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OVERVIEW

Candidate’s answers are subjective to an organisations requirements. Each 
question is marked by an administrator in context. Therefore, you have the 
ultimate control over what constitutes an appropriate response and score 
to the given scenario.

This test simulates an everyday working environment by testing an 
individual’s ability to recognise priority tasks and organise their workload 
and work flow. Candidates are required to multitask by prioritising the 
correspondences, writing a free text draft response and provide reasoning 
for prioritising the tasks in their respective positions. At Professional level 
the difficulty of the task is raised by increasing the complexity of the 
scenario presented, the quantity of text presented and language used.

Candidates are presented with either 6 questions (Core) or 8 questions 
(Professional) to complete within 45 minutes. Skipped questions or those 
that are not taken will result in no points being awarded.

Sample question 
Core level

CORE
In this test candidates are required to demonstrate the ability to allocate 
time appropriately by prioritising a set of 5 short correspondences and 
drafting a reply. 

A candidate taking the Core level of a test is expected to have subject 
knowledge aligned to a higher level GCSE graduate. 

PROFESSIONAL
In this test candidates are required to demonstrate the ability to allocate 
time appropriately by prioritising a set of 7 long correspondences and 
drafting a reply to each correspondence. The Professional level builds on 
Core by increasing the number of questions asked, the complexity of the 
scenario, time pressure and the length of the correspondences.

A candidate taking the Professional level of a test is expected to have 
subject knowledge aligned to an A-Level graduate.

TEST DETAILS

PRACTICE  
TEST AVAILABLE

45 MINUTES
ALLOWED

35 MINS AVERAGE 
COMPLETION TIME

IN-TRAY
TEST

Q.  Ria, what was your reasoning for prioritising the task below as you did? 

Include in your answer: communication method, your response, and your reasoning. 

 
(Please refer to the ‘Instructions’ above for help structuring your answer). 

E-mail 2
To:  Ria Kumar,

From:  David Wright

Date:  6th August

Re:  Community Projects & Social Events

All,
The internal meeting has changed to the 9th of August. The topic of the meeting 

we will be looking to discuss:

1.  Input on which local community projects, our departments would like to get  

involved with?

2. Arrangements for the summer ball. Preferences on locations and venues?

David

Answer
Method: Email

Response:

Hi David,

Thank you for your email. I have changed the date in my calendar accordingly 

and look forward to seeing you then.

Kind regards,

Ria Kumar

Reasoning

I have chosen this email as the fourth priority as there are no required actions on my part 

but to be polite. I would respond to David’s email to make him aware that I have read 

his email and will change the dates in my calendar.
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