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QUESTION  ONE [30 MARKS]
(a) Vocabulary 			[10 marks]
1. Encourage 
2. Executive 
3. Security 
4. Telephone 
5. Personal 
6. Style
7. Attractive 
8. Welcome 
9. Department 
10. Impression
(b) Sentences  		[20 marks]
1. The secretary is a valuable executive assistance who works closely with her employer.  She has many tasks to do each day.

2. We understand that the original statement make by your company in your letter of February 10th was in error.
3. Please issue a further statement regarding the amount you will be charging for these services and we will be pleased to make payment as early as possible.

4. I should like to draw your attention to the cost of transferring a complete line of your product this company to your head office. 

5. Thank you for your letter about the order you received last week.  Please let me know if you should have further difficulty in getting service for our products. 

QUESTION TWO [20 MARKS]
PASSAGE 

SECRETARY’S PERSONAL APPEARANCE 

How do you look to other people?  Your personal appearance is very important.  
The first time e person meets you he will judge you by what he can see.  Your 
personal appearance is so important that you should be careful to give an 
impression of the kind of person you really are or would like to be. 

Developing and maintaining a good personal appearance requires thought and 
careful planning. 

Try to give the impression of a neat, clean, business-like person.  Remember, a
 little make up carefully applied gives a good impression.  A simple hair style is 
easy to keep and less expensive to maintain.  

Choose clothing that is simple in style and comfortable work in.  Keep your 
clothing and your person clean and attractive. 

Does your posture give the impression that you are alert and  confident?  Are you 
standing straight?  Do you sit correctly?  If you have good posture you will look 
alert and feel confident. 
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