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Students are expected to complete the following: 

 

#1 Writing Portfolio 
1. Letter of Application and Resume 

Write a letter of application and resume for one of the following positions: 

a. Sales representative in a manufacturing firm 

b. Computer programmer 

c. Cashier in a bookstore 

d. Electrician in a construction company 

 

      2. Letter of Complaint 

Write a letter of complaint to the Managing Director of a firm from which    you 

have bought a radio that is defective. You have already taken it to the department 

where you bought it but they have refused to help you. 

 

     3. Letter to the Editor 

Write a letter to the editor commenting on the hesitancy of the vaccine take-up in 

the country.  

 

    4. Eye -witness Report/ Simple Report 

(a) Write a formal report to be sent to your Principal on the incidence of 

violence in your school. 

 

(b)  Imagine you are at the scene of an accident. Write an eye-witness account 

of the incident. 



Give the report a title, mention details of place, time, cause and effect of the 

event. Let your report be factual and objective. 

Due Date: October 25-29, 2022 

 

 Mark scheme 

Inside address 3 marks  

Outside address 3 marks 

Subject line 2 marks 

Body 15 marks 

Closing 2 marks                          Total: 25 marks 

 

N.B. EACH PIECE WILL BE MARKED OUT OF 25 THEN AVERAGED. 

 

 

#2 Summary Writing 
Students will be provided with three(3) articles with which they will be 

required to: 

a. List the main points from each article 

b. Summarize each article in no more than 120 words.  

 

In writing their summaries, students should use the following guidelines: 

1. Select the main idea in each paragraph 

2. Note the details that support the main idea 

3. Omit unimportant details, examples, illustrations 

4. Omit repetition of ideas and expressions 

5. Relate the main ideas into one connected piece 

6. Use your own words as far as possible 

 

Each summary should be marked out of 25 then averaged. 

Each summary should be thoroughly marked (each aspect) using the appropriate mark 

scheme.  

 

N.B. The extract/articles will be provided to each teacher.  

 

Due Date: December 5-9 2022 


