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Answer all questions
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. e You are the Ass1stant Manager of an Advertlsmg Firm. The

management has decxded to hlft your office to a different location in

............

two weeks tlme. You had'e been:askedt,to wrlte out a notlce to be
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charitabl‘e organisation. The so

the matte_rr-;‘ Write i;afi:.jnqt,,ic ‘ 'bé;,put;on?Lt’he:. ~office notice board

ihfdrming the inembgrsr-to‘ bglpres:ej‘lrt- fo'riythe,viﬁeeting.

The Welfare Society Qf-yokl‘l"naiﬁgmghgs;d,ecid}ed‘.‘to collect donations for a .

iety wishes to hold a meeting to discuss

y
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As the Secretary to the Manager of a Company you have been given - -

this mformatlon to draw up an agenda for the monthly meetlng of the

RN SN

Heads of Departments of the company The ‘manager w1ll chair the

meeting.

.................
....................

...................

(11)  The appomtment of an ddltlonal supervnsor to the factory Wi b Ty

.................

..................

Include these items and prepare an agenda for the monthly meeting.
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*how to apply ete.

- You may use names of your choice

As the Human Resource Manager of your company you have to draw’

up an advertlsement to be pubhshed in the newspapers calling for

: apphcatmns for the post of an Accounts Clerk.

Draw up ‘a_n. adVertis;eméﬂf‘?"glvmg‘f:all the 'necessary mformatmn that

- ('20‘=mark3)

quahficatlon, experlence, salary,‘
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