Lesson Objectives:

- Write a short description of occupations
Step to Success:

- Read text the information in the given table
- Use present simple tense in writing

Toalag. we are going to learn writing descriptions of facts using present simple fense.

VACANCY

We are seeking motivated and self-dniven indivicuals 1o join us as!

ADMINISTRATIVE ASSISTANT - 1 Post

Reguirements:

+ Higher National Diploma in Business of (T-redated feld

» Fresh graduaies will be considered which has good knowledge in
technology, IT-relaled market and products.

o Musl possess excalien! communication & retationship buiiding skilis ang
strives for persanal developmant in professional field

+ Team player, positive thinking, high inlerance and customer.onented

¢ Musl have valid Class 3 Driving License,

»  Prefened Brunel clizen o permanent resident

Interesied applicants pigase wrrie inwisth full CV iogether and resevant academic
cerlificates, passpon sire phologragh, axpectod qalary and contac! delails 10!

Email: jvacancy238@gmail.com
Aoy

An administrative assistant is responsible for organising, managing and keeping the office
running. Administrative assisstants must have a Higher National Diploma in Business or IT. They
have to be knowledgeable in technology.

They also need to have good communication and relationship building skills. Being administrative

assistant you need to be an effective team player. You have to be a positive person, highly
tolerant and costumer-oriented.
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Now, try writing a description for the job below.

WE'RE

HIRING

ADMIN CLERK

FEMALE OMLY

AGE 29 AND ABDVE

POSSES AT LEAST SPM OR
HPLOMA [N OFFICE MANAGEMENT

EXFERIENCED IN RELATED
FIELD 5 AN ADWVANTAGE

ABLE TO WO INDEPENDENTLY
TEAM AND LONG ROURS

wwr, porlipoh.com.my
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