Skills Unlimited - Worked example - borderline pass

Skills Unlimited

Worked example L1

Q1
No sender’s address DET + ST

(ST = no return)

Dear Tony | hope you are well. It's a while since | was at college - | hope you
SP SP  La

remember me! You gave me alot of help when | was at college especily for
P SP P

my maths and english. When I left college it took along time to get a job
P
in the end | got a job in the office of Hargreaves the builders it wasn’t very
SP Gr Gr

intresting and the pay were low. Now | am wanting to apply for a job with
P
Skills unlimited in their marketing department and they are asking me for a
P La P Gr

reference. Can i give you for this. The job sound much more
P
intresting and will mean i have to go to open days at colleges and help design
La P

some of the advert stuff which i will really enjoy although talking to a lot of
P P SP

people may be hard at first as you know i am quiet shy. If i do well with this
Gr
job i would liked to work in a marketing department of a really big company
P La

and my dream is to work in london. My main intrest is doing the graphics for
SP

adverts and publicity so | hope if | speclise in this | will get into bigger
SP P

companys and get more pay! Thank you for reading this | hope to hear from

you soon. Andy Tyler (ST — no return)

ST — no valediction

225 words — acceptable length
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Q1

Max
Marks

Marks
awarded

Comments

Clarity & coherence

3

3

Points are clearly made
with some linkage.

Detail

3

2

Sender’s address is
missing so a reply
could not be sent. First
bullet point has little
expansion.

Logical

N

N

Good logical order.

Format

[ERN

[ERN

Candidate has
attempted a letter
format — Dear Tony

Structure

Candidate has omitted
their address, the
recipient’s address,
date and valediction.
There is no return after
the salutation or at the
end of the letter

Language

Appropriate tone and
language used for the
purpose. Some
instances of poor use
of language.

Spelling

Seven spelling errors in
an acceptable length
document — see tables.
Note, repeated errors
are not penalised twice.

Punctuation

Twelve punctuation
errors in an acceptable
length document — see
tables.

Grammar

Four grammar errors in
an acceptable length
document — see tables

TOTAL Q1

25

15
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Skills Unlimited

Worked example L1

Q2
P P P P
i work in the marketing department for skills unlimited | would like to tell you

about our company and the kind of things we can offer you.
La
Our company has much experience in training and offers a big range of
SP SP Gr P
subjects specially designed for collages. We can now offer are new ‘interview
P Gr

skills’ course that will help people prepare for a interview and make the best
S
of themselfs on the day. We think these skills are important because there
La / clarity SP
are usually lots of people getting each job and to be the person choosen you

have to stand out. The interview skills course will make sure everyone knows

what to take with them and to think about the kind of questions asked in
SP SP

interviews. The second part of the course will give advise and have some roll
La Gr

play about how to look, and act not nervous. All students will need this skills
La

of this course. If anyone have any questions please come to our stand.

162 words — acceptable length

Q2 Max Marks | Marks Comments
awarded
Clarity & coherence 3 3 One instance of a

lack of clarity, but
generally clear and
coherent
throughout.

Detail 3 2 Bullet points are
covered but with
little expansion.

N
N

Logical Good logical order.

Format 1 0 No opening
greeting to indicate
a speech.
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Structure 2 1 Good introduction
to the speech but
weak conclusion
and no close.

Language 3 2 Appropriate tone
used for the
purpose. Four
instances of poor
use of language.

Spelling 3 1 Six spelling errors
in an acceptable
length document —
see tables.

Punctuation 4 2 Six punctuation
errors in an
acceptable length
document — see
tables.

Grammar 4 3 Three grammar
errors in an
acceptable length
document — see
tables

TOTAL Q2 25 16

Totals Q1 and Q2 50 31

A mark of 31 is just a pass. The candidate has demonstrated some good
language and grammar skills but lacks knowledge in structuring a letter and
the appropriate format of a speech. Spelling and punctuation is also weak
across the two documents.

Many spelling errors could have been corrected by use of the spell checking
facility and/or proof reading. In addition, knowledge of layout for a letter would
also give extra marks and ensure a good pass.



