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DOCUMENT 1 2

Recall the article stored as STRESS1. Amend as

showrt. Adjust the {eft margin only b 3em. Use

Jub justificabion. Save as &TRESSS and prink
one ch%,’

STRESS IN THE WORKPLACE

Research has found that many people are unhappy at work or are
finding it difficult to cope with various aspects of their job. The majority
of these workers are probably suffering from work-related-stress. {There
are various stages of stress, ro.n’,s'mg §(°m ersistent

irritablify and anxiely b chronic @¥nesses such as severe
hea , chest pains and. digeslion problems.

People should. be awate of

Everyene-reeds-te-krew-what triggers their stress. Eyeryone is differgnt
and so diverse factors wlll cause Vasied fevels of slress. for

example, Some workers afe b travel fom one
slt:m\:‘:q asother. Others mouﬂﬁ&&g this sfressful,

preferring to femaln in one

Tnset this @
PNO’S‘“‘P"‘ nxiety is a very Mymmom of stress and although this is
2 em :onrn genergllyrl)ow level, it is still very real for many workers. Solexactlyjwhat
{ ; is anxiety” ans i (:he ¢ SE

eft margn ® p )

Excesgve o.n.xietg can iﬁ.teryef‘e with ﬂorn’v.'a.Q ‘eife and
can of ten be associated with other conditions such as

F’g? resslor,
'd r_"?he physical symptoms of anxiety are caused when the brain sends
:%” QL messages to different parts of the bodD
S g B ‘
r.:‘@ CThe brain releases stress hormones including adrenaline and the
-2 .8 following symptoms can occur as a result: a dry mouth,’FéBtT:Fheartbeat
“'fé _g or palpitations, shortness of breath, insomnia, diarrhoea, irritability and
® -2 ___inability to concentrate.

iLﬂ.

Anxiety is a feeling of unease, such as many people experience before a
job interview. It is perfectly normal to feel anxious when facing
_| something difficult and mild anxiety can be a positive and useful
experience.

I¥ you feel You have of the symploms vou should
ask for oo, either a.kmctgof‘ﬂ. or 538 vgim,s gow’ d:ctor.

On complelion, ensufe you have saved worf and
theq u.:ﬁour sef tware fi&u&es b pe(forgzof wor?d. count,
Hey in this figuse on separale dine “below the finaf

ne of text

Tnsert an aulomatic fllename and path in the Jooler @




DOCUMENT 2 3

Recall the post&r stored as PosTER. Amend as shown. 5&@
as KDPOSTER and prink one copy.

THE KD MOBILE DISCO

(Tnsert o picture h@

Telephone 09790 363534

Ouw mobile disco can caler fof

annuNersares
bl )

Corporate e.\len.ts :
Eﬂgﬁgemantc, ' 4-————4( Centre these &.@
schoot and e parﬁss

slag and hen nights
themad. nighls
weddings

—

We have full public f&ab&tt:, (nsurance and carry out ggu,@g PAT
testing on all the ellectrical’ equipment we use.

(@Imslse this senfence )
We give you the opportunity to compile your own play list.

We play the music you wank & hea.r

rhythm and blues
rock
rock and roll
popaiareclassieataines
soul
themed, such as 50s, 60s and 70s
today’s chart
today’s dance

muixers and

We use high-quality CD players, amplifiers,|various lighting effects, 5&6‘1 as bt&bb?ﬂ mﬁ(—
Smoke machines as well as @nfettl cannons.

@serf a fuﬂ"page bord@
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DOCUMENT 3 ‘ 4

Recadt the document sfored as RC1. Amend as shown. You may

include Lines of ruling in the table § you wish. Save as RCQ and
prink one copy.

RIVERSIDE CIRCUIT

Another season has come b an end and. we review our progress and
Guccess.

As far as our continuing programme of improvements is concerned, there has been plenty of
activity. Visit our website www.riversidecircuit.com for full details.

As far as the racing was concerned, we were delighted with the outstanding success of our
Young People’s Sports Races and these will now be an annual eveab.

While the support for our Formula 3 was not what we had hoped for, the q,LLO..Q.LE, Oj: the
racing was excellent. |

Our champions for this season are given below. Please note that engine size is expressed in
cubic centimetres (cc).

Digplay the COMPETITION colurnn before the NAME OF CHAMPION
cc?:.:mn, eg '

COMPET(TioN NAME OF CHAMPION  ENGINE S(ZE
@ton, Windscreens Special GT Alexonder Thomson. 6000

NAME OF CHAMPION COMPETITION ENGINE SIZE
Afexander Thomson Ashfon. Windscreens Special GT 6000
Gavin Edmonds RC Formula 5000 4999
Francis Dacdi Eastern Exchange Su.persPorE 3500
Nigel Windsor Nexus Formudla 1 3000
Philip Kingfisher ~ Johnson érformaace Braing Sekeons 2500
Brgan, Mosefeg Nexus Formudla @ 4490
Mousice Pedersen  Milsom Saloon: Racers 2000
Viclor Cameron RC Formula 3 1998
Ton Evans GFB Mining Sporls 1850
Na.ﬁne Henderson ~ RC *(ouan uaesoﬂe’s Sports 1680

Suzl Spendﬁow Nexus Formula 1600 1600



DOCUMENT 4

5

Recall the form stored as APFoRM, Compﬁzte, the j:orm. from the
informakion, guven, below. Save as MILLARAP gad prut one copy,

FuLe NAME

HoMe ADDRESS

DATE OF BIRTH
HoMe TeELEPHONE NUMPER
MoBiLE TELEPHONE NUMBER

Post APPLIED FoR

Miss RebeRah Bridget Millas

66 Lime Tree Crescent

Redlands Fark North

Tor

TQ4 8QX

4 January 1990

01803 36423

08790 126347

Full-time Calering Assistant

DATES PosiTio EMPLOYER
| Seplember 2007 to Full- time Nam,s Mr and M'rs Lee‘Chu,
present 414_5 Paradise Heights
or
TQQ 3Pz
gq TAulg o.?ob o &ax(:-’t'tt.mnet Calering 'Ef"-‘é&'{ Le—“[:‘f
ust 1007 i aler er
kR " Bradshgw sa:ﬁ?-? of Languages
’E;gstem Avenue
or
T@?’ugvﬁy

P refers b atfend o morning inferyiew
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