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  ملاحظات مھمة
  

  .ا الامتحان لطلبة المسار التجاري وطلبة المسار الموحدھذ - 1
 .ورقات  ) 8(  في موزعةأسئلة ،  ) 5( الامتحان  یحتوي - 2
  الأولى فقطالأربعةیجیب طلبة المسار الموحد عن الأسئلة  - 3
   جمیعھاالخمسةیجیب طلبة المسار التجاري عن الأسئلة   - 4

 
 

 
Question No.  1                                                                                                 

       Circle the correct answer. Only one answer is correct. 
 
1- "Employees in the office are expected to work as a team". This means that all 

employees should ………………….. 
v Come on time, do the work on time and leave on time  
v Learn to work with others and respect their opinions. 
v Try the new concepts and technology related to their  job. 
v Get the same treatment and share the same responsibilities. 
 

2- In a large organization, Department of Public Relations is mainly responsible for 
………………………………. . 
v Finding and recruiting suitable employees. 
v Creating and maintaining good relationships. 
v Keeping and controlling files of all departments. 
v Receiving, sorting and distributing mail in the office. 
 

3- "The reception area must reflect the image of efficiency of the office". This can be 
achieved ) یتحقق  ) if the reception area is ……………………………………………..   . 
v  Provided with a First Aid Box and a Water Closet.  
v Provided with seats adjustable in both height and tilt )میل( .  
v Big enough to receive several visitors at the same time. 
v Attractively furnished and designed, and where all callers are greeted promptly. 
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