Educator and Tagging Information

	Learning Area:

English First Additional Language

	Resource Name:

English First Additional Language

	Assessment Exemplar Number:

EFAL9.10

	Item/s:

7

	Phase:

Senior Phase

	Grade:

9

	Tags:

Formative Assessment, advertisements, appropriate language, body language, business letters, correcting, direct speech, editing, interviews, past perfect tense, past tense, play scripts, polite language, questions, reported speech, role-playing, structured questions

	Assessment Type:

Formative

	Assessment Form:

Analysis response questions, interview, letter writing, observation, performance, role-plays, short answers, structured questions, transactional writing

	Copyright for included material:

N/A

	Duration:

Part A: 60 minutes, Part B: 30 minutes, Part C: 30, Part D: 30 minutes, Part E: 30 minutes, Part F: 30 minutes, Part G: 60 minutes

	Learning Outcome(s) and Assessment Standard(s):

Learning Outcome 1: Listening

The learner will be able to listen for information and enjoyment, and respond appropriately and critically in a wide range of situations.

Assessment Standards

We know this when the learner:

1.2 Understands oral texts (e.g. radio talk shows, texts with statistics):

· analyses the features of different kinds of oral texts (e.g. a conversation, a story).

Learning Outcome 2: Speaking

The learner will be able to communicate confidently and effectively in spoken language in a wide range of situations.

Assessment Standards

We know this when the learner:

2.2 Interacts in additional language:

· uses language for a range of functions: makes polite requests and asks people not to do things (“would you mind not …’), asks for help from friends or strangers (‘Excuse me … I wonder if you could …’), etc;

· takes part in role-plays of different situations involving different kinds of language (e.g. in a job interview).
2.5 Is interviewed by someone (e.g. a job interview)

· formulates and asks relevant questions;

· uses appropriate tone, register and body language

Learning Outcome 3: Reading and Viewing

The learner will be able to read and view for information and enjoyment, and respond critically to the aesthetic, cultural and emotional values in texts.

Assessment Standards

We know this when the learner:

3.1 Reads a text (fiction or non-fiction):

· identifies the register / style (formal or informal);

Learning Outcome 4: Writing

The learner will be able to write different kinds of factual and imaginative texts for a wide range of purposes.

Assessment Standards

We know this when the learner:

4.2 Writes for social purposes:

· writes a simple business letter (e.g. a job application) and a CV);
4.6 Treats writing as a process:

· uses knowledge of grammar, spelling, etc. to edit;

4.7 Uses developing knowledge of language structure and use:

· shows an understanding of style and register (e.g. rewrites a story as a newspaper article);

· shows an understanding of the information structure of texts;

· begins to see how own writing positions the reader.

Learning Outcome 5: Thinking and Reasoning

The learner will be able to use language to think and reason, as well as to access, process and information for learning.

Assessment Standards

We know this when the learner:

5.2 Uses language for thinking:

· asks and answers more complex questions;
Learning Outcome 6: Language Structure and Use

The learner will know and be able to use the sounds, words and grammar of the language to create and interpret texts.

Assessment Standards

We know this when the learner:

6.2 Understands and uses the past perfect progressive tense (e.g. ‘He had been waiting for an hour by the time I arrived.’).

6.3 Understands and uses direct and indirect speech.
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Assessment Task

Part A: Role-play

1
Get into groups of four. Decide who will take the part of each person in the conversation. 

Read the interview together. Discuss how to use your voice to enquire about and answer questions. 

Read the interview again. Arrange your table and chairs in a group and act out the interview. Use body language to help you to express yourselves. For example, shake hands or gesture with your hands.

Compare your role-play with that of other groups.

	Ms White: 
	Good morning, Mr Mali. Please come in. You can take a seat in front of the table.

	Mr Mali: 
	Good morning.

	Ms White: 
	How are you?

	Mr Mali: 
	I’m a little nervous, I must admit. 

	Ms White: 
	Well, there’s nothing to be nervous about, we’re not going to try to trick you in any way. However, we do need to ask you some questions. Please feel free to ask any question you’d like to, especially if something is not clear.

	Mr Mali: 
	Thank you. Do you think I could have a glass of water? My mouth is rather dry. I think it’s nerves.

	Ms White:
	Of course, let me pour you some. Now try to relax. 

	Mr Mali:
	Thank you very much. I appreciate it.

	Ms White: 
	Alright, let’s get on with the interview. Let me introduce my colleagues. On my left is Mr Pillay. He’s in charge of Human Resources. 

	Mr Pillay: 
	Good morning. Welcome.

	Ms White: 
	On my right is Ms Williams. She’s responsible for the Sales Department. 

	Ms Williams: 
	Good morning. Pleased to meet you.

	Ms White. 
	I’ll ask Ms Williams to begin if you’re ready.

	Mr Mali: 
	Yes, thank you.

	Ms Williams: 
	Mr Mali. I hope you’re comfortable. We’ve had a look at your CV but we’d like to hear directly from you about the different jobs you’ve had over the years.

	Mr Mali: 
	Well, when I left school I got a job at Checkers as a packer. I did that for two years. Then I went for training to manage the till. Then I worked at the till for a year. After that I went to Pick ‘n Pay where I also worked on the till. I am still working there now.

	Ms Williams: 
	Can I ask why you left Checkers to go to Pick ‘n Pay?

	Mr Mali:
	I became a senior salesperson and the pay was better.

	Ms Williams:
	I see. That sounds very good. Are you applying for this position as Sales Manager for the same reason?

	Mr Mali:
	Yes, I am.

	Ms White:
	Mr Pillay, would you like to ask some questions?

	Mr Pillay:
	Yes, thank you Ms White.

	Ms White:
	Go ahead, then.

	Mr Pillay:
	Mr Mali, can you tell me how well you work with your colleagues? In other words, do you work in a team?

	Mr Mali:
	Yes, I do. I get on well with my colleagues. Sometimes we help one another out, especially when it gets very busy in the shop.

	Mr Pillay:
	And can you tell me if you think your colleagues would listen to you if you were the manager?

	Mr Mali:
	I believe they would.

	Mr Pillay:
	Can you give me some reasons why you think they would?

	Mr Mali:
	Well, I think that they respect me. They’ve seen that I work hard. I am reliable. I don’t stay away from work unless I have a very good reason. I don’t take long lunch breaks. I’m always polite to customers.

	Mr Pillay:
	That’s all very well, but can you give me an example of a leadership quality that you have?

	Mr Mali:
	I’m sorry, I’m not sure what you mean.

	Mr Pillay:
	Can you give me an example of something that you did that showed that you are a leader?

	Mr Mali:
	Well, one day we caught a shoplifter and my colleagues brought him to me and asked if we should call they police.

	Mr Pillay:
	Why did they do that? I would have thought they would have taken him to security?

	Mr Mali:
	Well, you see, he was only 10 years old and he was clearly hungry. They didn’t want him to go to the police, but they wanted to show him that his actions were wrong.

	Ms White:
	So, what did you do?

	Mr Mali:
	We told him to tidy up the trollies for the morning as punishment. When he had done the work, we put money together and bought him a loaf of bread.

	Ms White:
	Hmmm, that’s very interesting. Do you think the boy learnt from the experience?

	Mr Mali:
	Yes, I do. He came back often after that. He’d ask if he could help us. Sometimes he would help customers with their shopping. They would tip him. We never caught him stealing again but he did use his tip money to buy bread.

	Ms White:
	That’s an interesting story. What do you think Ms Williams?

	Ms Williams:
	I agree. Very interesting. We should think about the idea.

	Ms White:
	Well, I think we’ve heard enough for today. Do you have any questions, Mr Mali?

	Mr Mali:
	None that I can think of at the moment, thank you.

	Ms White:
	Right, we have your application and your CV with your contact details on it. We’ll get back to you by the end of the week about the job. Thanks very much

	Mr Mali:
	Thank you very much. I hope I’ll hear from you.

	Mr Pillay:
	Thank you.

	Ms Williams:
	Thank you, Mr Mali. I’ll walk with you to the door.


Part B: Conversation

2
What are the features of the above interview? In other words, how can you tell that this
is a conversation and not a story? Discuss the layout, punctuation and style of the 
interview.









         (10)

Part C: Questions

3
Imagine that you were interviewing someone for a job as a driver for a courier company.

Write down five questions that you would ask the person. 




(5)

Imagine that you were interviewing someone for a job as a hairdresser.

Write down five questions that you would ask the person.




(5)

Part D: Indirect speech

4
Change the following from direct to indirect speech. Use words such as “asked, replied, queried, answered, said, indicated, commented, described, added etc.”. 

	Mr Pillay:
	Can you give me an example of something that you did that showed that you are a leader?

	Mr Mali:
	Well, one day we caught a shoplifter and my colleagues brought him to me and asked if we should call they police.

	Mr Pillay:
	Why did they do that? I would have thought they would have taken him to security?

	Mr Mali:
	Well, you see, he was only 10 years old and he was clearly hungry. They didn’t want him to go to the police, but they wanted to show him that his actions were wrong.

	Ms White:
	So, what did you do?

	Mr Mali:
	We told him to tidy up the trolleys for the morning as punishment. When he had done the work, we put money together and bought him a loaf of bread.

	Ms White:
	Hmmm, that’s very interesting. Do you think the boy learnt from the experience?

	Mr Mali:
	Yes, I do. He came back often after that. He’d ask if he could help us. Sometimes he would help customers with their shopping. They would tip him. We never caught him stealing again, but he did use his tip money to buy bread.

	Ms White:
	That’s an interesting story. What do you think Ms Williams?

	Ms Williams:
	I agree. Very interesting. We should think about the idea.


Part E: Past progressive tense

5
The past progressive is used to say that something was happening around a particular past time. Read the following paragraph and insert the correct form of the verb. Use the past tense.

I (work) as a salesperson for Foshini’s at that time. Then I (decide) to look for another job. I (earn) quite a good salary but I (think) I needed a new challenge. I began (revise) my CV while I looked for jobs. I (talk) to people in other shops to find out what their conditions were like. I (look) in the newspaper one Friday evening when I (see) a job advertised that I thought might be for me. While I (fill) out the application I (realise) that I was well qualified for the position. One night I (cook) supper when the telephone (ring). I (ask) to go in for an interview. The next day as I (walk) to work, I decided what I’d wear to the interview. That night I took time (prepare) for the interview. I (check) that my clothes (iron). While I (clean) my shoes, I (think) about the questions that I’d be asked. That night when I (lie) in bed, I (rehears) my answers to the questions. Finally, I (fall) asleep. As the alarm (ring), I (wake) up, got dressed and set off for the interview, (feel) confident and prepared. (25)
Part F: Job application

6
You own a travel agency and you have to appoint someone in the position of travel consultant. You receive more than fifty applications for the job. Read the letter below. Would you call the writer of this letter in for an interview? Give reasons for your answer. 
         (10)

22 Gears Ave

Greenway.

2525.

The Travel Place

PO Box 221

Pretoria 

0001
Dear Sir

I apply to be a Travel Consultant. I saw the advertisement in the Twinkle newspaper.

I matriculated in 2008. I speak English and IsiXhosa. Please I need a job.

I hope you like me.

Regards

Jonathan Stocking.

Part G: Letter of application
7
You see the following advertisement in the classified section of the newspaper. Apply for this job. 

	Call Centre Agent – Customer Services

Location: Johannesburg
Contract: Full-time

Pay: R9 000 per month

Listed: 04 Aug, 2009

Expires: 30 Sep 2009

A vibrant, energetic and accurate agent is required to attend to incoming calls, attend to queries with the aim of resolving them, managing own administration and providing product knowledge to clients.
Requirements:
- Matric 
- Relevant Diploma (desirable)
- A minimum of 1 year’s call centre experience in a life insurance company
- Computer literacy in Excel and Word
- Fully bilingual (English and isiZulu)
- Exceptional communication skills
- Attention to detail
- Pro-active
Contact information: 

The Life Insurance Company

PO Box 2568

Johannesburg

2020


Suggested Solutions

Part A: Role-play

1. Learners should get into groups of four. They can decide who will take the part of each person in the conversation. 

Let them read the interview together. They should discuss how to use their voices to enquire about and answer questions. 

Let them read the interview again. They can arrange their table and chairs in a group and act out the interview. 

Let a few groups demonstrate their role-play for the class. 

Talk about polite language.

Discuss the situation.

Part B: Conversation

2. The text is left-aligned. What people say is indented. What one person says is directly under what the previous person said.

Different people are speaking. Their names are given. If this were a story then it might say Ms White said or Ms White replied. 

People’s names are followed by semi-colons. If this were a story then what they say would be in quotation marks. 

People speak to each other directly. The main character is Ms White. 

The reader learns about people from the things that they say to one another. In a story the narrator would describe people’s feelings for the reader. The narrator would also explain how they said things.

The style is formal because the situation is a formal one. People are being very polite to one another.

Part C: Questions

3. Examples of questions:

When did you become interested in hairdressing?

Why do you want to become a hairdresser?

Have you done any hairdressing courses?

Can you be on your feet for eight hours a day?

Do you get on well with people?

Do you have a driver’s licence?

How long have you had your driver’s licence?

Have you been involved in any car accidents?

Do you know how to read a map?

How well do you know the town?

Part D: Indirect speech

4. You can mark the indirect speech out of 30, taking off a mark for each error. The following is an example of what could be done to change the text from direct to indirect speech:

Mr Pillay asked Mr Mali if he could give them an example of something that he had done that showed that he was a leader.

Mr Mali described how one day they had caught a shoplifter and his colleagues had brought the boy to him and asked if they should call the police.

Mr Pillay asked why they had done that. He indicated that he thought they would have taken the boy to security.

Mr Mali explained that the shoplifter was only 10 years old and he was clearly hungry. They didn’t want him to go to the police but they wanted to show him that his actions were wrong.

Ms White asked what they had done.

Mr Mali described how they had told the boy to tidy up the trollies for the morning as punishment. When he had done the work, they put money together and bought him a loaf of bread.

Ms White thought that that was very interesting. She asked if Mr Mali thought the boy had learnt from the experience.

Mr Mali said he had. He described how the boy came back often after that. He’d ask if he could help them. Sometimes he would help customers with their shopping. They would tip him. They never caught him stealing again but he did use his tip money to buy bread.

Ms White commented on the interesting story. She asked Ms Williams what she thought about it.

Ms Williams agreed that it was very interesting. She suggested that they should think about the idea.

Part E: Past progressive tense

5. I was working as a salesperson for Foshini’s at that time. Then I decided to look for another job. I was earning quite a good salary but I thought I needed a new challenge. I began revising my CV while I looked for jobs. I talked to people in other shops to find out what their conditions were like. I was looking in the newspaper one Friday evening when I saw a job advertised that I thought might be for me. While I was filling out the application I realised that I was well qualified for the position. One night I was cooking supper when the telephone rang. I was asked to go in for an interview. The next day as I was walking to work, I decided what I’d wear to the interview. That night I took time preparing for the interview. I checked that my clothes were ironed. While I was cleaning my shoes, I thought about the questions that I’d be asked. That night when I was lying in bed, I rehearsed my answers to the questions. Finally, I fell asleep. As the alarm was ringing, I woke up, got dressed and set off for the interview, feeling confident and prepared. (25)
Part F: Job application

6. Learners may find many reasons why they would not interview this candidate. Among these may be:

· The newspaper in which the advertisement appeared is not mentioned.

· The date of the advertisement is not mentioned.

· Grammar is incorrect.

· There is nothing of any use in the letter.

· The matriculation subjects are not mentioned.

· Jonathan does not mention what his interests are or why he’s applying for a job.

· There is nothing that stands out about this candidate; he tells the employer nothing about himself.

· A CV is not attached.

· Proof of matriculation is not attached.

· The candidate does not mention any previous experience.

· A job application letter should end with “Yours faithfully”.

· It should have a place for the signature. 

Part G: Letter of application
7. Use the assessment rubric in the Appendix of Assessment Tools to assess the letters.

Appendix of Assessment Tools

Assessment rubric: Letter of application
	Letter (20)
	Level 4
	Level 3
	Level 2
	Level 1

	
	
	
	2
	1

	Address
	
	
	Completely correct
	Some errors

	
	
	
	2
	1

	Salutation and ending
	
	
	Completely correct 
	Partly correct

	
	
	
	2
	1

	Subject heading
	
	
	Completely correct, includes where the advertisement appeared and the name of the job
	Partly correct

	
	
	
	2
	1

	First paragraph
	
	
	Completely correct, mentions the job being applied for
	Partly correct

	
	4
	3
	2
	1

	Content
	The second paragraph indicates that the candidate meets all the requirements as laid out in the advertisement with regard to matric, experience, computer literacy, language ability and communication skills. It also points to specific attention to detail and being pro-active.
	The second paragraph indicates that the candidate meets most of the requirements as laid out in the advertisement with regard to matric, experience, computer literacy, language ability and communication skills. It also points to specific attention to detail and being pro-active.
	The second paragraph indicates that the candidate meets some of the requirements as laid out in the advertisement with regard to matric, experience, computer literacy, language ability and communication skills. It also points to specific attention to detail and being pro-active.
	Although the second paragraph includes the information, it is not clearly structured.

	
	
	
	2
	1

	Information
	
	
	The applicant includes something interesting about him- or herself. 
	The writer tries to include something interesting about him- or herself.

	
	4
	3
	2
	1

	Tone
	The tone is formal. The applicant indicates abilities but without boasting.
	The tone is formal. The applicant indicates abilities a little boastfully.
	The tone is sometimes appropriate and sometimes inappropriate.
	The tone is inappropriate.

	
	
	
	2
	1

	Conclusion
	
	
	The conclusion is respectful.
	


