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Instructions 
 

• You have 1 hour 15 minutes to complete three tasks. 

• You do not need to complete all the tasks in the same session.  

 
Information 

• The marks for each task are shown at the bottom of the page. 

• You may word process or handwrite your answers. 

 

Advice 

• You should spend approximately 15 minutes on Task 1, 25-30 minutes on Task 2 
and 25-30 minutes on Task 3. 

• Read each question carefully before you start to answer it. 

• Try to answer every question. 

• Check your answers if you have time at the end. 
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Task 1  

You want to apply for a volunteer job with a charity for older people. Fill in the form.  

 

 

Help for Older People 

Volunteering Form 

Full name:   

Address:  

  

  

 Postcode: 

Telephone number:  

Email address:  

Language(s) spoken:  

Which days are you available to volunteer?  

 

We need volunteers to cook meals at our day centre or work in our charity 
shops. 
Which role would you like and why? Give two details in full sentences.  

 

 

Please continue over the page 
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What experience, skills and qualities do you have for this volunteer role?  

Give two details in full sentences. 
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Task 2  

You want to book the local community centre for an event.  

Write an email to the manager: 

• explain why you are writing 

• give details about the event - date, numbers, type of event 

• say what kind of food and drink you will be bringing 

• say what activities you are planning for the event 

Write 60 to 80 words.  

You must write in full sentences. Layout your email with an appropriate beginning 
and ending. 

New Message ̶   

To: Manager@mail.co.uk 

Subject: Booking  
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Task 3  

You have been asked to write an online article about keeping fit and healthy. 

• Give advice about healthy eating 

• Suggest ideas for taking exercise 

• Describe other things you can do to stay healthy 

• Say what you have done to keep healthy 
 

Write between 100-120 words. Use paragraphs. 

Remember to set out your writing as an article and use paragraphs. 

You must plan your writing first, using the space provided. You will be awarded 
marks for planning.  

Check your work at the end. 

Plan your work here. 
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Write your final article here. 
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End of Assessment 
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