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SECTION B : 75 MARKS
BAHAGIAN B : 75 MARKAH

INSTRUCTION:
This section consists of THREE (3) structured questions. Answer ALL questions.

ARAHAN:

Bahagian ini mengandungi TIGA (3) soalan berstruktur. Jawab SEMUA soalan.

QUESTION 1
SOALAN 1

a) List FIVE (5) personality trait of a secretary.
Senaraikan LIMA (5) ciri personaliti seorang setiaushaa
[5 marks]

[5 markah]

b) Describe FIVE (5) environmental factors that play a big role in influencing

children’s personalities.

Huraikan LIMA (5) faktor persekitaran yang memainkan peranan penting

dalam mempengaruhi personaliti kanak-kanak.

[10 markah]
[10 marks]
c) Discuss FIVE (5) importance of a balanced diet.
Bincangkan LIMA (5) kepentingan diet seimbang.
[10 marks]
[10 markah]
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QUESTION 2
SOALAN 2

“Healthy mind is a balance between all aspects of life which include
economic, social, physical, spiritual and emotional.”

Based on this statement, list FIVE (5) characteristics of a healthy mind.

“Fikiran yang sihat adalah keseimbangan antara semua aspek kehidupan
yang merangkumi ekonomi, sosial, jasmani, rohani dan emosi.”

Berdasarkan pernyataan di atas, kenalpasti LIMA (5) ciri-ciri minda sihat.

[5 marks]
[5 markah]
b) Briefly explain FIVE (5) methods of keeping healthy minds.
Terangkan secara ringkas LIMA (5) kaedah untuk mengekalkan kesihatan
minda.
[10 marks]
[10 markah]
c) Briefly elaborate FIVE (5) basic skincare for men and women.
Huraikan secara ringkas LIMA (5) asas penjagaan kulit untuk lelaki dan
wanita.
[10 marks]
[10 markah]
QUESTION 3
SOALAN 3
a) Describe FIVE (5) guidelines when you are a newcomer in the office.

Huraikan LIMA (5) garis panduan apabila anda adalah orang baru di

organisasi.
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State FIVE (5) ethics in attending buffet function.

Nyatakan LIMA (5) etika dalam menghadiri majlis bufet.

Explain FIVE (5) social media securities.

Terangkan FIVE (5) keselamatan media social.

SOALAN TAMAT
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[10 marks]
[10 markah]

[5 marks]
[5 markah]

[ 10 marks]
[10 markah]





