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simple presentrelative clauses (in definitions)should/must/have toadverbs of frequencywould/shouldsimple
presentsequence markerssuggest + subj.present simple passivebe rich in/high inattributive clauses (which, that)as ...
asbut/while/whereasadverbials of timesequence markerspast simplepast perfect3rd conditionalpast
continuousmust/may/might havepresent simpleimperativesit hurts whensequence markersfuture
simple/continuouspercentages/proportions/fractionsnumbers and figurespresent perfectpresent continuousfuture
simplegoing tomodalsformal letter formatpassive voicecause/effectindirect questions (I don't know why ... ,etc.)
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[0 O O Kate's dayl'm always at work by 9am so that 1 canplan the day and train staff before we openthe shop at 10.
I then spend most of themorning checking stock, placing orders anddoing general administration. I usually helpout
on the check-out tills during the busylunchtime period from 12 to 2pm. My ownlunch break is always from 2 to 3.
Igenerally attend to the accounts in theafternoon. It's become much easier since webecame computerised in 1994,
At 4pm lleave my office for the shop floor again ——to check the displays and organise therefilling of'shelves and
so on. It's a big shopnow, selling everything from clothing tostationery so that takes me up to 5 o'clockwhen I try to
leave for home. I usually endup working overtime at least twice a week[

It's a great job and | like the variety ofresponsibilities I have. | love the 'young'atmosphere of the shop and enjoy
workingwith the students whom we employ on anhourly basis to help out. We have eightpermanent full-time staff
members and weall work happily together[]
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