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Task 1 You are applying for a job. Fill in this form. 

Contact details 

Name   

Please Tick Male    Female  

I am applying for Permanent full time work  Temporary full time work  

Email   

Telephone  Mobile  

Address   

Town  County 

Postcode   

Personal Statement 
Write about yourself and include your ambitions for the future and how you plan to achieve them. Write a 
minimum of 50 words. 
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Previous Experience 

Give details of your most recent job. 

Employer   

Job Title     

Start Date  End Date 

Skills required (Write a minimum of 50 words) 

Education Information 
Put your highest level of education first. 

College / Institute 

End Date   

Achievements   

School  

End Date   

Achievements 
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Task 2 

You were travelling by train to a job interview and your train was delayed. The ticket was expensive and 
there were problems with the buffet and the toilets. 

Write a letter to the train company describing the journey, what happened on the day and ask for a 
reimbursement. Be polite and persuasive rather than forceful. 

Write a minimum of 150 words. 

Write your letter below. 
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Task 3 

Most companies today expect workers to use mobile technology, especially phones, so that the worker can 
always be contacted by the business and by customers. 

Write an essay which discusses the advantages and disadvantages of a worker being available at all times. 

Write about 300 words. You must write a plan. 

Show your planning here. 

Plan 
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Task 3 

Write your essay here. 

Write about 300 words. 
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