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Section 1 Reading  
In this section: 

• There are 25 marks available. 
• You must answer all 8 questions. 
• You will need source documents for this section. Read the two documents and answer the 

questions in the question paper. 
• You do not need to write in complete sentences. 

 
Section 2 Writing  
In this section: 

• There are 25 marks available. 
• There are 2 questions. You must answer both questions. 

 
 
General instructions for both sections 

• Please write your answers in blue or black pen. 
• Dictionaries are permitted. 
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Section 1 Reading 
 
There are 25 marks available in this section. 
 
General information 

• Answer all 8 questions. 
• The maximum mark for each question is shown. 

 
In Section 1: 

• You do not need to write in complete sentences. 
• Dictionaries are permitted. 
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Scenario 
 

You have recently started a work placement and have been asked to research how the business 
could use social media to its advantage. As part of your research you read the following 
documents: 

• a blog (Document 1) 
• a webpage (Document 2). 
 

 
Read the documents in the source booklet and answer the questions.  
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 Questions 1 and 2 are about Document 1.  

   
1 Why has the author written the document? 

 
TICK ONE 
 

a) To sell a new service.    
 

 
b) To share information.    

 

c) To recruit employers.    
 

d) To provide instructions.   
 

1 mark 
 

 
 
 
 
2 When job hunting, what are the advantages of using social media instead of 

more traditional methods? 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
 
 
 
 
 
 

2 marks 
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 Questions 3 and 4 are about Document 2.  

   
3 Consider how the writer uses language to persuade readers to buy the book. 

Choose two examples from the text and briefly explain why each is effective. 
 
Example 1 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
Explanation 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
Example 2 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
Explanation 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 

4 marks 
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4 Give four examples of opinions from the text. 

 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
 

4 marks 

 Questions 5 to 8 are about one or both of Documents 1 and 2.  

 
5 

 
What information about social media is repeated in Documents 1 and 2? 
Give four examples. 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
 
 
 
 
 
 
 
 

 
4 marks 
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6 What are the benefits for employers of recruiting through social media?  
List four benefits. 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 

4 marks 
 

7 Who are the two target audiences for Social Media Made Simple? 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
 

2 marks  
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8 What alternatives to recruiting through social networking sites are mentioned 
in Documents 1 and 2? 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 
............................................................................................................................ 
 
 

4 marks 
 
 

End of Section 1 Reading 
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Section 2 Writing 
 
There are 25 marks available in this section. 
 
In Section 2: 

• You should write in complete sentences. 
• You will be assessed on spelling, punctuation and grammar. 
• Dictionaries are permitted. 

 
 
The following marks are available for this section: 
 Question 1  Question 2 

• presenting information and ideas concisely, logically 
and persuasively 

• using a range of sentence structures including 
complex sentences and paragraphs to organise 
written communication effectively 

• structuring and formatting information appropriately 

 
 

9 marks 
 

 
 

6 marks 
 

• punctuating written text using commas, 
apostrophes and inverted commas accurately 

• ensuring written work is fit for purpose and audience 
with accurate spelling and grammar that support 
clear meaning 

10 marks 

Total marks available for Section 2 Writing 25 marks 
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Question 1 
 
Scenario – You are considering a change of job and decide to apply for the job below.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your task: is to write the email to apply for the position.  

We suggest you write 140 – 200 words. 

There are 9 marks available for this question. A further 10 marks are available for 
accurate spelling, punctuation and grammar across Questions 1 and 2. 
 

 
Overseas Holiday Representative required 
 
Based in our resort in Spain. 
 
Duties include:  
meeting holiday makers from the airport, taking them to their hotel, offering 
advice and guidance about the local area and being their point of contact for 
questions and any emergencies that may occur. 
 
Accommodation and food provided in hotel. 
Basic salary of £9000 a year plus commission on trips sold in resort.  
Free return flights to Spain.  
 
As part of the initial selection process, we want you to send us an email telling 
us why you would be suitable for the position and why the job appeals to you. 
Most importantly, we want you to convince us that you, like us, understand 
what excellent customer service is and why it is important.   
Send your emails to: recruit@dreamdestinations.co.uk 
 
 
 

 

Dream  
 Destinations 

Excellent holidays, excellent customer service 
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You may use the space below for planning and drafting. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Essential Skills Communication L2 Sample Paper 1 

 

12 

 

 Write your email here. 
 

 

 

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 ...............................................................................................................................................................  

 

 

 

 

       To: 

Subject: 
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..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  

..............................................................................................................................................................  
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 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   

 .........................................................................................................................................................   
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Question 2 
 
You were successful at the interview and have decided to accept the position as an Oversees 
Representative. You need to hand in a resignation letter to your current employer, Grant’s 
Supplies. Address your letter to: 
 
Tracey O’Hare, Managing Director, Grant’s Supplies, 124 Coats Road, Belfast BT9 7TD. 
 
Your task: is to write the resignation letter. 
 
Include detail about: 
 

• why you are writing 
• when you need to leave by 
• your new position 
• your time at Grant’s Supplies. 

 
 
We suggest you write 100 – 120 words. 
 
There are 6 marks available for this question. A further 10 marks are available for 
accurate spelling, punctuation and grammar across Questions 1 and 2. 
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You may use the space below for planning and drafting. 
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Write your letter here. 
 
 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 

 ....................................................................................................................................  
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 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 ....................................................................................................................................  

 
     End of Section 2 Writing
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