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Instructions to the Assessor
Before the assessment starts:
(a) BErsue tret dlthe candi reseated.and that each candidde hes a mechire;
(b) Inform the can’dricates th ait
(1) Awarm-up passage will be read within two minutes;
(i) The sentences will be dictated within 4 minutes and the passage within 4 minutes at
100 w.p.m.
giiig The passage will be dictated for four minutes;
") There will be a four-minute interval at th'e ‘end';
(v) Candidates will be expected to go through their shorthand notes during the four-minute
interval;
NO TYPING WILL BE ALLOWED DURING THIS TIME
(vi) The transcription time will be 50 minutes. Burning of the CD and printing will not be
part of the 50 minutes;

(c) Give the reader ample time to read through the passage;

(d). Ensure.that the reader writes the subject of the passage on the chalkboard as follows:

Passage: THE FIRST DAYS IN ANEW JOB

During the dictation:
(a) The reader should:
(1yhattherddctationascre ad: at the coredt speed ie, 100 WPM for 4
minutes by use of a stopwatch.
(i) Take care to articulate the words. bP-ue=n ctusait ko ns miarksishould be indicated by the
in-flexion of the voice and under no circumstances should they be dictated. The
metter mustbesd ic tated-according to dhe natural senseef the words
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80 W.P.M.

WARM UP PASSAGE

(5T1012bsexdvictated within TWO minutes)

A person wishing to open a current account with any bank is required to
powe thath-e-qu aliopenthe account/.He has-to povk te bark wih two
letters of reference from people who operate current accounts with the same bank and
who// happen to know the applicant well.

In addition, he has to prove his identity which he can do by giving his
National 1D/// card, driving license or passport. In case the account is for a
partnership or a joint stock company, the bank will need to//// see the original
registration certificates issued by the registrar of companies. They also need proof as
tothe'cnatories i/ theb’ankistappy wih the references and all the
required documents, the applicant is then given account opening forms to fill//. The
applicant must fill the forms giving details of his job, if he is employed, name and
address of the business, his own/// residential and po'stal-address‘an'd p'hone number.

He must also sign his name on two cards that are given with the application forms////.

SECTION A: (40 MARKYS)

Al e meetingqtheysdmealsian draccommodation meias caelily.
The subject of business men ordering items was discussed separately.

According to the quotation, a property transfer required customer approval

M w0 Do

The house on the hill welcomed two important business visitors.
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5. langonfidentdhis office propd will yield better profit. 1 MIN
6. What matters most in sales is customer satisfaction and service. 1 MIN
7. Visitors waited three weeks before receiving ma.i L tran s ter £ra m: affice. 1 MIN
8. At certain times, fresh fruits taste better than sweet snacks. 1 MIN
9. Knowledge from lessons helped organize duties without encountering major issue. 1 MIN

10. Without bright colors, the fashion show looked dull and unattractive. 1 MIN

(FOUR-MINUTE INTERVAL)
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SECTION B: (60 MARKS)

PASSAGE (100 w.p.m.)

THE
FIRST DAYS INANEW JOB
(Not part of the dictation)
The first few days in a new job often do not live up to your expectations, and

this is/ quite normal. The reasons are obvious. Everyone you meet is a stranger,

the workplace is unfamiliar, and if// it happens to be your very first job, you
%

must adjust to a longer working day. Unlike college life///, where lessons are %

broken up with regular breaks and social interaction,

periods of concentration////. In addition, colleagues around you already have 1
their own responsibilities to handle, so they may not be in a/position to help you

with yours.

Another challenge is that the people you work with come from diverse

backgrounds// and may hold different ideas and values from those you are used %

to-Som 'm'ay’diso’be//Pmuch otder, whch an mae you mis te y

company of your age-mates at college. It is important not//// to allow such

differences to create barriers. Instead, learn to get along with your office mates 2
by showing respect/, tact, and patience. You mayev entually find som eaone you "
can relate to, but you should always be careful/ wihe n: eholosing:c losevfriends at

the workplace. 2
Dourieng ot hie se2e airiby«d-avys, you may feel like a very small fish// in a very big

pond. The tasks assigned t you mey appear 1 b& 'sirigle hotdneu s Voo

and you might//// question why you put so much effort into your training. At

times, you may also wonder if you will/ tolerate what appears to be a boring 3
routine. However, do not-g-iv e>up+ Toh e -be:ginning of every job/ feels like this. %
As you gain more experience and take on greater responsibilities, your interest %
will grow. Even if/// the job does not completely match your expectations, %
alwaysr' chance before decidingto noe anll. 4
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(FOUR-MINUTE INTERVAL)

THIS IS THE LAST PRINTED PAGE.
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