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Key features of the Student’s Book:
• current, accessible and at the appropriate  

language level
• activities to practise the concepts taught in the content
• chapter summaries 
• revision and practical activities at the end of chapters
• definitions of key concepts and difficult vocabulary
• ‘Tip’ and ‘Remember’ boxes with practical advice and 

important information
• answers to activities, a glossary of key words and a 

comprehensive index.
The Solid Foundations Office Administration NQF Levels 
1–4 Student’s Book helps young Namibians to positively 
contribute to our nation’s economy. 
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Introducing the latest addition to our Solid Foundations series:


