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OFFICE ADMINISTRATOR LEVEL 5 

BUS/CU/OA/CR/07/5/A  

PROCESS COMPUTERIZED DOCUMENTS 

July/August 2024 

                                                               

TVET CURRICULUM DEVELOPMENT, ASSESSEMENT AND CERTIFICATION 

COUNCIL (TVET CDACC) 

 

PRACTICAL ASSESSMENT  

 

TIME: 2 HOURS 30 MINUTES 

 

INSTRUCTIONS TO CANDIDATES  

1. In this practical assessment, you will be required to perform FIVE tasks. 

2. You have TEN minutes to read through the instructions on the assessment paper before  

3. starting the assessment. This DOES NOT constitute part of the 2 hours 30 minutes 

allocated. 

4. Direct any technical problems(s) with the computer to the Supervisor. 

5. Insert your name and Registration Number as header on each exercise. 

6. Burn your folder with all your work in the CD provided. 

7. Print all your work and attach it to the answer booklet provided. 

8. Burning the CD and printing your work is NOT part of the 2 hours 30 minutes allocated. 

9. Do not write on the question paper. 

 

 

 

This paper consists of EIGHT (8) printed pages. 



©2024 TVET CDACC 

Page 2 of 10 
 

Candidates should check the question paper to ascertain that all pages are printed as 

indicated and that no questions are missing 

  



©2024 TVET CDACC 

Page 3 of 10 
 

SPECIFIC INSTURCTIONS TO THE CANDIDATES  

1. Create a folder with your Name and Registration Number in which you will save all your 

work.  

2. Burn the contents of the folder to the CD provided after doing all the tasks.  

3. Use Font Style Time New Roman and Font Size 12 for all the exercises unless otherwise 

instructed. 

4. Read the instructions for each task carefully. 

 

 

 

 

 

 

  



©2024 TVET CDACC 

Page 4 of 10 
 

Task 1 

Key in the following letter as for dispatch today. Use indented style.  Insert reference number 

DTE NC/4/24. Insert a watermark reading LECTURER diagonally. Proofread the document. 

Using addresses given below create a data source and save it as WPC24. Using mail merge send 

original letters to all the Principals. Save the form letter as Task 1 and the merged document as 

Task 1A in the folder to print out later. 
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Task 2 

Key in the following manuscript on an A4 Portrait paper in double-line spacing. Use blocked 

style and shoulder headings. Use Drop Caps for the first two lines. Save the document as Task 2 
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in the folder to print out later. 

Task 3 

Create the table below on an A4 portrait paper. Center it vertically and horizontally. Arrange the 

items and their contents alphabetically. Save the document as Task 3 in the folder to print out 

later. Use indented style. 
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Task 4 

Prepare the following Employment Form using the information below. Use an A4 portrait paper.  

Save the document as Task 4 in the folder to print out later.  
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Task 5 
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Prepare the following document attractively on an A4 Landscape paper. Arrange the items as 

numbered in a clockwise direction.   Follow the instructions given. Save the document as Task 5 

in the folder to print out later.  


