
Please put your name, phone, and email address at the top of your paper.   

1. Sandi needs you to set up a meeting with a client in Fl.  Sandi is in TX.  The client needs the 
meeting to be at noon.  What time will you put it on Sandi’s calendar? 

2. What is an opt-in? 
3. Where is the error in this sentence? 

The client is always right.  Your response to the client should be “Your right.”  It doesn’t matter weather 
Sally or Sue did the best they could. 

4. In Excel, how do you sort? Please give step by step. 
5. What is Constant Contact? 
6. How do you put a copyright notice on the bottom of every PowerPoint slide? 
7. Please write out an email requesting the client to meet with Sandi for one hour via phone.  You 

have never met them or emailed them before.   
8. What does SEO stand for? 
9. How would you start a press list? 
10. What is a widget in Wordpress? 
11. Give me a quick checklist of what you should ask for if I ask you to make me a flight reservation 

for the first time. 
12. You accidentally book 2 clients at the same time.  What will you do first? 
13. What time did this meeting start in Central time?  Mountain Time?  Eastern time? 
14. A really mad client wants to talk only to me.  I’ve told you I need at least an idea of what they 

want and the client does not want to say.  What do you do?   
15. Please list the software you know from this list: 

a. Constant Contact 
b. Wordpress 
c. 1ShoppingCart 
d. Aweber 
e. FTP 
f. Excel 
g. PowerPoint 
h. Mailchimp 
i. iContact 
j. HTML 

Thank you – we appreciate your time and effort.   

 


