
TOPIC 7 
QUESTION 1 
 
Multiple options are given as possible answers to the following questions. Only write 

down the correct letter next to each question number 1.1 – 1.5. 

 

1.1 … is NOT included in the Personal details of your Curriculum Vitae? 
 

A Nationality 

B Drivers licence 

C Identity Number 

D Secondary Education 

 

1.2 Identify the statement that best describes the presentation of a CV 

 

A Spelling should be incorrect and the Curriculum Vitae readable. 

B A handwritten CV is recommended rather than a typed one 

C Use good quality A3 size paper for the Curriculum Vitae 

D The CV should be as short as possible not more than 3-4 pages 

 

1.3 …are categories of information that should NOT appear on a Curriculum 

Vitae. 

 
A Educational Qualifications 

B Employment History 

C Leisure and personal interests 

D Employment Agencies 

 
1.4 What question would you NOT ask in an interview? 

 

A What will be expected of me 



B Can I bring my dog to work 

C Where will I be working 

D Whom will I be responsible to 

 

1.5 Which one of the following is a NOT professional etiquette in an Interview? 

 

A Maintain good eye contact 

B Smile when introduced 

C Give a firm handshake 

D Sit down and slump into a chair 

 

          (5 x 1 = 5) 

QUESTION 2 

 

State whether the following statements are TRUE or FALSE. Only write down TRUE 

or FALSE next to each number 2.1 – 2.10 

 

2.1   The section in the newspaper where one will find employment is called the 

Lifestyle Section? 

 

2.2 Testimonials are formal written statements that describe one’s criminal 

records? 

 

2.3 During an interview the interviewee should ask about the benefits the potential 

employers are offering. 

 

2.4 A curriculum Vitae is also known as a Resume. 

 



2.5 It is important to apply for a position that matches your skills and experience. 

 

2.6 The Curriculum Vitae must be perfect. Always ensure that you have made no 

spelling errors.  

 

2.7 The covering letter does not take the place of the Curriculum Vitae but 

highlights the most important features of the Curriculum Vitae. 

 

2.8 Line managers refer to the specific manager or supervisor you will be working 

for. 

 

2.9 Always print your Curriculum Vitae on colour paper. 

 

2.10 Most companies use English as their business language for a Curriculum 

Vitae. 

               (10 x 1 = 10) 

QUESTION 3 

 

3.1 The Pelikan Hotel in Cape Town is opening a new Restaurant at the Pool 

Deck. Assist the Food and Beverage manager in recruiting new staff. 

Name FIVE different positions in the Restaurant that he should advertise for

      

                  (5 x 1 = 5) 

3.2 Suggest FIVE sources of information for finding employment? 

(5 x 1 = 5) 

3.3 What do you think should some of the potential staff strength’s be? List 

FOUR? 

(4 x 1 = 4) 



3.4 Why is it important to search broadly on careers and have quality information 

about the different options available?      

                              (2 x 1 = 2) 

3.5 List FOUR ways in which appropriate contact with a potential job placement? 

          (4 x 1 = 4) 

3.6 Susan wants to apply for a position at the Pelikan Hotel. She intends to write 
a cover letter to the Food and Beverage Manager motivating why they should 
consider her for a Food Service Assistant position. Assist Susan by writing her 
letter. 

 

3.6.1 Rearrange the applicants address in the correct order. 

 

 23 January 2013 

 Wynberg 

 7800 

 57 Juniper Crescent 

 Miss S Ainsley 

 

               (5 x 1 = 5) 

3.6.2 Rearrange the recipients address in the correct order. 

 Cape Town 

 2600 

 56 Sea Point Road 

 021 2645000 

 Pelikan Hotel 

                 (5 x 1 = 5) 

 

  

 



3.6.3 To whom will the letter be addressed? 

                (1 x 1 = 1) 

3.6.4 What positions Susan applying for? 

                 (1 x 1 = 1) 

 

3.6.5 The salutation is the ending off the letter with a signature. How would you sign 

off the letter? 

               (1 x 1 = 1) 

3.6.6 Why should Susan research the Pelikan Hotel before going for her interview? 

               (2 x 1 = 2) 

QUESTION 4 

Choose the correct term in Column A to match the description in Column B. 

Write only the correct letter next to the question number 

 COLUMN A COLUMN B 

4.1 Applicant’s address A) Gives a reason for the letter and should 
appear in block/capital letters 
 

B) Explain why you are applying for the job 
 
 

C) Dear Sir/Madam 
 

D) Should appear on the top right hand side of 
the cover letter 
 
 

E) Yours Sincerely 
 

F) States personal details (eg. education 
qualifications, skills) 
 

G) Positioned directly below the address 
 

H) Should appear on the left hand side of the 
cover letter 

4.2 Recipient’s address 

4.3 Headline 

4.4 First paragraph 

4.5 Second paragraph 

4.6 Follow-up 

information 

4.7 Salutation  



 
I) Should appear on the bottom right hand of 

the cover letter 
 

J) Indicates how the candidate can be 
contacted  

 

QUESTION 5 

5.1 Explain how you would deal with the following unexpected situation: 

5.1.1  There is a discrepancy with the cash drawer and there is a cash 

shortage.           (3) 

5.1.2  A customer/guest queries the amount of change given.  (3) 

5.1.3  You are required to explain unpopular policies to a customer. (3) 

 

5.2 You are the training manager at the Winelands Inn, a Guesthouse 

situated in Paarl. Lerato, the newly appointed assistant manager, have a few 

queries about payment procedures at the hotel. Explain to Lerato how the 

following payment systems should be operated: 

5.2.1  Speed point        (5) 

5.2.2  Billing machine with cash drawers    (5) 

       

5.3 List FOUR responsibilities of staff that will be accepting cash at 

payment points in order to ensure optimum security.             (4) 

QUESTION 6 

State whether the following statements are TRUE or FALSE. Write down 

the correct answer in the space provided below.  

 

6.1 When you have realised that you have given an incorrect amount of 

change to a customer, correct it quietly on the till, without anyone 

noticing.          (1) 

6.2 When you see the pink stripe on a till roll, indicating that the roll is 

almost finished, close the till and proceed to another till with your 

transactions.          (1) 



6.3 When you are unable to assist a customer with his/her request, tell 

them to phone back later.       (1) 

6.4 If you do not understand or speak your customer’s language, try to 

show them how you process their transaction, or ask if someone can 

translate your message to them.      (1) 

6.5 When there is not sufficient change at the pay point customers may 

become annoyed.        (1)
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