Create an advert for a job
You are going to produce an advert for a job, imagine it will go in a newspaper like Manchester Evening News.

Think of a business that you might be interested in.

First of all think about what you might need to include on the advert, for example:

· Name of job

· Responsibilities of the job

· Name of company 

· Wage for job (per hour or per week)

· Qualifications needed to do job

· How to apply for the job (by sending an CV and letter)
· When will the job start

· Is it full time or part time?
· Address of the company and telephone number

· Other things you might think will be helpful in the advert.

Remember you want your advert to stand out from the rest so make it look good.

Use either Microsoft Word or Publisher to do this.
See the other side of this for an example of what to do!
Cleaners Wanted
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We would like to recruit a new cleaner to work in offices around Manchester. You will work mainly evenings and weekends and be working a 25 hour week.

Experience of similar work is desirable but not necessary. 

We are looking for people to start immediately.

Please send your CV and references with a cover letter to our head office.

We pay competitive rates depending on experience.
                                          Address of head office:

42 Grange Avenue

Ardwick

Manchester

M20 4AE

Email: cleandream@hotmail.co.uk

Telephone for more details on 0161 567 3421

Job Ref: 34567 

