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world of office work. * Each syllabus topic is systematically and comprehensively taught via logically structured
and clearly written chapters. * Chapter objectives outline the syllabus areas covered by each chapter. * Simple
exercises within chapter sub-sections allow students to access their understanding at key points and gain
confidence in answering questions. * Full CXC-style questions complete each chapter, in the styles of Paper 1
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copy of Office Administration for CXC comes with a free, interactive Students' CD-ROM containing an exciting
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