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VACANCY
Post Of Office Manager

The Applicant should have the following Qualifications:
> An Excellent command in English, Tamil & Sinhala
Age should be between 24 to 40,

Fair knowledge in Accounts & Previous Experience
preferable.

» Applicant should have Management skills, Knowl-
edge of stores & computer programmes as

Ms, Office & Corel Draw.

Previous experience required preferably with
International NGOs

The selected person should be prepared to visit the HALO
Trust’s other Locations Trincomalee & Colombo.

Salary Negotiabie.

Please send your bio data with contact Telephone Numbers
before 5 of November.

Y Y

To;

The Program Manager

The HALO Trust

655, Navalar Road, Nallur, Jaffna. (3032)

(34-11-45)

E



Time; 1.00 Hour

Test
01. Study the picture and fill in the blanks. Use the prepositions given in the box. one has
been done for you.

"y through, along, down, into, on, out |
TELA FacTORY
‘e
TEA AUSHES ﬁ;’
A
o B
o R
(Y o
- ]
Ravi came OUt of the hotel. Walked.......... the footpath and mounted......... the moun-
tain came ....and walked.....the bund of the tea bushes and went ....... the tea factory.
(5 marks)
Test

02. Read the following text and complete the chart

g There are five vacancies in our Institute for English News Readers. If yvou have a
Tdistinction in English at the G.C.E.O/ L. Passes a clear voice with a flour for an-

nouncing a good knowledge of current affairs and in the age group of 18-28 call over
at the office of the personal manager on 20th oct. at 9.30 a.m. for further information
contact personal manager on 021 222 2992,

Make use of this opportunity English News Readers.

.l) No. of Vacancies;...o i,

§

2) Qualifications required
a. Voice:.......
b. Education:........
c. Knowledge:.......

3) Special Ability:..ciiieimninnns
PN CTORP oot vt e ibts
DR WhODE tO B8E L i e tnarsss
Gl When: N oo e T
YL oo T n SRR el SRR (e

Contact No. for more information:.......co.ivieeiiivininn.
(05 marks)

Test

03. Complete the following telephone (conversation) by selecting. the most suitable word.
Al Hello, Dental Surgery

B: Hello, Is there any chanes ............ccccvie.. (of, to, for) an appeintment today?
It's ...........(a, an, the) emergency,

A: Could you ............(told, telling, tell) me exactly.
What the problem is?

B: Yes, I've a broken filling and ..........(it, its, it’s) really uncomfortable. I want
o get (attend, attended, attending) to.

A: Well Let me see. Mr.Suren is very busy but he might ....... (be, is, was) able
to fit you in about 4 o'clock this evening is it all right?

oz e Wl U070 R (early, earlier, earliest) than that?

Ifhe .........cc.o...(cOoming, comes, come) back for Lunch early, Yes 1,30 p.m.
| S e (than, that, then) all right?

Oh, that's be great . yes.

Could I take ......... (Up, Down, over) your name please?

Yes It's Mrs.Mohanathas, Good Bye.

Right well thank you. Mrs.Mohanathas, Good Bye.

FpoEw W

(05 marks)
(5 marks)

Test
04 Here is a notice published by a school, Read it cut Karefully then answer the ques-
tions.

J/Manipay Hindu College
Cordially Inyvites you to the
ENGLISH DAY - 2004

Chief guest: Mr.T.Appalingam (Retired Prineipal)
Venue: Kumarasami open air stage
Time: Friday 20th June 2004 10.30 a.m.
Special Guest: Mr.B.Vamathevan (Education Director)
Pricipal, Staff and
Students (M.H.C.)
. When is the programme?......... :
. Who is the special guest of the day? ......................
. Where will the Enghbh Day be held’ ....................

Ut b= Lo b=

\’\ ho invite to the Ennhsh Day? .............................
(5 marks)

Test
05. Read the following results schedule and answer the questions given below.

= __HUiodl

G.C.E. O/L MODEL PAPER

Lidb&ID UY

English Language
' Part |

Prepared By: Mr.A.Umavaheesar

DEPARTMENT OF EXAMINATION
G.C.E.(O/L) 2003 December
Results Schedule

Name: V.Bavan Index Number: 162046 Centre: J/Union College, Tellippalai.

Subiect No:| 01 | 03 04 2540051 4] 18 23 D|C|S| F
Grade: C S D C D D C D 41311~
A.P.Kanagarathnam

Commissioner of Exain.
1. In which year Bavan sat for the exam?

5. What is the Index number of this candidate?
Test (5 marks)
06. Read the following telegram. then write short answers to the questions that follow.

Address:

Telegram Yapa bandara

Galle Road,

Baddegama.

Next Rugbytour nament at Galle public grounds on 15th December. Enter a team.

Gamini Abeywardena, National coach.

1. Who received the telegram?

2. What is the receiver’s address?

3. When is the tournament?

4. Where will the (Tournament) be played?
5. Who is the national coach? (5 marks)
Test

07. Read the following, text and help him to complete his Bio-Data.

Mr.Shanmugam Seelan wants to apply for the post of English Stenographer, He was
born on 5 th January 1980 at Chulipuram. He has passed his G.C.E(A/L) with 2B
and 2C. He has also completed a course in shorthand and typing at the Jaffna College
Institute of Technology, Vaddukeddai. He has Distinction passes in (O/L) maths and
English. His shorthand speed is 70W.P.M. and typing speed is 30 W.P.M.. He has
been working as a clerk at the office of the Principal, Manipay Hindu College since
January 2003. Now he stays at “Palamuthirsolai” Manipay Road, Anaikoddai.

Application for the post of English Stenographer

Signature

(5 marks)
Test
08. Read'the following paragraph about Nayana and write a similar paragraph about
Raju or Fathima.
Nayana is eleven yeras old. she attends Holy Family. Convent, Kalutara. She studies
in year six. Nayana is fond of Needle work and Sinhala. But dislikes art. Her ambi-
tion is to become a teacher.

Name NAYANA RAJU FATHIMA
Age 11 Years 10 Years 12 Years
School Holy Family 'Hindu Boys Muslim Ladies
Convent, Kalutara| School, Ratmalana College Colombo4
Grade Year six Year five Year Seven
Likes Sinhala and Maths and Social Studies
Needlework Seience and Music
Dislikes Art Woodwork Home Science
Ambition| Teacher Doctor Journalist
(5 marks)
Test

09. Write an application for Job in a Local newspaper using about 100 Words.

Post of Librarian
Urban Couneil,
Anuradhapura.
G.C.E.( O/L) 3 Subjects with a good knowledge of English
2-3 years experience,
Should have passed National Certificate in Librarian ship
Age: 20-30 years.

Qualifications:
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