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Section 1 Reading  

In this section: 

 There are 25 marks available. 

 You should 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. 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 are considering applying for an apprenticeship. You want to know what is involved and if it 
would be right for you. As part of your research you read the following documents: 

 

 an apprenticeship information webpage (Document 1) 

 a recruitment agency job advertisement (Document 2). 

 

Read the documents in the source booklet and answer the questions. 
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 Questions 1 to 4 are about Document 1.  

 

1 

 

Which four sections provide information about the money an apprentice earns?  

 

 

 

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

 

 

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

 

 

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

 

 

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

 

 

 

 

 

 

4 marks 

                    

2 What three steps does the document say you could take if you fail to get an 
apprenticeship?  

  

 

 

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

 

 

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

 

 

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

 

 

3 marks  
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3 Apart from pay, what else can you gain from an apprenticeship?  

Give four answers. 

 

 

 

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

 

 

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

 

 

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

 

 

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

 

 

 

 

 

4 marks 

 

4 

 

Who can you speak to privately about your rights when employed? 

 

 

 

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

1 mark 
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Questions 5 to 8 are about Document 2. 

 

 

5 

 

Give two layout features used in Document 2 to attract the reader’s attention to 
the main points and ideas.  

 

 

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

 

 

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

 

 

 

 

 

 

2 marks 

 

6 Apart from handling AV equipment, give three other tasks the job involves. 

 

 

 

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

 

 

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

 

 

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

 

3 marks 
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7 What type of personality is the company looking for in an apprentice?  

Give four answers. 

 

 

 

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

 

 

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

 

 

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

 

 

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

 

 

 

 

 

4 marks  

 

 

8 What are four kinds of audio visual equipment you will be using at events? 

 

 

 

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

 

 

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

 

 

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

 

 

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

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 

 writing clearly and coherently, including an 
appropriate level of detail 

 presenting information in a logical sequence 

 using language, format and structure suitable for 
purpose and audience 

 

 

6 marks 

 

 

 

9 marks 

 

 using correct grammar, including correct and 
consistent use of tense 

 ensuring written work includes generally accurate 
punctuation and spelling and that meaning is clear 

10 marks 

Total marks available for Section 2 Writing 25 marks 
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Question 1 
 

You are planning to run a local marathon to raise money for charity so you train at a local 
gym when it opens at 6am. 

 

Three times in the last week the gym has not opened at 6am and you had to leave 
without using the gym. 

 

Your task: write a letter to the gym manager about the recent problem. 

 

The person to write to is Richard Smith at Fun Fitness, Hughes Way, Lagan, BT5 2SR. 

 

Expand on these points: 

 

 details of the problem 

 how it has affected you 

 how it might affect the reputation of the gym 

 suggest ways the manager could prevent the problem in the future. 

 

 

 

 

We suggest you write 80 – 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. 

 

 

 

 



Essential Skills Communication L1 Sample Paper 2 

10 

 

 

You may use the space below for planning and drafting. 
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Write your letter here. 
 

 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

 ....................................................................................................................................  
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Question 2  

 

From 

 

To 

 

Subject 

 

Dear Member 

 

Thank you for your letter. We are sorry that we have not managed to open 
the gym at the published time, preventing you from training for the 
marathon. We pride ourselves in offering a fantastic facility that allows 
those who wish to train at 6am to do so. We will ensure our facilities are 
fully accessible in the future. 

 

As a way of apology, for every pound you raise running the marathon, the 
gym will donate 50 pence to your chosen charity.  

 

Yours faithfully 

Richard Smith 

 

Your task: write an article for your workplace newsletter to encourage your colleagues 
to sponsor your run. 

 

Expand on these points: 

 

 details of the marathon 

 details of the gym’s offer 

 the charity and why it is important to you 

 encourage people to sponsor you. 

 

 

We suggest you write 120 – 140 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. 

richard.smith@funfitness.org 

member100182@bthotmail.com 

 

Complaint 

 

 

Reply 
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You may use the space below for planning and drafting. 
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Write your article here. 
 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

End of Section 2 Writing
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