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This paper consists three (03) questions and two {02) pages.
Answer all questions.

Create a folder in your desktop and name it by your index number and save the
questions as O 1, Q 2, Q 3 in your desktop folder '

Time allocated for the examination is Three {03) hours.

If a page or a part of this question paper is not printed, please inform the Supervisor
immediately. -




Q1. Microsoft Excel
Using the Draft Table in your desktop folder prepare the following worksheet according to the given format.

Payments Details - Lecturers

Lecturer . Eull g Assigned Musnhzr Total t
G first Name Last Mame Name Gendet | Qualificatfon A .y ::,-s Rate per hour | Payment | Tax PapEnE

fHRADCE | Rasika Alahakoon Male MSc DBMS 16 | Rs.1,350.00
i Menaka Gamage female | MA DHRM 24 1 Rs.1,000.00
Palitha Kodituwakku Male MSc DDAM 8 | Rs.1,350.00
Rohan Razuul Male CIMA | DHRM 30 | Rs.1,500.00
Gamunu Gamhewa Male MSc COP 48 | Rs.1,350.00
Nihal Pathirana Malg BCS MIS 16 | Rs.1,000.00
Lakmali Hewawasam Female | NIBM MIS 6 | Rs.1,000.00
Fathima Safreeka Female | BCS Q0P 18 | Rs.1,000.00
Hemantha | Botheju Male PhD MScGeo 28 | Rs.1,750.00
Prabodha | Gunasekara Male PhD DHRM 12 | Rs.3,750.00
Nadun Senevirathne Male MSc DBMS 10 | Rs.1,350.00
Suleka Dharmadasa Female | MA DDAM 24 | Rs.1,000.00
Jegan Kumar Male PhD DDAM 36 | Rs.1,750.00

Total Payment Made ?

Average Payment Made ?

®
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Rename the worksheet as Lecturer.
Save the file in your desktop folder,
Fill the Lecturer iD field using fill handle.

Fill the Full Name column using Flash Fill Option.

Caleulate the Payment column. Payment = No. of Hours x Rate per Hour
Find the Tax column according to the scenaric given below, {Use If condition)

if Payment is greater than or equal to Rs. 40,000/= the tax is 7.5% of the Payment, otherwise the Taxis
2.5% of the Payment) : _

ol

Calculate the totai payment and Average Payment made by the Institute.
Sort the table according to the Last name field (A to Z order).

9, Inserta Column Chart to illustrate Lecturer [D and the Total Payment the received by each lecturer,

Q2. Using Microsoft Word Prepare the following document with all the formatting. Use the Sample text file
in the Desktop Resource folder to do the modifications. Save the file as Q2 in your desktop folder (Index No

folder).

Set Paper size to A4 and all margins 0.5” each. Use Calibri font size 11 for body text and for headings any size
greater than 11. {The final output is attached herewith}



Q3. Microsoft PowerPoint

Assume that you are the Sales Manager of an International Travel Agent in Sri Lanka and prepare a
PowerPoint presentation to organize a trip to visit 7 wohders of the world. Your Presentation should contain
at least 8 stides including the introduction slide. Add appropriate animations, transitions and one audio clip
to play throughout the presentation. All slides should be included the Slide Number and Date. |

Use the supporting word document and images provided in the help folder to extract the details, pictures
and audio clip required to create your prasentation. '

suideline for your presentation:
15t slide: introduction Stide. {(Presentation Title, your name & Institute Name with appropriate picture or
background color.) ' ' '

2. 2™ glide: Content slide. (Introduce the main topics covers in your presentation)

Use next 5 or more slides to describe the details of the nlaces.

&4

In your penultimate slide {one before the last slide}, give a hyperlink under the topic of “More info visit”
to http://www.new7wonders.com '

5. lLast slide may contain Thank You or Questions.
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YWhat are the Management Skilis

This type of inieraction not only increases productivity and emplovee 2
) satisfaction, but it sets a good example as well. Hiring rnanagers lock for leaders
who can spot employees’ strengths and encourage themn to develop their skill sets, The
best managers have a keen eve for aress that could be improved and know how to
approach these issues diplomatically so warkers feel encoursged to make productive
changes, rather than discouraged by their shortcomings.

okt shills in Yis aree ﬁiﬁffxudm
¢ Empowering emgloyees to take ownership of projects
¢ Creating an energetic and nighly mctivated workplace
2 Showing proper appreciation for employee sccomglishments
e Supporting coworkers who are under stress
o Providing rewards and incentives for outstanding perfermance

Problem Solwing

The right skill set empowers managers to identify, face, and overcome various probiems that
might arise in the worigulace. This first requires outstanding attention to detall, Too managers
can spot emerging preblems before thay've agparent to averyone in the company and identify
the root of the trouble. Analytics! slilis are also impertant in ranagement. You should know
what data is most relevant to your industry, how to gather %, and what the resulting numbers
mean.
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Professionalism

Good managers hold themselves to the highest standards so-that their employees will have a clear example of what
they should strive for, tntegrity, henesty, and prefessionalism are crucial siills for strong managers. As a leader, it's
cettar to show rather than teil wher it comes to work ethic ard demeanor. Hiring managers look for jcb applicants
wito adhere to a strict rhoral code and set the right example for others. '

Gualities that emide ;ﬁxm’fﬁmmméusm o resyme i
e Providing exceptional customer service with r‘-rofessmnai atiitude
¢ ideniifying diplomatic solutions 1o workplace issues
»  Exhibiting strong morsi values
e Showtng initiative
s Attending professionsi davelopment seminars

Comrunication

One cof the most important responsibilitias that
marnagers have is communicating eifectively, both with
the emeloyaes who work under them and with other
managers throughout the company. They're part of an
intricate web and must act as a strong cornection point
that bridges the gaps betwaen (ower lave! emplovess
and iop brass or betweer sales, marketing, and
production departments.

fslde these Wpee of sommunication and peaple skills on your testinee

s Drafting clear and concise training materials

Peogle skills are crucial. You should be ahje to
communicate effectively in bothr verbal and written
form. . Typo-riddied memos or rushed, confusing
maeiings won't do. The best managers are always able
to send a clear message and share wvaluahble,
understandable information that will help get the job
done.

¢ WNaintaining cven lines of communication with co-workers

» MNagotiating successfully 1o resolve employae disputes
s Encourazing communication among reticent amsioyees
o leading efficlent meetings that are both productive and sensitive ¢ time constraints -
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What are the Management Skill:

innovatign

Inriovation is a keyword for nearly every company. Your competitors are always striving
to davelop the best new products end services ahead of you. Businesses that innovate
well stay at the tap of the pack, netting new customers with their fresh offerings and
keeping existing ¢lients happy with a continuous selection of upgrades. Hiring managers
have a keen aye for new hires who will bring different perspectives and new ideas to the
cormpany.

Highligh juith th

s Developing innovative solutions for customers' needs

» Identifying key shortcomings in manufacturing and drafting solutions to boost
production

s Conhstructing research models to test new product ideas

¢ Generating fresh ideas for timely marketing campaigns

s Redesigning systerns for increased productivity or functionality

Management Skills

Figure 1bonagement Skitls Dicgras
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