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   IDENTIFICATION OF THE COMPANY

Name of the company :

Address :

Post code:

Town:

Phone number:

Fax number:

Size:

Number of employees:

Activity:

Competitors:

Working hours:

Equipment :



    WORK EXPERIENCE
Tutor’s name:

What was his/her job, his/her position in the company?

What were your working hours?

Which department did you work in?

Make a list of the different tasks you performed in the company:





    DESCRIBING A TASK
Title of the task:


Introduction

	Who
	Who usually does the task?

	What
	What different things did you do in the company? 

	Which
	Which one did you choose to describe?

	When
	When did you perform this task?

	Where
	Where did you do the task? (firm and department)

	Why
	Why did you choose to present this task?

	How
	How did you organize yourself to develop the task?


Development 
Before


The task itself

After

Conclusion
What benefits did you draw from it?

Did you have any problems during your work experience?

What do you think about your work experience?
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