City8s:
Guilds

From 1st October 2005, City & Guilds Pitman Qualifications is known as City & Guilds.
Some of the contents contained in this publication, which was previously published
may still have the name of Pitman Qualifications and its logo.



(" N Thi t be returned with 3
e G DIUIMAN
the entry will be void and no
ENGLISH FOR BUSINESS P A Qualifications
LEVELS ) w  EL-NBC 13
60156
Past Paper
CANDIDATE'S NAME ..o oeooeeeoes oo eeeoe oo oo oeereoeee e e
(Block lefters please)
CENTRE NO ..o oeeeeeeoeeeeeeeeees oo e DATE oo eeeeeeeoooeese s e

Time aflfowed: 2 hours 30 minutes
(plus 15 minutes' reading time during which no
writing will be aflowed).

Answer ALL questions. All answers must be written in ink, typed or
word processed.

Your answers should be written on separate sheets of paper. Make sure
your name appears on each sheet of paper used.

Answers o ALL tasks will be assessed for language and content. Two
tasks only will also be assessed for fayout. This will be indicated on the

task.
FOR EXAMINER'S USE ONLY
TASK 1 TASK 2 TASK 3 TASK 4 TASK 5 TASK 6 TOTAL
10 20 10 20 20 20 100
A/IF/DAS

©® Sir Isaac Pitman Ltd 1996



EL-NBC 13 -2- 60156

SITUATION

You are Personal Assistant (PA) to Mr Joshua Banda, Managing
Director (MD) of EAST AFRICA HOTELS Ltd, with hotels and
holiday lodges in Kenya and Zimbabwe. Your Head Office is
located at Independence Way, HARARE, Zimbabwe.

ll
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Task 1

Action the message below.

MESSAGE FOR
-
WHILE YOU WERE OUT
M 00
] 5 O PSP RPO
Telephoned ;/ Please ring
Called to see you Will cail again
Wants to see you Urgent

Message:

Managament. mesting. (meek £rom fodoy) ...

Taken by: Date:
Hope

{10 marks)
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Task 2 (You
r answer will be a
ssessed for la
yout.)

R
espond to Joshua Banda’s request

Curriculum Vitae

Name: Clande Georges DUVAL

Date of Birth: 11.09.49

Place of Birth: Zimbabwe

Training: Westminster College of Catering, London

Experience: Under-chef - The Savoy Hote!

London
Under—chef . George V Hotel
paris
Chef in charg® ~ The Hilton
Durban
Manager of Catering gervices - Raffles Hotel

Singapore

(20 marks)
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Task 3

Action the Managing Director’s note.

MEMORANDU

To: %&Auaf)&nde .......................................................
From: ..V.-..Srh&A..‘..Dlra.éac.qj_..Hzﬂ./f.é(.;ﬂ..S&fc{y.. Ref. (r3/VS/ S 7 NN
subject .Currenk. . Heallh 8. S3faty Troblams............ooooooi

Fo(lowinj the recent Nmagammé mee!in\g and Yovr reguect I Geve
below Some of my conceras r'e‘gadth\g haalth & Sgfetly ssvas which
@_g_.f_l; be bfmfjhé bo the atbention Qf (?Ues'éd':

— Guests naver Seem to Know whare Jirz exits are !
Don t éhcg @er (00K gt the floor plon ?

- 'ﬁle\y will Keep Lzautng kays ia Adoors when Hm\*yjo ovf .

~ We're St getbng complaints albout guests ploying (ovel music
late 3¢ ng‘ﬁ. v 4 7 Y (

— Even ta hotel ﬁmunds’ gve.rér are not Kzzpiv to f.;l-A.r gfber dork —

ven thoygh waye Jost instolled 3 new (Ghtcrg Sustem ~
d&rz‘?fzrffam witd anmals ! v e

-~ A[éﬁwﬁ‘ the Jw(m:n{r,y paa( (5 only Svpervised bgtwean 10sm & Gpm

Sma guests Conlinog to use i€ ovtside Chace hoprs - Ehotis
dﬁnyerou.r!

(10 marks)
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Task 4 (Your answer will be assessed for fayout.)

Carry out the MD's request.

GLOBAL TOURS
Global House
Regent Street
SWINDON
SW1 25A

Dear Mr Banda

CLIENTS' COMPLAINTS

As you know for some years we have had a fruitful business connection with you. However, over
the past eighteen months we have had an increasing number of compiaints from our clients.
Although most of these were resolved one way or ancther | feel | should bring the general situation
to your personal attention.

The areas of concern are as follows:

1. We have had increasing instances of complaints from clients about loud music at night
preventing them from getting a good night's sleep.

2 Clients have also expressed concern about their safety in the hotel grounds at night.

3. The quality of the food tended to be poor and more suitable for a Fast Food outlet. Fresh
fruit and vegetables were scarce despite clients seeing them in abundance at local
markets. There was a total lack of any local feel to the menu. Guests were particularly
disappointed that there was no fresh fish at the Beach Hotel.

{ hope my letter will be of help to you and | look forward to seeing you when | next come to
Zimbabwe.

Yours sincerely

=1

Simon Ashley
Managing Director

(20 marks)
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Task 5

Carry out the MD's instructions.

‘:’; ELECHINT.

e ssed o frl”

{East Africa Hotel Group)

~-73 bedrooms _ all with en-suite facilitieg and private balconijeg
- swimming PooI + fitnegg Suite

- 18 hole golf course
- 2 tennis Courts
-2 festaurants +

3 bars

Pgwm@ £ JRuvers Hotal

$Sars |
. . Iax;w‘m’t proces.

T 4 busme“ CM v

Pwuj Lguipped :

2 puld tme stagt - .1 larye,
J with odb necossary @quipment
sty
Conforence

resmns _
a— (Secretarial Services Sapervisor)
P . Chubarnda

(20 marks)
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Task 6

Write the report as requested.

T

1A —_
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Thanka — T8

ZIMBABWE NEWS

East Africa Hotels Guide
BEACH HOTEL KENYA i

- 60 bedrooms
- 1 restaurant - 100 seats

- 1 bar (no snacks)

Does not merit 3 star rating.

W Comments: -
. Poor food + service.
. Good location - 100 yards Nyala Beach.

. Needs looking at by owners.
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{20 marks)

END OF EXAMINATION



