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LONGMAN OFFICE ADMINISTRATION FOR CSEC

Pearson Education Limited. Mixed media product. Book Condition: new. BRAND NEW, Longman OCice
Administration for CSEC, Sylma Finisterre, Lynette Payne, Judy Reid, It is designed to help students gain the
knowledge and practical skills required for success in the subject - both at examination time, and in the real
world of oCice work. * Each syllabus topic is systematically and comprehensively taught via logically structured
and clearly written chapters. * Chapter objectives outline the syllabus areas covered by each chapter. * Simple
exercises within chapter sub-sections allow students to access their understanding at key points and gain
confidence in answering questions. * Full CXC-style questions complete each chapter, in the styles of Paper 1
(multiple choice) and Paper 2 (structured), providing plenty of practice opportunities for the student. * Case
Studies and Activities provide opportunities for students to develop their skills of application, investigating the
world of work via a practical approach. * A wealth of example oCice documents, diagrams, photographs and
other illustrations complement the writing wherever appropriate, bring the text to life. * The book has been
specifically written for the Caribbean, using Caribbean examples that give the subject an everyday relevance. *
A comprehensive SBA Guide helps both students and teachers tackle this important aspect of the syllabus. Each
copy of OCice Administration for CXC comes with a free, interactive Students' CD-ROM containing an exciting
range of additional activities.
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You May Also Like

To p sy  an d  Tim: Th e Big R ace -  R ead  it  Y o u rself  w ith  L ad y b ird :  L ev el 2                        
Penguin Books Ltd. Paperback. Book Condition: new. BRAND NEW, Topsy and Tim: The Big
Race - Read it Yourself with Ladybird: Level 2, Jean Adamson, This is an enhanced read-along
audio ebook from Ladybird. An...
Do w n lo ad  eP u b  »       

Su p erh ero  M ax-  R ead  it  Y o u rself  w ith  L ad y b ird :  L ev el 2                      
Penguin Books Ltd. Paperback. Book Condition: new. BRAND NEW, Superhero Max- Read it
Yourself with Ladybird: Level 2, Superhero Max - Max is an ordinary boy, but he is also
Swooperman, a superhero! When the...
Do w n lo ad  eP u b  »       

P eter R ab b it:  th e A n gry  Ow l -  R ead  it  Y o u rself  w ith  L ad y b ird :  L ev el 2                           
Penguin Books Ltd. Paperback. Book Condition: new. BRAND NEW, Peter Rabbit: the Angry
Owl - Read it Yourself with Ladybird: Level 2, Peter Rabbit: The Angry Owl Squirrel Nutkin has
lost Old Brown's glasses and...
Do w n lo ad  eP u b  »       

Big M ach in es -  R ead  it  Y o u rself  w ith  L ad y b ird :  L ev el 2                    
Penguin Books Ltd. Paperback. Book Condition: new. BRAND NEW, Big Machines - Read it
Yourself with Ladybird: Level 2, Big Machines Trucks liK things and move them about all day
long. Find out all about...
Do w n lo ad  eP u b  »       

Th e M o n ster N ext Do o r -  R ead  it  Y o u rself  w ith  L ad y b ird :  L ev el 2                        
Penguin Books Ltd. Paperback. Book Condition: new. BRAND NEW, The Monster Next Door -
Read it Yourself with Ladybird: Level 2, The Monster Next Door, George wants to be a monster,
just like his neighbour...
Do w n lo ad  eP u b  »       
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