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How to use this booklet
Model Answers have been developed by EDI to offer additional information and guidance to Centres,
teachers and candidates as they prepare for LCCI International Qualifications. The contents of this
booklet are divided into 3 elements:
(1)

Questions

– reproduced from the printed examination paper

(2)

Model Answers

– summary of the main points that the Chief Examiner expected to
see in the answers to each question in the examination paper,
plus a fully worked example or sample answer (where applicable)

(3)

Helpful Hints

– where appropriate, additional guidance relating to individual
questions or to examination technique

Teachers and candidates should find this booklet an invaluable teaching tool and an aid to success.
EDI provides Model Answers to help candidates gain a general understanding of the standard
required. The general standard of model answers is one that would achieve a Distinction grade. EDI
accepts that candidates may offer other answers that could be equally valid.

© Education Development International plc 2011
All rights reserved; no part of this publication may be reproduced, stored in a retrieval system or
transmitted in any form or by any means, electronic, mechanical, photocopying, recording or otherwise
without prior written permission of the Publisher. The book may not be lent, resold, hired out or
otherwise disposed of by way of trade in any form of binding or cover, other than that in which it is
published, without the prior consent of the Publisher
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CANDIDATE INSTRUCTION SHEET
Scenario
You work for Jason Mills, Tours Manager of Siskin United, a Football Club in Birmingham.
Siskin United is a subsidiary of Siskin Parkway Group.
Mr Mills likes his letters to be completed:
Jason Mills
Tours Manager
Requirements
Mr Mills has passed to you two in-tray documents which relate to at least two of the four
tasks to be undertaken. Follow his instructions and present the documents in a businesslike
and consistent format. Include all the necessary details and produce the four documents
ready for signature where appropriate.
Mr Mills has given you a note of the documents to be produced as shown below:
Approximate
number of words
Task 1

Letter to Mr Leonard Forrester

198

Task 2

Information sheet

251

Task 3

Advertisement

153

Task 4

Memo to Indira Jaffray

171

You will need the following information to complete the documents:

Customer Service Team telephone number: 0845 929 929
Barry Choi, Customer Service Manager
Siskin United website: www.siskinunited.com
Indira Jaffray, Human Resources Manager

IMPORTANT INFORMATION FOR CANDIDATES
THE IN-TRAY DOCUMENT(S) MAY BE DETACHED FOR EASE OF REFERENCE.
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IN-TRAY DOCUMENT 1
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IN-TRAY DOCUMENT 2

20078/3/11/MA

Page 4 of 12

Task 1
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MODEL ANSWER TO TASK 1

SISKIN PARKWAY GROUP
Siskin House Middlemarch Business Park COVENTRY CV3 4PE United Kingdom
Telephone +44 (0) 2476 516505

Website www.siskinunited.com

JM/

2 June 2011

Mr Leonard Forrester
23 Harman Drive
Edgbaston
BIRMINGHAM
B17 8ZA

Dear Mr Forrester
SISKIN UNITED STADIUM TOUR
Thank you for your recent email through our website. We are pleased to confirm that we
have made arrangements for you and your young grandson to enjoy a tour of the Siskin
United Stadium on Tuesday 16 August at 1.00 pm. This group tour will comprise
approximately 20 people and will be led by Emma, one of our tour guides.
Please telephone our Customer Service Team on 0845 929 929 between 9.00 am and
5.00 pm and give your credit card details to cover payment; your tickets will then be posted
to you. The adult rate for the tour is £15 and children under the age of 12 years are half
price.
We enclose an information sheet outlining some of the things you will see on your tour. The
tour lasts for approximately 2 hours following which you will have the opportunity to shop in
the Football Store and visit the museum.
We wish you and your grandson an enjoyable day at our stadium.
Yours sincerely

Jason Mills
Tours Manager
Enc
Copy: Barry Choi, Customer Service Manager
Error tolerance: 12
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Task 2
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MODEL ANSWER TO TASK 2

SISKIN UNITED STADIUM TOUR INFORMATION SHEET

Siskin Parkway Group is delighted to welcome you to the Stadium in Birmingham, home of
Siskin United Football Club. You will find that the Stadium Tour offers a fantastic day out
and the chance to learn more about the club, its history, players and facilities.
Siskin United Football Club was started by a group of young boys in 1909. Over the years it
developed steadily and turned professional in 1927. During the last decade it has been very
successful and is now one of the UK’s foremost football clubs.
Your tour starts at the Football Store. Your tour guide will take you to the following areas:
•
•
•
•
•
•
•
•
•
•

the players’ tunnel
the pitch
the ‘dug out’
changing rooms
treatment rooms
VIP box
VIP lounge
the new North Stand
function rooms
the Football Store

The tour lasts for approximately 2 hours. Afterwards we invite you to shop in the Football
Store and to visit the museum to view trophies and photographs. The museum also shows a
25-minute video of match highlights over the past 25 years and has an area for light
refreshments.
How to reach us
By Car
Use the main entrance on Latimer Road. Free car parking is available outside the Football
Store.
By Public Transport
Travel to Birmingham New Street Station and take the number 15 bus to the Stadium –
journey time 15 minutes.
HAVE A GREAT DAY!
JM/
2 June 2011
Error tolerance: 13
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Task 3
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MODEL ANSWER TO TASK 3
SISKIN UNITED FOOTBALL CLUB
Birmingham
wishes to recruit

TOUR GUIDES FOR STADIUM TOURS

These are part-time posts open to both male and female applicants. Specific requirements
are:
1

age 18 years and over

2

an interest in football and in people

3

availability to attend a one-week, full-time training course

4

availability to offer a minimum of 2 x 3-hour sessions per week
(weekday afternoons and evenings but not on match days)

5

fluency in a foreign language (very desirable but not essential)

6

of smart appearance

Remuneration is on a sessional basis per conducted tour.
Interested applicants should download and complete the application form from the Siskin
United website: www.siskinunited.com and return it with a covering letter by Tuesday
28 June. Applications should be addressed to:

Jason Mills
Tours Manager
Siskin United plc
Siskin Parkway Group
Siskin House
Middlemarch Business Park
COVENTRY
CV3 4PE

JM/
2 June 2011

Error tolerance: 11
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Task 4
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MODEL ANSWER TO TASK 4
MEMORANDUM
To

Indira Jaffray, Human Resources Manager

From Jason Mills, Tours Manager
Ref

JM/

Date

2 June 2011

RECRUITMENT OF ADDITIONAL STADIUM TOUR GUIDES
Please accept my apologies for the delay in sending you the attached first attempt at an
advertisement for additional tour guides. If you are not comfortable with any of the text, I am
happy for you to amend it in any way you see fit. You might also feel that the closing date of
28 June is rather too soon.
Please let me know as soon as possible whether this advertisement is to be displayed only on
our website or whether it will also appear in newspapers; if so, which newspapers?
I am available to conduct interviews during the last two weeks of July. I am not sure of your
commitments at this time but if you are free, I should very much value your assistance with the
interviews because this will be the first time I have been involved in this recruitment.

Enc

Error tolerance: 10
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