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***Includes Practice Test Questions***

Get the test prep help you need to be successful on the CAP test.

The CAP Exam is extremely challenging and thorough test preparation is essential for success. CAP Exam
Secrets Study Guide is the ideal prep solution for anyone who wants to pass the CAP Exam.

Not only does it provide a comprehensive guide to the CAP Exam as a whole, it also provides practice test
questions as well as detailed explanations of each answer.

CAP Exam Secrets Study Guide includes:

A thorough and detailed overview of skills needed to become a certified administrative professional●

An in-depth look at communication●

An extensive guide to organization and planning●

An analysis of information distribution●

An overview of records management●

A review of physical and information resources●

A guide to document presentation●

A look at financial functions●

An examination of human resources●

Comprehensive practice questions with detailed answer explanations●

It's filled with the critical information you'll need in order to do well on the test the concepts, procedures,
principles, and vocabulary that the International Association of Administrative Professionals (IAAP) expects
you to have mastered before sitting for the exam.

 The Communication section covers:

Communication process●

Listening●

Nonverbal communication●

Telephone communication●

Criticism●

Business writing●

General grammar rules●

Business meetings●

The Organization and Planning section covers:

Management●

Time management●



Planning●

Leadership●

Information security●

Decisions●

Presentations●

The Information Distribution section covers:

Distributing information●

Internal office communication●

Handling mail●

Conducting research●

The Records Management section covers:

Records●

Card systems●

Maintaining archives●

Paper storage●

File integrity●

The Physical and Information Resources section covers:

History of the computer●

Types of computers●

Operating systems●

Microcomputer●

Software procurement●

The Document Production section covers:

Desktop publishing●

Word processing applications●

Spreadsheets●

The Financial Functions section covers:

Accounting procedures●

Preparing budgets●

Time auditing●

The Human Resources section covers:

Human resource management●

OSHA●

Discrimination●

Labor unions●

Training programs●

These sections are full of specific and detailed information that will be key to passing the CAP Exam.
Concepts and principles aren't simply named or described in passing, but are explained in detail. The guide is
laid out in a logical and organized fashion so that one section naturally flows from the one preceding it.
Because it's written with an eye for both technical accuracy and accessibility, you will not have to worry
about getting lost in dense academic language.



Any test prep guide is only as good as its practice questions and answers, and that's another area where our
guide stands out. Our test designers have provided scores of test questions that will prepare you for what to
expect on the actual CAP Exam. Each answer is explained in depth, in order to make the principles and
reasoning behind it crystal clear.
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From reader reviews:

Jerry Carley:

In this 21st centuries, people become competitive in each way. By being competitive today, people have do
something to make these survives, being in the middle of often the crowded place and notice through
surrounding. One thing that occasionally many people have underestimated that for a while is reading. Yeah,
by reading a guide your ability to survive improve then having chance to stand up than other is high. To suit
your needs who want to start reading a new book, we give you this kind of CAP Exam Secrets Study Guide:
CAP Test Review for the Certified Administrative Professional Exam book as basic and daily reading
publication. Why, because this book is more than just a book.

Hazel Freese:

People live in this new time of lifestyle always make an effort to and must have the extra time or they will
get lot of stress from both everyday life and work. So , once we ask do people have free time, we will say
absolutely without a doubt. People is human not only a robot. Then we request again, what kind of activity
have you got when the spare time coming to anyone of course your answer will probably unlimited right.
Then ever try this one, reading guides. It can be your alternative inside spending your spare time, the book
you have read is CAP Exam Secrets Study Guide: CAP Test Review for the Certified Administrative
Professional Exam.

Colin Wegner:

Reading can called mind hangout, why? Because if you find yourself reading a book specifically book
entitled CAP Exam Secrets Study Guide: CAP Test Review for the Certified Administrative Professional
Exam your brain will drift away trough every dimension, wandering in every aspect that maybe unknown for
but surely can become your mind friends. Imaging every single word written in a book then become one
application form conclusion and explanation which maybe you never get just before. The CAP Exam Secrets
Study Guide: CAP Test Review for the Certified Administrative Professional Exam giving you one more
experience more than blown away your head but also giving you useful data for your better life within this
era. So now let us teach you the relaxing pattern the following is your body and mind will likely be pleased
when you are finished reading through it, like winning a casino game. Do you want to try this extraordinary
spending spare time activity?

Marion Driskell:

Is it you actually who having spare time subsequently spend it whole day through watching television
programs or just lying on the bed? Do you need something totally new? This CAP Exam Secrets Study
Guide: CAP Test Review for the Certified Administrative Professional Exam can be the respond to, oh how
comes? A book you know. You are consequently out of date, spending your time by reading in this new era
is common not a geek activity. So what these books have than the others?
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