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Work Effectively in Accounting and Finance (WEAF)

For new format assessment available by end of September 2012
Task 1.1

[image: image2.png](a) Which TWO of the following policies and procedures are most likely to be relevant to the accounting
function?

Health ang Safety pol

Food hygiene policy

Chemical mixing procedure.

Oil spillage policy

Authorised signatory procedure





Task 1.1, continued
[image: image3.png](b) Select ONE type of information that will be provided to the Accounting Department by EACH of the.
three departments shown below.

Select your answer by ciicking on the left hand box and then on the right hand box. You can remove a
line by clicking on it.

Department which will provide Type of information
information

Bank interest received

Number of hours worked by
machine operators

Personnel Department Rates of wages

Sales Department

Production Department Bank interest charged

Commission for sales staff





Task 1.2

[image: image4.png]Select TWO actions that will help the smooth running of the business, TWO actions that will help
with the solvency of the business and TWO actions that will ensure legal compliance of the
business. Actions should only be selected once.

Legal
compliance
of the
business

Smooth running ~ Solvency
Actions. of the of the

business business

IProduce and monitor a cash budget

[Produce a proft statement

[Produce a staff procedure manual

[Ensure visitors are informed of the fire ana
levacuation procedures.

[Ensure customers pay their debts on time.

[Ensure tax bills are paid on time.

[Ensure suppliers invoices are paid as soon
Jas they are received

[Ensure stock s kept at maximum levels

[Monitor staff holidays to ensure there are
|sufficient staf in the department at all imes.





Task 1.3

[image: image5.png]Complete the email by:
~inserting the email address of the person itis going to
« selecting the most appropriate words or phrases from the drop down lists.

From: AATStudent@MBC.org.uk

To: [swest@mBC org uk

Subject: [Meeting notication

Hello Simon

There is a mesting planned with [James Bright Jg] at [3pm i on Friday in the [Green room. [l

‘The reason for the meeting i to discuss the expansion of the organisation.

Regards
AAT Student






 Task 1.4
[image: image6.png](a) Complete the To Do list below for MONDAY by selecting the appropriate tasks from the drop down lists.
provided.

MONDAY Order o
List

lWail distioution Bt task

[Fied asset analysis R85econa tasic

[Bank statement reconcilation |l task.

[Wages anaiysis EFoun ask

[Deparmental mesiing RlFinask

(b) Identify the TWO most likely effects on your colleagues, your manager, or the organisation if you were

‘unable to complete the bank reconciliation on time.

Your manager would not be able to attend the meefing.

e
s rsnstn ey o st s ot v

Your colleagues would be unable to complete their work on time.






Task 1.5
[image: image7.png]Review the draft letter and Identify FIVE words which are spelled incorrectly, or are inappropriate. Click
‘on a word to select it and click on the word again if you want to remove your selection.

[Deer i Beara
[Please find enclosed an invoice in respect of the Profesional IT Manual delivered st month.

|our records show thatthis amountis stil outstanding. Our terns of payment are strictly 30 days and
Jinerefore this invoice is overdue for payment.

[ theiris any reason why the amount outstanding has not been paid you should contact the Accounts
[Department immediately. Aternatively you should ensure your payment i full settiement reaches us within 7
|days ofths letter

|We look forward to hearing from you.

[¥ours faitnfully





Task 1.6

[image: image8.png](a) () Whatis the total sales figure for the year?

£ [1:208.000

(i) What percentage of the total sales was made by Department 32 If applicable you should round
your answer to 2 decimal places, for example 18.494 would become 18.49 and 18.495 would
become 18.50.

2296]%

(i) What percentage of the total sales was made by Department 1 and 2 combined? If applicable you
‘should round your answer to 2 decimal places, for example 18.494 would become 18.49 and 18495
‘would become 18.50.

40.82] %

(b) Using the information above, complete the following statement.

he ot sles mad by Depariments 1snd2 310 tnetta saes made by Departments

3and4.

There is  4.26% diflerence between the percentage of total sales for two depariments

(c) Which two departments does this statement refer to?

Departments 3 and 4





Task 1.7

[image: image9.png](a) Identify THREE development opportunities that will address the weaknesses identified by dragging the
‘appropriate activities into the box below.

elopment opportunitie:

Atiend a spreadsheettraining course

‘Complete an online self study computer skills course

‘Spend time working with other members of the
Accounting Department





[image: image10.png](b) Show whether the following statements are true or false.

@ Once qualified, an accountant does not have to complete any more CPD activities.

Tue

False

(i) Formal raining courses are the only type of CPD for rainee accountants

Tue

False






Task 1.8
[image: image11.png](a) Select TWO conclusions to be included in the report.

[Based upon the questionnaires received most members of staff are happy.

[Based upon the questionnaires received most members of staff had less working
lpressures this year comparedto lastyear.

[Based upon the questionnaires received most members of staff had greater working
lpressures this year comparedto lastyear.

[Based upon the questionnaires received most members of staff needed more work
fto complete.

[Based upon the questionnaires received most members of staff generally achieved
Iwork deadiines.

[Based upon the questionnaires received most members of staff generally did not
|achieve work deadines.

(b) Select TWO recommendations to be included in the report.

Investigate why so few completed questionnaires were received.

Investigate why working pressures seem to have increased from last year.

Investigate why working pressures seem to have reduced from last year

Investigate how staff generally achieved their work deadines.





Task 1.8, continued
[image: image12.png](c) Whatinformation is usually contained within the Introduction and the Appendices sections of a
business report? Select your answer by clicking on the left hand box and then on the right hand box.
You can remove aline by clicking onit.

Section

Content

Introduction

‘Summary of resuts of the
information collected.

Appendices

Background information relevant
to the report

‘Suggested course(s) of action

‘Additional information to that
fincluded in the body of the report.






Task 1.9

[image: image13.png](a) Show who the Sales and Purchases Ledger Assistant, General Ledger Assistant and Accounting
Department Manager would report to. Select your answer by clicking on the left hand box and then on

the right hand box. You can remove a line by clicking on it

Managing Director

Finance Director

Sales and Purchases Ledger
Assistant

General Ledger Assistant

Sales Director

Sales Manager

Accounting Department Manager

Accounting Department Manager

Administration Assistant

Sales and Purchases Ledger
Assistant

General Ledger Assistant





Task 1.9, continued

[image: image14.png](b) Which issues would you try to resolve yourseif and which would you refer to your line manager?

Resolve Referto

Issue
myself  line manager

[Vou suspectthett of cash from the petty cash box.

[Vou suspecta colleague has been using stationery from your desk v
[without asking,

[Vour colicague has asked youto do some of her work so thatshe can
ke a long unch hourto do some shopping Z

[Your line manager has asked you to produce a cash budget but now
lvou realise you do not have the accounting knowledge to complete it
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