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Answer ALL Questions
Time allowed: 02 hours

01)

a) How do you prepare to face an inteNiew?

b) Briefly explain the main areas ofknowledge that an extension agent must have

021

a) List out the characteristics ofan office

b) Point out the functions of office management

c) Explain the qualities that make a good otlice manager

d) Cive some factors that should be considered when you select an office

aocommodation.

03)
Write a letter to the First Secretary, overseas Educational Affairs' B lish High 

^
i#;;G;";;;b" io get printed guidelines/electronic guidelines to applv for

il;;;;; ;*J ;; 
" 

sch-olarship ofiered bv an organization in sri Lanka'

Cuidelines:"''i. 'po,f"* . o,oo". format such as addre$i, salutation heading etc'

2. Be clear and to the Point
1. F.uia" n""...ury lnformation such as some details ofscholarship or person

authorized to collect documents, etc'

4. Use polite and formal language

04)
ijDescribebrieflythemajor'ke)process/slepsinvol\edinde\elopingaresearch
proposal.

b) What is the importance of preparing a budget fot research?


