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Dear Mr. Devos,

Thank you for your interest in our company.

We appreciate the opportunity to consider you
for a position on our team. We’ve reviewed your
background and experience and have decided to
proceed with other candidates who meet our
needs more closely at this time. This was an

ived

extremely petitive p , and we
hundreds of applications. This was definitely a
tough decision for us, as you were solid
candidate.

We wish you the best in your future endeavors!

2. qIF T FH FIeT T AT AT FAT01 STES TR T Fre & oy g =) @ o v & 37 4= &t T8 g Arigu)
7% T o sefieare omae F5 g9 o1 S 21 HAT &, TR 95 FATHTa BieT 7 HYer SET A1t

3. AT AT ATAAT § TTH F FIT FE| AR 6 SFHIGATE T A9 AT9a § Z@rs 397 7w a8 g w7 % oo g
ST < T3 ey STfeaT &7 9T "8t a0 9 e 3

Farger  form: B qeft wefdm , = e foeew 39w )

Thank you for your interest in the
writing position at AQUARIUS Corp.

and for all the time you have put |
into application and interview process. }

4. STHIEAT AT g7aaTa &1 FAT a4 % 95 % oI s wed & o Sefieaw 7 g1 w3 50 S«raT, 92 F for qremeh &
T Siiw soeit ot & orTieT 219 % Togh gIe o (o7 IFEaTY &l g7 aTs
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TERAT | STk 1T =T 0 aT 760 & o eemae)

Unfotunately, we will not be moving

forward with your application at this
time.

1!

5. S99 T F LA TG ITHIGETT FT =412 39 % qod aTa, IRl 79 T &7 woer, 99 qeieh & Far &l raeqshar
SR T/ T G, T8 TgeAT UE & qa a1g ST g Faqra)

o ITTEI % oI, T I Fg VAT g AH &, "ANT &, TH TH THT ATTh ATASH o6 T AN Al 98 T 81"

Your experience and educational background

are impressive, and it was difficult to decide
due to the many impressive applications the we
received.

6. FT TEEF oA F| AT w5 oo e s O 3T FEar F A # g anfee wY) SFHIEET F 99T 5 A
T IV T T AT, 3 T SE-T[OTET AT TG oh FT0T (0T w7 HOher 21

o TETEYV F oI, AT g TRl 3, "SATTHT ST A< STTer TSI Toraarmedt &, T g T ITH 2 Tqraerett syan &

LT A TF FTAT e 2717

On behalf of AQUARIUS Corp., | thank
you for your time and interest in the
position and | wish you the best in your
future endeavors.

Sincerely,
Sally Cross

7. Aaf¥ee T ST gEATAT 3 AT TR FY| GeAaTE, UF (A AfHATed ST gEqeA % U Sierd Ale 6 O A TH F
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o T[T STATH o UTH SATH 07T o a1 | FE 97 &, TV HF Aa2 T SHA Qi &4

AT 2
Jepfeus faar e Y

You gave an amazing presentation! ¢

1. SeHTEar T T F31 AT SATH ITE A  [oIT areaqia T 8, 7 ST T8 STEAhd T § SITTHe FAT 91 T & Tg AT
T IEHT AR T GIST A A7 T AT T FEd § HIT 7 Tl gl 9 Tg AT F¢ o6 T SHE=TT & 67 T 2

o JETEIV F o, AT Feg UHAT SIS THAT &, "I Uk ST T &11" IT T VHT T 7 Hd &, "§ aeqa & AT SART +
T & gt 2=m”

We received 56 applications for this

position and everyone who applied
for the position was well-qualified. _§

2, Aot o it TFaT 3 A # a1 Y| SEHTEaTe At a9 T wiERaT F 9 § 9T $fi7 S F O sege an qehd 2|
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AR % forw, AfE SOt aga | SEEH I g0 &, a7 3T 97 § TH a7q 1 Seold H7 T4 2 399 A1h F1 Tg 3@ § 7ag foenfy fF
T T AR 3 o wiaeret # w7 o 3fy sediears s oftd et & & U o, 91 3T TET Iooid Y a9 2

ITTEI F ToIT, T Fg g T &, "TH TH 9E & [oI7 56 SEET AT gU T 39 98 & ol siaed Fad are a9t FRr =gt
TE T AT A" AT, "7 9% F e gAT oftd et & 9w "

We will keep your resume
on record

3. STEaR &1 o= wal F forw sraad we F o e w9 afy sehiear ag g 5 s R e o & o an afasy § A
FEAT AT &, AT AT HUAT F 77 Fheft o177 T2 I Arere 3 o o Iufieae i1 S w2 a6 2

TH AT T ATCHA 2 & o Sraaa T U GRS G390 ST A Fgedqur g Fif araas afaer § 5 F sraed &2
THAT g AT T oo a7 et § T FT THhaT 2

o T IFAEATE & 7 Y a1 "R & 5 AT st St A wiferft vw A qww F o wea § fogd v e
TS T AT F AT 3T AR AT o (70 SAEET FIAT AT g1 TRl 2

After you have gained some hands on
experience “““°"__ hope you
q

will re-apply at AQUARIUS Corp. _{

4. AT % o0 &A1 7 21 2| FH-FT T2 AT 297 3T 21 FhaT g ToF IFHEAT O Sraed A § Ugel At ih Tiove 4T
THTOTTS YTH ¥ | AT SFHEATE 1 U8 T21 (AT FA1F ST STHATT 957 A7 F3H7 g AT 39 A8 sty 1 swaegahar g, a1 oo 7
H THHT SoiE FA H AIGTE 2T Tl 81 A ITHIZAT T ITHT ATRET @IS F 7T A 984 § T HT GHam g




R *°
, giftafordy F e § wraa 5HTee vea

e IfT IULH &, T T 3
\ AT 1 T 39 B f
N n T TH TH B F7 T 5, "HIT § SITHT TTH F2A & a7, ZH oer & fo o vy,

TS THTE At e 39 o

foreft fRer=eT % forw St =7 faEeor forET saar

| . & gt & e & A

:ﬁiﬁﬁgﬁmszwﬁww@%%ﬁq%, ey ey, W%ﬂg;mﬂgmw%ﬂwﬁl W%:WW
o WWQ@W%WW?@W%WW@%%WW@W‘%?%I o

fafer 1
A TR TET F

Fast, Reliable Landscape Foreman ,~
Needed for Corporate Grounds Crew

Excelsior Technical Services Inc., __
~—  located on the eastern edge of the =
Sacramento Industrial Park, seeks a
full-time, experienced grounds foreman
~—  to lead a team of talented
_ groundskeepers.

1. o= & e # :
| o 5 o7 it AT FEAT =Ared 8, 39w e e wE et w aqra gu esdHr [ e
&

FE| TH qTg F HATAT FHATAT 7T T
T AT = SFATUT 36 T F FArRer F [
mEm— F forw Fer € = LY, 3T ST AR I 98 2, O e

)

g it AT =TE ATt F iR F 91 H Searad T8t
’ g REE RIS ET RIS i
— e - 21 7t s e oftefer o feiror g, v 2@ e wiw

. i .
Hfera g1 % Ter 7, 5 3T 10 3 = 7 T aeTe) Srewarfat v g T ITHT EEL
gfarg sfiw SreraThat ElEY TF T 529T

ST AR Sarewr & forw, "emver wio=ft f
- AT ST oo FAeewet a¥ Rqre Tor #:3," 3 o "guTe At F ot aw @

o Ty Srwarfiat
T FRaeT a7 [T ST i 218 O ST T FhaeT Staerd €, Seeht SRt Srfer ¥
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———
L =

—— Candidates ghq
uld ha 8
of manageria] experie‘lllfze2 iﬁ Yot F

~ 8rounds keeping. The
Lol 1c(:andldate will h%ave eifélgl}slitv x
nowledge of Western-Us ) B
! oewermg perennials, Ability to
__ Operate a JCB backhoe is 5 plus
N atgter Gardener certification jg B
preferred, but not required *

—_—

—_—

2. AFA9TAF I AT TRIAT FY T FqT01 w1 By & sefiami & foro e s & e, derfors qoata, store,
ITFHTI TAOTAT ST =T A2 HTF AR TEHT GIAT cdd Hgea ol g1 SFHIEATT T GAT F ATeaT § The e | Teq7
BT ATRY ¥ Iv2 qd TdT =l ST AT 3 I A== FEAT AR A7 7241

o T ¥ H G, T 37 a3t #rerer siiw Avarar & ford ST swweRy erar g swiiea F are gy Jmieul A aro 98
a9 T oqrtae AT S osraeas g7 gt w3 T swudt gt quraeft 8, avAT o AT A F I g s
Fra=a H gT T 2|

o TEAT MY, I ST TWAAT F T AALATE 0A BT AT T Fagy VHT FAT ST Tl & ST "TEEIGT &, AR SA9TF el 3",
It g HaTfET &9 7 7gM STHIEERT A e FT § U Gl gl A% @ % uw =7i7E w5 w Ao i sftee s
FEHATT o 7T 3R 19T 3T TRIAT F =7 F {9 g1 JhaT 2

//////

end

sh to applylf,tplease S
d complicte |-~
2&%31%?;:& applic?_tlftm atto Jane
N R Specialist,
i ?P(}gglﬁsl’s@exte%h.com. Please feel

= contact us at
fﬁo&mon% if you ha;/le
questions about the position- N

/A

3. FUE AR TR Y| FATera w2 6 siroes foawor % forg sraes & 99 F3 F fory S8 9ar a1 ®iF q97 g a7 7811 39 Al &
T SITHHRTLT T STTRT FL X A= L S A0 FHAT HT THAqF R, S H9+T o i oo of g+ =fiv 75 % ar § aarsm)

If you wi
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Founded in 1985, E i

' , Excel
lTec}_mlcal Services Inc. ?;Otrhe
cading maker of Digital to

Western United

Audio Converter chips in the

States. Our

Sprawling corporate headquarters

~ IS surrounded by walkin i
L lf(‘l‘shmg pond, and dozen§ ctrfalls, ’
inds of flowering perennials,

=

e

gifeaefordl 3 & § AT HaTee Tae_

—
e e

—_—

1. =T 3 o T =T FEAT THT HUT F o771 AT A18d @ S et avg o oo 3i7 | g gt a9 o o
TR T FAavor uE qgt e f v oET ST o9 FUAr T UF Aot (WO AT AT At AT g 7 ST srawat &
AT 3 forT araa T Y Ter oW 21 aadT 21 SO O T T & F quiq e ¥ for, feferfera wert v g w1

ATTT ST F AT FLAT F2 FAT =T 2 T ST & i ARt 7 e w82

FIAT T AL FAT §2 FAT T ATATION AT 1 [Z9T H HTH FT T2TE, AT & | Fa9 S T2 H1 TA6 T @08, AT

Tt ST Y STFE FAT TSI A F AT TEdr 8?2

AT STIAT FHOAT § HTH A FT A FAT AT 32 97 o6 317 sraer Fraeor fora 8, 5ot s fBear g & forg s

FTLOTT o WTEAT | GT= T HI1909T |

2. FUAT F SAThed il ATAAT 2T Fd & | TAT HUeT HT Ueh AT SATHT ZIaT &, ST TATIAT FHATL SThT ARl & faaeor siiw

QAT 9% I AT &, 77 Faiia Fw % o & 7 skt St § #47 STiE T a9 g STl ST H1 Afthed 39 AT §
g AT ATRY S s fEewor forae 3 forw SwIn e €, =18 a8 ia= i g1 a1 Arhfeash|

T T ST AR srae T e, IS ger uw €, 7 a8 O arrr ® ot @i =i a7 ST

FLH FqT0]

7% o7 =g feam™r =g & & sraehit ot % 9| U wereT 6l ST AiteeT 8, a7 AR % Saaaht & Arge]
Tz H adier F % for w4, faeaey avers (&g &7 ST F33 % for w=d=r 7eq™ 4
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Fast Reliable L.
- 5 andSCape Forema ,
Corporate Grounds Crew e o

Excelsio -
cal Services Tie

) cated. on the eastern edge of the,SacramA
..\,J_,_x Park, seeks a full- i
. 8rounds foremman-to-jond..

am of talented v

3. FUHAT F Aot forawor orfer Y| S AT Fraver § et % v iy gy S AR S @ S e F oy grEEw s
e g1 oTT AT &7 SeTe 37 fohaer T dhoet 7 fReat € o ot anfier &5 weha 2

fafa 3
Jfoqs fAeor enfaer w%

|-time position runs

This ful ety with an

rough the end of ‘
t(:‘ptior% of renewal pending e
—  review. Work hours are 7 a.m. e
6 p.m. Monday through N
Thursday.The sa for this I

positiod is $36,500-

1. JA ST AT AT GAT T FE AAAT § AT FTATEHTT T F [o10 6 AT HT TESAT ATg Tl &, AR T I 3 A1 92 2, T
AT AR STl § 37 372 qelag T qhd gl ATaen ¥ o afs Sarfea St =g arei & o aaq9 o o1 svaiq 8, a7 9 98 &
FOT T 3 AT AT & o T 2

2. Fooo i oo wwor 3 forw fRger amfarer #



R\ ~
TRTefoET ¥ &= e w6 TeT gaee

AT AT FFET FAT AT

Wﬂwﬁi,aﬁmwgﬁwaﬁj@:i“Hmé,ﬁm%ﬁﬁgwmg%mwﬁﬁm

oTTfRer 5 % o e £, et ) ; FT AATT THT ZT| T AT draawt A i Tig | e
: ST T U T ST F 0 A TH FA 2 e ST ¥ e W Ay

______________._.

lease send 2 resume and completed ‘

|
~ cmployment application to Jane
~——  Adams, HR Specialist, at

h.com. Please feel __
~ free to contact US at 1-800-DAC-3333 e
e vourtiave questions abo tthe-

n. Closing date for
August 2014

3. TF AaEA 6 a9 HAT F
~ T e A A A A :
HTT = & AR AL A SAIA T AT 7
e e =T F ST FT F oI TreaTgd
ﬁwa@%gaammmmﬁggﬁﬁwﬁmﬂwgnm qﬁ?ﬁ‘Tmﬁq;ﬁ-ﬂ e
. , A T T A A e ’ AT 2 F g 137 a12
e 9% T B

g A T F fAwariid =raam
Wﬁﬁﬁmww%ﬁqg?ﬁ;@rﬁwﬁ%MHmamwﬁﬁ?ﬁ?ﬁr%w‘rﬁmfw
T@%%m’Wﬁﬁﬁmgwa#aﬁ?ﬁf;:;ﬁ?mwmmﬁﬁmswgﬁﬁHﬁﬁ%ﬁiﬂﬁq@w
WWWWWWWQNWWW%W%WWWWWQWW% e .
: ﬁwﬁﬁ%w#@ﬁwﬁw,mw;mﬁgﬁi

g AT AT
w3 7 3 for A A ar ot &) feafie
% fore J) R foraw £ @ stw % fro Referfea
ERuIED)

L

Hours of role —8:30aM start—6:00pm finish (2

“—  hourforlunch) Monday to Friday on call for

urday gam to 2pm (for over time)

—=—1 Satt
Greeting clients and ensuring they

parameters —

gettothe right department/

ol typing letters to first contact customers,
picking up lunch

person, answering

| phones,
~—  administration, filing, post run,

and dry cleaning for CEO

L .
AR F T qrqeS! it AT 9|
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o fErerfaTe it Al # agd A T A 8, AT A FOAT 9T AT Fwar g, SHH qidi wr Gt 97 ${i7 qrETe St

e st STt onfeer 21 TaehdT 1 gTeAile, et =6 a7q 9% #9 g A1ey & 9wk wraters § fecataee 7
AT T SATAT & TR T a78 § A<l it SOraaTia u¥ e T 991

o Tux w7 g e Far 71g 9 7 5 &t A< 2, A1 RErerfaee & Fafia €7 § dEverew w10 Fe i 3eE AT I 82
TATHATET 9 ST AT AT BT T T/ 3 Favgia o anfaer w3

o A« e freT off @ 37 WreaTE w1 eteor w1, arhh s AT frawor § 39 S iy onfier w7 "qeh)

Job title —

~ Office Receptionist

2. g At oftiew fore| wfi-weft 77 Raearfaee grar 8, wdt-w4ft 75 sitftre o grar 2, F¥f-FdT 78 g7 Foreh grar g1 Ay
of T T ST Y. ST TSI i # Are AT S

=

|| CEO- John Smith

son
Finance Director — Howard Rob

[ Office Manager - Jane Doe

i Regional Manager — Garah Edwards

Office Receptionist -

3. FATS it gaar #§ Racafaee fi fufa 7 grft, =0 =) 39F 392 F9 gr? ag Hg Frer sEme wf? 78 g ot & o
AT BT AT &, THNT IqT T4 3 sireht =t & = Racerf@ee f S F7ar g1 2o+ afafies, afs Rewefaee s farafaee o
TETAHT T @G FIIAT, T IH SATAHRTET T A=
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ST

ABC Ltd. Background

We are a design business creating advertising

and literature to help small to medium sized
businesses reach their potential markets and

. sales targets. We were founded in 1998 by

the existing CEO John Smith who started the
business single handedly, from here we have

|| grown increasing our client base and profits

T Yearonyear, to date we are the leaders
within our field.

T ———

f AETHT HT 5T
AT AT T TS R0 U IeqTE AT AT FT G0 FE| AT HUAT FAT FAT 8, TR a1 F g Y ST
%ﬁﬁu@%wmwwﬁwéﬁ%ﬁqwﬁ%ﬁmﬁ%ﬁqﬁl

==

~——  Location and Hours

o i
The location of the position is in our Hea

|d Road,
office which is located at 1102 Redfie

Redfield, 32154

The hours for the position is Moncliay to
Friday 08:30am to 6pm and on ca
Saturdays 0g:00am to 2:00pmM

| for

~ Requirements

- Greeting clients

- AnSWering phOneS
- Typing letters

- Administration

|| - Fling

. : . S
6. Rdrerfaee it aTaT=T AT aTel T GHEE FE| TH ATAFTH 5 gore FHAga o W S AT o sragaswaret i St
A &
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We are a dynamic company
who's fast paced environment
gives opportunities to those who

—  work here, we havea professional
forward thinking ethos which
although relaxed allows for
innovation and creativity.

. . . . . 3
4 &} |

Benefits

-Annual salary $40,000
_ -Full health policy

___  -pension

-fourw
eeks a year paid vacation

8. Friarfies £ it ¥ :

AT 3| T T2 TE & &l o917 A0 =71

qT SR A U A AT o oo =t % 2 Faffid s :

T FIFET 2, AT =4 o st U AT ¥ S R A S 5 < AT TR FT F1 AT T
: TTETE 21

Application process

All applicants should send their
Resume along with covering
~ |etter to Mr John Smith, 1102
Redfield Road, Redfield, 32154.
Closing date for applicationsis

1st July 2014

9. T UT=T ¥ it { i
. o FT TTFTLT AT F2| a0 3 T S & forg syahr 7 & T
RICIERI | FTH 9T TG FTel Tk T ATH 37T HOAT 7 Idq7 SIS T



-\ 24 giftafordy F e § wraa 5HTee vea

\j

Tt oft et a7 ST AT AT ST AR FEETRE A T S ST a9 T, AT ST aaqe, T i SeuTed, T o
FHATIAT o 1= H2T T g FYA o (o0 T F7 3T FTH T T A TEHid § TEETT 3 % (o1 Seeare g1 T waiaat § a6 amg
THTET FTAT T AT A AT Fael 1 SAE & AT 77 % TE T 7 g AT FETe AT A7 AT T IHF F AT 7 THerar
T HTLT T9TT T=24T g1 AT 29 F Faeat w1 Fforg w1 Ride F0h 3T U Y9 i qgrae araraor f ggEr S0 UF q1Ed ST
T 7 yerew Fw

L7

1. T ST EF AT UF T G| AT G (THA) AR A7 0 Fwrd @iy G F o sy wE vt g gietia w¢ G ama
T AT st qvg & St g

o T AN avfe & =7 & 2 9 F qaeat &1 s F¥| ATh T Fanr 1 arwh wH=edt i Gear s |l b
s q i ey, oreer o s s w7 77 8, 3T ses e & e w1 w5 i s )

o WoUE WA  foru et fgeh Y, SIE AT WorrHe, Tirerh S wethar| a1, FfE SAOE 9T w9 FHATT E, 97 SAeoreed
FT FAIeh 4 ST FTAT AT TALT FL A G

2. et IFAET 6 AT F T AW F A1 warg w3 gt ¢ 5w deree G F a9y geer ot St i awe )
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3. FOT AT 3 fory SrfRmTe Rresariat 7 S91 FY ATHT THAT GTnr STiere Faaar & Fon JE F F FHATAT 7 947 2 5 I
Tt AT AT, At forw e S % "eer & |99 w71 81

4. ATTIAaT 9% ST 3| AT SETEE SR S O agd € A ST 3uese gt g1 g A sefiew i frrat sie om e
S Hergwefier Wi 7 fF Ferrerar g1 e e

5. FHATRAT % forT U et a7aTsiT A 3T Yarerd aaT0 T o1 & FEhare & qra-are 366 Aed & € qgradar % forg w=em &
A H TgST HggH HAT AR
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6. TR EW F TEEAT T AT FEAT GIATHT FE| THE AT gigar, T &G o s gug § sufeag e i Rty & waw
ForerfT) straes foret F=meT & srqafRerd e uw Rl & off 7 o forg SasTe At AT aEm

o I T i S el BT - HT AATE A i squta F1 Ag giatia s 5 g7 saiwe v st i T
EERIE IR E

7. AT I T T TR AT TRTET F| AT THAT FHATRAT 7 ATHATE, FATE ST Foht § TR AT AT @i &, ST A1 qeree &
F A ST T AR TR0

o I(x ATHAT EW § FHSLT F &1 & A1 STAALN T TATT 3| IITELV & {o, SR TIAAT T SAF(AT FAT HTe VHT =7 g oot
e off AT T2 &, T FEATSA AT THTAFT T 6 3T Ieg AU 7 A7 AT

o UT THTY &7 H [AFW ¥ FATaOw TATH U GE FT AY<e | ATIATIR TeAT S T HEEEr B egwe e
HoTHe (THUSATH) T S[E, 97T AT STATLA T F A7 U O 3 T2 AT F2 o (o7 A2 97

\
:
O l
‘
B

8. =T IETEI T FE| UF YA AT THRTLHE AT T T T TR T 67 off Uar e & waw fAentl) ag &= a9 o
AT T T BT ST
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9. gfafara #3 o srmer fAamr & fiaw a9t ot £ [ s whrarstt &1 arem BT srar 81 @@ o gfiar qof 2, s1oe aste #:it
& ¥ T T AELTRATTAT Taer T LA T



FEATA FT TGT T (o0 TaerT ST fFef=aer sroamar g, T 719 daree fFanr £ gt siv wfEFmd g1 g, gares, 99,

T, giererr sty afgd avft ageqst w1 Fu & 7T darad AT Tq=T ST g1 T2 ALATT TOAOE T F AT SHIEA AT
S TRl 3 T et ST S A ETIuITet ht SITTRe FeaT & o U S0 F9e T2 AT gl

AT AT Arfaat 39 giEwr o fer-fAEer S FEdt € ST S e SO A F TaeE § STOAT 7 TET T@dr gl F ASHT F
wafera fAfer arwert a2 v darae waawt % foro f@fere et s afafEe w § s ame dwrae y&dam F St ageet
S 36 el gerefa, qemerst, wfeveror, s=e oy O% "@9eA % TR A TATT 81 THT T UF TS GET GE1T T TATH AT At
T <1 =T graT € A7 St TRy w9 F wredaer 3 9 # oty Ry 97 7 2§ 91 7 g 6 = § e 2

Recruitment &

/> Selection Policy

> Leave Policy

= ! Performance

~ Appraisal Policy

U =l WA G AT S5 T AT 70 IR 9T Frr=fFa ANE T2 F3dl 8, fiT T6ferT s F9=met, TSR &
Farfrer weoet & |tera 81 Uk ThRaT 9 ®7 F aardl g 5 St 6 ey A7 Fars i S =g

e EeA aRRAfat #7 UF qe qe g i zaion qeea w9t AIfaEt w1 uE oot i AT w3ar g1 @ e [ et 9w
FLAT E, T IhT Aiaat 1 arefy Fr oft Fatfa w3
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T TS HHTER ST FHATT Taew 3 Taerant oiiT FHA1RAT F S Gae & a1 § Ta 0 Tt o7 [=Faeor & a1 UF aeqras
Z1 ForeT =TT qRdeRT AT Tehee g7 ISTANT T ST a7l Siq i SEaTas &1 =9 ofd g0, THHT 327 HTHEqe TATH, AT 3% THIH
TERATSH T o7 ITHIR STl 3T J9 AT g1 Fi1% T ARTaferTd et e it srdeerer Sifa #1 @3fua w2 & o araegs &
Y FIT I8 AT FIAT FEATE!  GITq 36T ST §, 378 T 998 o ST 90 gMT AU T 9207 AT HAe Fa7169 I
e 7 9ot Tt R S gEeTeE i =TI gl

AU

1. ST HeT % TRt A fAeifa #4)

o If% o U FHAT qiedet forg w7 €, a7 feA-wfafa & wreaer % g=ree i arre = At 97 stee e S
w1 AfT T Feree AT UF qTHTA A7 Feaew F e uw awres org 1) €, 91 de T Aeee & st 9t o w9 g

ElEL

Dress Code ¥

2. Y sezATH AT i THAT F) THHE A, FATH, Aafafd, wereid, 39 #wre, e g, fw fE, gt e e w
it erfarer
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Human Resources Guide
1) Workplace behavior

2) Termination

3) Sexual harassment

4) Dress Code

5) Holidays

6) Health & Safety

Dress Code

As our industry requires the hi
Ppresentation we have ¢
reflects this.

ghest levels of

Our policy is broken down
and Male dress codes.

Male : A Smart busines: it which i rofessional
S| S SuU S pi SSI0
a

and mair tains the attention to detail o our brand

reated a dress code which

into two parts, Female

gifeaefordl 3 & § AT HaTee Tae_

4. 9% Foft F T v Tt At forEd R T fFuw F v # s "5 i Rt g Rafy 1 y"ae i sa=hat F o

s s s e 3 o # sar)

Complaints & Grievances

Any complaint or grievance should at
first be brought to the attention of your
immediate line manager, should your
complaint be about this person then
their line manager should be your first
point of contact. This should be done
in writing and allowing 7 working days
for a response.

5. Fgeaqul TnaTelt T forawor 3 arelr U AT i w31 =9 fovwraat ar foemraat & foes i st BEtere fferet & =t

T TOET FTEA AT T AT F TT THEITA T 27k FL o (o0 I & AT A1)
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6. smeTEw gRfRa T 3 o SR w1 FEwor 39 AT ST onfie F¢) IR # wrdede £ s Rat, wiarti geg anfy

oTTroer g

7. ST AT TEe & srot gt ffat Myt w2 = 21, 79 o A9 § uF 7= S| 9 ®9 9§ /49 g9t & o
ST TS 6 GIEI0T ST AT F HIqL ATTTT TH Z90 T TTAT FH FAT & SHAHT A0 1

Work place emergencies shoylq

be reported to your immediate
line Mmanager, supervisor or
depending upon its nature your
health and safety reépresentative

(\./vho in many cases will be your
Line Manager too)

Introduction

We have developed this hand book to help
cover the many aspects which can
sometimes arise within the operation of a
large organisation such as ours. It is our
belief that having a guide which is
accessible to all of our group we can work
in an environment which is productive, safe
and respects the rights of the individual as
well as the company.

. Toe § Tt o FTAT T 3T FRALTHt A7 I Aol F7 UFh HHIQT (@0 qelTg, AT i ST ih THTem & a1 § g
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9. ITUAT FTFE HOTIad ¥, W qaTe, famiiha deheor werforg #¢, 3w fAaaha 4

Human Resources Manual

10. St &1 7 afefRafiaT ot § o o 75 THEATH 7 AT FA © T AT AT 7 [Eawe AT ST T T 2

T GaTee AT 8§ T o= =ar S 59 e
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Letter of Apology
Reason for misconduct

Improvement plan
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of the past 16
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( / Mark, I've called
\ /you in here because of your\
| consistent failure to meet | |
benchmarks setfor / /°
~.__ your position. _~

1. FHAT T FHL § T F2A % 30 Fehe F ATaC ToF H7 3297 IqT10)



-\ 70 giftafordy F e § wraa 5HTee vea
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I know we've
discussed the same issues a
number of times. Despite repeated
warnings and counseling, you
really haven't made sufficient /
improvements.

2. TH AAT g I AGAT T F| AT ATAT HIHAT T THIH T HTCT FATIT Z1 AT FHATT 7 Tt oft FErrerarett #1 a2t #+37 %
e ot aw R g, o UET A€ g g1 FHET At g 5 4 o w2 g, saen Sedt & @ Haiia wY s 3= Aaen #§ s
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BTATTH SR FHAT AT FLT [SAT 2, AT Ivg U S| SIS AT AT TR FHIH FT F07 [T 3

Because of
this, I'm sorry, but
I’'m going to have to
let you go.
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o i gwedr

o FTHAT TeATHA ST GTd I FT AlE F3d &
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o IAA FHAT F AT T

o Sufeyfa fFls
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o UF AN TSN TS IS o 7T, ST =R & 7T 9Tt & G| <@ T 47 F o aehver 7 g 31 {6 ey syoet
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fAhT % =9 H, T FE9 & S AT A GEATET T F O 327 g9 € 5 o7 T Fae a5t IefEar g 78 8, dfod I TR w7
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-

1. Uy 9% & e BEfEd F9) uF 95 f@3Eer w7 STTR areAreh T F T F 9 A Y qediwd we & fore G star g
Fre IFfEAT et =gt avg & 9% T Smaegharelt F T AT g1 TH I5 6 FdeAl Y RPeuatiRat #7 o0 &7 F Y@ifhd FeAr
1R, Sed amTT 9% it T, 99 FT LA, AT K, FATH STHIEATE A9THATY, ¥ T THET ST Foar
oTTrerer g

2. T 98 & SEEET aTtae w3 3899 92 e, qrar I, ForamT g, T&aes &7 91, $iT 799 = a1 99 gEa7 aeaq
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The purpose of the financial position is to help the
department assess the financial health of the organization
as a whole.

3.TF 9T I29F F AT 0| oo RBAfa 3gex § ot & o w11 7 Soor@ g1 AR, fFw =7 & fFramr a7 @ i afafafa=t %
aue, FEew a7 yEyw F g9y § M1 AU THH s@e i gear (Ats v F «o$fEw gr) o g7 £ sty (3t uw dvwtmw i

feafa ) «fF enforer g =R
o 3IETeXw F foru, s fa<frw Rufy & sro w7 @wa €, "<y wg #71 sgex fFwmr #r dt @we & BT wres #57 srwaa
FIA H 938 FHYAT 2"

The essential functions of event planning include many tasks as: securing
a venue, interviewing merchants and executing contracts, managing food
delivery and set-up, and overseeing all event staff.
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FAT"
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Seeking a candidate with :
o Bachelor's Degree
o Five Years Of Experience|

o One Year Of Experience
In Accounting
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BT 3 Tad o= 3% TqremerTe FHATRAT T Tg= & oy FiF a7 7177 9§99 1 78 Maifia #27 F o & # § #Jreqw 9
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o THH FTLE TEA TN F Ueh F T ITANT e qTh T ITHTATE TIATHRATS T o e | Sgav 2l
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