
REPORT WRITING 
1. You are the secretary of the Science Society in your school. The club organized a 

‘Discovery Week’ activity last week. As a secretary, write a report of this activity. 

Use the following notes to write your REPORT: 

- For Discovery Week, 125 students and 6 teachers went to Pulau Redang. 
- Activities including fishing, snorkeling, driving, playing on the beach 
- Arrived at the resort at noon 
- Had quick bath and gathered to learn how to make the rods for line fishing 
- Made our way to the water front and swung our rods out to the sea 
- Waiting, we also learnt that patience really is a virtue 
- Activity and relaxation time among teachers and friends were much appreciated 
- Made many new friends from different year groups 
- Thanks also to the teachers for helping us have such a fun Discovery Week 

When writing your REPORT, you should remember to : 

• Use the society report format 
• Use all the notes given 
• Add two of your own points 
• Sign the report 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Discovery Week – Pulau Redang 
By Science Society 

 For Discovery Week by Science Society this year, 125 students and 6 teachers went to 
Pulau Redang. This activity included fishing, snorkeling, driving, playing rugby and  volleyball, 
badminton on the beach and just sitting back and relaxing to the sound of the waves. 
 We arrived at the resort at noon. After lunch, we were sent to our designated chalets. We 
had a quick bath and gathered outside for a lesson on how to make the rods for line fishing. A good 
many of us learnt that the secret of catching something is the quality of bait. The squids we were 
give proved particularly effective. 
 Fishing is a tough job. There were a number of ridiculous knots to be tied and it was all so 
complicated. We could smell the salty odour of the waves as the restless tide continuously pounded 
on our ankles. Slowly but surely, we made our way to the water front and swung our rods out to the 
sea. The calm weather was very welcoming as we patiently stood, waiting! The first one after a 
long wait .We all dropped our rods into the water. While waiting, we also learnt that patience really 
is a virtue, especially when it comes to fishing. 
 The fishing activity and relaxation time among teachers and friends were much appreciated 
by all, especially after finishing our final exams. The variety of activities provided ensured that we 
were never bored. Each one of us tried different activities and we made many new friends from 
different year groups. We were lucky to see some beautiful coral and some amazing marine life. 
 As we say goodbye to the island resort, we would also like to say goodbye to some friends 
at the end of another academic year. Thanks also to the teachers for helping us have such a fun 
Discovery Week. Without a doubt, going to Pulau Redang was a worthwhile trip. It was full of fun, 
adventure and self-discovery. 
 
Reported by, 
Basil Tan 
Basil Tan 
Secretary,Science Society 
 
 
 
  



2. The Social Club organized to Rumah Sayang Orphanage recently. As the secretary, 
you are now writing a report of the event. 

Use the following notes in your report: 

- Date of trip 
- Venue of trip 
- Number of students 
- Teachers 
- What happened at Rumah Sayang Orphanage 
- How the trip ended 

When writing your report, you should remember to: 

• Use the society report format 
• Use all the notes given 
• Sign the report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Visit to Rumah Sayang Orphanage 

 It was a bright Sunday morning on 27 April 2008 when 20 members of the Social 
Society set out by school bus to Taman Cheras for a good cause: to visit the orphans in Rumah 
Sayang. The Teacher-Advisors who accompanied these caring students were Jenny Ling and 
John Khoo. 
 The school bus arrived at the venue at about 10 a.m. The Matron, Mrs Edwards, was 
there to welcome us.The orphans had lined up in the living hall waiting for us. The welcome 
we received from them was very warm and touching. 
 We started off with an ice-breaking session. Then, we taught them how to make paper 
cranes which were stuffed into a lovely glass bottle. It was a lot of fun especially towards the 
end. As for performances, we witnessed one of the orphans, June, dancing to a hip-hop song 
and 7-year-old Barry sang a Japanese song. 
 The children were really adorable. There was a little boy named Rick, who stuck to 
June and liked sitting on her lap. There were other volunteers there on that day too. There was 
one group of people who gave them haircuts. Another group of volunteers gave them tuition 
lessons.  
 The trip ended with a lot of hugs, goodbyes and a huge group picture. Overall, it was 
a great and enjoyable experience and I think some of us are already thinking of visiting them 
again soon. 
 
Reported by, 

Siti Ali 

Siti Ali 
Secretary,Social Club 



 

3. Your school recently held a recycling campaign. The launching ceremony was held in 
the school hall. As the Chairman of the organizing committee, write a report of the 
event. 

Use the following notes in your report : 

• Date 
• Time 
• Venue 
• Programme of the day 

5.00 – 5.30 p.m. Registration 
5.30 – 6.00 p.m. Speeches by the Chairman of KRT Damit and the Principal of 
SMK Damit 
6.00 – 6.30 p.m. A talk given by an officer from the Town Council 
6.30 – 6.45 p.m. Briefing by Head Prefect 
6.45 – 7.00 p.m. Refreshment 

       When writing your report, you should remember to : 

• Use the society report format 
• Use all the notes given 
• Sign the report 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Launch Of Recycling Campaign 

 From 6-9 July 2008, SMK Damit organized a recycling campaign for the residents 
of the neighbouring housing estates. The main objective of this campaign was to create 
awareness among the residents on the importance of recycling. In addition, we also aimed 
to inform the public about our school recycling project and collection centre in our school. 
 The launching ceremony was held in the school hall on 6 July. Attendees and 
visitors started coming in at 5.00 p.m. and registered at the entrance of the school hall. 
When everyone was present, the recycling campaign begin at 5.30 p.m. 
 Our programme started with the opening speech by Mr. Davin Tan, Chairman of 
KRT Damit. It was followed with a speech by our school principal, Mr Tang Ah Phong. 
 According to Mr Tang, the amount of garbage in our country had increased to 
about 15 tonnes per day. After the speech, he launched our Recycling Campaign. This was 
followed by a talk by the Enforcement Officer from the Town Council using a Power Point 
presentation. He told us the reason why we should recycle and also listed the items that 
can be recycled and those cannot. 
 Later, our school teacher, Puan Faaridah, and Head Prefect, Sean Ong, gave a short 
briefing abou our school recycling activities. The ceremony ended with light refreshments 
of tea and sandwiches sponsored by KRT Damit at about 7.00 p.m. 

Reported by, 

Sarah Mah 

Sarah Mah, 
Chairman, Organizing committee 



4. Imagine you are a reporter of a local newspaper. There has been a rainstorm which 
caused huge losses to six factories in a nearby industrial estate. This was due to the 
damage to the machinery and products in the flood. You collected notes when you 
went to the scene. Now write your news report. 

Use the following notes in your news report : 

- Continuous heavy  rainstorm whole night flash flood 
- Result in loss of over five million ringgit by six factories 
- Damage done to machinery and products 
- Factories located next to monsoon drains 
- Overflowing of clogged monsoon drains 

What one owner said : 

- Loss estimated to be RM800 000 
- All machine and stock damaged 
- Going to take company a long time to recover loss 

What another owner said : 

- Seeking the Trade Ministry’s assistance 
- Need to incur heavy expenses on repair and stocking up of goods again 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FORMAL LETTER – JOB APPLICATION 

Flood Causes Loss of RM 5m 

KLANG, Monday : Continuous heavy rain during a rainstorm the whole day of 
Saturday night caused flash floods yesterday morning. This resulted in a loss of over 
RM 5m by six factories in the new Bayang Industrial area. 
 The loss was due to damage to machinery and products of the factories. The 
floodwater was at its highest at 5 a.m. 
 Manian Subra, 52, Owner of Subb Rubber factory estimated his loss to be 
RM800,000. He added, “All my machines and stock of rubber are damaged. Some of 
our rubber products which have yet to be packed and delivered are damaged too. It’s 
going to take my company a long time to recover from these losses.” 
 All the six factories are located next to monsoon drains. The flood was 
aggravated by the overflowing of the clogged monsoon drains. 
 This prompted a spokesman from the Town Council to say, “We will clear all 
the clogged drain to prevent future flooding. There are also plan to widen and deepen 
the rivers in the neighbouring towns and villages,” The town council officers visited 
Bayang Industrial area after the floodwater had subsided. 
 Meanwhile, the factories have been closed for repair. One of the factory 
owners, Tan Ah Seng, 41, said, “We are seeking the Trade Ministry’s assistance. 
Besides the huge losses, we need to incur heavy expenses on repair and stoking up of 
goods again.” Tan is the owner of GGC Garment Products. 
  



You wish to become a teacher at a tuition centre. Write a letter of application to the following 
tuition centre for the position of teacher. 

 

 

 

 

 

 

 

 

 

 

 

Use the following notes to write your letter : 

- Scored a high distinction 
- Presently teaching 
- Have keen understanding of pupils’ ability 
- Fine – tuned skills through teaching courses 
- Active in uniformed group 
- Dedication to contribute effectively 

When writing a letter, you should remember : 

• To use the appropriate letter format 
• To use all the notes given 
• To give other points of your own 

 

 

 

 

 

 

 

 

TEACHER 
Required by an established tuition centre 
Prerequisites : 
• A good grade in STPM 
• Passed 5 subjects in SPM 
• Teaching experience essential 
• Ability to get along with children 

Please send your application to : 

The Principal, 
Sunshine Tuition Centre, 
45952 Subang Jaya. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

101, Taman Bukit Merah, 
Jalan Bunga Raya, 
55001 Kuala Lumpur, 
 
 
The Principal, 
Sunshine Tuition Centre, 
45952 Subang Jaya, 
Selangor.        20 NOVEMBER 2010 
 
Dear Sir / Madam, 
 
Application for the Post of Teacher 
 
I would like to apply for the post of teacher which you advertised in New Century Times on 19 
November 2010. 
 
2. I am 20 years old and I have good grades in STPM level in Science and Mathematics 
papers. As for my SPM level, I scored a high distinction in Mathematics and passed in five subjects, 
including Science and Mathematics. 
 
3. Presently, I am teaching in May Kindergarten in Taman Seputeh. Before that, I tutored 
primary level children in English, Science and Mathematic at Promise Tuition Centre, located at 
Jalan Pasir Mas for two years. My current exposure to young children has given me a keen 
understanding for the abilities and difficulties of lower primary pupils. 
 
4. I would like to be able to boost the intellectual development of primary level children in 
your education centre. I hope to instill in my love for learning, not simply prepare them for exams. 
Besides that, I have fine – tuned my skills in teaching enrichment courses to pupils of this level. 
 
5. As a student in the secondary school, I was active in the Red Crescent Society and I also 
played in the school band.  
 
6. I believe I have the drive, energy and dedication to contribute effectively to your education 
centre. I am an enthusiastic teacher with a keen interest in elementary education. 
 
7. Enclosed is my curriculum vitae and copies of testimonials from the principals of the 
schools where I  taught. I hope that my application would receive your kind consideration. 
 
Thank you. 
 
Yours faithfully, 
 

Vivien 
 
(VIVIEN LIM) 
 



CONTINUOUS WRITING 

1. Write a composition of about 350 words on the following topic. 
Global warming is a threat in many ways. In what ways can it be a threat? 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Global warming is a term that refers to the increase of the Earth’s average surface 
temperature. This is due to the build- up of greenhouse gases in the atmosphere. The 
primary greenhouse gases are water vapour, carbon dioxide and methane. Though some 
people are still debating if global warming is still in progress, the general  consensus 
among most scientists is that global warming has started and is going to increase at an 
uncontrollable rate in the very near future. 
 Global warming is a threat in many ways. As a threat, it is causing  disastrous 
changes to take place. Sea levels are raising, causing costal area submerge. With a large 
number of the world’s cities in coastal areas, this is a grave problem. Damage from 
rising seas is very diverse. Buildings and roads close to the water may be flooded. They 
may even suffer damage from hurricanes and tropical storms. This is because warmer 
oceans are likely to cause intense storms. Damage caused by future hurricanes to 
populated areas will be more severe since higher sea levels are predicted for the next 
century. In addition, as the sea rises, beach erosion takes place, particularly on steep 
banks. 
 There is a scientific consensus that the Earth’s climate is changing due to global 
warming caused by human use of oil, coal and natural gas. The burning of these fossil 
fuels releases carbon dioxide into the atmosphere, which traps more heat from the sun. 
This causes planetary temperatures to reach high records. As a result, the melting of 
polar ice and mountain glaciers is bound to happen, causing sea level to rise by an 
alarming eighty feet in coming centuries. When this takes place, half of the world’s 
plant and animal species are at high risk of extinction by 2100 as habitats are destroyed. 
 There is no doubt that global warming has adverse effects on crops and weather 
conditions around the world. High temperatures everywhere are sure to reduce 
agriculture productivity. Other threats of global warming include potential challenges 
for public health. For example, diseases like malaria are returning into areas where they 
have been wiped out earlier. 
 Considering the devastating damage foreseen as a result of global warming, our 
world leaders have to recognize that global warming is a real threat to humanity. They 
need to both try to slow down global warming and prepare for its eventuality. If they do 
not, the collapse of the human civilization is almost certain and the entire human race is 
at risk of becoming extinct. 
 



2. Write a composition of about 350 words on the following topic. 
How can we manage stress? 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 These days, people are going through tremendous stress in their 
daily lives including work, family and relationships. The amount of 
stress a person feels depends on both internal as well as external 
factors. 
 Stress symptoms include mental, social and physical 
manifestations. The physical manifestations include exhaustion, loss 
of appetite, headache, crying, sleeplessness and oversleeping. Victims 
try to find escape through drugs, alcohol, or other compulsive 
behavior. Usually, feelings of alarm or frustration may accompany 
stress. 
 Stress must be managed before it leads to undesirable 
consequences. There are number of ways to solve our stress problems. 
The common solution for work related stress is to just take some time 
off from work or reduce working hours or go on a relaxing vacation. 
This gives you time to reduce stress and recoup before returning to the 
daily grind. 
 From a medical standpoint, serious stress with psychological and 
physiological side affects should be treated by a therapist or certified 
psychiatrist. In extreme cases, such as stress induced depression, a 
qualified medical professional may prescribe drugs to help battle the 
problem. Depression is treated with a combination of anti-depressants 
and psychotherapy. The earlier the treatment starts, the better the 
chance of recovery.  



 

3. Write a composition of about 350 words on the following topic. 
How to prepare for an exam effectively. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 To prepare for an exam, you as a student have to start early. If you have 
been keeping up on a daily and weekly basis, you must be in good shape. It is easier 
when it comes to getting serious about preparing for an exam. 
 As how to go about it, the first thing you need is a plan. Start with the day 
one week before the exam. That is the first day to start studying in earnest. Plan 
out how many hours you will spend each day studying until the exam. Make a 
schedule and stick to it. Be sure to leave time for group study or review session. 
 The second thing is to outline the material you need to study. This helps to 
develop a big picture overview of the material. Start with big topics and leave room 
for subtopics. Fill in the information as best as you can. Get another sheet of paper 
and start over if necessary. Once you see all the units of information in front of you, 
it will be easier to organize your studying. 
 It helps to break up the material into two parts and cover a little each day. 
Only once you understand each one, should you move on to the next topic. Do this 
part alone in your quiet study place. If you need to, memorise the information as 
much as you can. 
 Later, if you prefer, work with others, go to review sessions or see a tutor. 
At this point, it is important to make sure that everything is clearly understood. If 
this step is skipped, you are left with trying to memorise hundreds of useless 
factoids. It will never mean anything to you later. Having done that, it is time to put 
the information into your brain for retrieval. If you have been working all along, 
you will already remember much of it. Make sure that nothing is left out. 
 To find out if you understand what you have been studying, try working 
with someone else who will ask you questions about the material. If you can answer 
and explain concepts without too much effort, then you are prepared. Usually by 
doing this, it will expose areas that require more attention and study. 
 If you planned well and kept up with the work there should be little anxiety 
the night before the exam. If you started late or waited to get questions answered, 
then you will be busy the night before. This will add extra stress and you are likely 
to make stupid errors in the exam. 
 On the night before the exam, make sure you get eight hours of sleep. 
Though some believe pulling an all-nighter to cram information is a good idea, it 
really is not at all. 
 On the morning of the exam, wake up about thirty minutes earlier so that 
you can do a quick refresher of some of the main points from your exam review. 
These last thirty minutes keep the information fresh in your mind without wearing 
you out. Eat a full breakfast of healthy food. You need to be healthy and alert to do 
your exam well. Make sure that you arrive early so that you are not rushing around 
right before the exam starts. 
 By following these guidelines, you are better prepared for an exam. You 
will feel more confident and in control. When you feel as such, you are more likely 
to do better in the exam. 



4. Write a composition of about 350 words on the following topic. 
Increase in youth crimes and ways to prevent them. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 As social problems increase among Malaysian youths, youth crimes too 
have been risen especially since the late 1990s. Sad to say, the youth crimes are 
becoming more violent and alarming. Young people are responsible for 40% of 
crime committed today! Examples of such crime are theft, burglary, robbery and 
fighting. 
 Youth crimes are caused by various factors. They can be poor attainment 
at school, truancy and school exclusion, deprivation such as poor housing or 
homelessness and peer group pressure. Family factors include troubled home life, 
poor parental supervision, criminal parents or siblings, parental abuse or neglect 
and the quality of the parent-child relationships. 
 Parents usually do not accept that they are to be blamed when something 
goes wrong with their child. Instead, they are quick to blame the system and 
others when their child commits crimes. They refuse to accept that due to lack of 
parental attention, the teenagers turn to wrong company and get influenced to 
commit crimes. These youth criminals do this either to fit into the group or to 
listen to the group leader. 
 Tackling youth crimes is a priority for the government today. One move 
taken is to introduce major changes to the youth justice system, which together 
with preventive measures, are aimed to reduce offending by young people. The 
prevention efforts implemented are comprehensive in scope. They include 
activities such as substance abuse education and treatment, family counseling, 
youth mentoring, parenting education, educational support and youth sheltering. 
All these come under the delinquency prevention programme. The aim of the 
programme is preventing youth from becoming involved in criminal or other anti-
social activities. 
 Increasingly, governments are recognizing the importance of allocating 
resources for the prevention of delinquency. As it is often difficult for states to 
provide the fiscal resources necessary for good prevention, organizations, 
communities and governments are working more in collaboration with each 
other to prevent juvenile delinquency. 
 Schools play a big role in this. A school-based programme has been 
initiated to provide support and advice to young people aimed at improving 
behavior and reducing truancy. When students show greater interest in their 
studies, they are less likely to be influenced by bad company. Some youth centres 
impose a requirement for parents to attend counseling and guidance sessions 
where they receive help in dealing with their children. 
 Youth offending teams are an important part of our strategy to deal with 
youth crime. They include representatives from the police, social services, health, 
education and housing. Their job is to identify the needs of each young offenders 
as well as their problems and then measuring the risk they pose to each others. 
This enables them to identify suitable programmes to address the needs of the 
young person so they can be rehabilitated. 



5. Write a composition of about 350 words on the following topic. 
The need to conserve rivers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Rivers are the life vein of any country. They are the sources of our 
drinking water, food, irrigation water, and hydroelectric power. They also 
facilitate transportation and provide the drainage needed to alleviate flooding. 
Unfortunately, over the years, our rivers have increasingly been used as raw 
sewers for domestic, commercial, industrial and agricultural effluent. 

 Considering the importance of rivers, preserving them is of utmost 
importance. However, it is a difficult task as rivers are influenced by a very large 
area, their watershed. The catchment includes all of the area which eventually 
supplies water to a river. It contains all sorts of different land uses from urban 
land, to farms, to forest. 

 Anything that happens in the catchment will eventually have an impact 
on the river. Fertilisers and pesticides applied to fields can run off the surface or 
seep into groundwater which eventually enters the river. Large areas of 
impervious surface like pavements and roofs prevent storm water from seeping 
into the soil, this can cause much more rapid and frequent flooding of the river. 
In the same manner, rivers occur in networks and so can all add up to a much 
larger impact on the main river. Thus, protecting a river involves managing 
everything upstream. 

 Over the last two decades, Malaysia has experienced rapid economic 
growth. This current trend suggests that the growth will continue to flourish in 
the next decades or more. It is apparent that rapid economic development in 
agriculture, forestry, industries, urbanisation and mining, for instance, have 
taken a huge toll on our rivers. These activities have significantly disturbed their 
hydrological systems leading to the increased occurrence of floods and 
landslides which often exacerbates into unimaginable disasters. During such 
disasters, human lifes are lost. As for environmental degradation, it is now a 
serious threat to our river ecosystems, endangering all the inhabitants and 
diminishing the quantity and quality of water resources. 

 Of course, the simplest step we can do is not to throw rubbish into rivers 
or our drains because the end up in rivers. Reducing usage of water will also 
help for the less we use, the less strain we will put on the river resources. We 
have to be proactive by organizing river clean-ups, and act as the eyes and ears 
for the authorities in charge. Recently, police work has shifted towards 
managing rivers at the scale of watersheds but there is still a lot of progress to be 
made. 

 Rivers must be conserved. To do this, there must be cooperation of the 
public and authorities. When rivers are protected, the nation and all its people 
benefit. 

 

  

  



6. Write a composition of about 350 words on the following topic. 
Benefits of joining a social networking website. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 A large number of Internet users have joined social networking websites. 
In the last five years, they have been growing more and more popular. This 
increase in their popularity has led to a large number of members. 
 One of the many reasons why Yahoo and MySpace social networking 
websites have increased in popularity is due to the fact that they cover a wide 
variety of different topics, issues and interests. They do not just focus on one 
particular group of individuals or one particular issue. Their policy is to invite as 
many types of Internet user to join as possible. By this, it gives members a wide 
selection of online friends to choose from. 
 If you are looking to join a social networking website that is more focused 
on creating friendships or partnerships between Internet users preferable with the 
same interests, then you will want to focus on social networking websites. They 
have a particular focus. The prevalent website focus on important issues, topics, 
and hobbies, such as pet owners, religion, travel and others. So before you join, 
think of an issue you are interested in and sign up for the website that focuses on 
that issue. 
 What really sees them apart from other websites? What is so special about 
them? These are questions that which have been asked by many who show interest 
in joining. Primarily, it is the community. As mentioned, such social networking 
sites tend to focus on a particular topic, issue or hobby. This means that if you are 
keen traveler and you would like to speak to other keen travelers, you would want 
to join a traveller’s networking site. 
 The difference between these social networking sites and traditional ones 
is that you will be automatically paired with hundreds, if not thousands, of other 
Internet users who share the same interest, views or beliefs as you. This is a big 
bonus to the members. 
 Another benefit of joining the social networking website is that you are, in 
a way, safer than those who are members of other networks. Most of them require 
activation before joining the site. Before activation can occur, many users are 
required to state their reasons for wanting to join the network or they may be 
required to fill out a small questionnaire pertaining to the social network in 
question. In many cases, this will help to determine whether or not they have a 
genuine interest in the topic focused on by the network in question. 
 By pairing you with a group of individuals who share the same beliefs, 
views and interests as you do is advantageous to members. It means that you do 
not have to spend hours researching a person or speaking to them just to learn 
what they are or are not interested in. Therefore, this enables you to jump right in 
and start making friends, almost as soon as you are granted access to the site that 
you have chosen. This service gives the social networking websites a great edge 
over other websites. 
    



7. Write a composition of about 350 words on the following topic. 
What are the qualities of a good leader? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Leaders are needed to manage a country or any organization. They are 
very important people. Under good leaders, the country will be stable and 
peaceful. In this way, it can prosper. 
 The same goes for organizations. They too need good leaders to lead 
them. They cannot grow or do well without good management or leaders. 
Schools too need leaders. They are the headmaster, class monitors, prefects and 
game captains. All of them have an important role to play to ensure the smooth 
running of the school. At home, parents are the leaders guiding the family, 
 To me, the most important trait of a leader is a strong sense of 
responsibility. A leader should take his work or position seriously and carry out 
his duties to the best of his ability. He should always think of what is best for his 
people, be it staff members, family or any group of people. 
 A leader is also someone who helps others become more than they ever 
thought it was possible. Leadership is about unlocking potential, whether 
individual potential or that of a group, company or organization. It is not about 
telling people what to do. Instead, it is inspiring them to see what they are 
capable of and then helping them get there. 
 A very important quality of a leader is being sincere, honest and truthful. 
In dealing with those under him, he should at all times follow the principles of 
fairness and justice. Leaders in schools or communities should be honest with 
those under their charge. In this way, they can gain their people’s respect and 
trust. If a leader does not have these traits, his people cannot rely on him. 
 Leaders of a country should always put the interests of their people first. 
They have to be approachable, caring and concerned about the welfare of those 
under them. A good leader should be willing to listen to his peoples’ problems 
or suggestions. This is then followed up by doing his best to solve this problems. 
 Ultimately, a leader is a friend to those under his guardianship. This is by 
being their mentor and guide. As one, he has to set good examples. That is why 
a good leader is likely to train good followers. The reverse is likely to happen 
under poor leaders. This testifies to the importance of good leadership. 
 In addition to being self-aware, an effective leader is not afraid to take an 
extra responsibilities and duties. Sometimes it requires putting the organization 
or group first. To do this, there must be a strong sense of commitment. 
 It is not easy to be a good and true leader. Neither it is impossible. True 
and good leadership requires one to make sacrifice, including putting others 
before oneself. He is often the mentor who prompts other to be their best, 
someone who cares and listens, and is willing to always be there for them. 
 
  



8. Write a composition of about 350 words on the following topic. 
Write a description of a festival your family celebrates. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 A festival I like to celebrate is the Mooncake Festival which falls on the 15th 
day of the eighth month in the Chinese calendar. There are many tales about the 
significance of the mooncake. Children are told the ancient story of the moon fairy 
who lived in a crystal palace and came out only to dance on the moon’s shadowed 
surface. 
 Another legend links them to a mythical day when ten suns appear at once 
in the sky. The emperor ordered a famous archer to shoot down the nine extra suns. 
When the task was accomplished, he was awarded a pill that would make him 
immortal but it was only eaten by his beautiful wife Chang O. After taking the pill, 
she floated all the way to the moon and it is said her beauty is greatest on the day of 
the moon festival that takes place on the 15th day of the eighth lunar month. 
 Today, Chinese people celebrate the festival with dances, feasting and moon 
gazing. Of course, it includes the eating of mooncakes. The traditional mooncakes 
have a filling of sweet bean paste, lotus paste or assorted nuts, covered by a golden 
brown flaky skin made of flour, syrup, oil and alkaline water. Some of them come 
stuffed with a bright-moonlike egg yolk or two. 
 Over the years, mooncakes have evolved in taste to suit the health-conscious 
modern lifestyle. Many bakeries offer miniature mooncakes and fat-free 
mooncakes. Some are made of yogurt, jelly and fat- free ice cream. To be 
competitive, bakers boast about how little sugar and oil they use in their mooncakes. 
Customers can pick and choose the size and filling that suits their taste and diet. 
However, the traditional bean-paste filling with egg yolk mooncake is still very 
popular. 
 Another unique feature of the festival is the lantern parades by children. To 
celebrate the sighting of the moon, red plastic lanterns of traditional styles and 
decorated with traditional motifs are prepared for the occasion. On that night, the 
roads are alight with thousands of candlelit lanterns. The lanterns used to be made 
in traditional shapes such as goldfish, carps, butterflies, lobsters and star—shaped 
fruits. Recently, lanterns are also made in the shape of missiles, airplanes, rockets, 
ships and tanks. This is one night children are allowed to go out at night to temples 
carrying rabbit-shaped lanterns. This explains why the Mooncake Festival is also 
referred to as the Lantern Festival. 
 Offerings of mooncakes, deep fried chicken, yam, water melon seeds and 
prayers are made with the customary lighting of joss-sticks, red candles and golden 
joss-paper are burnt. After prayers, there is feasting and merry-making with children 
carrying lighted lanterns around the neighbourhood. 
 Considering all these interesting activities, it is understandable why I look 
forward to the festival every year. 


