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vskillbuilders n writing n entry level 1

Introduction

Functional Skillbuilders have been specifically developed to support teachers delivering
Functional Skills. There are 30 volumes in the series providing a dedicated book for each
section and level of the Functional Skills standards in English and maths. The series has
also proved to be invaluable to support English and maths skills for a range of students
whether they are working towards Functional Skills, Apprenticeships, Foundation and
Progression Awards or simply brushing up on their skills.

All the task-based activities in Functional Skillbuilders are based in three workplace
settings – a hotel, a supermarket and a factory. This helps make the activities both real
and relevant to adult and young adult learners. Knowledge about each workplace builds
cumulatively as students progress through the levels. The tasks become increasingly work
specific as students progress through the series. Most students will find the tasks in Entry
Level 1 Writing both familiar and accessible.

Functional Skillbuilders are designed to be mediated by teachers. They provide you with
resources to explicitly teach Functional Skills at each level. The teaching notes explain the
skills addressed on each worksheet and provide guidance for teaching strategies. Teaching
materials have also been included. There are alphabet and number cue cards at the lower
levels. Templates for group work are included at every level.

Functional Skills

These activities are task-based and provide teachers with a variety of materials to build
the full range of Functional Writing skills. The first section of the book explicitly teaches the
Functional Writing skills required at Entry Level 1. Students then have 2–3 more
opportunities to build and apply these skills in vocational contexts, allowing the teacher to
teach skills, enable practise and to check learning. 

Instructions are mostly given for carrying out the activities on paper, however you can
choose to use to use on-screen wherever possible and applicable to your own setting. We
have made suggestions for on-screen work in the teaching notes. We have also included a
list of websites for teachers to use as source material to create on-screen writing tasks
relevant to the manufacturing, retail and hotel industries, these are on page 66. Teachers
should bear in mind the complexity and reading/writing level of texts and select pages as
appropriate as possible for Entry Level 1 students.

How to use this pack

Ask the student to complete the checklist on page xiii with you. This checklist will tell you
the writing skills your student most wants to practise. Use the outcome of this discussion
to agree targets with the student and use the table to identify suitable worksheets.
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skillbuilders n writing n entry level 1vi

Introduction

Teaching point

If there are any teaching points on the worksheet they will appear like this.

Tutor questions

Glossary

There is a glossary for use by students on page 53.

Mapping

Mapping to the Functional Skills standards is available electronically. Please email
enquiries@axiseducation.co.uk.

Additional teaching materials

Templates for group work are at the very back of the pack. Photocopy them as required.

Questions to be read aloud by the teacher appear

at the bottom of the worksheet in a box like this.

tutor questions

Teaching notes

There are teaching notes for each worksheet. They explain the purpose of each worksheet
and any groundwork that the teacher needs to cover first. The teaching notes include
suggestions for group work, work in pairs and extension work. 

A box like this at the top of each worksheet tells students the skills they will
practise, ensuring that they are aware of learning outcomes from the outset.
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viiskillbuilders n writing n entry level 1

Teaching notes

These teaching notes are organised by
worksheet. There are teaching notes for every
worksheet and they are designed to be read in
conjunction with a photocopy of the relevant
worksheet. The skills covered are listed
alphabetically in the Student checklist on page
xiii of this pack. The Groundwork section
highlights the skills that need to be taught before
your students tackle the worksheets, together
with teaching suggestions. Suggestions for
paired and group work are also included.

Worksheets 1, 2, 3, 4, 5, 24, 25, 26,
45, 46
Writing the letters of the alphabet in
both upper and lower case. Writing
the letters of the alphabet in order

Groundwork 1, 2, 3, 24

Before your students attempt these worksheets
you need to check their ability to write the letters
of the alphabet in both upper and lower case.
They should also be able to sequence the
alphabet, although they could carry out the
alphabetical order tasks with the alphabet
written in front of them as a prompt.

Worksheets

Explain the skills your students are going to
practise and help them to read the instructions.
Then ask your students to carry out the tasks
individually or in pairs, taking turns to time each
other. 

Extension work

Ask students to write letters of the alphabet in
both upper and lower case using a
wordprocessing programme. 

Worksheets 6 and 47 
Use capital letters and full stops

Groundwork

Make sure that your students are familiar with
simple punctuation before you begin these
worksheets. They should understand the terms
capital letter and full stop. This activity provides
you with a good opportunity to explain the
purpose of punctuation – that it helps the reader
to make sense of a piece of text.

Worksheets

Explain the skills your students are going to
practise and help them to read the instructions.
Then ask your students to carry out the tasks.

Extension work

Prepare sentence structure exercises using a
wordprocessing programme. Write ten sentences
and ask students to highlight the full stops and
capital letters. You could then make this more
difficult by preparing a document containing
sentences without full stops and capital letters
and ask students to insert them.

Worksheet 7 
Using capital letters for proper nouns
and I

Groundwork

Use the teaching points at the start of this
worksheet to explain the use of capital letters for
proper nouns and I. A good way of teaching this
is to ask students to write their name and
address and to highlight all the words that
should start with a capital letter. Then you can
extend the activity by asking students to
capitalise a list of towns’ or people’s names.

FSB_WRITING EL1_2011_U_writing EL1  01/09/2016  06:58  Page vii



skillbuilders n writing n entry level 1

Teaching notes

viiiviii

Worksheet

Explain the skills your students are going to
practise and help them to read the instructions.
Then ask your students to carry out the tasks.

Group work

Template 1 (T 1) provides you with an
opportunity to teach capital letters for proper
nouns and I as a group work activity.

Worksheet 8 
Days of the week and months of the
year

Use the teaching points at the start of this
worksheet to explain the use of capital letters for
days of the week and months of the year. Then
help your students to read the instructions and
ask them to carry out the task.

Worksheets 9, 10, 11 
Writing personal details

Groundwork

Discuss the sort of information that students are
likely to fill in on forms and other documents.
Write two lists to document your discussion  –
one for the information they are likely to have to
write and another for the sort of situations in
which they are likely to have to provide personal
details.

Worksheets

Explain the skills your student is going to practise
and help them to read the instructions. Then ask
your students to complete the task.

Extension work

Bring in a selection of short coupons with spaces
for names and addresses. Ask your students to
complete them. Create address labels in a word-
processing programme.

Worksheets 12, 13 
Writing sentences

Groundwork

Use Worksheet 12 to teach your students about
sentences. This worksheet is available as a
template (T 2). Use it to conduct this exercise as a
group activity.

Worksheet 13

Use the teaching points at the top of this
worksheet to reinforce how a sentence is
constructed. Then help your students to read the
instructions and ask them to carry out the task.
If they get any answers wrong it is important to
explain why the points aren’t sentences.

Extension work

Ask students to read simple texts and highlight
those that aren’t proper sentences. Provide a
good selection of materials for the task – adverts
are often a good source of bad English.

Worksheet 14 
Sentence building

Use the teaching points at the top of the
worksheet to reinforce how a sentence is
constructed. Then help your students to read the
instructions and ask them to carry out the task.
Help your students with spelling where
necessary, but try to get them to complete as
much of the task as possible on their own.
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Teaching notes

Worksheets 15, 44, 50 
Proofreading for punctuation

Groundwork

These three worksheets are similar proofreading
activities contextualised to the hotel,
supermarket and factory. You could use one
worksheet to teach, one to reinforce and then
one to check proofreading for punctuation
errors. Before you start the activity you should
check your students’ understanding of the use of
capital letters and full stops.

Worksheets

Explain the skills your students are going to
practise. Help them to read the instructions and
ask your students to complete the task.

Extension work

Encourage your students to proofread their own
writing for punctuation as part of the writing
process.

Group work

Templates 3, 4, 5 and 6 provide punctuation
tasks for you to conduct punctuation exercises as
a group activity.

Worksheets 16, 17, 41 
Writing notes

Groundwork

Discuss the sorts of communications that
students are likely to write as a note. Highlight
the differences in tone and style that students
might use when writing to different people. Write
two lists to document your discussion  – one of
notes that are likely to be very informal and
another of notes that are likely to be more
formal.

Worksheets 16, 17, 41

Read the instructions with your students. Use the
teaching points on the worksheet to reinforce
punctuation skills. Then ask your students’ carry
out the tasks. You could model the first note with
them and then use the other notes to reinforce
and check their ability to write notes.

Worksheets 18, 19 
Writing postcards

Groundwork

Discuss the information that people usually put
on a postcard. Ask why people send postcards
and scribe your group’s answers on a board.

Worksheet

Read the instructions with your students. Use the
teaching points on the worksheet to reinforce
punctuation skills. Then ask your students carry
out the tasks. You could model the first postcard
with them and then use the other postcard to
reinforce your students’ ability to write postcards.

Worksheets 20, 32 
Writing lists

Groundwork

Ask your group what they use lists for. Scribe
their responses on a board. Discuss the
differences in written English of lists for their
own use and lists that they need to pass on to
someone else.

Worksheets

Read the instructions with your students and ask
them to carry out the tasks. Worksheet 32 asks
students to make lists to plan a party. You may
need to help your students think of a list of
possible venues. 
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Teaching notes

x

Extension work

Ask students to write lists on screen. They can
then number or sort them alphabetically.

Worksheets 21, 22, 29, 31, 39, 51
Filling in forms

Groundwork

Discuss the sort of information that students
need to write on forms. Write two lists to
document your discussion – one of the
information students are likely to have to write
and another of the situations in which they are
likely to have to fill in forms.

Worksheets

Explain the skills your students are going to
practise and help them to read the instructions.
Then ask them to complete the task.

Extension work

Bring in a selection of forms for your students to
complete.

Worksheet 23 
Understanding which words should
start with a capital letter

Groundwork

Use this worksheet to revise the use of capital
letters. Introduce the task by reminding your
students which words begin with a capital letter.

Worksheet

Explain the skills your students are going to
practise and help them to read the instructions.
Then ask your students to complete the task.

Worksheets 27, 28, 48 
Descriptive writing

Groundwork

Discuss the sorts of words used in descriptive
writing. This is a good opportunity to teach
students the terms adjective and adverb. Ask the
group to describe a person from a photo in a
newspaper or magazine. 

Worksheets 27, 48

Read the instructions with your students then ask
them to carry out the task. 

Worksheet 28

Read the instructions with your students then ask
them to carry out the tasks. This is a good
activity for working in pairs.

Worksheet 30 
Choosing the right job

Groundwork

Discuss the conventions of job advertisements.
Ask your group what information they are likely
to contain and where this information will
appear in the advert.

Worksheet

Explain the skills your students are going to
practise, then ask them to read the adverts,
either to themselves, aloud or in pairs. If your
students have difficulties with any of the words,
prompt them by asking them to break the word
down into syllables. Read the word for the
students if they are struggling with it. When they
have read the adverts ask your students to
answer the questions.
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Teaching notes

Worksheet 33
Planning a party 2

Groundwork

Discuss the sorts of events for which people send
invitations. Scribe the group’s answers on the
board. You could also discuss the conventions of
invitations – what information they contain and
explain what RSVP means.

Worksheet

Explain the skills your students are going to
practise, then ask them to carry out the task.

Worksheets 34, 35, 49 
Taking telephone messages

Groundwork

Discuss the important features of a telephone
message – the person’s name, phone number
and short message.

Worksheets

Use Worksheet 34 to demonstrate how to use a
telephone message pad. Then ask your students
to complete the task on Worksheet 35. To make
the task more realistic you could ask your
students to work in pairs and dictate the
messages on Worksheets 35 and 49 to each
other. 

Extension work

Photocopy the blank phone message form and
use it to role play giving and taking phone
messages in pairs.

Worksheets 36, 37, 38 
Writing numbers in words

Groundwork

Discuss the occasions when you may need to
write numbers as words. Remember that at
Writing Entry Level 1, students are only expected
to write numbers up to ten in words. 

Worksheets

Explain the skills your students are going to
practise, then ask them to carry out the tasks.

Worksheet 40, 41
Giving and receiving information

Groundwork

Discuss these types of telephone calls and the
information students would need to convey in
each case:

n making appointments

n making a complaint

n asking for information.

Worksheets

Use the teaching points to remind students to
make notes before making an important
telephone call, then ask them to carry out the
tasks.

Extension work

1. Ask your students to role play these scenarios
in pairs.

2. Provide a list of scenarios and ask your
students to give and receive information in
pairs.
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Teaching notes

xii

Teaching notes

Worksheets 42, 43 
Writing emails

Groundwork

Discuss how emails are used in the workplace. It
would be helpful to bring in a selection of pre-
printed emails from different sources to show the
standard information supplied in each one.
Discuss the tone of language expected in a
workplace email. You can also explain that email
is short for electronic mail.

Worksheets

Read the instructions with your student. Use the
teaching points at the top of the worksheet to
reinforce the requirements of an email. Explain
that cc is short for carbon copy which means
that a copy of the email will be sent to the
people listed after the colon. Then ask your
students to carry out the tasks. You could model
the first email with them and then use the other
emails to reinforce and check email writing skills.

Worksheet 51 
Writing letters

Groundwork

Use the template to discuss how a letter should
be laid out. This is a good opportunity to
demonstrate different ways of writing the date
and to stress the importance of neat writing. You
could also discuss the use of a wordprocessor for
presenting formal letters.

Worksheet

Ask your students to write the letter on a
separate sheet of paper. Give them envelopes to
write the address. You may need to explain
exactly where they should write the address on
the envelope.

Extension work

Seek out opportunities for your students to write
letters as part of their everyday work, for
example letters of complaint about products,
letters requesting information or brochures,
letters to the local newspaper and so on.
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Student checklist

Functional Skillbuilders Writing Entry Level 1 will help you improve your English skills. This
chart lists the writing skills covered in this book. Tick the boxes to say which skills you think you
will find the most useful to practise. Then discuss your ideas with your teacher.

Skill � Worksheets

Filling in forms 11, 21, 22, 29, 31, 34, 35, 39

Filling in job application forms 22, 31, 51

Making notes to plan a telephone call 40

Proofreading for punctuation mistakes 15, 44, 50, OHTs 1, 2, 3, 4, 5

Understanding which words should start with a capital letter 8, 23

Use capital letters and full stops in sentences 6, 15, 44, 47, 50

Use capital letters for proper nouns and I 7

Write the letters of the alphabet in order 1, 2, 24

Write the letters of the alphabet in upper and lower case 1, 2, 3, 24

Write words in both upper and lower case 4, 5, 25, 26, 45, 46

Writing answers to questions 30

Writing descriptions 27, 28, 48

Writing the days of the week and months of year correctly 8

Writing in proper sentences 12, 13, 14, 15, 38, 44

Writing invitations 33

Writing letters 52

Writing lists 20, 32

Writing emails for work 42, 43

Writing name and address and other common details found on forms 9, 10, 11, 39

Writing numbers in words 36, 37, 38

Writing postcards 18, 19

Writing short notes 16, 17, 41

Writing telephone messages 34, 35, 49
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Write the letters of the alphabet.

1. Alphabet worksheet 1

All writing starts with being able to write the letters of the alphabet in upper case (capital
letters) and lower case (small letters).

Write the letters of the alphabet in upper case (capital letters).  Time how long it takes
you.

A

How long did it take? 

Did you get stuck on any letters? 

Now write out the letters of the alphabet in lower case (small letters).

a

How long did it take? 

Did you get stuck on any letters? 

Use these grids in the next session and see if you can beat your last time!

A

a
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Write the letters of the alphabet.

2. Alphabet worksheet 2

2

Use a highlighter pen to cross out each capital letter and its lower case twin. Do them
in alphabetical order. Time how long it takes you.

A f Q e P m G i O p N q D
b J g Y o C r W s Z v H j

l R n T u V I x U h S t X
F c K d L w z E y M k B a

A f Q e P m G i O p N q D
b J g Y o C r W s Z v H j

l R n T u V I x U h S t X
F c K d L w z E y M k B a

How long did it take? 

Did you get stuck on any letters? 

How long did it take? 

Did you get stuck on any letters? 

Try it again and see if you can beat your last try.
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Write the letters of the alphabet.

3. Alphabet worksheet 3

Use these columns to practise writing the letters of the alphabet. In column 1 write
the lower case letters in the boxes on the left. In column 2 use the boxes on the right
to match the upper case letters.

Z
Y
X
W
V
U
T
S
R
Q
P
O
N
M
L
K
J
I
H
G
F
E
D
C
B
A

Time: Time: 

Time how long it takes you to complete each alphabet.

1 2 b
g
o
u
k
z
r
d
t
l
v
n
f
w
a
h
q
c
m
x
j
y
s
i
e
p
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Write words in upper case.

4. Hotel – capital letters

4

Write each of these words again but in CAPITAL LETTERS.  The first one has been done
for you. Your teacher will help you read the words.

hotel

room

car park

reception

swimming pool

restaurant

key

cash

lock

porter

cook

HOTEL
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Write words in lower case.

5. Hotel – lower case letters

Write each of these words again but in lower case letters. The first one has been done
for you. Your teacher will help you read the words.

MAID

FOOD

DRINK

BAR

TOWEL

MONEY

LIFT

NUMBER

BOOK

ALARM CALL

TIME

maid
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Use capital letters and full stops in a sentence.

6. Hotel – capital letters and full stops

6

A sentence always starts with a capital letter and ends with a full stop. 

Re-write these sentences putting in the correct punctuation. The first one has been
done for you.

1. my name is Joy

2. this is a hotel

3. my name is Bob

4. i work at the hotel

5. i have two children

6. i am a porter

7. my wife is called Pat

8. she works at the hotel

9. pat enjoys her job

10. How many capital letters did you write?

11. How many full stops did you write?

My name is Joy.
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Use capital letters for proper nouns and I.

7. Hotel – capital letters for proper nouns and I

Some words always have a capital letter. The names of people, places, days of the week and
months of the year always have a capital letter. If you are writing about yourself, the word I
must also be a capital.

Re-write these sentences putting capital letters in the right places.

1. my name is pat.

2. i work in the hotel.

3. my husband is called bob.

4. he works at the hotel too.

5. i enjoy my work.

6. he is a porter.

7. we have two children.

8. bob likes fridays because he gets paid.

9. i like sundays because i can have a lie-in.

10. we both like saturdays.
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Write the days of the week and months of the year correctly.

8. Days of the week and months of the year

8

Use a highlighter pen to mark the words that should always have a capital letter.

house monday me

tuesday december april

mother wednesday him

friday september dad

tomorrow thursday my

saturday week today

sunday january february

yesterday you march

sister may brother

june july when

he august october

Which month of the year is missing?
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Write your name and address and other common details found on forms.

9. Personal details 1

Complete these personal details. Remember when to use a capital letter and full stop
and that I must always be a capital. Try to answer each of these questions with a
short sentence.

1. What is your name?

2. What is your address?

3. What is your postcode?

4. What is your telephone number?

5. What is your date of birth?

6. How old are you?
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Write your name and address and other personal details.

10. Luggage labels

10

People label their luggage so that if it gets lost, the person who finds it can contact
you. Write your name, address and a contact telephone number on this luggage label.
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Write your name and address and other personal details.

11. Hotel – registration form

When you stay at a hotel you have to register.

This means you have to fill in a short form giving your personal details.

Fill in this registration form for the Old Hall Hotel. Say you are staying for five nights.

Registration form

Surname:

First name:

Address:

Postcode:

Contact number:

Number of nights’ stay:

Car registration:
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Understand what makes a proper sentence.

12. What is a sentence? 1

12

A sentence can be…

a statement:
The car crashed into the fence.

a question:
What have you done today?

a wish:
I would really like to win the Lottery.

a command or instruction:
Get on with your work.

a request for something:
I would like a cup of tea, please.

an exclamation:
Stop, thief!
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Understand what makes a proper sentence.

13. What is a sentence? 2

A sentence always starts with a capital letter.

A sentence ends with either a full stop, a question mark or an exclamation mark.

A sentence always has a verb.

Read these pieces of text. Put a tick next to each sentence.

1. My name is Bob.

2. The hotel.

3. As I went home.

4. If we walk slowly.

5. My wife is called Pat.

6. Even if we were old.

7. Did you buy a card for Joe’s birthday on Friday?
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Write a proper sentence.

14. Sentence building

14

Complete the following tasks remembering to use capital letters and full stops in the
right places.

1. Write one sentence about your favourite time of year.

2. Write two sentences about a meal you like to cook or eat.

3. Write three sentences about a holiday or day out that you remember.

4. Write four sentences about a television programme you have watched.

5. Write five sentences about your family.
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Proofread for punctuation mistakes. Write in a proper sentence.

15. Hotel – punctuation

Read this text about the hotel and use a highlighter pen to mark all the letters that
should be capitals.

Old Hall Hotel is a small hotel.  it is in its own grounds in the

country. the food is great.  

there is a swimming pool and a gym.  you can have beauty

treatments.  you need to book them at reception.

you can get information about the hotel if you call zara on

01892 504450.

How many marks did you make? 

In your own words write a few sentences about the hotel. Does it sound like the sort
of hotel you would like to stay at? Give reasons for your answer.
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Write short notes.

16. Writing notes 1

16

You are going to stay at the Old Hall Hotel from the 1st to the 7th of June. Write a
note to each of these people saying when you are going away, when you will be back
and your message. Write two of your notes on this worksheet and two notes on
Worksheet 17.

1. To the milkman to cancel the milk whilst you are away.

2. To your child's school to tell them their gran will be picking them up.

3. To a neighbour to ask them to sign for any parcels whilst you are away.

4. To the newsagent to cancel the papers.
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Write short notes.

17. Writing notes 2

Remember to use capital letters for:

� the start of each sentence in your note

� the names of days of the week and months of the year

� whenever you write about yourself: I

� whenever you use the name of a person or place.

Remember to put full stops at the end of each sentence.

See Worksheet 16 for the notes to write here.
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Write a postcard.

18. Hotel – writing postcards 1

18

You have arrived at the hotel for your holiday. Use the blank postcards on this
worksheet and Worksheet 19 to write a message to each of these people.

1. A family member to let them know you arrived safely.
2. Your work mates to tell them about your holiday.
3. A friend letting them know what you are doing.

You might tell them: n what the hotel is like
nwhat your room is like
nwhat the weather is like
nwhat the food is like
nwhat outings or day trips you have been on.

Remember to use capital letters for:

n the start of each sentence in your note
n the names of days of the week and months of the year
n whenever you write about yourself: I
n whenever you use the name of a person or place

Remember to put full stops at the end of each sentence.

address
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Write a postcard.

19. Hotel – writing postcards 2

address

address

See Worksheet 18 for which postcards to write here.
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Write a list.

20. Getting away

20

Writing lists can help you plan the things you need to take, the things you need to buy
and the things you need to do before you go on holiday. Write a list to suit each of the
headings. The first item on each list is done for you.

Things to pack Things to buy Things to do 

1. Towels Shampoo Cancel milk

2.

3.

4.

5.

6.

7.

8.

9.

10.
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Fill in a form. Write your name and address.

21. Personal details 2

Read the instructions carefully and fill in the form.

Fill in this simple form with your personal details in BLOCK CAPITAL letters. 
Write one letter in each box. Use black ink please.

SURNAME

FORENAMES

ADDRESS

POSTCODE

DATE OF BIRTH

TELEPHONE (including code)
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Fill in a  job application form.

22. Hotel – job application form

22

Fill in the first half of this job application form with your personal details in capital
letters. 

Use the second part of the form to write a few sentences about yourself.

Job application form – bar staff

Full name:

Title: Mr/Mrs/Miss/Ms*:

Address:

Postcode:

Date of birth:

Telephone number (day):

(eve):

Personal description:

* Delete as appropriate
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Understand which words should start with a capital letter.

23. Capital letters – revision sheet

Use a highlighter pen to mark all the words that should have a capital letter.

How many did you find?

monday january april tuesday

wednesday june boy friday sister

today saturday february brother work sunday

tomorrow august march i my thursday december

dog cat hotel november father dad may

july weekend september if when

october august first me
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Write the letters of the alphabet.

24. Alphabet – revision sheet

24

Check that you can write the letters of the alphabet in upper case (capital letters) and
lower case (small letters) by filling in the missing letters in these charts.

1. Fill in the missing letters of this alphabet in upper case. Time how long it takes you.

A

a b

E F

e g

J L

m n

O P

q r

S

u

W

x

Z

How long did it take? 

Did you get stuck on any letters? 

2. Fill in the missing letters of this alphabet in lower case. Time how long it takes you:

How long did it take? 

Did you get stuck on any letters? 

3. Use these grids in the next session and see if you can beat your last time!

a c g k p t w

A B D H I N R S X
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Write words in upper case.

25. Supermarket – capital letters

Write each of these words in capital letters. The first one has been done for you. Your
teacher will help you read the words.

supermarket

trolley

car park

groceries

bakery

restaurant

customer services

cash

fruit

vegetables

check-out

SUPERMARKET
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Write the letters of the alphabet in lower case.

26. Supermarket – lower case letters

26

Write each of these words in lower case letters. The first one has been done for you.
Your teacher will help you read the words.

MILK

FOOD

DRINK

BREAD

SERVICE

MONEY

BUY

NUMBER

FIRE EXIT

OPEN

CLOSED

TIME

milk
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Write a description.

27. Describe Bill!

Look at this photo of Bill. Write some sentences to describe him. You might write
about his age, his clothes or what he is doing.

Remember when to use a capital letter and full stop and that I must always be a capital.
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Write a description.

28. Supermarket – give us a clue

28

Write a list of goods you need to buy from the supermarket. Choose one of the items
and write up to five clues that will help your partner or teacher guess which item you
are describing.

Here’s how: Clues

1. I am a drink.

2. I am white.

3. I come from cows.

4. I am good for you.

5. I am sold in plastic bottles.

What am I?

Try it again for four more items.

Clues

1.

2.

3.

4.

5.

What am I?

Clues

1.

2.

3.

4.

5.

What am I?

Clues

1.

2.

3.

4.

5.

What am I?

Clues

1.

2.

3.

4.

5.

What am I?
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Fill in a form.

29. Supermarket – social club application form

To join Blackwell’s Social Club you have to fill in this application form.
Say that you work in the bakery section of the supermarket.

Social Club application form

Surname:

First name:

Address:

Postcode:

Telephone number:

Department: 
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1. Which job offers the most pay?

2. Which job has the most unsociable hours?

3. Which is the only full-time job?

4. Which jobs need you to have qualifications?

5. Does the supermarket offer training for these jobs?

6. Will you get a uniform?

tutor questions

Write answers to a question.

30. Supermarket – choosing the right job

30

Read the job applications carefully and answer these questions. Write in full
sentences on a separate piece of paper.

Full-time
Bakery Assistant

35 hours a week.
7 am – 3 pm, Monday – Friday.

4 weeks’ paid holiday.
£7.90 an hour.

Training and uniform provided.
Telephone (01772) 453000

or write with SAE to:
The Manager

Blackwell’s supermarket,
Towngate, Leyland,

Lancashire PR25 6VN

Part-time
Catering Team Member

Staff restaurant.
20 hours a week.

9 pm – 1 am, Monday – Friday.
£7.25 an hour.

Training and uniform provided.
Telephone (01772) 453000

or write with SAE to:
The Manager

Blackwell’s Supermarket,
Towngate Leyland,

Lancashire PR25 6VN

Part -time
Cleaner

12 hours a week.
10 pm – midnight,
Monday – Saturday.

4 weeks’ paid holiday.
£7.20 per hour.

Training and uniform provided.
Telephone (01772) 453000

or write with SAE to:
The Manager

Blackwell’s Supermarket,
Towngate, Leyland,

Lancashire PR25 6VN
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Fill in a job application form.

31. Supermarket – job application form

Fill in the first part of this job application form with your personal details in capital
letters. 

Job application form – bakery assistant

Full name:
Title: Mr/Mrs/Miss/Ms*:
Address:

Postcode:
Date of birth:
Telephone number (day):

(eve):
Brief personal description:

Qualifications:

Have you done this type of work before? Yes/No*
* Delete as appropriate

Use the second part of the form to write a few sentences about yourself and provide the
information asked for.
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Write a list.

32. Supermarket – planning a party 1

32

Blackwell’s is having a 50th Anniversary Party. You have been asked to help plan the party.
There are lots of things to do:

n decide on a venue
n send invitations
n order a special cake
n decide on a menu – food and drink
n organise glasses and crockery.

You have been asked to draw up lists of places where the party could be held, the food and
drink needed and any other items you may need to provide.

Use this chart to help plan the party. If you are stuck for venues ask your teacher –
you could plan to have the party somewhere near you. Your Yellow Pages will help.

Possible venues Food and drink Other items needed
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Write an invitation.

33. Supermarket – planning a party 2

You have been asked to write the invitations for Blackwell’s 50th Anniversary party.
Use the invitation form to invite one of your friends to the party. The celebration will
take place on 8th December from 7 pm until midnight. The party is going to be at the
Preston Marriott Hotel. The dress code is formal.

Invitation

Dear:

You are invited to celebrate our 50th Anniversary at:

Time:

Date:

Dress code:

RSVP to Blackwell’s Supermarket,
Towngate, Leyland, Lancashire PR25 6VN
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Write a telephone message.

34. Supermarket – taking telephone messages 1

34

You may need to take a message for someone at work.

Some companies use special pads for these messages for you to fill in all the important
information.

Look at this example.

Telephone message

Date: Time:

To:

From:

Telephone number:

Message:

0161 982 2121

Mr Smith, Auditors Office

Mrs Gordon, Accounts Department

10.15 am23rd June

Mr Smith would like you to return his call.
He needs you to answer a couple of questions about the
sales figures for last year.

Message taken by: Jane King
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Write a telephone message.

35. Supermarket – taking telephone messages 2

Imagine you took a telephone call today at Blackwell’s customer service desk. It was
for the Manager, Mr Owen. A Mr Robert Brown rang to ask about job opportunities.
His telephone number is 01772 981625.

Use the form to leave a message about this telephone call.

Telephone message

Date: Time:

To:

From:

Telephone number:

Message:

Message taken by:
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Write numbers in words.

36. Numbers in words 1

36

Use an arrow to match each number to its word name. The first one is done for you.

zero

one

two

0

10

8

three

four

five

9

7

1

six

seven

eight

2

3

5

nine

ten

4

6
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Write numbers in words.

37. Numbers in words 2

Use this chart to write the word name for each number.

Number Word name

0

1

2

3

4

5

6

7

8

9

10
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Write numbers in words. Write sentences.

38. Numbers in words 3

38

Look at this pile of shopping and count how many pictures there are of each of the
items. Write your answer as a full sentence making sure you write the numbers in
words. The first one has been done for you.

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

There is one pack of nappies.
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Fill in a form. Write names and addresses.

39. Supermarket – emergency contact numbers

Employers usually ask employees to give them details of people who should be
contacted in an emergency. Fill out this form with the names, addresses and contact
numbers of two people who should be contacted if you have an accident.

Emergency contact details

Employee’s name:
Employee’s address:

Postcode:
Department:
Date of birth:
Telephone number (day):

(eve):
1st Contact name:
Address:

Telephone:
Relationship to employee:
2nd Contact name:
Address:

Telephone:
Relationship to employee:
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Make notes to plan a telephone call.

40. Giving and receiving information 1

40

If you have to make an important phone call, it is a good idea to make some notes before you
start. That way you should remember to say all of the things you want to. 

Make notes to plan each of these phone calls.

1. You feel ill and need to see a doctor
urgently. What would you say to the
receptionist at the doctor’s surgery?

3. You have a chest infection and need to
take time off work. You have to call your
employer to tell them. Who would you
speak to and what would you say? Write
down what you might say.

2. You are too ill to attend
a dental appointment.
What would you say to
the receptionist?

FSB_WRITING EL1_2011_U_writing EL1  01/09/2016  06:59  Page 40



41skillbuilders n writing n entry level 1

Write notes.

41. Giving and receiving information 2

Write formal notes for each of these situations.

1. You are too ill to go to a Parent’s Evening at
your child’s school. Write a note for your child
to take into school to let them know you cannot
attend the Parent’s Evening tonight.

3. Your child needs written permission to go
on a school trip to the museum on
Monday 2nd April. Write a note allowing
your child to go. Don’t forget to sign it
and print your name clearly.

2. You need a repeat
prescription of painkillers
from the doctor. There is
a postbox at the surgery
for notes for prescription
requests. What would
you say in your note?
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Write emails for work.

42. Supermarket – writing emails 1

42

Emails are used in most workplaces. You may need to write an email to pass on information 
to a work colleague or to contact a customer. Emails in the workplace should use correct 
punctuation and you should write in proper sentences.

Use the blank emails on this worksheet and on Worksheet 43, to write these emails.

1. To the manager, Mr Owen, telling him that you have a dental appointment (remember to
say what time and day).

2. To the head of your department (Bakery) explaining that you want to book two weeks off
starting on 3rd August. 

3. To the head of personnel asking to arrange a meeting to discuss your wages.

To:

CC:

Subject:

Attachments:

Send now Send later

Title

Add Attachment

FSB_WRITING EL1_2011_U_writing EL1  01/09/2016  06:59  Page 42



43skillbuilders n writing n entry level 1

Write emails for work.

43. Supermarket – writing emails 2

To:

CC:

Subject:

Attachments:

Send now Send later

Title

Add Attachment

To:

CC:

Subject:

Attachments:

Send now Send later

Title

Add Attachment
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Proofread for punctuation mistakes. Write in proper sentences.

44. Supermarket – punctuation

44

1. Read this email and use a highlighter pen to mark all the punctuation errors you
can find.

2. Now use a separate sheet of paper to re-write the notice using correct punctuation.

allstaff@blackwells.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Staff Christmas Party

Add Attachment

this year the staff christmas party will be on saturday 20th december in the nag’s

head pub

the buffet will be open at 8pm

the singer will be on at 9pm

smart dress only please

tickets cost £5 from bill in the bakery.

see you there

Tom Owen
Store Manager
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Write words in upper case.

45. Factory – capital letters

Write each of these words again but in capital letters.  The first one has been done for
you. Your teacher will help you read them.

factory

car

wheel

tyre

goggles

safety

welding

boss

FACTORY
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Write words in lower case.

46. Factory – lower case letters

46

Write each of these words again but in lower case letters. The first one has been done
for you. Your teacher will help you read the words.

TEAM

OVERTIME

DRIVE

OIL

PACK

STORE

CUSTOMER

team
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Use capital letters and full stops in sentences.

47. Factory – capital letters and full stops

A sentence always starts with a capital letter and ends with a full stop. 

Re-write these sentences putting in the correct punctuation. The first one has been
done for you.

1. my name is Pete

2. this is a factory

3. we make car parts

4. i work at the factory

5. i have no children

6. i am a welder

7. my wife is called Ann

8. she works at a hotel

9. Ann is a cook

How many capital letters did you write? 

How many full stops did you write? 

My name is Pete.
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Write a description.

48. Describe John!

48

Look at this photo of John. Write some sentences to describe him. You might write
about his age, his clothes or what he is doing.

Remember when to use a capital letter and full stop and that I must always be a capital.
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Write a telephone message.

49. Factory – taking telephone messages

You took a telephone call whilst on reception. It was from Mrs Green who would like
to discuss buying several items from the factory. Her contact number is 07817 726
625.

Use the telephone message pad to pass on the message to Bill Talbot.

autoparts
Telephone message

Date: Time:

To:

From:

Telephone number:

Message:

Message taken by:
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Proofread for punctuation mistakes. 

50. Factory – punctuation

50

1. Read this job advert for a trainee sprayer in the factory. The capital letters and full
stops are missing. Use a highlighter pen to mark where they should be.

2. Now use the blank job advert below to write the details using correct punctuation.

3. What is a CV? Ask your teacher if you don’t know.

autoparts ltd
trainee sprayer wanted

full time monday – friday 08.00 – 17.00 saturday 09.00 – 12.00
training given uniform provided

5 weeks’ paid holiday per year minimum wage +
send cv to the director 

autoparts church down business park church down cardiff cf10 8ny

autoparts ltd
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Fill in a job application form.

51. Factory – job application form

Fill in the first part of this job application form with your personal details in capital
letters. 

Job application form – trainee sprayer    

Full name:

Title: *Mr/Mrs/Miss/Ms:

Address:

Postcode:

Date of birth:

Telephone number (day):

(eve):

Personal description:

Qualifications:

* Delete as appropriate

autoparts

Use the second part of the form to write a few sentences about yourself and provide
the information asked for.
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Write a letter.

52. Write away

52

This shows you how to lay out a letter.

Use this template to write a short letter to send with the job application form on
Worksheet 51.

Put your own address on the letter.

Address an envelope for posting the letter and form.

12 Red Bank Lane
Cardiff
CF2 5BB

AutoParts Ltd
Church Down Business Park
Church Down
Cardiff 
CF10 8NY

Today’s date

Dear Sir or Madam

Trainee Sprayer

Yours faithfully

Bob Ford

Enc.

Please find enclosed my application for the job of
trainee sprayer that I saw in the local paper last
night.

I am keen on cars and think the job sounds just
right for me.

Your address
goes here.

The subject of
your letter goes
here.

The address of
the person
you’re writing to
goes here.

The date you
write the letter
goes here.

At the end of the
letter write Yours
sincerely if you
know the 
person’s name or
Yours faithfully if
you don’t.

If you are 
enclosing other
papers such as
an application
form or CV, write
Enc. (or Encs. if
there is more
than one) at the
end. Enc. is short
for enclosing.

The name of the
person you’re
writing to goes
here.  If you
don’t know their
name use Dear
Sir or Madam.

What you want
to say goes in this
middle section in
one or more
paragraphs.

At the end of the
letter sign your
name. Print your
name underneath
in case your
signature is hard
to read.
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Glossary 

Alphabet the sets of letters used for writing language.

Brief short or to the point, using only a few words.

Colleagues people you work with.

Crockery pottery plates, cups, bowls and other dishes.

Delete to cross out or erase something.

Description something that tells you what someone or something is like.

Emergency a serious or dangerous situation that needs immediate action.

Employee someone who is paid to work for a person or company.

Employer a person or company that pays people to work for them.

Eve short for evening.

Forename another term for first name or Christian name.

Lower case letters of the alphabet which are not written as capital letters, 
for example a, b, c.

Overtime extra time that you work after your usual working hours.

Prescription a piece of paper saying what medicine someone needs or the 
medicine itself.

Receptionist someone who works in a hotel or office building, answering the 
telephone and dealing with guests.

SAE short for stamped addressed envelope – a letter with a 
stamp on it addressed to yourself.

Several some, but not a lot.

Upper case letters of the alphabet written as capitals, for example A, B, C.

Venue a place where a sports game, musical performance, or special 
event happens.

Welder a person whose job is to join two pieces of metal together 
permanently by melting the parts that touch.
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4. Hotel — capital letters

HOTEL
ROOM
CAR PARK
RECEPTION
SWIMMING POOL
RESTAURANT
KEY
CASH
LOCK
PORTER
COOK

5. Hotel — lower case letters

maid
food
drink
bar
towel
money
lift
number
book
alarm call
time

6. Hotel — capital letters and full stops

1. My name is Joy.
2. This is a hotel.
3. My name is Bob.
4. I work at the hotel.
5. I have two children.
6. I am a porter.
7. My wife is called Pat.
8. She works at the hotel.
9. Pat enjoys her job.

10. 8
11. 8

1. Alphabet worksheet 1

2. Alphabet worksheet 2
Check your answers with your teacher.

3. Alphabet worksheet 3

A B C D E F G H I J K L M
N O P Q R S T U V W X Y Z

Z
Y
X
W
V
U
T
S
R
Q
P
O
N
M
L
K
J
I
H
G
F
E
D
C
B
A

z
y
x
w
v
u
t
s
r
q
p
o
n
m
l
k
j
i
h
g
f
e
d
c
b
a

b B
g G
o O
u U
k K
z Z
r R
d D
t T
l L
v V
n N
f F
w W
a A
h H
q Q
c C
m M
x X
j J
y Y
s S
i I
e E
p P

1 2
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Answers

7. Hotel — capital letters for proper
nouns and I

1. My name is Pat.
2. I work in the hotel.
3. My husband is called Bob.
4. He works at the hotel too.
5. I enjoy my work.
6. He is a porter.
7. We have two children.
8. Bob likes Fridays because he gets paid.
9. I like Sundays because I can have a lie-in.

10. We both like Saturdays.

8. Days of the week and months of the
year

9. Personal details 1

Here are our answers as a guide:

1. Nina James
2. 23 Wood Close
Shrewsbury 
3. SY1 4JN
4. 01743 254388
5. 2 April 1982
6. 34

10. Luggage labels
Check your answers with your teacher.

11. Hotel — registration form
Check your answers with your teacher.

13. What is a sentence? 2

1. My name is Bob. P
2. The hotel. O
3. As I went home. O
4. If we walk slowly. O
5. My wife is called Pat. P
6. Even if we were old. O
7. Did you buy a card for Joe's birthday on 

Friday? P

14. Sentence building
Check your answers with your teacher.

15. Hotel — punctuation

house monday me

tuesday december april

mother wednesday him

friday september dad

tomorrow thursday my

saturday week today

sunday january february

yesterday you march

sister may brother

june july when

he august october Old Hall Hotel is a small hotel.  it is in its own grounds in the

country. the food is great.  

there is a swimming pool and a gym.  you can have beauty

treatments.  you need to book them at reception.

you can get information about the hotel if you call zara on

01892 504450.
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16. Writing notes 1 17. Writing notes 2

Dear Milkman

I am going away on the 1st June until the

7th June. I will not need any milk delivered

between these dates.

Thank you

Diane

Dear Mrs Clark

My mother will be collecting the children

from school from 1st June to the 7th June

as I am going to be away.

Best wishes 

Diane Evans

Sam

I'm going away from the 1st June to

7th June, could you do me a favour

and sign for any parcels whilst I’m

away?

Cheers mate!

Diane

Dear Newsagents

I am going to be away from 1st June to 7th of J
une

so would like to cancel my newspaper

delivery.

Please deliver the next paper on 8th June. 

Many thanks.

Diane Evans
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Answers

18. Hotel — writing postcards 1

1. Here is our answer as a guide.

19. Hotel — writing postcards 2

2. Here are our answers as a guide.

3. 

20. Getting away

Here are our answers as a guide.

21. Personal details 2
Check your answers with your teacher.

22. Hotel — job application form
Check your answers with your teacher.

23. Capital letters — revision sheet
You should have found 20 capital letters.

address

Dear Mum

Made it to the hotel! The traffic was
pretty bad travelling down, but got here
in one piece. The hotel is lovely and my
room is pretty big too, it's even got a
mini-bar!

We're going for a walk later on so I'd best
dig out my wellies!

See you when we get back.

Diane 

address

Hello everyone!

Well I'm sure you'd all rather be here than
in the office. I'm having great time, lots of
good food and the weather isn't bad
either. 

I've also been making good use of the gym
while I've been here - the swimming pool is
lovely.

Anyway, see you all when I get back and
wish you were here!

Diane

address

Hi Sam

Having a great time at the hotel. It's so
nice to be waited on hand and foot! We're
off pony trekking this afternoon, which I'm
looking forward to. We're also having a
nice meal in the hotel restaurant tonight.

Hope you are OK and see you when I get
back!

Diane

Things to pack Things to buy Things to do 

1. towels

2. clothes 

3. underwear

4. swimming costume/trunks

5. shoes

6. walkman

7. books

8. tapes

9. hat

10. flip flops

11. tickets

12. passport

1. shampoo

2. toothpaste

3. sun cream

4. paracetemol

1. cancel milk

2. cancel papers

3. kennels for dog

4. let neighbours know

5. pack suitcase

6. check flight details

monday january april tuesday

wednesday june boy friday sister

today saturday february brother work sunday

tomorrow august march i my thursday december

dog cat hotel november father dad may

july weekend september if when

october august first me
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27. Describe Bill!

Here are our answers as a guide.

Bill is wearing a chef's hat.
Bill is cooking.
Bill is wearing an apron over his shirt and
trousers.
Bill is wearing black shoes.
Bill is smiling.
Bill is mixing food in a big bowl.

28. Supermarket — give us a clue

Here is one example as a guide.

29. Supermarket — social club
application form
Check your answers with your teacher.

30. Supermarket — choosing the right
job

1. The bakery assistant job offers the most pay.
2. The catering team member has the most

unsociable hours.
3. The only full time job is the bakery assistant.
4. None of the jobs need you to have 

qualifications.
5. The supermarket offers training for all of the 

jobs.
6. You will get a uniform with all of the jobs.

24. Alphabet — revision sheet

1.

2.

3.

25. Supermarket — capital letters

SUPERMARKET
TROLLEY
CAR PARK
GROCERIES
BAKERY
RESTAURANT
CUSTOMER SERVICES
CASH
FRUIT
VEGETABLES
CHECK-OUT

26. Supermarket — lower case letters

milk
food
drink
bread
service
money
buy
number
fire exit
open
closed
time

A B C D E F G H I J K L M
N O P Q R S T U V W X Y Z

A B C D E F G H I J K L M
N O P Q R S T U V W X Y Z

a b c d e f g h i j k l m
n o p q r s t u v w x y z

a b c d e f g h i j k l m
n o p q r s t u v w x y z

Clues

1. I am white or brown.

2. I am soft or crusty.

3. I am made from flour.

4. I taste nice with ham or cheese.

5. I am sold in a bakery.

What am I? Bread
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Answers

31. Supermarket — job application form
Check your answers with your teacher.

32. Supermarket — planning a party 1

These are just some ideas:

33. Supermarket — planning a party 2

35. Supermarket — taking telephone
messages 

36. Numbers in words 1
Invitation

Dear: Sam

You are invited to celebrate our 50th Anniversary at:

The Preston Marriott Hotel

Time: 7pm until midnight

Date: 8th December

Dress code:                              formal

RSVP to Blackwell’s Supermarket,
Towngate, Leyland, Lancashire PR25 6VN

Telephone message

Date: Time:

To:

From:

Telephone number:

Message:

Message taken by:

Today’s date current time

Mr Owen

Mr Robert Brown

01772 981625

your name

Mr Brown called to ask about any job

opportunities. Could you call him back

please?

zero

one

two

0

10

8

three

four

five

9

7

1

six

seven

eight

2

3

5

nine

ten

4

6

Possible venues Food and drink Other items needed

The Red Lion nibbles balloons

The Swan  wine party poppers

The Oak Hotel soup order cake

The Preston Marriott Hotel steak invitations

The Willow Hotel Pavlova glasses and plates

FSB_WRITING EL1_2011_U_writing EL1  01/09/2016  06:59  Page 59



skillbuilders n writing n entry level 1

Answers

60

40. Giving and receiving information 1

Here are our answers as a guide.
1.

2.

3. 

37. Numbers in words 2

number word name
0 zero
1 one
2 two
3 three
4 four
5 five
6 six
7 seven
8 eight
9 nine
10 ten

38. Numbers in words 3

1. There is one pack of nappies.
2. There are six bottles of toilet cleaner.
3. There are four cartons of milk.
4. There are seven apples.
5. There are five packs of butter.
6. There are ten strawberries.
7. There are two boxes of cornflakes.
8. There are three bottles of shampoo.
9. There are eight cans of soup.

10. There are nine carrots.

39. Supermarket — emergency contact
numbers 
Check your answers with your teacher.

I'm not at all well. 

Would it be possible to make

an appointment to see the

doctor today please?

I'm not very well.
I don't think I'll be able 
to make my
appointment today. 

I'm sorry.

I'm not very well.
I don't think I'll make it
in to work today.

I'm sorry.

FSB_WRITING EL1_2011_U_writing EL1  01/09/2016  06:59  Page 60



42. Supermarket — writing emails 1

1

43. Supermarket — writing emails 2

2.

3. 

61skillbuilders n writing n entry level 1

Answers

41. Giving and receiving information 2
1.

2. 

3.

I will not be able to
make my child's
Parent's Evening
tonight as I am unwell. I
am sorry for any
problems that this may
cause.

Would it be possible for me to

have a repeat prescription of

the painkillers that my

doctor prescribed for me last

week? If there are any

problems or you would like to

see me in person, please

contact me.

Many thanks
Diane Evans

I give permission for my child

to go on the school trip to

the museum on Monday 2nd

April.

Diane Evans 
Diane Evans 

I have a dental appointment on Wednesday 14th December at 8.45 am. Would it 
be possible to start work a little later than usual that morning?

Diane Evans

towen@blackwells.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Dental appointment

Add Attachment

I would like to book some time off for a holiday in the summer. The dates that I 
would like are from the 3rd August for two weeks. Please could you let me know if this
is okay.

Diane Evans

bchen@blackwells.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Holiday

Add Attachment

Would it be possible to arrange a meeting with you to talk about my wages? Could
you let me know when you have twenty minutes or so to discuss this?

Diane Evans

sgraham@blackwells.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Holiday

Add Attachment
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47. Factory — capital letters and full
stops

1. My name is Pete.
2. This is a factory.
3. We make car parts.
4. I work at the factory.
5. I have no children.
6. I am a welder.
7. My wife is called Ann.
8. She works at a hotel.
9. Ann is a cook.
10. 8 capital letters.
11. 8 full stops.

48. Describe John!

Here are our answers as a guide.

John is signing a piece of paper.
John is standing by two boxes on a trolley.
John has got his foot on one of the boxes.
John is wearing a hat, a dark polo shirt, trousers
and boots.
John is probably a delivery man.

49. Factory — taking telephone
messages

44. Supermarket — punctuation

This year the staff Christmas party will be on 
Saturday 23rd December in the Nag's Head pub.
The buffet will open at 8pm.
The singer will be on at 9pm.
Smart dress only please.
Tickets cost £5 from Bill in the bakery.
See you there!

45. Factory — capital letters

FACTORY
CAR
WHEEL
TYRE
GOGGLES
SAFETY
WELDING
BOSS

46. Factory — lower case letters
team
overtime
drive
oil
pack
store
customer

Telephone message

Date: Time:

To:

From:

Telephone number:

Message:

Message taken by:

Today’s date current time

Bill Talbot

Mrs Green

07817 726625

your name

Could you return her call? She would like
to discuss buying several items from 
the factory.

this year the staff christmas party will be on saturday 23rd december in the nag's head
pub  
the buffet will open at 8pm 
the singer will be on at 9pm
smart dress only please
tickets cost £5 from bill in the bakery
see you there

Tom Owen

Store Manager

allstaff@blackwells.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Staff Christmas Party

Add Attachment
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50. Factory — punctuation

Trainee Sprayer wanted
Full time Monday - Friday 08.00 - 17.00
Saturday 09.00 - 12.00
Training given. Uniform provided.
5 weeks holiday per year.
Minimum wage +.
Send CV to the Director.

Autoparts Church Down Business Park Church
Down Cardiff CF10 8NY

51. Factory — job application form
Check your answers with your teacher.

52. Write away

Here is our answer as a guide

63skillbuilders n writing n entry level 1

autoparts ltd
trainee sprayer wanted

full time monday – friday 08.00 – 17.00 saturday 09.00 – 12.00
training given uniform provided

5 weeks’ paid holiday per year minimum wage +
send cv to the director 

autoparts church down business park church down cardiff cf10 8ny

12 Red Bank Lane
Cardiff
CF2 5BB

AutoParts Ltd
Church Down Business Park
Church Down
Cardiff 
CF10 8NY

Today’s date

Dear Sir or Madam

Trainee Sprayer

Please find enclosed my application for the job of
trainee sprayer that I saw in the local paper last
night.

I am hardworking and enjoy working on cars. I
am a quick learner and think that my experience
in the motor industry are a good match to the job
on offer.

I look forward to hearing from you.

Yours faithfully

Bob Ford
Enc.

Answers
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Activity index

Alphabetical order pages 2, 24

Fill in forms pages 11, 21, 22, 29, 31, 34, 35, 39, 51

Proofreading pages 44, 47, 50

Use capital letters and full stops pages 6, 7, 8, 9, 15, 23, 47, 50

Write a letter page 52

Write descriptions pages 27, 28, 48

Write formal notes page 41

Write in proper sentences pages 13, 14, 15, 22, 30, 31, 38, 44, 48, 51, 52

Write invitations page 33

Write lists pages 20, 32

Write emails pages 42, 43

Write notes to prepare for a telephone conversation page 40

Write numbers in words pages 36, 37, 38

Write personal details pages 9, 10, 11, 21, 22, 29, 31, 39, 51, 52 

Write postcards pages 18, 19

Write short notes pages 16, 17

Write telephone messages pages 34, 35, 49

Write words in lower case pages 5, 26, 46

Write words in upper case pages 4, 25, 45

Writing the letters of the alphabet pages 1, 2, 3, 24
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Useful websites

Hotel
www.bestloved.com
www.bha.org.uk
www.bii.org
www.compass-group.co.uk
www.gmb.org.uk
www.hcareers.co.uk
www.ih-ra.com
www.instituteofhospitality.org
www.people1st.co.uk
www.springboarduk.net

Supermarket
www.gov.uk/defra
www.fdf.org.uk
www.thegrocer.co.uk
www.improveltd.co.uk
www.just-food.com
www.morrisons.co.uk
www.sainsburys.co.uk/
www.supermarket.co.uk
www.talkingretail.com

Factory
www.autoexpress.co.uk
www.autotrader.co.uk
www.tatasteelautomotive.com
www.ford.co.uk
www.just-auto.com
www.motor.org.uk
www.sae.org
www.semta.org.uk
www.smmt.co.uk
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Writing the personal pronoun ‘I’

Read these sentences.
They all need at least one capital letter.

1. my name is bob.

2. my wife and i work at the hotel.

3. i am a porter.

4. my wife is called pat.

5. i enjoy my work.

6. i have to wear a uniform at work.

7. my wife and i have two children.

8. it can be tiring work at the hotel but i like it.

9. on my day off i like to go to the zoo with pat and the kids
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A sentence can be…

a statement:
The car crashed into the fence.

a question:
What have you done today?

a wish:
I would really like to win the Lottery.

a command or instruction:
Get on with your work.

a request for something:
I would like a cup of tea, please.

an exclamation:
Stop, thief!
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Punctuation practice 1

1. my name is bob and i work at the hotel

2. my wife is called pat and she works there too

3. we have two children

4. the hotel has a swimming pool I like to swim

5. i work in the bakery section at the supermarket

6. we have a club we have discos every week
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Punctuation practice 2 – what’s missing?

the hotel is small it is nice and quiet the food is great and the

rooms are very comfy the hotel has a swimming pool and a

very nice bar the gardens are lovely if you like to walk the

countryside is beautiful and has lots of places to visit there

is a pony sanctuary nearby and lots of good pubs you will

really enjoy your stay here
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Punctuation practice 3 – what’s missing?

my name is bev and i work at the supermarket i have a little

girl called faith the people who work with me are really

friendly and we get on well the supermarket is not very big

but we get quite busy because we are near to the town

centre
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Punctuation practice 4 – what’s missing?

AutoParts is a small factory on the outskirts of cardiff we

employ quite a few local people we make car body parts and

body panels we can spray them too our customers are large

motor companies like Ford and landrover we are a good firm

to work for the staff work well together every year we have a

free trip for all the staff and their families this year we are

going to the zoo for the day
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