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21 Hemden Road

Barton
Essex
ES4 9JH

Mrs C Weston

Music Department

Stanton College

Essex

ES19 3KN

Dear Mrs Weston
P

| am writing to ask if you would be able to write a reference for me, | am applying for a new
job and have been asked to provide the names of two referees.

P
The job | am applying for is as a Marketing Assistant with a company called Skills Unlimited,
Lang
they are based in Essex so it will be really handy for me.

| would like to say a big thank you to you and everyone at the college because without your
help | wouldn’t be applying for this job now. | still miss coming to college but | am also very
excited about this new job as long as | get it.

Gr
| don’t know to much about the job yet but | will be working in the marketing department. |

am sure at first | will be doing the jobs no one else likes to do like the photocopying and

making the tea but at least it will be a job and | can learn all about marketing. | hope it will
Sp P P
lead to a better position in the company after awhile maybe even marketing manager.

Sp
| would be really thankfull if you agreed to write a reference for me. Please let me know if it
Sp
is allright to give your name to Skills Unlimited.
St
Yours faithfully

A. Candidate
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Q1

Max
Marks

Marks
awarded

Comments

Clarity & coherence

Points are clearly and
coherence is well
demonstrated.

Detail

All relevant details have
been covered, including the
sender’s address, enabling a
response to be made.

Logical

Logical order maintained
throughout.

Format

Candidate has created a
formal letter.

Structure

All the necessary component
parts of the letter are
present, apart from the date.
However, the accepted
convention is to use Yours
sincerely if the letter is to a
named recipient.

Language

Appropriate tone and
language used for the
purpose. One instance of
informality appears, but this
is insufficient to warrant a
deduction of any marks.

Spelling

Three spelling errors.

Punctuation

4 errors — Although the
candidate’s use of commas
is not perfect, their misuse is
not penalised at level 1.
However, errors include
comma splices, and the
omission of the full stop is
what is penalised. The
missed capital letters on the
job title, Marketing Manager,
are penalised as two errors.

Grammar

Only one grammar error in
an acceptable length
document — see tables

TOTAL Q1

25

21
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Good afternoon everyone and thank you very much for coming to this brief
presentation.

P P P P
The topic | am going to talk about is Interview Skills and how skills unlimited can help you

prepare for any interview.

Gr
As you know most jobs these days need people to have a interview before they can be

offered the job. At Skills Unlimited we have a course designed to help all people improve
Gr
there interview skills. The course covers preparing for an interview, personal presentation
Sp
and effective communication. Interview skills are so important, and compleating this course
Gr
could make the difference between been offered the job or not. That interview is your

chance to show the employer how good you are, and to convince them that they should

give the job to you not to one of the many other people they are probably going to

Gr
interview. We have help hundreds of people get the job of their dreams through this very
Sp
effective course and | would be happy to talk to you after wards to give you more
Sp
imformation.

Skills Unlimited also has many other courses that can help you as an individual or as a
Lang P
company. Our courses go from preparing a CV to Health and Safety, as well as many

more. We have a stand here in the hall and | would be very happy to talk to you about

everything that Skills Unlimited has to offer.

Thank you.
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Q2

Max Marks

Marks
awarded

Comments

Clarity & coherence

3

3

Clear and coherent
throughout

Detail

3

3

All detail required
is covered, and
with sufficient
expansion. The
word count is
approximately 240
words.

Logical

N

N

Good logical order.

Format

Opening to the
speech is effective
and is the correct
tone.

Structure

Good introduction
to the speech,
strong conclusion
and appropriate
close.

Language

Appropriate tone
used for the
purpose. Only one
instance of poor
use of language.

Spelling

Three spelling
errors in an
acceptable length
document — see
tables.

Punctuation

Five errors in an
acceptable length
document — see
tables. Once
again, note that
errors in comma
use are not
penalised at level
1.

Grammar

Four grammar
errors in an
acceptable length
document — see
tables

TOTAL Q2

25

21

Totals Q1 and Q2

50

42




