PO 406.03a Level Four 

Annex A – Mini Quiz 

CADET  ____________________________

DATE:_____________________

Answer the following question:

1.
The following components of an offer of employment letter are in the wrong order. Number the components from 1 to 10, with 1 being the first component of an offer of employment letter and 10 being the last component.

A.
The word enclosed. 

B.
In this paragraph, you indicate that your resumé and all other 

 
significant documents (diplomas, letters of reference, etc) have been 

 
annexed to this letter. It is also recommended that you inform the 

 
employer that you are available for an interview at the employer’s 

 
earliest convenience.

C.
Your signature.

D.
This paragraph contains your greeting, and if you wish, you may 

 
express your wish to meet the person responsible for personnel 

 
selections. Give your phone number or a phone number through which 

 
you can be reached.

E.
In this paragraph you may explain how you learned about the job 

 
opportunity (newspaper, a friend, employment centre, etc) or you may 

 
simply offer your services directly.


F.
The name and address of the employer.

G.
This paragraph is used to present yourself and describe why you are

 
interested in this specific job opportunity. 


H.
The date;
Instructions to Cadets:

1.
You have 5 minutes to complete the mini-quiz. 

2.
Begin by filling in your name and the date at the top of the sheet.

3.
Mark your answers in the blanks provided. 




















































