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SECTION B: 75 M '
BAHAGIAN B : M‘IRM” |

INS'I‘RII(“]‘ION.: t"l"lRF l'- (3) GSS:‘_V queslions_ II\“S'“'er Al“'lJ questions.
I'his section consists 0 A |
el Jungi TIGA 3) soalan esei. Jawab SEMUA soalan,

ung J

Bahagian ini mengant ;
|

QUESTION 1
SOALAN 1

a)  List THREE (3) types of endorsement.

Senaraikan TIGA (3) jenis pengesahan.

B3a
[mg
b) State the comparison between:
Nvatakan perbandingan antara:
1) Overtime and commission
Lebih masa dan komisyen
i) Balance Sheet and Income Statement
Kunci Kira-kira dan Penyata Pendapatan
{81
[8m

¢)  Classify FIVE (5) documents involved in making payments process.

Kelaskan LIMA (5) dokumen yang terlibat dalam proses membuat pembayan

(10

(10
d)  Explain FOUR (4) processes in maintaining petty cash fund
Huraikan EMPA |

T (4) proses dalam penjagaan panjar wang runcit. [

[
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QUESTION 2
SOALAN 2

102 |8 List FOUR (4) information that should be included in minutes of meeting.

Cl
Senaraikan EMPAT (4) maklumat yang perlu ada di dalam minit mesyuaral.

[4 marks]

[4 markah|

CLO2 |b) D Identify FIVE (5) guidelines that help in developing mutual trust and

Cl1 s .
cooperation in meeting,.

Kenalpasti LIMA (5) garis panduan yang boleh membantu membina

| kepercayaan dan kerjasama dalam mesyuarat.

!

| [5 marks]
[3 markah]

| ii) State FIVE (5) basic information that should be included in an action

‘ plan.

Nyatakan LIMA (3) maklumat asas yang perlu ada di dalam

pelan tindakan.
[5 marks]
[3 markah]

CLO2 | ¢) Explain THREE (3) responsibilitics of a secretary in preparation for a

-
- teleconference.

5 Terangkan TIGA (3) ranggungjawab setiausaha dalam persediaan untuk telesidang.

[6 marks]
[6 markah]

CLO2 | d) Choose any FIVE (5) customs and protocols related to business travel.
C3
pilih mana-mana LIMA (3) kelaziman dan protokol yang berkaitan dengan

perjalanan perniagaan.
[S marks]

[5 markah!
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'QUESTION 3
SOALAN 3

CLO3 |a) 1) State FIVE (5) sources of job seeking.
c1 .
l Nvatakan LIMA (5) sumber pencarian kerja.

3
s

5
e B

List FIVE (5) key factors evaluated by the interviewer during the intervi cw,:

-
-
-

Tentukan LIMA (5) faktor utama yang dinilai oleh penemuduga semasa

temuduga.

CLO3 I b) i) Explain FOUR (4) common questions from the interviewer during the
c2 ' intervicw session.

[I Huraikan EMPAT (4) soalan vang biasa ditanya penemuduga semasa
' sesi temuduga.

[4 marg
[+ markall

Give FIVE (5) factors that should be considered in employee performan

evaluation.

Senaraikan LIMA (5) faktor vang diambilkira dalam penilaian presta

pekerja.
[5 marky
[Smarkall
CLO3 |c) Classify THREE (3) methods for performance evaluation.
C3
Kelaskan TIGA (3) kaedah dalam penilaian prestasi.
(6 markd

[6 mnlr’ﬂ'J

SOALAN TAMAT
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