COMMON SHORTCUT KEYS FOR MICROSOFT WINDOWS KEYBOARDS


	
KEYS
	
ACTION

	CTRL+ESC
	Opens the start menu

	CTRL+ALT+DELETE
	Opens the windows close programme or NT security dialogue box

	delete
	Deletes the selected item(s)

	SHIFT+DELET
	Delete the selected item permanently (without moving them to recycle bin)

	CTRL+I
	Italics

	CTRL+B
	Bold

	CTRL+N
	Opens a new web page or files.

	CTRL+O
	Opens the web page or file dialog box.

	CTRL+P
	Opens the print dialog box.

	CTRL+S
	Opens the save dialog box

	CTRL+U
	underline

	CTRL+X
	Cuts the selected item(s) to clipboard

	CTRL+C or
 CTRL+INSERT
	Copies the selected item(s) to the clipboard.

	CTRL+V or
 SHIFT+INSERT
	Pastes the copied item(s) from the clipboard

	CTRL+Z or
ALT+BACKSPACE
	Undoes the last action if possible

	CTRL+SHIFT
	Do this while dragging a file to create a shortcut

	ALT+SHIFT+BACKSPACE
	Redoes the previously undone action.

	Windows logo key
	Opens start menu

	Windows logo key+M
	Minimises all open windows

	Windows logo key +shif +M
	Expands windows minimized with above  command.

	Windows logo key+E
	Opens windows explorer.

	Windows logo key+F
	Opens the find all Files dialogue

	Windows logo key+R
	Opens the run dialog box.

	Windows logo key+BREAK
	Opens the system properties dialog box.

	Windows logo key+CTRL+F
	Opens the find computer dialog box

	SPACEBAR
	Same as left Mouse clicks

	SHIFT+F10
	Same as right mouse click

	SHIFT while inserting CDROM
	Suppresses Auto play

	SHIFT while loading Microsoft word
	Suppresses the AutoExec macro.

	F1
	Displays help information

	F2
	Rename a selected item.

	F3
	Opens the Find All Files dialog box.

	F4
	Opens the drop-down list box on the toolbar, if there is one.

	F5
	Refreshes the current window.

	F6
	Switch panes in explore .

	F10
	Activates Windows Menu Bar.

	ALT+F4
	Close the current window.

	ALT+F6
	Switch between multiple windows in the same program.

	ALT+ENTER
	Displays properties for the selected item.

	ALT+TAB
	Switches between application menu.

	ALT+underlined first letter in menu
	Opens the indicated menu.

	PRINT SCREEN
	Copies an image of the screen to the windows clipboard.

	ALT+PRINT SCREEN
	Copies the image of the active window to the windows clipboard.

	*(Asterisk on the right side numeric keyboard)
	Expands everything under the current selection.

	-(MINUS SIGN on the right side numeric keypad)
	Closes everything under the current selection.

	CTRL+W
	Close open tab in a browser or close a document in a word.

	CTRL+O
	Open a file in many programs

	CTRL+T
	Create a new Tab in an internet browser or adjust tabs in word.

	CTRL+End
	Moves curse to the end of the end of the document instead of end of a line.



















The University of Zambia
P.O Box 32379
Great East Road campus
Lusaka, Zambia.
Phone No: +260974757995 /+260967109020
Email: aronsikasukwe84@gmail.com

8th November,2021.

The Human Resource Manger
Kansanshi Mining Plc
P.O Box 110285
Solwezi – DR Congo Road
Solwezi, Zambia.

Dear Sir/madam,
Re: APPLICATION FOR JUNIOR EXPLORATION GEOLOGIST POSITION
I am writing to apply for the position of Junior exploration geologist as advertised on Zambia Daily Mail.com.
As a recent Bachelor of Geoscience graduate, I am looking forward to applying my skills in a practical setting I have enjoyed the field work component of my degree immensely and I am keen to work in diverse and remote locations.
Having completed a number of exploration projects in the field, I have developed a comprehensive understanding of geological mapping and the collection of field data, coupled with the ability to interpret data and write detailed reports. This has fostered a keen interest in all aspects of mining and resource processes, including open pit and underground investigations, drilling and exploration design.
My skills include a good working knowledge of programs such as AutoCAD, QGIS, Word, Excel spreadsheets and Python Programming. I work well as a member of a team but am also confident in assuming responsibility for tasks autonomously. Through my previous work in hospitality, I have gained excellent communication and interpersonal skills, along with the ability to solve problems and handle challenging situations.
I feel that I am a strong candidate for this position due to my extensive experience in team environment and physically demanding roles, and my genuine passion for geology.
I would welcome the opportunity to discuss the application with you further, and look forward to hearing from you.
Yours Faithfully, 

[bookmark: _GoBack]Sikasukwe Aron.
	Student N0
	Name
	Number
	GGY3020
	GGY3049
	GGY3031
	GGY3069
	MAT2602
	GGY3025

	1
	Aron
	20182020
	65
	80
	98
	52
	35
	91

	2
	Mathews
	20183005
	64
	92
	65
	56
	39
	78

	3
	Luti
	20181600
	45
	82
	83
	43
	18
	74

	4
	Lishey
	20183201
	40
	85
	88
	46
	18
	76

	5
	Chisenga
	20170000
	56
	79
	94
	75
	38
	70

	6
	Baza
	20170140
	50
	75
	80
	50
	-
	80

	7
	Abigail
	20166000
	67
	86
	90
	50
	11
	83
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