
Functional Skills  
 

 

English 
Level 2 
Station: Writing 
Externally Set Synoptic Assessment  
 

 
Sample Question 

 
 

Task 1 (allow around 25 minutes for this task) 
 

You have some spare time every week and decide to volunteer for a local project that is going to 
refurbish a historic railway line and run steam trains on it. Your friend has told you that the project 
is looking for people to help in all sorts of ways, running the shop, catering, doing repair work on 
the trains, painting and decorating etc. 
 
Write an email to the Project Manager: Mr. Stephenson explaining why you want to volunteer. 
You should include: 

 What your main skills are 

 How you can use your knowledge and any transferable skills 

 The types of jobs/work you think you would be good at and that would benefit the project. 

 When you are available 

 
You will be assessed on: 

 Presenting information and ideas clearly, logically and persuasively 

 Presenting information on complex subjects clearly and concisely 

 Using a suitable writing style for the purpose of the task 

 Using a range of sentence structures, including complex sentences and paragraphs to 

organise your writing effectively 

 Accurate spelling and grammar 
 Correct use of punctuation including commas, apostrophes and inverted commas 

(where applicable) 
  

Marks for this section (14 marks) 

 
 
 
 
 
 
 
 
 
 
 



Use the template to write your email.  

……….……….……….……….……….……….……….……….……….……….……….……….………. 
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……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 
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……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 
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End of Task 1 
 
 

End of Sample 


