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NAME OF STUDENT:___________________________	SIGNATURE:___________________

TEACHER:____________________________________		TERRITORY: JAMAICA

APPLICATION SOFTWARE: MICROSOFT OFFICE 2007	OPERATING SOFTWARE: WINDOWS XP

DATE:__/__/__


ASSIGNMENT #1:   WORD PROCESSING

Assignment #1 is a word processing assignment which should be completed by each candidate. Students are expected to correct text from the author’s original work which contains amendments and respond to printers’ correction signs. Students are expected you present documents in and acceptable style.	

ASSIGNMENT #2:  SPREADSHEET APPLICATION 

Assignment # 2 is a research paper which should be completed by all candidates. 
M&T Ltd is proposing to sponsor a Staff Training and Development Workshop at your school.


REQUIREMENTS: You are required to collect the following information: I.D number, Name, Address, Contact Information, Gender, Job Title i.e. for thirty (30) employee within the institution ten (10) of which should be male teachers. Sort all data in ascending order by last name. Use font size 12, font style ALEGERIAN or all column heading. Use BOLD, ITALIC AND CENTRE formatting for all column headings. Use landscape orientation. Merge and centre the heading ‘Personal Data for Staff Development and Training Workshop’ across all column headings. Format main heading to uppercase, Algerian and font size 16.

ACCURACY -12, SPEED - 5, PRESENTATION AND USE OF TECHNOLOGY - 8    TOTAL 25 MKS


ASSIGNMENT # 3:  POWERPOINT PRESENTATION

Assignment #3 is a PowerPoint presentation which should be completed y all candidates 

REQUIREMENTS:  As the Human Resource Officer at your organization you were asked by the CEO to make a PowerPoint presentation on the following on the topic ‘Job Exploration’ at the ‘Job Hunters Seminar’ on January 5, 2013 at the Classic View Hotel St. Mary Bay. You should highlight the main points in your presentation. No more than six slides should be prepared for the presentation. The presentation should be organized properly, concise and creative.

ACCURACY -12, SPEED - 6, PRESENTATION AND USE OF TECHNOLOGY - 7    TOTAL 25 MKS


	









_______________________					
TEACHER’S SIGNATURE					
