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Applying for a Job

Angela reads a newspaper advertisement for a summer
job at ZVI Technology Group beginning July 6, She
decides to write a letter to apply for the position.

}  As she prepares her letter, Angela should plan to do &ll of these
EXCEPT—

A make sure to include information that is specific and relevant

B ask a teacher, parent, or friend to check her letter for errors

C  confirm the name and address of the person to whom she's writing
D

call the cornpany to ask if she can start work in June

‘and magazines. | assisted the editors with a wide variety of tasks. This often happened while

Here is the first part of Angela’s rough draft of her letter. Use it to answer questions 2-6,

Dear Mr. Levinson:
[ would like to apply for the summer office assistant job that you advertised in Town News.
I believe that my background and abilities are a perfect match for ZVI Technology Group’s needs.

Math has always been my best subject in school, I have a 'very logical mind. I also have

strong organizational abilities, which is one of my strengths. For these reasons, I’'m sure that [
could rapidly master the skills needed to handle the basic data processing and filing tasks you
describe in your job listing.

Furthermore, [ have excellent communication skills, I'm confident that I can handle the

telephone contacts. The daily written reports required for the job, too. [ am also a team player,

eager to work together with others to do what needs to be done,

Last summer, I had a part-time job at Danson Publications, which publishes how-to guides

under considerable deadline pressure. This experience helped me develop my office skills. It also

gave me valuable practice in working with others to solve day-to-day problems on the job. My

coworkers always made me laugh.

2 Read this sentence from the draft: Math has always been my best
subject in school, I have a very logical mind. How can Angela best
rewrite this sentence?

F  Having a very logical mihd, math has always been my best subject in school,
G Math has always been my best subject in school, having a very logical mind.

H Math has always been my best subject in school because I have a very logical
mind.

J  Inschool with my very logical mind, math has always been my best subject,
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3 Reviewing her draft, Angela finds that one of these sentences is g
fragment:

'm confident that I can handle the telephone contacts, The daily
written reports required for the Job, too,

The best way to comibine thege sentences to eliminate the firagment
would be—.

A I'mconfident that | can handle the telephone contacts and I'm confident
B I'm confident that | can handle the telephone contacts ag well as the daily

C  I'm confident that | can handle the telephone contacts; also, the daily '
written reports required for the job,

D Confidently, I can handle the telephone contacts and the daily written
reports required for the Job, too.

4 How can Angels best combine thege sentences without changing their
meaning? | assisted the editors with a wide variety of taske. This often
happened while under considerable deadline pressura,

F  [assisted the editors with a wide variety of tasks, often while under
considerable deadline pressure. "

G Assisting the editors with a wide variety of tasks, there was often
considerable deadline pressure,

H While assisting the editors with a wide variety of tasks, the deadline ‘ :
bressure was considerable, L

J  assisted the editors with a wide variety of tasks; often this happened while
under considerahle deadline pressure,
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5  Which of thege sentences repeats information already given in the
sentence?

A Ibelieve that my background and abilities are a perfect match for ZV]
Technology Group’s needs,
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C  laiso have strong organizationaj abilities, which is one of my strengths,

B It also gave me valuable practice in working with others to solyve day-to-day
problems on the job.

6 Which sentence does nog belong in Angela’s draft?

F  Ibelieve that my background and abilities are a perfect match for ZV]
Technology Group's nees.

G Furthermore, I have excellent communication skills, _ 2
This experience helped me develop my office skills. £
My cowarkers always made e laugh,
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Applying for a Job

Angela reads a newspaper advertisement for a summer
job at ZVI Technology Group beginning July 6. She
decides to write a letter to apply for the position.

1 As she prepares her letter, Angela should plan te do all of these
EXCEPT—

A make sure to include information that is specific and relevant

B ask a teacher, parent, or friend to check her letter for errors

€ confirm the name and address of the person to whom she's writing
Ij call the company to ask if she can start work in June

Here is the first part of Angela’s rough draft of her letter. Use it to answer questions 2--6.,

Dear Mr. Levinson:
[ would like to apply for the summer office assistant job that you advertised in Town News.
I'believe that my background and abilities are a perfect match for ZVI Technology Group's needs.

Math has always been my best subject in school, I have a 'very logical mind. I also have

strong organizational abilities, which is one of my strengths. For these reasons, I’'m sure that I
could rapidly master the skills needed to handle the basic data processing and filing tasks you
describe in your job listing.

Furthermore, I have excellent communication skills. I'm confident that I can handle the

telephone contacts. The daily written reports required for the job, too. I am also a team player,

eager to work together with others to do what needs to be done,
Last summer, [ had a part-time job at Danson Publications, which publishes how-to guides

‘and magazines. ] assisted the editors with a wide variety of tasks. This often happened while

under considerable deadline pressure. This experience helped me develop my office skills. It also

gave me valuable practice in working with others to solve day-to-day problems on the job. My

coworkers always made me laugh.

%2 Read this sentence from the drafi: Math has always been my best
subject in school, I have a very fogical mind, How can Angela best
rewrite this sentence?

F Having a very logicat mihd, math has always been my best subject in school,

G Math has always been my hest subject in school, having a very logical mind.

H Math has always been my best subject in school because I have a very logical
mind,

J  Inschool with my very logical mind, math has always been my best sﬁbject‘
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I'm confident that I can handle the telephone contacts, The daily
written reports requived for the job, too,

The best way to combine thege sentences to eliminate the fragment
would he—.

A I'mconfident that I can handle the telephone contacts and I'm confident
B I'm confident that | can handle the telephone contacts as well as the daily

C P'mconfident that I can handle the telephone contacts; also, the daily :
written reports required for the job,

D Confidently, I can handie the telephone contacts and the daily written
reports required for the Jjob, too.

considerable deadline pressure,

& Assisting the editors with a wide variety of tasks, there was often ;
considerable deadling pressure, f
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pressure was considerable.

J [ assisted the editors with a wide variety of tasks: often this happened whil e
under considerable deadline pressure,

R

5 Which of these sentences repeats information already given in the
sentence?

A Ibelieve that my background and abilities are a perfect match for Zv1
Technology Group’s needs,

B ey P
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B For thege reasons, I'm sure that I coyld rapidly master the skills needed tg
handle the basic dat_a processing and filing tasks you describe in your job
listing,

C Talso have strong organizationaj abilities, which is one of my strengths,

D It also gave me valuable practice in working with others tg solve day-to-day
problems on the job,

B N T

6 Which sentence does no# belong in Angela’s draft? ¥ -

F TIbelieve that my background and abilities are a perfect match for ZVI .

Technology Group's needs.

G Furthermore, I'have excellent communieation skills., ' g ‘ ‘

This experience helped me develop my office skills,
J My coworkers elways made me laugh,
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Applying for a Job

Angela reads a newspaper advertisement for a summer
job at ZVI Technology Greup beginning July 6. She
decides to write a letter to apply for the position.

1 As she prepares her letter, Angela should plan to do all of these
EXCEPT—

A make sure to include information that is specific and relevant

B aska teacher, parent, or friend to check her letter for errors

C confirm the name and address of the person to whom she’s writing
DI call the company to ask if she can start work in June

Here is the first part of Angela’s rough draft of her letter. Use it to answer questions 2-6.

Dear Mr. Levinson:
[ would like to apply for the summer office assistant job that you advertised in Town News.
I'believe that my background and abilities are a perfect match for ZVI Technology Group’s needs.

Math has always been my best subject in school, I have a very logical mind. I also have

strong organizational abilities, which is one of my strengths. For these reasons, I'm sure that [
could rapidly master the skills needed to handle the basic data processing and filing tasks you
describe in your job listing.

Furthermore, I have excellent communication skills. ’m confident that I can handle the

telephone contacts. The daily written reports required for the job, too. [ am also a team player,

eager to work rogether with others to do what needs to be done.
Last summer, I had a part-time job at Danson Publications, which publishes how-to guides

and magazines. | assisted the editors with a wide variety of tasks. This often happened while

under considerable deadline pressure. This experience helped me develop my office skills. It also

gave me valuable practice in working with others to solve day-to-day problems on the job. My

coworkers always made me langh,

2 Read this sentence from the draft: Math has always been my best
subject in school, I have a very logical mind. How can Angela best
rewrite this sentence?

F Having a very logical mind, math has always been my best subject in school.

G Math has always been my best subject in school, having a very logical mind.

H Math has always been my best subject in school because I have a very iogical
mind. ‘

4 Inschool with my very logical mind, math has always been my best sﬁbject.
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U'm confident that I can handle the telephone contacts, The daily
written reports required for the Job, too, :
wr ——d7 200,

The best way to combine these Sentences to eliminate the fragment

would he—

A P'm confident that I can handie the telephone contacts and I'm confident
that [ can handle the daily written reports required for the Jjob, too

B I'm confident that can handle the telephone contacts as well as the daily
written reports required for the job,

C  I'm confident that | can handle the telephone contacts; also, the daily !
written reports required for the job,

D Confjdently, I'ean handle the telephone contacts and the daily written
reports required for the job, too.

meaning? I assisted the editors with a wide variety of tasks, This often .
happened while under considersble deadiine Presaure, ‘

F  [assisted the editors with a wide variety of tasks, often while under ‘ o
considerable deadline pressure,

G Assisting the editors with a wide variety of tasks, there was often P }
considerable deadline Pressure, ‘ ;

H While assisting the editors with a wide variety of tasks, the deadline , Cd
pressure was considerable, '

B R I U

J  Iassisted the editors with a wide variety of tasks; often this happened whil.e
under considerable deadline pressure.

Y e e

5  Which of these sentences repeats information already given in the
sentence?
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A Ibelieve that my background anc| abilities are g perfect match for ZV]
Technology Group’s needs,
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C lalso have strong organizational abilities, which is one of my strengths.

D It also gave me valuabie practice in working with others to solve day-to-day
problems on the Job.

el L SR Rana SARHE

6  Which sentence does pop belong in Angela’s draft? 3 ¥

F  Ibelieve that my background and abilities are a perfect match for ZVI
Technology Group's needs,

G Furthermore, [ have excellent communication skills, i i ijf' -'
This experience helped me develop my office skills,
My coworkers always made me laugh,
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Applying for a Job

Angela reads a newspaper advertisement for a summer
job at ZVI Technology Group beginning July 6. She
decides to write a letter to apply for the position.

1 As she prepares her letter, Angela should plan to do all of these
EXCEPT— '

A make sure to include information that is specific and relevant

B ask a teacher, parent, or friend to check her letter for errors

C confirm the name and address of the person to whom she's writing
D

call the company to ask if she can start work in June

Here is the first part of Angela’s rough draft of her letter. Use it to answer questions 2-6,

Dear Mr. Levinson:
Iwould like to apply for the summer office assistant job that you advertised in Town News.
I'believe that my background and abilities are a perfect match for ZVI Technology Group’s needs,

Math has always been my best subject in school, I have a 'very logical mind. I also have

strong organizational abilities, which is one of my strengths. For these reasons, I’m sure that I
could rapidly master the skills needed to handle the basic data processing and filing tasks you
describe in your job listing.

Furthermore, [ have excellent communication skills. I'm confident that I can handle the

telephone contacts. The daily written reports required for the job, too. I am also a team player,

eager to work together with others to do what needs to be done.
Last summer, 1 had a part-time job at Danson Publications, which publishes how-to guides

‘and magazines. [ assisted the editors with a wide variety of rasks, This often happened while

under considerable deadline pressure. This experience helped me develop my office skills. It also

gave me valuable practice in working with others to solve day-to-day problems on the job. My

coworkers always made me laugh.

2 Read this sentence from the draft: Math has always been my best
subject in school, I have a very logical mind, How can Angels best
rewrite this sentence?

F Having a very logical rnihd, math has always been my best subject in school,
G Math has always been my best subject in school, having a very logical mind.

H Math has always been my best subject in school because I have a very logical
mind,

J  Inschool with my very logical mind, math has always been my best suibject,
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I'm confident that I can handie the telephone contaets. The daily

o

written reports required for the Jok, too,

that I can handle the daily written Teports required for the Job, too.

B I'm confident that I can handle the telephone contacts as well as the daily
written reports required for the job,

C  I'm confident that I'can handle the telephone contacts; also, the daily _‘ i
written reports required for the Jjob.

D Confidently, I can handle the telephone contacts and the daily written
veports required for the ob, too.

considerable deadline pressure, : . 1

G Assisting the editors with a wide variety of tasks, there was often
considerable deadline pressure,

H While assisting the editors with a wide variety of tasks, the deadline o
bressure was considerable. o

TR ok T
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c
under considerable deadine pressure, . J' |

F  Tassisted the editors with a wide variety of tasks; often this happened while ¥
Which of these sentences repeats information already given in the ‘ { i
sentence? i ' ‘

A Ibelieve that my background an abilities are a perfect featch for ZV[ i

Technology Group’s needs,

B For these reasons, I'm sure that [ could rapidly master the skiils needed to
handle the basic data processing and filing tasks you describe in your Jjob

;
]
1
listing, 11
C lalso have strong organizational abilities, which is one of my strengths, i
[
D It also gave me valuable practice in working with others tg solve day-to-day R o
problems on the job, : o g
Which sentence does not belong in Angela’s draft?

F  Ibelieve that my background and abilities are a perfect match for ZV1
Technology Group’s needs, '

G Furthermore, [ have excellent communication skills,
This experience helped me develop my office skiils.
J My coworkers always made me laugh,
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Applying for a Job

Angela reads a newspaper advertisement for a summer
job at ZVI Technology Group beginning July 6. She
decides to write a fetter to apply for the position.

1 As she prepares her letter, Angela should plan to do all of these
EXCEPT—

A make sure to include information that is specific and relevant

B ask a teacher, parent, or friend to check her letter for errors

C confirm the name and address of the person to whom she’s writing
D‘ call the company to ask if she can start work in June

‘and magazines. ] assisted the editors with a wide variety of tasks. This often happened while

Here is the first part of Angela’s rough draft of her letter. Use it to answer questions 2--6.

Dear Mr. Levinson:
['would like to apply for the summer office assistant job that you advertised in Town News.
I believe thar my background and abilities are a perfect match for ZV1 Technology Group’s needs.

Math has always been my best subject in school, I have a very logical mind. I also have

strong organizational abilities, which is one of my strengths, For these reasons, I'm sure that I
could rapidly master the skills needed to handle the basic data processing and filing tasks you
describe in your job listing.

Furthermore, 1 have exceflent communication skills. Pm confident that I can handle the

telephone contacts. The daily written reports required for the job, too. I am also a team player,

eager to work together with others to do what needs to be done.

Last summer, I had a parr-time job ar Danson Publications, which publishes how-to guides

under considerable deadline pressure. This experience helped me develop my office skills. It also

gave me valuable practice in working with others to solve day-to-day problems on the job, My

coworkers always made me laugh.

2 Read this sentence from the drafe: Math has always heen my best
subject in school, I have a very logical mind. How can Angela best
rewrite this sentence?

F  Having a very logical mind, math has always been my best subject in school.
G Math has always been ray best subject in school, having a very logicai mind,

H Math has always been my best subject in school because I have a very logical
mind,

J  In school with my very logical mind, math has always been my best subject.
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3 Reviewing her draft, Angela finds that one of these sentences is a
fragment;

I'm confident thas I can handle the telephone contacts, The daily
written reports tequired for the job, too,

The best Way (0 combine thege sentences {g eliminate the fragment
would be—

B I'm confident that I can handle the telephone contacts as well as the daily
wriiten reports required for the job, ‘

C  I'm confident that Fean handle the telephone contacts; also, the daily _ '
written reports required for the job,

D Conﬂ'dently, I'can hande the telephone contacts and the daily written
reports required for the lob, too.

G Assisting the editors with a wide variety of tasks, there wag often
considerahla deadline pressure,

H While assisting the editors with a wide variety of tasks, the deadline ‘ i
bressure was considerable. B

J  assisted the editors with a wide variety of tasks; often this happened while
under considerable deadline pressure,

N
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5 Which of thege sentences repeats information already given in the
sentence?

A [helieve that my background and abilities are 3 perfect match for ZV]
Technology Group’s needs,

listing. f

C  Talso have Strong organizationaj abilities, which is one of my strengths j

D Italso gave me valuable practice in working with others to solve day-to-day :

Problems on the Jjob, f

2

6 Which sentence doeg nop beleng in Angela’s draft? : ) ;
F  TIbelieve that my background and abilities are a perfect match for ZVI ;i
Technology Group's needs. :

G Furthermore, I'have excellent communication skifls,
This experience helped me develop my office skills,
J My coworkers always made me laugh,
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Applying for a Job

Angela reads a newspaper advertisement for a summer
job at ZVI Technology Group beginaing July 6. She
decides to write a letter to apply for the pesition.

1 As she prepares her letter, Angela should plan to do all of these
EXCEPT—

A make sure to include information that is specific and relevant

B aska teacher, parent, or friend to check her letter for errors

C confirm the name and address of the persan to whom she's writing
D' call the cornpany to ask if she can start work in June

Here is the first part of Angela’s rough draft of her letter. Use it to answer questions 2-6,

Dear Mr. Levinson:
I would like to apply for the surnmer office assistant job that you advertised in Town News.
I believe that my background and abilities are a perfect match for ZVI Technology Group’s needs.

Math has always been my best subject in school, I have a very logical mind. I also have

strong organizational abilities, which is one of my strengths. For these reasons, I'm sure that I
could rapidly master the skills needed to handle the basic data processing and filing tasks you
describe in your job listing.

Furthermore, [ have excellent communication skills. I’m confident that I can handle the

telephone contacts. The daily written reports required for the job, too. I am also a team player,

eager to work together with others to do what needs to be done.
Last summer, I had a part-time job at Danson Publicarions, which publishes how-to guides

‘and magazines. I assisted the editors with a wide variety of tasks. This often happened while

under considerable deadline pressure. This experience helped me develop my office skills, It also

gave me valuable practice in working with others to solve day-to-day problems on the job, My

coworkers always made me laugh.

2 Read this sentence from the draft: Math has always been my best
subject im school, I have a very logical mind. How can Angela best
rewrite this sentence?

F  Having a very logicat mihd, math has always been my best subject in school.
G Math has always been my best subject in school, having a very iogical mind,

H Math has always been my best subject.in school becatse 1 have a very logical
mind,

J  Inschool with my very logical mind, math has always been my best subject,
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b Reviewing her draft, Angela findg that one of these sentences is a
fragment:

I'm confident that I can handle the telephone contacts, The daily
written reports required for the job, too,

A P'm confident that I can handle the telephone contacts and I'm confident
B I'm confident that I can handle the telephone contacts as well as the daily

C  I'm confident thag | can handle the telephone contacts; also, the daily
written reports required for the Jjob.

considerable deadline pressure.

G Assisting the editors with a wide variety of tasks, there was often
considerable deadline pressure,

bressure was considerable,

J  lassisted the editors with a wide variety of tasks; often this happened while
under considerabje deadline pressure.

6 Which of these sentences repeats information already given in the
sentence?

A Ibelieve that my background andg abilities are a pertect match for ZV]
Technology Group’s needs,

B Forthese reasons, I'm sure that [ coyld rapidly master the skiils needed to

»!

lalso hava strong organizationat abilities, which ig one of my strengths.

D Italso gave me valuable practice in working with others to solve day-to-day
broblems on the Jjob.

6  Which Sentence does pog belong in Angela’s draft?

F Ibelieve that my background and abilities are a perfect matceh for ZV]
Technology Group's needs.

G Furthermore, [ have excellent Communication skillg.
This experience helped me develop my office skills.
4 My coworkers always made me laugh,
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