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Instructions to the Supervisor
Before the examination starts:

(a) ensure that all the candidates are seated and that each candidate has a machine;
(b}  inform the candidates that:
(1} a warm-up passage will be read within two minutes;
{(ii)  there will be two examination passages at 100 wpm.;
(i)  each passage will be dictated for three minuies;
(v  there will be a five-minote interval at the end of each of the two passages;
(%) candidates will be expecied (o g0 through their shorthand notes during the five-minote
intervals;
NO TYPING WILL BE ALLOWED DURING THIS TIME
{vi) the transcription time will be 65 minutes;
{c}  give the reader ample ime (o read through the passages;
(d}  ensure that the reader writes the subject of each of the two passages on the chalkboard as follows:

Passage I LETTER ON PREPARING FOR AN INTERVIEW
Passage IT: SALES POLICIES

During the dictation:

(a) The reader shoold:

(i) ensure that the passages are read at the correct speed e, 100 w.p.m. by use of a
stopwatch. To achieve this, each passage is marked in portions, which should cccopy
a quarter of a minute in reading. The afanhng lines (/) mark the divisions of time.
The reader should not make pauses whﬁ& the lings occur unless sense requines it
Four slanting lines (////) complete each minute;

(i)  take care to aticulate the words, Punctuation marks should be indicated by the
imflexion of the voice and undePno circumstances should they be diclated. The matter
must be dictated according 6 the natural sense of the words.

(b}  The invigilator should:
(ih] emsure that the reader takes three minutes 1o read cach passage by usc of a stopwatch;
(ii)  allow the candidates fve minutes at the end of each of the two passages in which to
read their shorthand notes,

After the dictation the invigilator should:

(i) inform the candidates of the transcription time;

(i)  engure that the reader leaves the room immediately the dictation is over;

(i}  ensure that the candidates arc seated at least 11 metres apart;

(iv)  make a report about the dictation as to whether there was any interruption or
whether certain words were mispronounced or substituted;

(v}  allow candidates to refer to their English dictionaries during transcription;

(vi}  append his or her signature immediately after the last shorthand outline in each of the
passages as the candidates transcribe their notes.

At the end of the examination the inviglator shonld ensure that candidates:

(i) arrange both their shorthand notes and transcribed waork,
(i}  imsert the arranged work in the answer booklet, then staple and hand in.
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180 wp.m.
WARM-UP PASSAGE
(Ta be dictated within fwo mitites)

Large companies need 1o maintain financial records in order to / understand the
rend of their business activitics. One of thege / records is a balance sheet. A bajance
sheet is a / summary of the financial balances of an organization or an / Individual, The
three components represented are assels, liabilities and the |/ COmpany’s net worth.

Liabilities refer (o the business debts and / are usually recorded on the right
hand side of the / balance shees. They may appear on the balance sheet as / cither
current or long-term liabiliies. Current liabilitics include hank {overdrafts, accounts
payable and accrued expenses, Long-term labilities, on / the other hand, are defined
as debis whose repayment is / duue more than one year in the future. Exampies of {
these include mortgages, bank loans and bonds,

Assets are recorded / on the left hand side of the balance sheet and / fall into
eather tangible oc intangible assets. Tangible assels 4re / the most basic type of assets.
They are the easiest / 1o dentzfy and valoe asﬂagjga:e in physical form / and have g
definite value, Assets, like liabili ties, can be either current or long-term. Current
assels are those thai / can be converted o cash in a short period of / time while the
reverse is true for long-term assets./ The most liguid current assets include cash and
accounts receivable, / Long-term assets include real estate properties, vehicles and
manufacturing / plants,
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100 w.p.m.
PASSAGE ]
LETTER ON PREPARING FOR AN INTERVIEW
(Mot part of the dictation)

Dwear Fatuma,

Thank you for your letter of yesterday in which you sought for guidance on how to prepar:

for an interview. There are several / steps you could take to prepare yourself for a successful
Interview.

The first step should be for you to consider your soals and qualifications relative / 1o the
position and employer, In order to do this, you will need to cammy out a serious research on the
organization to understand their /i line of business. Droing this will provide context for your
interview 5o that you are able to respond appropriately and also ask clear thoughtful
questions //// during the interview. This is likely to give you an edge over the comgetition as it
will boost your confidence and hetp you to remain / composed throughout the process,

Secondly, you should take time to study the job description 50 as to understand whether or
not you will be a /f good fit. A job description is a list&f the qualifications, skills and qualities the
employer is looking for in the ideal candidate, Ttis 7/ vital to read it carefully and ensure that you
understand the responsibilities that go along it the job. The more you can align yourself
with J/ff these requirements, the more the employer will be able to appreciate that you are
well-qualified. In addition, the job description will give you an / indication of the type of
questions to expect during the interview. The obvious one, for instance, is why you believe yon
are the most suitable / candidate for the position you have applied for. You should, therefore,
be prepared to explain your interest in the vacancy and state why you think /V you are the best
candidate for the job.

I'hope you find this information useful as you prepare yourself for the upeoming interview.

Yours truly, M/

(FIVE-MINUTE INTERVAL)
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100 w.p.m.
PASSAGE T
SALES POLICIES
(Not part of the dictation)

A sales policy iz used in making, directing and guiding the various decisions that have
a bearing on a firm’s sales. It is cxpected to / give all the rules and regulations that povern the
execation of practices while guiding staff towands the fight value system and conduct ar work.
The /f policy guides the dealings between the firm and its traders or clients. A manufacturing
firm, for instance, will need to create policies in four major 1/ areas, namely; product,
distribution, price and marketing,

A product policy spells out all the goods to be offered for sale, The policy is the
focal Uil point around which the products that a firm develops revolves. Tt hac impact not only
on the advertising events but also on major functions such / as Research and Development,
resource sharing and the firm's strategic planning as a whole, The firm's strength in the
market, therefore, stems largely from a // sound product policy coupled with & sharp business
Steategy. Indeed, the soundness of this policy is what helps to protect the firm against the
risk /If of product failure. To demonstrate this Point, gffarze number of products have
aborted in the process of development because t&aﬁai]ed o meel the /Y required standards,
Likewise, some firms have had to withdraw 8l products which are known to pollute the
environment or are unsafis to use in order | o protect their business name.

The other policies support the movement of goods once they have been produced. The
distribution policy, for instance, gives the / various groups of customers to whom the products
will be sold, The pricing policy, on the other hand, spells out the prices at which each Y of the
products will be sold, Lastly, the marketing policy details the methods that will be used in the
process of advertising the firm’s products. /1

(FIVE-MINUTE INTERVAL)
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