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QUESTIONS
Guidelines to students:

1. Use Font Times New Roman 12, and type in double line spacing.

2. All questions should be submitted separately on the weeks indicated with

separate cover sheet etc.
INDIVIDUAL ASSIGNMENT
Answer ALL questions                                                                                     70%                                                                                           
	Instructions to Students:

 Write the following passages using the short- forms that you have learnt in Super write. Transform as many of the words as possible using these short-forms. You are only allowed to leave 10% of the words in its original state. When submitting the assignment, attach the assignment question and underline the words that you have transformed using Superwrite.

Marking Scheme: Words that are written in short-form must be recognizable and

easily transcribed. For every word which is not recognizable, or not written in

Superwrite, ½ a mark is deducted based on a total mark of 10%. Note that

prepositions and conjunctions eg. Of, to, but, and, the, etc are not included in this

10%.




	ASSIGNMENT ONE                                                           Submission Week 6


2 passages  






(2Q*10% = 20%)

Passage 1

Write out the following passages using Superwrite:
Secretaries and administrative assistants are aided in these tasks by a variety of office equipment, such as fax machines, photocopiers, scanners, and videoconferencing and telephone systems. In addition, secretaries and administrative assistants often use computers to do tasks previously handled by managers and professionals: create spreadsheets; compose correspondence; manage databases; and create presentations, reports, and documents using desktop publishing software and digital graphics. Using desktop publisher will give an idea for secretaries to create various documentations. Such as brochure, flyers, invitation cards, banner, business cards and many more.

(112 words)
Passage 2

Secretaries and administrative assistants are responsible for a variety of administrative and
clerical duties necessary to run an organization efficiently. They serve as information and communication managers for an office; plan and schedule meetings and appointments; organize and maintain paper and electronic files; manage projects; conduct research; and disseminate information by using the telephone, mail services, Web sites, and e-mail. They also may handle travel and guest arrangements. Besides that secretaries must be well verse with event planning and arranging them in order. Planning of budgets, place, gifts, programme has to be monitored.

(93 Words)
	ASSIGNMENT 2                                                                              SUBMISSION WEEK 8




Passage 1







(2Q*10% = 20%)
Write out the following passages using Superwrite:
As a student in Higher Education, you are responsible for your own progress – for your development as an autonomous learner. Although you will receive formal assessment (marks, grades and comments) from lecturers, it is important not to be dependent upon the assessment and views of other people. You benefit from being able to work out for yourself, through a process of analysis and reflection, what do you do well, what you need to improve, and your priorities. 
Your performance as a student is likely to improve if you develop a habit of putting time aside to reflect on how you learn. You will find that you study more effectively.











( 109 words)

Passage 2

There is no reason to try to write every word as you make notes. Concentrate on getting

all the details without writing verbatim notes. Ask yourself the journalism question :

Who? What? When? Where? Why? How? If you have the answer to these questions, you

will very likely be able to write a complete message. When you have all the details, it is a

good idea to repeat the information in order that the caller can verify its accuracy. At the

bottom of the message, it is a good idea to include your name or initials. Then if there is a

question about the message, the person called will be able to contact you.

(115 words)
	ASSIGNMENT 3                                                                            SUBMISSION WEEK 10


3 passages 











(3Q*10%=30%)

Passage 1

Write out the following passage using Superwrite:

Focusing on the 10th Malaysia Plan (10th MP) and National Key Economic Areas (NKEAs), trade promotion programmes for 2011 will be intensified to generate greater export growth. Under the 10th MP, exports are projected to grow at 10.6% per annum and gross exports to nearly double to RM2.190 trillion in 2015. In the global macroeconomic projections, global economy is expected to grow at a slower pace of 4.2% in 2011 while the PRC and India are

viewed as new emerging economic super powers.

 (83 words)
Passage 2

Take the following passage using Superwrite, in dictation and transcribe them into

longhand: Practice them until you are familiar with the words and the passage will be

dictated to you in Week 10’s class.  
Jessy left school on Monday afternoon, February 14, with homework assignments in English and History. Her math teacher had announced an exam for Friday, and Jessy was not yet prepared for it. In addition, she wanted to take several photographs to present to the photography club on Thursday evening. When Jessy got into his car, she remembered that she had not had it inspected and that his current inspection sticker would expire at midnight. She could not drive the car tomorrow unless she had it inspected today, and there was usually a wait of about an hour to get the sticker.

(101 words)
Passage 3
Take the following passage using Superwrite, in dictation and transcribe them into

longhand: Practice them until you are familiar with the words and the passage will be

dictated to you in Week 10’s class.

 The elaborate old theaters were expensive to run and maintain. Many were closed and

replaced with smaller buildings with little ornamentation. The new theaters were not as

expensive to maintain, but they were usually not successful financially. It was not

possible to attract enough people to the theaters for two, three, or four showings of a film

during one day to be profitable. In many cases, most of the seats were unfilled. Early motion picture theaters had huge auditoriums similar to those used for live performances. In many cases, the buildings had been used previously as legitimate theaters. Often the buildings were quite ornate. The lobbies usually had heavy carpeting, and works of art adorned the walls. Inside the auditoriums, the seats were large and comfortable. In many old theaters, there were pipe organs which were played between the features.

(141 words)
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