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QUESTIONS

Guidelines to students:
1. Use Font Times New Roman 12, and type in double line spacing.
2. Both questions should be submitted as one assignment and bound in one booklet with         	separators/ sheets for each of the questions.
3. Cut and paste work, plagiarism and undeclared sources will result in an
    automatic failure.

Answer both questions: 						(2Q * 25% = 50%)
 

2. You are working at Pan Asian Furniture Sdn hd and your boss has given you the following instructions:

a) Reply to a letter of enquiry to the customer asking about the
	price of 50 pairs of computer tables with chairs

b) Reply to a letter of complaint from an unhappy customer for being
	overcharged by the company.

c) Draft a circular letter with a tear-off slip informing the customer about the
	promotion of products of your company at the next furniture fair in Johore Bahru . 
.

1.You have just completed your secretarial course and would like to apply
the job for the post of secretary. You are required to prepare the following:

a) Advertisement for the post of secretary in Olympia College.

b) Cover page applying for the post of secretary in Olympia College

c) Your Resume

d) A reference letter from your referee

e) A thank you letter to send to the interviewer after the interview

f) A checklist to prepare before an interview
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