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READ THESE INSTRUCTIONS FIRST

Type or write your Centre number, candidate number and name on all the work you hand in.

Do not use staples, paper clips, highlighters, glue or correction fluid.

Read the Guidelines to Candidates carefully before attempting any of the tasks.

You must attempt all tasks.
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GUIDELINES TO CANDIDATES

Time Allowed: 1% hours
Please read the following instructions carefully.
1 You must read, and listen to, all instructions carefully.

2 You must use a typewriter or a word processor to complete this
assessment. If you are using a typewriter, you may use the memory facility
available on it, but this must be cleared before you start typing.

3 Task 1 — Speed Test: this will be a 5 minute copy typing test — the speed
will be calculated up to and including the 6" error which you make. You will
be given one minute to scan the text immediately before keying begins.
You must be ready for immediate keyboard input when the test begins.
You may make corrections within the time allowed for the speed test.
Printing of the Speed Test must be carried out immediately when the test
finishes.

4 You will be given 10 minutes’ reading time for Tasks 2 — 5 and you may
make notes and/or highlight any detail during this time, before keying of
these tasks begins.

5 Your tutor will tell you what stationery is available for you to use. If you are
using a word processor, your tutor may provide you with templates for
letters and memaos.

6 Calculators, calendars, English and mother-tongue dictionaries,
thesauruses, spell-checkers and manufacturers’ manuals may be used.

7 If you are using a word processor, save each document as a separate file.
You must carry out all printing yourself. Your tutor will tell you the exact
printing details.

8 Correct errors within the words which have been circled.

9 Insert today’s date on letters and memaos.

10 Please insert your name, Centre number and task number at the top right-
hand corner of each piece of work.

11 Assemble your completed work in task order.

Permission to reproduce items where third-party owned material protected by copyright is included has been sought and cleared where possible. Every
reasonable effort has been made by the publisher (UCLES) to trace copyright holders, but if any items requiring clearance have unwittingly been included, the
publisher will be pleased to make amends at the earliest possible opportunity.

University of Cambridge International Examinations is part of the University of Cambridge Local Examinations Syndicate (UCLES), which is itself a department
of the University of Cambridge.
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TASK 1
You may know what body language is. However, you may not realise
that people are known to receive the largest part of a message that

someone is trying to communicate by the body language being used.

When you use body language you should ensure that the signals you
give are positive. For example, try to maintain eye contact. This
assures the person with whom you are communicating that you are
sincere and listening to what is said. If you avoid eye contact you might
give the impression that you are not being truthful or that you have

something to hide.

One of the most positive signs that you can give is to smile.

© UCLES 2006 5221/A/2006

www.xtremepapers.ned

66

134

200

266

335

399

469

544

562

625


www.xtremepapers.net

TASK 2

@.}5 memo. Correct the effors within the circded w@

T  Phil OsgooaL

Frorrz Perzry Chu.
Ref PC/TT
New CLIENT

Many thanks for yous Mﬂofuj feport. T will ensute it
creubatid to ol direclors immed.

T+ would appears that Mexx Tnduslries would Like us b
organise  their anaual sales conference. T would he
grateful i gou could conbact Sammi Mexx as soon as
poss. We nud fo ensue that everything is arranged i a
professionall manner. This company hofds a series of
Seminars, WorRshops and conferences throughout the year

and ther would he very valuable & us.
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TASK 3

Tyre this feport in double dine spacing. Gorrect efrors within

cherd. uJorJ.S

THE WORK OF A CONFERENCE ORGANISER

A conference organiser is responsible for organising an event from the|beginnning

right through to the end. It can be a demanding, but rewarding job. The main skills

required for this job are excellent interpersonal skills and an ability to solve

porblems). A high standard of communication skills is also vital.

The working hours can be very long, especially just before a sermirar and while it is
in progress. E/lost organisers have offices where they are based from day to day but

they do spend time travelling the country (and sometimes the world) to venues

where conferences are beingtheld

There are no guekficatiens—required-and restrictions to entry. For example, it is not
universily
vital to have aZdegree. However, possession of a degree may help someone to gain

promotion.

Conferenceltraining/management‘courses are available at many universities and

colleges.

On the job
\Worpiaeement training is provided by many(emp;loyers]. There may also be

L@Eoré external courses and)

to take part in'i;-house seminars.
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TASK 4

@ this letter - correct efrors within circled wor@

Our ref PC/.TT

Miss Sammi Mexx

Managing Oureclor
Mexx Industries pfe

b Fountain Wa,y
Séngapore 351022

Dear Miss Mexx

Thank you for yous Letter which T foday. My company
would "he delighted & orzo.nlse gour annual sales conference.

T understand. that it s due b take place at the end of
Nov. I enclose our brochure for Your U‘Lforma.b.ba.

Phidip Osgood has respoasabjc@ for organising your conference
and will contact gou within the next few olru_.;s. He is one qf
our most experienced. organisers.

I fcvg forward_ & seeln,g you a,[' H’te GO‘€f 73umamerz& at éhe

Orchid Club on mesdaﬂ. It should he a 300(1 opp b raise
funds for focal charities.

Yours SLrLcereeg
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TASK §

DLspfat, this nofice, using different forms of emphasis; eg]

ceatring, font stylefsize, italics, bold, underdining,
Ca.thaﬂCSa.tiorL ete

Paradise Conference Cenlre

Set in 20 heclates o parkland and Pobes

Offeriag a. fange of Confererzce suiles and rrmatcﬁg fooms

The a(n.ﬁo.gafe fee includes:

DVD Pﬂwjba& ‘
Laptop compuler with presenta.&on, sof tware
Tnteractive whidteboard

Projecfor with scleen o.na[ femolfe Corzfrcrf

M rooms have naburel daylight, air conditioring and. are
fuﬂﬂ equipped. for all gour nuds
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1 hour 45 minutes

Additional Materials: Letterheaded A4 paper
Memo paper
Plain A4 paper

READ THESE INSTRUCTIONS FIRST

Type or write your Centre number, candidate number and name on all the work you hand in.
Do not use staples, paper clips, highlighters, glue or correction fluid.

Read the Guidelines to Candidates carefully before attempting any of the tasks.

You must attempt all tasks.

All printouts must be submitted at the end of the assessment.

At the end of the examination, fasten all your work securely together.

The number of marks is given in brackets [ ] at the end of each question or part question.

This document consists of 7 printed pages.
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GUIDELINES TO CANDIDATES

Time Allowed: 1% hours
Please read the following instructions carefully.
1 You must read, and listen to, all instructions carefully.

2 You must use a typewriter or a word processor to complete this
assessment. If you are using a typewriter, you may use the memory facility
available on it, but this must be cleared before you start typing.

3 Task 1 — Speed Test: this will be a 5 minute copy typing test — the speed
will be calculated up to and including the 6" error which you make. You will
be given one minute to scan the text immediately before keying begins.
You must be ready for immediate keyboard input when the test begins.
You may make corrections within the time allowed for the speed test.
Printing of the Speed Test must be carried out immediately when the test
finishes.

4 You will be given 10 minutes’ reading time for Tasks 2 — 5 and you may
make notes and/or highlight any detail during this time, before keying of
these tasks begins.

5 Your tutor will tell you what stationery is available for you to use. If you are
using a word processor, your tutor may provide you with templates for
letters and memaos.

6 Calculators, calendars, English and mother-tongue dictionaries,
thesauruses, spell-checkers and manufacturers’ manuals may be used.

7 If you are using a word processor, save each document as a separate file.
You must carry out all printing yourself. Your tutor will tell you the exact
printing details.

8 Correct errors within the words which have been circled.

9 Insert today’s date on letters and memaos.

10 Please insert your name, Centre number and task number at the top right-
hand corner of each piece of work.

11 Assemble your completed work in task order.

Permission to reproduce items where third-party owned material protected by copyright is included has been sought and cleared where possible. Every
reasonable effort has been made by the publisher (UCLES) to trace copyright holders, but if any items requiring clearance have unwittingly been included, the
publisher will be pleased to make amends at the earliest possible opportunity.

University of Cambridge International Examinations is part of the University of Cambridge Local Examinations Syndicate (UCLES), which is itself a department
of the University of Cambridge.
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TASK 1

When taking dictation, there are some simple rules that you should
always follow. You should insert the date in a corner of the bottom of
each page of your notebook. If you are in the habit of looking through

the pages, the right corner might enable you to see the date instantly.

You should leave two or three clear lines between each separate
passage and make a note of any instructions such as enclosures or any

extra copies that may be required.

When you have transcribed a passage, draw a line diagonally across
each page of those notes. You will then be able to see easily the pages

that you still need to transcribe.
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TASK 2

T Al Stff

From  Akii Rafik

Ref  AR/jct

Flexible Worfing

The direclors decided at ther masling gesterday & inlioduce a
syslem. of [lexible worBing for all ‘staff. However it will

tabe some tume b organise ths new scheme bub should
be poss b put ¢ inbo effecl' n Jan gf next year,

We must be sure that customers can easl.@ conlact olaff and
taQa.Phones must be answered at all times.

More detaided L'nformaﬁon, rego.ro(jng f@ebefe wof gmg wlll be
Sent b sfaff within the next few weebs.
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TASK 3

Type this teport i double {ine spacuyg. Correct errors
within  cireled. words

WEBSITE DESIGN

The main purpose of our company is to design websites thatattract attention and give

a professional image. We feel that it is veryto emphasise the message that a

website is trying to convey. {Poorly designed websites canibadly|{reflectjon the designer.

Presenting goods and services in the most appealing way possible is vital to generate a

response from potential customers. Our staff are very skilled and experienced at creating

professional websites that are colourful and .

We use advanced technology to guarantee that a website also serves a specific

marketing purpose. We take advantage of the most effective use of the internet for your

The layout’should be very Customers will-be-in-a-hurry-and will want to find
way around the site easily and quickly)

K' searching the wnlernet
Research has shown that a person[will spend only nine looking at a single web
A co has

page. ¥eu-will-have just that time to attract aattention.

and navigo.b'.oru oj: a webs'@
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6
TASK 4

@Pe thes febter - correct errors within circded wor@

Our ref AR/J'ct

Miss ch«j S54amet
Po Box 32
Marono(er a

Zimbabule
Dear Miss Slamet

Thank you Jor your fax message which T today.

T am very haplny b enclose a selection of brochufes :
which give fa.u@ detaifed information on our company's

curent actwvilces.

I amn \Jery 'Lnferesfec(, [b hea( a.Bou.t Houf course U1l buerzess
studies. I should he daﬂcghted, tb come b gous schoot
to 3LVe, a taﬂe. on cuslomar semice. This is a very

U‘erorfmt subject and s vilel b the success Qf my

business.

My secretafﬂ , Qe.beuza.h) s (reSEorlsabfe) for 'Bee,oéng my

O(.La.rg. Please tm@ephorle her as soon as You can b arrange
@ sudable date and time.

T {odh forward & m.ufuy You.

Yows s aoﬂﬂ

A&U. Ral:
Chisf E&fuf&e
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TASK §

Display this agenda, using different forms of emphasis; eg
cenﬁrﬁm_g, foakasst:,&/)sae ] Ltaﬁc‘g, bo&lfj unc(é;r lining,
capibalisation ek

A Staff Meeting
wll be hold
on Tugsia_j Al leember

at 1330 houwsrs
in the Co@fe{eace Hald

Agenda

| Apotogies for absence

2 Miautes of previous maeling

3 Matters arising

4 Proposaﬁ b infroduce a new system of flexible worfing
5 hssible effects o the new scheme

b Any other business
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