
RAFFLES SECRETARIAL CENTRE

RESEARCH REPORT ASSESSMENT
INSTRUCTION TO CANDIDATE:

1. The research should be binded and submitted on the dateline given. No date extension will be entertained. 

2. Fail to submit will be asked to re- do the entire assessment process again.

3.  Please attach the question paper in your research report submission.
___________________________

Name of Student
:

Date 


:

IC No


:

SEMESTER 1






20% x 5 = 100%

Answer ALL Research





Dateline:
Research 1)
You are required to list down the different Airlines by country . Your research should have the minimum of 3 airlines from each country.
Research II) 

Typing documents    - Get Instructions from Ms Kumu
Research III)

a) You are required to create a Notice informing the students regarding instruction to follow in the Model Office. 

b) Write a letter to Olympia College applying for the post of  secretary  :

· Cover letter 

· Resume

· Testimonial Letter

· Reference letter
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Research IV)

You are required to prepare a booklet consisting of the following:-

· Pictures of Office Wear
-  
3 pictures (minimum)

· Pictures of Evening Wear
-
3 pictures (minimum)

· Make  up and Accessories
-
3 pictures (minimum)
· Day Make up


-
3 pictures (minimum)

· Night Make up

-
3 pictures (minimum)

Research V) 

Presentation on the above 1 –IV research. Must be done in PowerPoint. 
Date of Presentation : _____________.
Observer 
:  Ms Vidya & Ms Kumu
Examiner
:   Mr Ravi & Ms Hazel
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RAFFLES SECRETARIAL CENTRE

RESEARCH PAPER
INSTRUCTION TO CANDIDATE:

4. The research should be binded and submitted on the dateline given. No date extension will be entertained. 

5. Fail to submit will be asked to re- do the entire assessment process again.

6.  Please attach the question paper in your research report submission.
___________________________

Name of Student
:

Date 


:

IC No


:

SEMESTER 2






20% x 5 = 100%

Answer ALL Research





Dateline:

Research 1) You are required to research on types of Office Equipment found in an office. Please list down 30 machines.  

Research II) 

i) Explain the following as in Front Desk duties :

a) answering incoming calls      b) Answering outgoing calls

c) Receiving visitors

d) Taking messages

e) Fixing appointments for both phone and walk in. This includes Diary management
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 ii) Design office layout for the following and explain the advantages and disadvantages of the layout:

a) Boss

b) Secretary

c) Reception

Research III)

i) You are required to attend any 3 meeting and submit the following

a) 3 Notices and Agenda   b) 3 Chairman’s Agenda    c) 3 Minutes

ii) You are required to prepare (actual meeting) and list down the things your preparation on before, during and after the meeting

Research IV) 

a) 
You are required to take down dictation for 5 passages from the following 
lecturers:
Ms Kumu , Ms Liza, Ms Hazel, Mr Ravi and Ms Geetha
b) 
Please obtain further instruction from Ms Ratna regarding speed typing test 
35wpm

Research V) 

You are required to collect forms as follows:
a) Banks documents
b) Post Office documents
c) Office Forms d) Sales documents

Research VI)

Identify the following methods of hotel and air ticket reservation:
a) Ticket

b) Accommodation
c) Transport

d) Itinerary

e) Other necessary documents and arrangement
Research V) 

Presentation on the above 1 –VI research. Must be done in PowerPoint. Date of Presentation : _____________.
Observer 
:  Ms Vidya & Ms Kumu

Examiner
:   Mr Ravi & Ms Hazel
RAFFLES SECRETARIAL CENTRE

RESEARCH PAPER
INSTRUCTION TO CANDIDATE:

7. The research should be binded and submitted on the dateline given. No date extension will be entertained. 

8. Fail to submit will be asked to re- do the entire assessment process again.

9.  Please attach the question paper in your research report submission.
___________________________

Name of Student
:

Date 


:

IC No


:
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RAFFLES SECRETARIAL CENTRE

MODEL OFFICE TRAINING

FINAL ASSESSMENT
NAME


:

INDEX NO


:

BATCH


:

IC NO


:

TOTAL MARKS


:

GRADE


:
INSTRUCTION TO CANDIDATE:

The assessment should be binded and submitted on the dateline given. No date extension will be entertained. 

Fail to submit will be asked to re- do the entire assessment process again.

Please attach the question paper in your research report submission.
___________________________

Name of Student
:

Date 


:

IC No


:

This assessment consist of 11 modules and given after the student complete 100 hours of Model office Training. It is a must for the student to complete by end of semester 3. Otherwise the student will be barred to go for industrial placement.

All modules has to go through the assessors. Please fix appointment with assessor before you go.

Answer all 10 modules and attach the answer script.

MODULE 1 – SPEED TYPING
Objective
:
 To learn how to type document by using Microsoft 



 Word and to type fast. 



Minimum
:
35 wpm


:
To understand Model Office Training’s rules and 



regulation

Assessed
:
Spelling, grammatical errors and format

Instruction
:
Type the following rules and regulation with Microsoft 



Word



For Title
: 
Font Size 14 Times New Roman






Caps, Bold, Underline and Centre



For content
:
Font size 12, Times New Roman






Justify

Student’s Report:
A
:
Insert page no, header and footer

B
:
Save file in diskette file name : Rules and regulation

C
:
Print out the document and compile in personal file

ASSESSOR’S NAME
:






Date
:

Sign in
:

Sign out
:

Feedback by assessor
:

Comments by coordinator
:





Speed (WPM):

TASK 1

Model Office Training

Rules and Regulations

1. Be clear about your duty schedule

2. Sign the trainee’s attendance book daily

3. Observe routine work ethics as you would if you were working in any organizations

4. Be suitable dressed for the office, preferably with a jacket

5. Punctuality is a good habit to cultivate

6. Greet all those who are present in the office

7. Make sure that your desk is neat and tidy at all times

8. be conscious of your work surroundings. If anything looks out of place, tidy it up.

9. Receive incoming calls in Model Office and write down the message if required

10. The use of telephone is strictly for office purpose only

11. be professional when on training by way of behavior, attitude and poise

12. As you have to share the office with others, speak softly whether in person or on the telephone

13. Eating and sacking is not permitted in Model Office

14. Observe the working hours you been assigned

15. You may sometimes find it necessary to stay lack later than you expected

16. Like in any office, if you are going to be late or be absent because you are ill, call the office and leave a message

17. Friends are not to be entertained in the Model Office

18. Advise your friends not to visit you so that you will able to concentrate better on your work

19. All items of reference, materials are the property of the college and should not be removed

20. Have a serious attitude for work assigned to you

21. Make an attempt to complete all work assigned to you

22. If you have completed all given to you, do not sit idle but ask for more or do your own work

23. Studying or completing homework while on duty is not allowed

24. Practice all forms of courtesy with whomever you meet

25. A smile will enhance your confidence
TASK 2

TASK 3

TASK 4
MODULE 2 – PHOTOSTATING
Objective
:
 To learn basic procedures in photocopying duties 

Assessed
:
2 copies of ICs / passport (front and back)

· (1copy) darken and  (1copy) Lighten

2 copies of student card (front and back)

· (1copy) increase size 

· (1 copy) decrease sizes

2 copies of Model Office Training form

- (1 copy) using sorter  

- (1 copy)using recycle paper

Student’s Report:

ASSESSOR’S NAME
:






Date
:

Sign in
:

Sign out
:

Feedback by assessor
:

Comments by coordinator
:









MODULE 3 – INTERNET RESEACH
Objective
:
 To learn how to find information through the internet 

Assessed
:
find 6 web search engines – MS Word


:
find information :-



- 20 banks in Selangor and Kuala Lumpur (include



contact details of each branches in the country) – 



Microsoft Excel

· You are required to find research on the following 

   types of bank:

1. International Bank

2. Central Bank

3. Commercial Bank


:    Find the usage and function of using currency and 



insurance

Student’s Report:

ASSESSOR’S NAME
:






Date
:

Sign in
:

Sign out
:

Feedback by assessor
:

Comments by coordinator
:









MODULE 4 – LIBRARY RESEACH
Objective
:
 To learn how to find information from library

Assessed
:
List the names of all books in Secretarial Section and 



include the following :



Author’s name, year published, title, edition and 


      Publisher



A minimum of 10 books and to be typed in Microsoft 



Word


:
Type the information:



For title : Font size 14 (Times New Roman)




     Underline, Centre



For Content : Font size 12, (Times New Roman)





Justify

Student’s Report:

ASSESSOR’S NAME
:






Date
:

Sign in
:

Sign out
:

Feedback by assessor
:

Comments by coordinator
:









MODULE 5– EMAIL
Objective
:
 To understand the usage of email and attachment 

Assessed
:
The function of inbox and outbox



Sending attachment: report on your own idea on CES 



programme from Semester 1,2 and 3.

( attach and past to MS Word as well – print screen)


:
The function of CC and BCC

Student’s Report:

ASSESSOR’S NAME
:






Date
:

Sign in
:

Sign out
:

Feedback by assessor
:

Comments by coordinator
:









MODULE 6 – FAX MACHINE
Objective
:
 To familiar with the usage of fax machine 

Assessed
:
sending fax
(attach report)


:
receiving fax
(attach example of document)


:
refill paper
(explain)

Student’s Report:

ASSESSOR’S NAME
:






Date
:

Sign in
:

Sign out
:

Feedback by assessor
:

Comments by coordinator
:


MODULE 7– PRINTING AND SHREDDING
Objective
:
 To learn basic procedures in printing and shredding 

Assessed
:
to practice



To explain the function and attach examples

Student’s Report:

ASSESSOR’S NAME
:






Date
:

Sign in
:

Sign out
:

Feedback by assessor
:

Comments by coordinator
:









MODULE 8 – FILING
Objective
:
 To learn the procedures of classification of filing 

Assessed
:
5 different files – log form

· Alphabetical filing

· Subject filing

· Chronological filing

· Geographical filing

· Numerical filing

Student’s Report:

ASSESSOR’S NAME
:






Date
:

Sign in
:

Sign out
:

Feedback by assessor
:

Comments by coordinator
:









MODULE 9 – DESKTOP PUBLISHER
Objective
:
 To learn the procedures of using Desktop 

Assessed
:
You are required to create the following using 



Microsoft Publisher:

· Letterhead

· Brochure

· Menu

· Flyers

· Advertisement

· Notice

· Newsletter

Student’s Report:

ASSESSOR’S NAME
:






Date
:

Sign in
:

Sign out
:

Feedback by assessor
:

Comments by coordinator
:









MODULE 10 – SUMMARY
Objective
:
 To understand the importance of summarizing 

Assessed
:
Summarize the following passages

Student’s Report:

ASSESSOR’S NAME
:






Date
:

Sign in
:

Sign out
:

Feedback by assessor
:

Comments by coordinator
:









Passage 1 – 100 words

As the reliance on technology continues to expand in offices, the role of the office professional has greatly evolved. Office automation and organizational restructuring have led secretaries and administrative assistants to assume responsibilities once reserved for managerial and professional staff. Many secretaries and administrative assistants now provide training and orientation for new staff, conduct research on the Internet, and operate and troubleshoot new office technologies. In spite of these changes, however, the core responsibilities for secretaries and administrative assistants have remained much the same: Performing and coordinating an office’s administrative activities and storing, retrieving, and integrating information for dissemination to staff and clients.

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.

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. They also may negotiate with vendors, maintain and examine leased equipment, purchase supplies, manage areas such as stockrooms or corporate libraries, and retrieve data from various sources. At the same time, managers and professionals have assumed many tasks traditionally assigned to secretaries and administrative assistants, such as keyboarding and answering the telephone. Because secretaries and administrative assistants often are not responsible for dictation and word processing, they have time to support more members of the executive staff. In a number of organizations, secretaries and administrative assistants work in teams to work flexibly and share their expertise.

Specific job duties vary with experience and titles. Executive secretaries and administrative assistants, for example, may perform fewer clerical tasks than do secretaries. In addition to arranging conference calls and scheduling meetings, they may handle more complex responsibilities such as conducting research, preparing statistical reports, training employees, and hiring and supervising other clerical staff.

Some secretaries and administrative assistants, such as legal and medical secretaries, perform highly specialized work requiring knowledge of technical terminology and procedures. For instance, legal secretaries prepare correspondence and legal papers such as summonses, complaints, motions, responses, and subpoenas under the supervision of an attorney or a paralegal. They also may review legal journals and assist with legal research—for example, by verifying quotes and citations in legal briefs. Medical secretaries transcribe dictation, prepare correspondence, and assist physicians or medical scientists with reports, speeches, articles, and conference proceedings. They also record simple medical histories, arrange for patients to be hospitalized, and order supplies. Most medical secretaries need to be familiar with insurance rules, billing practices, and hospital or laboratory procedures. Other technical secretaries who assist engineers or scientists may prepare correspondence, maintain their organization’s technical library, and gather and edit materials for scientific papers.
528 Words
Passage 2 – 80 Words

Working Conditions

Secretaries and administrative assistants usually work in schools, hospitals, corporate settings, government agencies, or legal and medical offices. Their jobs often involve sitting for long periods. If they spend a lot of time keyboarding, particularly at a computer monitor, they may encounter problems of eyestrain, stress, and repetitive motion ailments such as carpal tunnel syndrome.

Office work can lend itself to alternative or flexible working arrangements, such as part-time work or telecommuting—especially if the job requires extensive computer use. About 19 percent of secretaries work part time and many others work in temporary positions. A few participate in job-sharing arrangements, in which two people divide responsibility for a single job. The majority of secretaries and administrative assistants, however, are full-time employees who work a standard 40-hour week.

High school graduates who have basic office skills may qualify for entry-level secretarial positions. However, employers increasingly require extensive knowledge of software applications, such as word processing, spreadsheets, and database management.

Secretaries and administrative assistants should be proficient in keyboarding and good at spelling, punctuation, grammar, and oral communication. Employers also look for good customer service and interpersonal skills because secretaries and administrative assistants must be tactful in their dealings with people. Discretion, good judgment, organizational or management ability, initiative, and the ability to work independently are especially important for higher level administrative positions.

As office automation continues to evolve, retraining and continuing education will remain integral parts of secretarial jobs. Changes in the office environment have increased the demand for secretaries and administrative assistants who are adaptable and versatile.

Secretaries and administrative assistants may have to attend classes or participate in online education to learn how to operate new office technologies, such as information storage systems, scanners, the Internet, or new updated software packages. They also may assist in selecting and maintaining office equipment.

Secretaries and administrative assistants acquire skills in various ways. Training ranges from high school vocational education programs that teach office skills and keyboarding to 1- and 2-year programs in office administration offered by business schools, vocational-technical institutes, and community colleges. Many temporary placement agencies also provide formal training in computer and office skills. However, many skills tend to be acquired through on-the-job instruction by other employees or by equipment and software vendors. Specialized training programs are available for students planning to become medical or legal secretaries or administrative technology specialists. Bachelor’s degrees and professional certifications are becoming increasingly important as business continues to become more global.

Testing and certification for proficiency in entry-level office skills is available through organizations such as the International Association of Administrative Professionals; National Association of Legal Secretaries (NALS), Inc.; and Legal Secretaries International, Inc. As secretaries and administrative assistants gain experience, they can earn several different designations. Prominent designations include the Certified Professional Secretary (CPS) and the Certified Administrative Professional (CAP), which can be earned by meeting certain experience or educational requirements and passing an examination. Similarly, those with 1 year of experience in the legal field, or who have concluded an approved training course and who want to be certified as a legal support professional, can acquire the Accredited Legal Secretary (ALS) designation through a testing process administered by NALS. NALS offers two additional designations: Professional Legal Secretary (PLS), considered an advanced certification for legal support professionals, and a designation for proficiency as a paralegal. Legal Secretaries International confers the Certified Legal Secretary Specialist (CLSS) designation in areas such as intellectual property, criminal law, civil litigation, probate, and business law to those who have 5 years of legal experience and pass an examination. In some instances, certain requirements may be waived.

Secretaries and administrative assistants generally advance by being promoted to other administrative positions with more responsibilities. Qualified administrative assistants who broaden their knowledge of a company’s operations and enhance their skills may be promoted to senior or executive secretary or administrative assistant, clerical supervisor, or office manager. Secretaries with word processing or data entry experience can advance to jobs as word processing or data entry trainers, supervisors, or managers within their own firms or in a secretarial, word processing, or data entry service bureau. Secretarial and administrative support experience also can lead to jobs such as instructor or sales representative with manufacturers of software or computer equipment. With additional training, many legal secretaries become paralegals.

MODULE 11– READING AND SPELLING TEST
Objective
:
 To understand the importance of English in Workplace

Assessed
:
You are required to make an appointment with your 



Assessor (Please verify with your coordinator)

A Passage and spelling test will be given to you during the assessment day.

ASSESSOR’S NAME
:






Date
:

Sign in
:

Sign out
:

Feedback by assessor
:

Comments by coordinator
:









