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Your full name:
(block capitals)

centre:        Date:

candidate registration number:

time allowed: 110 minutes

Please answer all questions. Write your answers in pen, not pencil.
You may not use dictionaries. You may not use correction fluid.
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Planning section

For this exam you must show you know how to plan your writing. Use this section to plan your 
answer to one or two of the tasks in this exam paper. Remember, you must plan at least one 
answer in this box.

Use this box to plan your answers.
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applicatioN to Job-sHaRE

Name:

Department:

Post held:

Please give a brief description of your current duties:

Please outline your reason for wishing to job-share: 

Task 1

You have a full-time job but you want to apply for a job-share position at work, so you will work 
only 2.5 days a week and share the work with a colleague. Complete the application form below.

Write about 200 words in total for the form.
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Please explain why you feel that a job-share will benefit the company:
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Task 2

Write a report for your teacher on the subject of recycling in your area. Explain why people 
recycle, describe the facilities in your area and suggest ways to encourage people to recycle more.

Write about 250 words.
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Task 3

You are going away for two weeks and you have arranged travel insurance on the internet, but the 
documents haven’t arrived yet. Write an email to the insurer expressing your concern and asking 
them to resolve the problem quickly.

Write about 150 words in your email.

a.person@email.com

Re: Travel insurance
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Task 4 

Your friend is coming to visit you next month but you have an important work event. Write him/her  
a text message to rearrange the date.

Write about 30 words in your text message.
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