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Part One

You have received this email from your supervisor.

From: || General Supervisor

Subject: | Maintenance work

-
Can I remind you that next week Ahmed Shah will be in the office
to do some maintenance work? Please make sure that all the staff
know he is coming.
Could someone be available to show Ahmed around?
He is going to repair the broken lights. Are there any other
repairs he should do? 4

Write an email in reply to the General Supervisor:

e confirm the staff know about Ahmed’s visit;
o offer to show Ahmed around yourself;
e say what other repairs are needed in your office.

Write 50 — 60 words on the opposite page.




Write your answer to Part One here.

To: || General Supervisor

Subject| Re: Maintenance work
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Part Two
EITHER

Task A

Your boss has asked you to write a letter to welcome new employees to the company.
Write the letter for new employees.

Write about:

e hours of work;
e work clothes and behaviour;
e training opportunities

and any other points which you think are important.

Write 180 — 200 words on the following pages. Do NOT include an address in your answer.

OR

Task B

The manufacturing company you work for has recently had problems with delivering orders to
customers. Your boss has asked you to write a report on the problem.

Write the report for your boss.

Write about:

e the problems there have been with deliveries;
e the causes of the delivery problems;
e possible ways of solving the delivery problems

and any other points which you think are important.

Write 180 — 200 words on the following pages.



Write your answer to Part Two here.

Task
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