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LONGMAN OFFICE ADMINISTRATION FOR CSEC

Pearson Education Limited. Mixed media product. Book Condition: new. BRAND NEW, Longman O=ice
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 o=ice 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 o=ice 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 O=ice Administration for CXC comes with a free, interactive Students' CD-ROM containing an exciting
range of additional activities.
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Relevant Books

Becau se It  Is  Bitter,  an d  Becau se It  Is  M y  H eart ( P lu me)              
Plume. PAPERBACK. Book Condition: New. 0452265819 12+ Year Old paperback book-Never
Read-may have light shelf or handling wear-has a price sticker or price written inside front or
back cover-publishers mark-Good Copy- I ship FAST with...
Sav e Do cu men t »   

Wo u ld  It  Ki ll  Y o u  to  Sto p  Do in g Th at?              
Book Condition: New. Publisher/Verlag: Little, Brown Book Group | A Modern Guide to
Manners | A laugh-out-loud guide to modern manners by acclaimed humorist, author, and
Vanity Fair columnist Henry Alford. | A few years...
Sav e Do cu men t »   

Way  it  is 
Second Story Press. Paperback. Book Condition: new. BRAND NEW, Way it is, Donalda Reid, It's
the 1960s - the time for equal rights, peace, and love. But for Ellen Manery, it's the time to
work...
Sav e Do cu men t »   

Tru ckto w n : It  is  H o t ( P in k B)          
Pearson Education Limited. Paperback. Book Condition: new. BRAND NEW, Trucktown: It is
Hot (Pink B), Jon Scieszka, This title is part of Bug Club, the first whole-school reading
programme that joins books with an online...
Sav e Do cu men t »   

Simp le Sign in g w ith  Y o u n g C h ild ren  :  A  Gu id e f o r In f an t,  To d d ler,  an d                                      
P resch o o l Teach ers    
Book Condition: Brand New. Book Condition: Brand New.
Sav e Do cu men t »   
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