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1. I selected Microsoft Word to design my poster because I am confident using the software. It provides useful tools that helped me organise the content and create a clear, professional-looking design.

2. I used the information provided by my manager in the email and followed the instructions in the design brief.


3. To create the poster efficiently, I copied the required text using keyboard shortcuts (Ctrl + C and Ctrl + V). I then adjusted the font styles, sizes, and colours to improve readability and make the poster more visually appealing.

4. I customised the poster by changing the text colours and adding suitable stock images to support the content, as these were not included in the original design brief.


5. After receiving feedback from Nishi, I considered adding a coloured background. However, I decided to keep the background white because it makes the information clear and easy to read. As I had already used different fonts and colours, the white background also helped the important information stand out.

6. I improved the overall presentation by using headings, bold and italic text, and consistent formatting. These changes made the poster more organised, easier to follow, and visually appealing.








Class Learning:
Dear Nishi,
Today, I learned how to create and add a professional email signature.
Kind regards,
Pappy Akter
Student Number: 2429543
Certififate in Business Skills
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