
The Writing Test 
 

You have applied for a position at a public relations firm.  During the first interview, you are 

asked to take a writing test.  The first phase tests your knowledge of spelling and word usage.  

Your interviewer hands you the test that follows, and says you have 10 minutes to complete it.  

 

Part A: Spelling and Word Usage 

 

I. In the space next to each word below, please provide the correct spelling of that word.  

If the word is correctly spelled, simply rewrite it as shown. 

 

definately_____________________  liaison______________________ 

ocassion______________________  inovative____________________ 

       strategy_______________________  concensus____________________ 

       tomorrow______________________  tentative______________________ 

       comittee_______________________  knowledgable__________________ 

       superviser______________________  pharmacutical__________________ 

 

 

II. Circle the correct word in parentheses in the sentences below.  

 

a. Corporate executives are concerned about the (affect/effect) the product recall 

will have on future sales. 

b. The vice president (complimented/complemented) her for doing excellent work 

on the publicity campaign. 

c. Melissa accepted the position as the governor’s press (aid/aide). 

d. Cory said he was not (averse/adverse) to working in New York City. 

e. He is one of the company’s (principle/principal) stockholders. 

f. The client said she would go no (further/farther) with the discussion until she had 

more information. 

g. The editor said the magazine would not publish the news release because he was 

(disinterested/uninterested) in the subject. 

h. She told the interviewer that she (all ready/already) knew something about the 

company. 

i. The spokesperson (alluded/eluded) to a change in management. 

j. Jim ordered more (stationary/stationery) from the printer. 

 

 

 

 

 

 

 

 

 

 



Part B: Editing 

 

For the next phase of the writing test, you are asked to edit the following news release for 

distribution to the national business and financial media.  You are instructed to correct 

grammatical and Associated Press style errors, simplifying phrasing, and reduce wordiness to 

improve readability. You have 10 minutes to edit the release. 

 

LEADING U.S. FINANCIAL FIRM NAMES NEW PRESIDENT 

 

 The Board of Directors of Connors-Walsh, Incorporated, one of the world’s premiere 

financial planning companies, voted to elect a new president and cheif operating officer today.  

 Frances A. Kennedy was chosen to replace Allan Edwards, who has announced his 

retirement and will leave his current post after having served as president for a total of twenty 

years. Kennedy will assume her many responsibilities as president in a few weeks, on March 1.  

 Kennedy brings a vast amount of business and financial planning knowledge to her new 

post due to the fact that she has worked in the field for a number of years.  Prior to joining 

Connors-Walsh, she was the Executive Vice President of Equity, Inc., a major life insurance 

company, for eight, years, and she also served as a Top Executive for many other notable firms 

including Nathan-Thomas Inc., an investment firm that has offices across the nation and 

throughout the U.S. 

 With a Bachelor’s of Arts degree in history from Syracuse University and a Master’s in 

Business Administration from Cornell U., Kennedy belongs to a great number of professional 

groups and organizations whose members work in the financial planning arena.  These groups 

are the National Financial Planners Association, of which she is a former president and is still a 

member, the Boston Business Executives. The New England Insurance Association, a group she 

also served on the board for and the International Association of Investment Bankers. 

 Connors-Walsh is one of the top financial firms in the country, with more than thirty 

million dollars in assets, and they are a leading provider of life insurance and business pension 

plans in the United Stats.  The firm’s services encompass a wide range of areas including mutual 

fund management, real estate investment, and financial brokerage services. 


