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DOCUMENT 1 2

Recall the wnformalion sheet stored as EvENTS. Amend as

shown. Adjust the left margin only to 4em. Use full
usﬁ}wa.twn Save as~ ORGANISER ind priak one copy.

-
g— ;
S’ d‘i, WORKING AS AN EVENT ORGANISER
LY
§~Q‘J Event organisers are responsible for planning events and ensuring that these
g E run as smoothly as possible.~
- §7 They may work on public events Yproduct launches, company events or private
x g g events such as birthday or anniversary parties and w f;fmgs
\El o E

It can be a demanding, but rewarding job. The main: requ ed are

excellent interpersonal skills and an ability to solve prob I

standard of communication 9&@5 (s v

Mo\le &b Pom[— There Ha'(leDno Krestnlct(ljons t?fentry lHowev /
marBe d @ oran nowledge of foreign

The wor‘guzg hours are usi

However, in preparation for
hours can be much longer.

( Efwle and induslry e><h'd:iﬁons,71

Owu base but the
ues a.n.d possda@ also cﬁgents This

It &awag jrom. rLome

g;ﬂg) nodern and well ventilated. Smal{er events
S g tolels or halls. Outdoor venues range from
=9 d ratecourses bo fields, parfs and seafronts.
33 |

S .o

d

| !

9‘& :: nal orgamsatlons and private companies run many training courses.
E e b rs can gain additional skills and knowledge on the job and by working

‘ “\ﬂe more expenenced colleagues Success ma.ﬂ ea,d
e

opporluni ties ger evenls with”bigger bu )
- higher proﬁfe cguerzfs resulling in adiL nal ﬁzincmﬁ

rew a.rds for ‘organisers.

On Comﬂefwn, ensure Youw fm\/e sued Your wor@ and thefz,

use our softiare facilities & pe d count. K
2 & figure on E.F separale &qg Dﬁi& %hewforgaﬁ ?&ZL feifz

@eft an aubomale fdename and path in the fooler a.reD




DOCUMENT 2 3

Recall  the poster stored as KiNGSToN. Amend as shown. Sase
as GYM and. print one Copy.

KINGSTON FITNESS AND LEISURE CLUB 4—-@,@/1&5 (se [_-/.“'5 /zead@
@serf a piclure heg

Kingslon House
193 Mallards Rk
‘Newlor, Abbot

Devon.
TRIQ SPP

Telephone 01626 369911

Our well-equipped gym overlooks the park}

Join us at Kingston House.

fors. willl word out a personal plogramme
in mony different areas such as

wet.gf man cmen&”
nubribion B & @tre these @
ify'ujy. reha

Why not tslephene-us-orcall in today? Our 0pening hours are 7.00 am b 10.30 pm

every dcu_., Lrlcﬁud.mg S'O.twda,s and Sw'tdag,
Tnsert a fuﬂf—f)age bordea
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DOCUMENT 3 4
Recall the documer'd: Sforecl. as AlD. Amend. as Shomn. ‘fourna.g
inclde ines of ruling in the toble if You wish. Save as AIDERS
and. Pri.nl‘ one (opy-

FIRST AID

The primary function of first aid is to provide immediate care to an injured person while
waiting for medical assistance to arrive. However,-those at work who have become ill for
some reason may also benefit from first aid.

The board of directors recently decided to offer training in first aid to all employees. | am

delighted to report that we received applications from all departments within our company. A
number of employees attended first aid training on three consecutive Saturday mornings cuui

afe now qualified. [irst alders.
The confact deboils of these q_ua.aiféw(, fust aiders age

below. Please display this Hist™ rear o your work are
Dispﬂaﬂ the SECTON cofumn offer

QUALIFIED EMPLOYEES ExTENS:oAi \NUMBAE 2

Anand Kumar 1410 o

EXTENSION NUMBER

QUALIFIED EMPLOY

| a4 |
Business “Services 169
Sales 48|
Warehouse 138
Finance 299
Personnal 101
Calering 441
Warehouse 492
5ecur2.g 9]
ec:epbinn, 414
u.rcha.sirgg ddl
Finonce 369
Suzana Morgan Sales 97
Bronwen Jongs Secu!@ 338
Peter Mitzholl \Warehouse 169

Frances Dulcie Pfesﬁ)fb Busingss Services A7



DOCUMENT 4 S
Recall the form elored as FORM. (omplete the form from the
information given below. Save a5 BLAKETM and print one copy.

Ful NAME OF ORGANISER Ms Josephine Mary Blake

HoME ADDRESS 53 Rowan Tree Road
Newlon. Abbot
Devon
TRIQ 4LZ

WoRK ADDRESS Devon Traini

HoMe TELEPHONE NUMBER
EMERGENCY (oNTACT NUMBER.
TRAINING CouRrse

ITEMs To BE P@ov:oeo
Nom@shee(:c, /

0 T b b folls
. SaLtabzz ;}iufa.re éadﬁd_
10 Top spiral bound



