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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.  
 

Answer 1 (one) question from the following: 

Question 1:  
You have been asked to deliver a keynote speech at a conference on a subject that is dear to your heart. What 
steps must you evaluate in order to provide a speech that is effective? If you plan to use any visual aids, please 
explain how. 
 
Question 2:  
A job posting piqued your friend's interest, so she decided to apply. She requested that you assist her. She is 
quite anxious about the job interview and has no idea how to prepare a curriculum vitae or a covering letter. 
What are the hints and techniques you have picked up from the lecture that will help you ace the job interview 
and send the curriculum vitae and cover letter? 
 
Question 3: 
You've been given the responsibility of planning an official company function. What actions should be taken 
to ensure its success? 
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