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· Functional skills syntax
· Functional skills 
reading and writing

	Make sure you are engaging in at least 10 minutes of story sharing every day! 
This can be reading with an adult, exploring non-fiction texts, listening to audio books or online readings.




Syntax: Reorder the sentences[image: ]
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Top tips:
· Think of the name of the company you want to work for; is it a school/ shop/ mechanics?

· Remember to use full stops, capital letters and conjunctions .       (and, but , so)

· Start your letter with To the Manager of (company name)


· You may want to plan and create a draft first.
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untitled

Football crazy

Put the sentences in order.

It was the morning of the match and Kyle was very excited.

Kyle's team won the cup.

Kyle's mum washed all the football shirts after the match.

He was also worried because their best player was ill.

The boys put on their football boots ready for the game.

Kyle was the goalkeeper. He saved three goals.
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Write a sentence for each football word.

. goalkeeper |The goalkeeper saved the goal. It just missed the post.

match

cup

football

net

shirt
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Formal letter

Text A.
Read this text and then answer the questions.

Dear Jackie
Thank you for your application. Please come for an
interview at 12.30 on Wednesday 14" January at our office

in Bond Street.

The Bond Street office is about 250 metres from the Cross
Keys pub in Plank Street.

Walk along the street to the school and then turn right into
Grange Road.

Bond Street is the second turning on the left. (It is just
after the church.)

Our office is on the right hand side next to the entrance to
the hospital.

Yours sincerely
net Wright

Manager
Good Job Employment Agency
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You get one mark per correct answer.
Q1-4. Circle the correct answer.

1. The letter is
a) asking Jackie for a job
b) offering Jackie a job
<) inviting Jackie to an interview

Jackie has been asked to visit on
a) June 13"
b) January14™
) January 12"

When Jackie has passed the church she should
a) turn left
b) go straight on
©) turn right
Where is the hospital?
a) Plank Street
b) Grange Road
<) Bond Street

How far must Jackie walk from the pub to the office?
What time has Jackie been asked to arrive?
What is Janet Wright's job at Good Job Employment Agency?

There are 3 roads in the letter. Write them out in alphabetical order.

School, Bimingnam
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Advertisement

Text B
Read this text and then answer the questions.

Dorrison’s Supermarket

Cleaners wanted
Morning or evening shifts
No previous experience needed
Uniform provided
We will pay a good wage + paid holidays

For more details, telephone 079734 626364 or write to
The Manager, Dorrison’s Supermarket
Shaft Road, Eastport, EJ8 4HV
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You get one mark per correct question unless otherwise stated.
9. What type of job is being advertised?

10. Tick all the answers that are true
a) You will get paid holidays
b) You need to buy your own uniform
©) You must have done this kind of job before 3 marks

11. What number do you need to phone to find out more about this job?

12. Write out the name and address as you would need to write it on an
envelope to get more details about this job.

13. You want to work part-time in the afternoons
Would the job be suitable?  Yes No  (Tick correct answer)
Give a reason for your answer.

2 marks.

14. Look up the word experience in a dictionary. Write down what it means.

Total marks ..... - Max 18  Pass Mark 14
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You are applying to do a work experience placement at a local
company.
The company has sent you an application form.

Complete the form with your contact details.

These do not need to be your real contact details.

Work Experience Application Form

I

_
N

Contact Details
Phone/email
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For markers
Task 5 (16 marks) Use Only

The company has asked you to explain why you want to do your
work experience with them.

Write in full sentences in the space provided.

You could include:
Why you want to do work experience with the company.
When you want the placement to start.

What you would like to do during the day.
What skills and experience you have.
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Hints:

Look for the capital letter

to get you started.

The final word may have a full
stop or a question mark next to it.

ship  The  big
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