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3748-014 Sample Assessment 4
Level 2 Functional Skills English
Writing

Holiday Rep

Candidate Name (First, Middle, Last)

Candidate enrolment number DOB (DDMMYYYY)

Candidate signature and declaration*

Assessment date (DDMMYYYY) Centre number

General information:

e The duration of this paperis 1 hour, 20 minutes.
e The maximum mark for each question is shown.

e The total number of marks available is 50.

General instructions:

e Read each question carefully.

e Answer both questions.

e Dictionaries, electronic grammar and spell checkers are permitted (internet
access is not permitted).

* | declare that | have no prior knowledge of the questions in this
assessment and that | will not divulge to any person information about
the questions.
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Question 1

Dream
Destinations

Excellent holidays, excellent customer service

(26 marks)
Your task is: to write the email.

We suggest you write about 250-300 words.

You will be assessed on:
e presenting information/ideas concisely, logically and persuasively

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

e structuring and formatting information appropriately

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

e ensuring written work is fit for purpose and audience, with accurate spelling and
grammar that support clear meaning.
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You may use the space below for planning and drafting.
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Question 1 — Write your email here.

-] OX

LEEJ To:

Subject:

o= Functional Skills English — Writing — Holiday Rep L



+

+

3748-014

Functional Skills English — Writing — Holiday Rep




= 3748014 -7- Holiday Rep -+

o= Functional Skills English — Writing — Holiday Rep L



+

3748-014 -8-

Question 2

You were successful in your application and have worked for a year as a holiday rep in Spain.
The holiday company you work for want to recruit more holiday reps and have asked staff to
write an article for the company magazine about the positive and negative aspects of the job,
including what you have learnt, the opportunities it has given you, and dealing with challenging
situations such as lost luggage, awkward customers and flight delays.

Your Task is: to write an article for the company magazine.

(24 marks)
Suggested word count 250 - 300 words.

You will be assessed on:

e presenting information on complex subjects clearly and concisely
e using arange of writing styles for different purposes

e using arange of sentence structures, including complex sentences and paragraphs to
organise written communication effectively

e punctuating written text using commas, apostrophes and inverted commas accurately
e ensuring written work is fit for purpose and audience, with accurate spelling and
grammar that supports clear meaning in a range of text types.
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You may use the space below for planning and drafting.
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Question 1 — Write your article here.
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End of Assessment
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