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Task 
The purpose of this unit is to develop an understanding of the topics you will write about which 
form part of Office Management and Administration.  
 
Note 
This assessment provides students with an opportunity to explain and discuss the relevant theories 
in relation to the topic they choose to write about forming part of Office Management and 
Administration Fundamentals.  
 
Note 
You should plan to spend approximately 30 hours researching the assignment question, preparing 
for, and writing the assignment for assessment.  The nominal word count for the assignment is 2,500 
words. You are expected to select the most appropriate citation method which you feel most 
comfortable. You may wish to use http://www.citethisforme.com for this purpose. 
 

Answer 1 (one) question from the following: 

Question 1:  
You have been invited to a conference to give a keynote speech about a topic you are passionate about. What 
are the steps that you need to evaluate in order to have an effective speech? Kindly elaborate whether you 
will be using any visual aids. 
 
 
Question 2:  
Your friend got intrigued by a job posting and wants to apply. She asked you for help. She has no idea on how 
to write a curriculum vitae and a covering letter and she is feeling very nervous about the job interview. What 
are the tips and tricks that you have learnt throughout the lecture in order to send the curriculum vitae, 
covering letter and ace that job interview? 
 
Question 3: 
You have been assigned to be the events planner and organise a corporate event. What are the steps to keep 
in mind in order to make sure it is a successful one?  
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