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Introduction |

| Introduction
Quiz no.: 2 Date 21/ 11/ 2024 Next Thursday | The First Goal |
“ ; T mny e " | The Second Goal
ad&l) (nadll 221/11/2024 ;480N a8 gl jLas) e—————
The quiz will cover material from both:

Chapter 2 Reception
and Chapter 3 Lesson1 Filing.

Textbook 19 to 40
Workbook Page 11 To 23.
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* @ Learning Objectives

'M‘

| The First Goal |
| The Second Goal
b CLOSURE |

By the end of this lesson, you will be able to:

1. Review important definitions and terms in Chp2 & Chp3. Lesson Vocabulary Bank
2. Answer Mock quiz.
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Review important definitions and

terms in Chp2 & Chp3.

| Introduction
| The First Goal
Reception The first point of contact with the | The Second Goal
| CLOSURE
company.
R@@@[@ﬁﬁ@mﬁgﬁ The person who works in the Lesson Vocabulary Bank

reception area.

Visitors The people visiting the

company.
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Review important definitions and

terms in Chp2 & Chp3.

Register of Callers | The First Goal
Fill in the Register of Callers for these visitors using Today’s Date: | The Second Goal
= = Lesson Vocabulary Bank
Today's Ayman o~ ; Administration g-
Date Abdulla Tl Manager —
— ol
v -
Today's AM Fikssii Takaful E Personnel E
Date com. R Manager .
@0 &
Today's Tijara E Purchase E
y Mona Sayed ~HALA = =
Date com. = Manager =
-~ -

Revision Session Before Quiz-2 (Unit2&3)
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terms in Chp2 & Chp3.

Appointment diary

Complete the appointment diary for your A/lc Manager from the information

given below:

0800
0830
0900
0930
1000
1030
1100
1130

Sunday 17 November 20--

Revision Session Before Quiz-2 (Unit2&3)

3 Introduction

3 !
) CLOSURE |

Lesson Vocabulary Bank
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Review important definitions and

terms in Chp2 & Chp3.

Release Mark

| Introduction
| The First Goal
| The Second Goal
| CLOSURE

Lesson Vocabulary Bank

The letter F for filing, in
the margin, top or bottom.
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Review important definitions and

terms in Chp2 & Chp3.

Dead files: Files that are not required anymore.

Absent card: show the file’s movements .

. T

| The Second Goal
b CLOSURE

Lesson Vocabulary Bank

FILE NAME:

ABSENT CARD

FILE NQ:=-----n-m-

DATE TAKEN

TAKEN BY

DATE RETURN

Revision Session Before Quiz-2 (Unit2&3)
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Review important definitions and

terms in Chp2 & Chp3.

Accou%?pt.
¥- =
Sales Dept. Personnel Dept.
Departmental
Filing
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* @ Learning Objectives

'M‘

3 Introduction
| The First Goal
| The Second Goal
b CLOSURE |

By the end of this lesson, you will be able to:

1. Review important definitions and terms in Chp2 & Chp3. Lesson Vocabulary Bank
2. Answer Mock quiz.
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Answer Mock Quiz

If you need help, underline

| Introduction
| The First Goal
the word and I'll assist you. u
| CLOSURE

Change Clock Type
| Digital ~|

—
. L] uration: | 00 w || 20 w
00:20:00 =

Answer Mock Quiz Paper

Type of activity

Timelp Reminder

A | . (OpiionaE):
Individual — Written

Bonus1

When you finish,
challenge yourself
20 minutes by answering the
bonus question to
get 4 mark extra

Revision Session Before Quiz-2 (Unit2&3) 117 ) - doy el ol g eeuad — Crild 2 3L Gglad| dayin — ealaidl g A U 35139




LESSON CLOSURE

3 Introduction |
| The First Goal

& | The Second Goal

(77 Q  Search (Ctrl+Alt+E)
< All teams u 1110l Posts Files g B &0
PI I Ee ALAA ALl HASAN ALTOBAJI 10:28 AM  Edited
Revision Chapter2 Lesson Vocabulary Bank
03, 25 gl=ill
Home page

Class Notebook
Classwork
Assignments
Grades

Reflect

Insights

» Main Channels

General

11,5

Revision Session Before Quiz-2 (Unit2&3)

see more

Play Kahoot! challenge: Ch#2 Reception X
Play a self-paced game of Kahoot! here. Kahoot! is a free
game-based learning platform that makes it fun to learn ...

kahoot.it
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LESSON CLOSURE

Revision Session Before Quiz-2 (Unit2&3)

Think Time
Take one minute to think about
the key terms discussed today.

) Introduction
| The First Goal
| The Second Goal

1

Lesson Vocabulary Bank

Share Time
Share one term and its definition
or an example with the class
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