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INSTRUCTIONS AND INFORMATION

1. Answer ALL the questions.

2. Read ALL the questions carefully.

3. Number the answers according to thi mbering system used in this question
paper.

4, Start each question-on a | =W

5. Read and interpret t

1 ainst the given background and use ALL
the available informati

Write neatly and legibly
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BACKGROUND INFORMATION

You are the secretary at your workplace. There is an unhealthy working relationship

among colleagues. This has a negative impact on productivity. You want to create a
harmonious working environment.

Read Nashifa Davids's text THE OFFICE PEACE CORPS, provided as

ADDENDUM A, attached to this question paper, in order to understand and ¢ inswer the
questions.

QUESTION 1: A LETTER OF REQUEST

sell you matenal for an intervention workshop on confhct res 'Tu ion to facilitate at your
b TW blems you are

banking details.

Content :15
Language : 07
Layout : 03

QUESTION 2: FAX

Ask Methuseli Dube to send ou hi
workshop about hi
remember to include y
bank branch (ei

provided). U

CV as you would like to tell people at the
t e on which he should e-mail this CV. Also
ail address and the workshop material. Request for his
e branch or street name of the bank branch should be

you. Nomasonto responded positively to your fax.

Complete the Telephone Message form, ADDENDUM C (attached) by referring to the
telephone message that June Radium took for you.

Content :08
Language: 02

[25]

[10]

[10]
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QUESTION 4: CURRICULUM VITAE

Methuseli Dube works for Restorative Justice Centre as a CEOQO. He was born on
4 June 1974. He matriculated at Pilane High School. In 1992 he completed BA
degree in Social Work at Vista University. In 1996 he worked at two other places
before coming to Restorative Justice Centre in January 2008. He drives his own car to
work. He gets post from his physical address. He has an e-mail address. He relies on

Mike Batley, Executive Director at Restorative Justice Centre and Dr Dinah Alexandra
for reference.

Compile Methuseli Dube's CV under the following headings. Make ‘sure th
sufficient information under each heading.

1. Personal Information

2. Contact Details

3. Educational Background
4. Work Experience

5. References

Content : 17

Language: 05

Layout : 03

QUESTION 5: FEEDBACK REPOR

Report.

Use the following foi
information‘.

nclusion: Give ONE and motivate
scommendation: Make TWO and give reasons

Content :20
Language: 07
Layout : 03

TOTAL:
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ADDENDUM
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ADDENDUM: B

QUESTION 2: FAX

EXAMINATION NUMBER:

N150(E)(J6)H

TO

FAX COVER PAGE

FAX NO

COMPANY

FROM

TEL NO

DATE

SUBJECT
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ADDENDUM: C

QUESTION 3: TELEPHONE MESSAGE

EAAMINATION NUMBER:

TELEPHONE MESSAGE FORM

To:

From: Company;
Tel:

Date: Time:

Message:

Message taken by:
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