minutes as correct
c. To advise members on points of order
d. To run the meeting according to its rules
10. Which one of the following has most influence when setting a team’s targets?

a. Operational budget
b. Organisation’s objectives
c. Skills and attributes of the staff
d. Amount of resources available








