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For growth and development, all organizations need well-timed and efficient administrative 

support to function effectively. Nearly every sector requires administrative managers; Office 

and administrative supervisors to perform administrative tasks such as keeping schedules 

and tasks organized, organize meetings, events and activities as required etc, which help to 

keep everything in an office running smoothly and efficiently. Vskills provide certification 

course for those seeking career in Administration and Office Management that help people 

with office administration jobs to perform their tasks better. 

Why should one take this certification?Why should one take this certification?Why should one take this certification?Why should one take this certification?    

The course is developed with a motive to enhance your skills and helps in building 

confidence, thus making your job more challenging and rewarding. The certification helps 

extend office management skills and ultimately achieve proficiency at work. 

Who will benefit from taking this cerWho will benefit from taking this cerWho will benefit from taking this cerWho will benefit from taking this certification?tification?tification?tification?    

The certification is designed to focus on development of employability skills essential for 

today's office personnel that inculcate organization and time management, stress 

management, self-analysis, self-promotion and professional development skills. It provides 

an opportunity for those who wish to work in an organization as an administrative 

professional. 

Test Details:Test Details:Test Details:Test Details:    

• Duration:Duration:Duration:Duration: 60 minutes 

• No. of questions:No. of questions:No. of questions:No. of questions: 50 

• Maximum marks:Maximum marks:Maximum marks:Maximum marks: 50, Passing marks: 25 (50%); There is no negative marking in 

this module. 

Fee Structure:Fee Structure:Fee Structure:Fee Structure:    

Rs. 3,499/- (Excludes taxes)* 

*Fees may change without prior notice, please refer http://www.vskills.in for updated fees  

Companies that hire Vskills Certified Office AdministratorCompanies that hire Vskills Certified Office AdministratorCompanies that hire Vskills Certified Office AdministratorCompanies that hire Vskills Certified Office Administrator    

Vskills Certified Office Administrator might find employment in banks, Schools, 
corporate, travel and tourism, hotel Industry etc as administrative staff. Practically every 
business needs an office administrator and this course can really help get a job that you 
deserve. 
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Sample QuestionsSample QuestionsSample QuestionsSample Questions    
    

 1. The methods of arranging records side by side is known as1. The methods of arranging records side by side is known as1. The methods of arranging records side by side is known as1. The methods of arranging records side by side is known as    

A. Computer filing 

B. Lateral filing 

C. Vertical filing 

D. Horizontal filing 

 2. PBX is a computerized telephone machine that allows2. PBX is a computerized telephone machine that allows2. PBX is a computerized telephone machine that allows2. PBX is a computerized telephone machine that allows    _______ telephone _______ telephone _______ telephone _______ telephone 

number for a business to be accessed _______by numerous outside callersnumber for a business to be accessed _______by numerous outside callersnumber for a business to be accessed _______by numerous outside callersnumber for a business to be accessed _______by numerous outside callers    

A. a single, simultaneously 

B. multiple, separately 

C. connected, simultaneously 

D. a single, separately 

3.3.3.3.    The view that puts a blue a blue line around each page that would be printed is The view that puts a blue a blue line around each page that would be printed is The view that puts a blue a blue line around each page that would be printed is The view that puts a blue a blue line around each page that would be printed is 

the ______the ______the ______the ______    

A. Split View 

B. Print Preview 

C. Normal View 

D. Page Break Preview 

    4. In order to email a Word document from within Word:4. In order to email a Word document from within Word:4. In order to email a Word document from within Word:4. In order to email a Word document from within Word:    

A. Go to File � Send To � Mail Recipient 

B. Save the file as an email attachment  

C. Start Outlook and attach the file while open in Word 

This is an impossible operation 

5. What excel feature can you use if you want to work with one record at a time?5. What excel feature can you use if you want to work with one record at a time?5. What excel feature can you use if you want to work with one record at a time?5. What excel feature can you use if you want to work with one record at a time?        

A.  Data form 

B. Auto filter 

C. Auto Complete 

D. Sub totals 

Answers: 1 (B), 2 (A), 3 (D), 4 (A), 5 (A) 

 

 

 

 



 


