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Answer ANY 1 of the following the questions: (1x10=10) 

 

1. Write a CV to be attached to a joining letter in response to the advertisement below: 

Teachers Required 

A reputed  English girls’ school is looking for experienced teachers to teach English, for class 

11 and 12. Apply within 7 days to Box No. 1345, XYZ Newspaper, Kolkata. 

 

2. Draft the Minutes of the in-person (offline) General Body Meeting that took place on 12th 

December, 2021 in response to the given notification: 

(a) Confirmation of minutes of the previous General Body Meeting.  

(b) Matters arising out of the minutes.  

(c) protocol for offline classes after reopening of educational institutions 

(d)Online plus offline for students after reopening of School.  

(e) Online exams to be conducted 

 (f) Future Initiatives.  

(g) Misc.  

All teachers and staff members are requested to attend the meeting.  

 

Date: 30.11.2021                                                                                       Principal 

                                                                                                                   XYZ School. 
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