Question 2

Type the following letter on the headed paper provided. Use
today's date. Address it to The Human Resource Manager, Mengo
Manufacturers Ltd., P. O. Box 459, ELDORET. Take a carbon copy and

address an envelope. The Reference is MB/PT/40. Use Indented
Style and shoulder headings.

Oear Su;
off  Codilion of o tyeist
We are wrking 1o ‘And, out i,f you howe. o vacaosmt -

s POSY for a typist 1 your south gate affwce o Eldoret
P‘P [Ee would like to be given an opportunity to send one of
mrs.Joyce Ongwenyi, :
ourcAJent;I\for an interview. She can come to your office

at any time that is convenient to you. She has the

following qualifications: U-) KCSE measn 9"00& C W
UA) ijwr\'ﬁﬂ Stoge T, (iv) O,fficn Prack co
S*age. I 1y Busiruess €nglish Stage T
Work Experwnce ]

She worked Jor Bondi Advocatoes uvn Eldored foc
WO years and Hhas leg+ 2o join hec family o~
7 Kitale . :

She is now interested in going back to work and take up

H a similar job. However, she would like to work on part
time basis but can 0k a ,flu,u MJob ’;F req,w'.rfd

We hope to heor from you <o0OnN.
Character JD\{(Q. 1s reliable and eff%u.u\'l'. She 1s
always witl}nﬁ to help when ehe needed. She
is Dutgolma and was gude popular with her
(Dllgféues- :

Nours ,.fa.iﬁr\fu\l\!j MwanNGAZA SURERAU

Anne Wendo, pirector




