Unit 14








                      Writing Worksheet


EMAIL ABOUT A NEW JOB
Before You Write

A  Read the emails. How are they similar? How are they different?

B  Complete the outline for each email.
	
	Email 1
	Email 2

	Paragraph 1
	reference to previous email, news
	

	Paragraph 2
	
	

	Paragraph 3
	
	reason for ending the email


Your First Draft

A  Imagine you just got a new job. What are your responsibilities? 
Where do you work? Who do you work with? Make notes.
B  Write an email telling a friend about the job. Use your notes and 
Jeff’s and Karen’s emails as models.
C  PAIR WORK  Read your partner’s email. Write answers to these questions.
1. Is the job description clear?
2. What information is in each paragraph?
3. Can you suggest any improvements to the content or grammar?
Your Second Draft

Use your partner’s answers to revise your email.
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