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READ THE FOLLOWING INSTRUCTIONS CAREFULLY.
Uhis examination consists of a speed test (Question 1) and THREE other questions,
After completing EACH question, save your work on the available storage device.

At the conclusion of (he examination, the invigilator will give you instructions for
submitting the saved tiles,

Question Tis provided as an insert, The invigilator will allow TEN minutes for Question 1. At
the end of ten minutes, the invigilator will el you to stop and save your work. This question
Wil be collected. You will continue working on Questions 2, 3 and 4,

Answer ALL questions,
Read all instruetions cavefully betore attempting EACH question,

The 2 hours and 20 minutes allocated tor this paper should be used as tollows:

10 minutes wart-up on the computer tollowed by
10 minutes speed test (Question 1)

10 minutes reading time

I hour and SO mimutes responding o Questions 2, 3 and

Reportany defect in the machine to the invigilator who will make the appropriate notation and
indicate on your folder any time lost, The invigilator will also record this information on the
Supervisors” eeepularity Report,

Key your candidate number in the upper vight-hand corner ot cach page.
You will be penalized for uncorrected errors,

Any aceepted method of display consistently used in letters and/ov tabular exetvises will be

credited unless instructed otherwise.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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CARIBBEAN EXAMINATIONS COUNCIL

CARIBBEAN SECONDARY EDUCATION CERTIFICATE®
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT

Paper 02 — General Proficiency

Insert for Question 1

COPY TEST

(a) Type the following in double line spacing. Use ALL equal margins of 1” (2.54 cm), Times New
Roman 12.

(b) Save the completed document as Speech.

Speech

CXC’s practice of doing an official launch of the results of its annual examinations, in every subscribing
Member State, is a very positive initiative, because it provides both a sense of inclusion as well as an exercise
of accountability. The examinations offered by CXC are all high-stake examinations because they provide the
certification of accomplishment at every stage of the education system.

So, it is important that CXC reaches out as far and wide as possible to provide a credible and objective
account of educational performance to all, so that we can begin to take seriously the upgrading of our human
potential, as individuals, and as a society whose ultimate resource is its human talent.

For the past 46 years the Council has provided unwavering service to its 16 member states via
examinations, at various levels. While still maturing, the quality of services provided is comparable to the
best examination bodies in the world. Adding to our landmark was the introduction of e-marking in 2013 and
electronic testing, commonly referred to as e-testing, in January 2017, for multiple choice papers and, in 2018,
paper two's.

The direction taken by CXC for e-testing shows its commitment to staying up to date and eventually
ahead of the technological era. We must stare reality face on. If we fail to advance, not only the way in which
we test, but also the pedagogical skills used in the implementation of the syllabuses, then our children will
continue to lead the way and leave us behind.
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In addition to the wide range of academic subjects offered by the council, we must emphasize th.e
he CVQ, similar to the CCSLC, is

importance of the technical and vocational areas candidates can access. T h
competency based, which allows our candidates to be certified at various levels. This move 1s a critical one 1n
preparing our candidates, more so, with the skills needed to become a part of and survive in the job market.

Speech delivered by

Honourable Emmalin Pierre,

Minister for Education, Human Resource Development and Religious Affairs
on the occasion of the Release of the 2018 CXC Results, Grenada

Total 10 marks
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Answer ALL questions.

Question 2 (a)
Time: 20 minutes

(i)  Using A4 or letter size paper, create a suitable letterhead with an appropriate logo, using the
information below.

Caribbean Institute of Business, Waterford, St Michael, Barbados
Telephone (246) 400 0000; Fax: (246) 400 0001; Email: cib.institute@gmail.com
Principal: Amuscha Gabbidon
Dean of Faculty: John-Wayne Baptiste

(i)  Using the letterhead created, type the letter on page 3 in fully blocked style, with the following
margins: 1" (2.54 cm) margins all around.

(i1i) Use the data from the data file provided throughout the examination to complete the tasks
provided.

(iv)  Save the file as Letter.
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Question 2 (a) cont'd
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Question 2 (a) cont’d
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Question 2 (a) cont’d
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Question 2 (a) cont’d

Data file 1
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Question 2 (b)
Time: 30 minutes

(i) Using A4 or letter size paper, create a three-column brochure, as shown on page 8, following the
instructions given.

(i) Use margins of 0.5" (1.27 cm) all round with 1” between the columns.

(ili)  Save the file as Brochure.

This space has been intentionally left blank.
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Question 2 (b) cont’d

A

hﬁoﬁ« Taum\u
—

CARIBBEAN INSTITUTE OF BUSINESS
}

STUDENT GUIDE

//o T0
_..)N/.rc\

PORTFOLIO EVALUATION

ACADEMIC YEAR
2020-2021

Mot0
“To serve as an msttute of excellence for the
region, preparing students to meet the
standards of the industry and to develop

meaningful and rewarding careers”

D:m_LmJ

£ What s Portfolio Evaluation? >

bold all

Itis the evaluation of prior learning through
evaluation of a student-prepared portfalio. It
is the tangible product of a student’s past
experiences and training.

/Who is the target n:&m_._nm.“.v
L]

Individuals with substantial learning
which seems similar to a specific
course.

* Individuals with considerable life and
work experiences who might not
consider earning a degree due to the
required time.

* Individuals who feel ?_._mﬁanﬁwo.rk
being required to take courses in
which the content is already known

@o:mm: of Portfolio Evaluation V

Reduce cost of education
* Strengthen links between your formal
5 studies and your work life
experience
h_ * Accelerate programme of studies
?ﬂmw%%_mso: N
Ul. A Better job opportunities
— ¢ Identify education and training goals

CUQO_A

rmba—_:.wv Q__% skills are required? /.

* Good writing skills

* -Experience conducting research

.Qmmoﬁwmﬁ.ﬁn_.mum::m business
report§

S
%ﬂﬂuimav

* Bachelor’s Degree
* Associate Degree

yan &\I-ﬁm_m
WMQ. On_M OJ_IA

*  Advancé Placement
* Diploma n Q—WTDUNﬁnPf
o Certificate 2% Lrb\ﬂ

Aon_.::m:ﬁ to be submitted 7

¢ Completed Application Form

¢ Résumé

* Evidence of school awards

* Ecidence of work experience \Ud

¢ Course syllabus

Aq he Process V

* Plan

¢ Conduct
* Judge

* Ratify

e Certify

(10 marks)

Total 34 marks
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Question 3 (a)

Time: 20 minutes
() Using the in formation provided, type the following process chart on legal size paper.
(i) Use the following margins: 5 (3.81 cm) le, 1" (2.54 cm) right, 1" (2.54 cm) top and bottom.
(1) Save the file as Process Chart,

Caribbean Institute of Business
PRIOR LEARNING ASSESSMENT RECOGNITION
PROCESS CHART

Brpcdt e

2 TInsert foster as, qe,laml’rmdnﬂ/va 0/June 2019
uong Times New Rpman: 1opt
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Question 3 (b)

Time: 15 minutes

(1) Using A4 or letter size paper, create the memorandum shown below, following the i Instructiong
given,

(i) Use margins of 1" (2,54 cm) all around.

(i) Save the file as Memorandum.

MEMORANDUM
ToO  See DistnbitionLust

From Facu,ﬁ.‘])ean

Date Qnsﬂ Surrest )

Subject PLAR APPLICATION FORMS
s be advised we have received in Words
that we'vereeid(25)application forms from Sun-Star

All-inclusive Resort for processingofur ~the BSc i
BSusintss Studes in words
Registration and pre- |nterV|ev}are scheduled for August 16—24,
2022. Portfolio evaluation wnII be conducted during the period
September to December 2022 and an award ceremony on
January 4, 2023.

Kindly nate~that 1hg _

A-&work schedule will be developed and circulated before the week

ends. Please be guided accordingly.

Distribution List

Wr(d Geftfins —%
nan_ Led
Flr Ldtt"é"m Lezturer
qu — Lecdturer ’—
Ermlj Gmns'fm Lechurer L"n lacked Skle
mcd'
— nsert JN[im

In the correC
LDCO-TIO“

Total 25 marks
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Question 4 (a)
Time: 35 minutes
(.%) Using A4 or letter sizeT Paper, create the document shown below, following the instructions given.
(i) Use the most appropriate software for this task.

(i)  Use margins of 1” (2.54 cm) all around.
(iv)  Save the file as Grade Sheet.

CARBREAN INSTITuTe OF Busmess ¢—ceire

Summary Grade Sheet Ales
{_betﬁ!oj frssessmet P
= — Course it G
Coursecode €—11
RIS Ve g ki
0 Tate g ) q" \
M Haldane 84 ' B4
S Samen 85 g2 I3 4
NbvTe 5 GMM 30 q5
@ l_rﬂsf"*'w 1‘\5-51\ clums  and label a0
o

: I N‘!Iumwn ME Imum Mrase
@@)US«: Formulae \
) Crrade fouids :a" )
(b) Cdllt.lt\ ‘m %32‘51&

(3 nsert Cowse Title € Course Code
(See info In data file)

éhion to  determine each
2b ceé‘:j.ﬁn&%a-%cumtmmsﬁm v
uoing “the 'fo“owuﬂ
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Question 4 () cont’d

( &+ Man Head as
%O?nscinbbmn insti fut q: Busness e
nsert Subheading as ol
i A

cSlumns
@ Right ahjn all -f\_jures lf'\
La Al oll Gandidetes' eS|
Cznkea::ﬁp:h Under ‘Cartvfredtion
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© %:i"g'tqle,
@ nsert a bar chait below
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Companson amon%CanA‘da.‘f“'
Grades for all Modules

(26 marks)

4 E
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Question 4 (b)
Time: 20 minutes
(1) Using A4 or letter size paper, create the document shown below, following the instructions given.

(1) Use margins of 1" (2.54 cm) all around.

(1) Save the file as Certificate.

insest page bender all-around

fcm;» NSTITUTE
| Buoms e
== P\t
e Corfifres That
— Sctnble.
has been aw-ﬂﬁs T 2t SHylefor

Bachelr f Scemce
’Ek{b“"“ HC ot
ﬂ\m':nl Chasrman 'ﬁ&'
Lands cape onedation

(5 marks)

Total 31 marks
END OF TEST

IF YOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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