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JOB 1 — LETTER 
Today's Date

Ms. Jacqueline Adams

McAlister Corporation

P.O. Box 8523

Boston, MA  02148

Dear Ms. Adams

SPECIAL OFFER

In the ten years we have been in business, there has never been a better opportunity to purchase a computer package than this one.  Our computer experts can provide you with a computer plan that will take care of your computer needs, both now and in the future.

Just give us a call.  We will be glad to set up an appointment to visit your premises and analyze your computer requirements.  Our experts will determine the best computer hardware and software packages for your business.  If you do not like the plan, there is no obligation on your part to accept it.  The study is free.

If you act within the next thirty days, you can take advantage of our special offer to new customers--a 20% discount on all software.  Act now.  Don't delay.  We believe we can offer you the best computing value anywhere, and we are happy to furnish you with references if you wish.  Call us today.

Sincerely

Edna Renick, Administrative Support Department

(Contestant Number)
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Contestant #

Job 1
JOB 2 -- TABLE
ALAMO HIGH SCHOOL OFFICE EMPLOYEES

2008 – 2009

(first printing)

	Name
	Department
	Extension
	Hourly Salary
	Weekly Hours
	Weekly Salary

	Santiago, Sonya
	Guidance Office
	123
	$12.30
	35
	$ 430.50

	Roberts, Jacob
	Principal’s Office
	145
	13.50
	35
	 472.50

	Valesco, Betsy
	Nurse’s Office
	143
	10.85
	35
	 379.75

	Almeda, Juan
	Business Office
	150
	12.90
	35
	 451.50

	Pierce, Rebecca
	Superintendent’s Office
	100
	14.75
	35
	 516.25

	Ryan, Moira
	Facilities Office
	175
	10.65
	35
	 372.75


ALAMO HIGH SCHOOL OFFICE EMPLOYEES

2008 – 2009

(second printing)

	Name
	Department
	Extension
	Hourly Salary
	Weekly Hours
	Weekly Salary

	Almeda, Juan
	Business Office
	150
	$12.90
	35
	$ 451.50

	Pierce, Rebecca
	Superintendent’s Office
	100
	14.75
	35
	 516.25

	Roberts, Jacob
	Principal’s Office
	145
	13.50
	35
	 472.50

	Ryan, Moira
	Facilities Office
	175
	10.65
	35
	 372.75

	Santiago, Sonya
	Guidance Office
	123
	12.30
	35
	 430.50

	Valesco, Betsy
	Nurse’s Office
	143
	10.85
	35
	379.75


Formula:  =d2*e2 
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Note to Grader:  Tables are to be centered horizontally and vertically on the page.  Students are directed to print each table separately.
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Job 2
JOB 3 — MAILING LABELS 
	Steven Reynolds

Garvey & Garvey

2489 Main Street

Framingham, MA  01702


	
	Nathan Loehr

Ponds Ltd.

34 Stratford Avenue

Hartford, CT  06006



	Karl McCarthy

Childs and Son

1499 Pleasant Street

New York, NY  20345-3241


	
	Jeremy Colbertson

High Profile Textiles

234 Stamford Street

Nashville, TN  37217-1234



	Ashley Montoya

Montoya Inc.

456 Maplewood Road

Indianapolis, IN  46256


	
	James O’Donnell

HMS and Associates

164 Elm Street

Dallas, TX  79567-4566
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Job 3
JOB 4 — REPORT 
Smithe 1

Martha Smithe

Edna Renick

Administrative Support Department

Current Date

Planning a Presentation

Speaking before a group of people can cause a great deal of anxiety for an individual.  This anxiety is so extensive that it was ranked as the greatest fear among adults in a recent survey.  Such fear suggests that many people would rather perish than go before the public to give a talk.  Much of this fear actually comes from a lack of experience and training in giving public speeches.  People who excel in the area of public speaking have developed this unique skill through hard work. 

          
Planning is a key part to giving a good talk.  The talk should be organized into three basic parts.  These parts are the introduction, the body, and the conclusion.   The introduction is used to get the attention of the audience, to introduce the topic of the talk, and to establish the credibility of the speaker.  The body of the speech is an organized presentation of the material the speaker is conveying.  The conclusion is used to summarize the main points of the talk.

           Several things can be done to lower the level of anxiety during a talk.  Learning as much as possible about he audience prior to the talk can reduce uncertainty.  Advanced planning and preparing are essential; the lack of either is a major cause of anxiety.  Having the main points written on note cards to refer to when needed is also helpful.   Using visual aids can also lessen the exposure a person feels.  These are but a few ideas that may be used to develop better speaking skills.  
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Job 4
Note:  Header should be right-aligned at .5” from top of page.
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