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MODULE 9 COMMUNICATION IN THE PROFESSIONAL WORLD

Communication at work

1 INVITATION CARD

INVITATION CARD RESPONSE CARD
Please join us for a reception on May 30 Please respond on or before May 2o0.
at 3.00 pm. Name: .
J. O’Connell
will attend I
70 O’Connell Street will not attend [7]
Dublin

There will be a meetingofthe . (sales and
marketing department) at __________ (place) on
(date)at_______ (time).

Discussion topics:
- Export sales; |
« Finding new suppliers.

3 EMPLOYMENT AGREEMENT

This Agreement for Employment is made on this . dayof 2= = - Ho5
byandbetween. “Employer’and.__ | “Employee”.

The Employer shall employ Employee subject to the following terms and
conditions.

1. Employment for the above Employee shall commence on (date).
2.The Employee shall work . through from a.m. to
p.m.
3.The Employee agrees to accept the sumof . (—— - ) peryear,
payable.  intheamountof. (et oy

4. This contract may terminate upon the occurrence of any of the following events:
(a) the death of the Employee; (b) for just cause based upon non-performance of
duties by Employee; (c) economic reasons of the Employer.

()

Employer’s Signature Employee’s signature





