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vskillbuilders n writing n entry level 2

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 2 Writing straightforward.

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 2. 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 on-screen wherever possible and applicable to your own setting. 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
59. Teachers should bear in mind the complexity and reading/writing level of texts and
select pages as appropriate as possible for Entry Level 2 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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Introduction

vi

Teaching point

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

Tutor questions

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 teach
er 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. 

Worksheets

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 2

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.

Worksheet 1 
Writing an entry in a diary 

Groundwork 

Discuss the purposes of keeping a diary. You
could demonstrate the usefulness of keeping
notes and lesson plans for individual students –
to help note progress and areas that need work.
Remind students that this diary is for their own
use so the written English does not have to be
perfect.

Worksheet

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

Extension work

Keeping a diary could be an ongoing activity, on
paper or on-screen. 

Worksheets 2, 3, 4, 19, 33
Descriptive writing

Groundwork

Discuss the sorts of words used in descriptive
writing. Teach your students the terms adjective
and adverb, providing lots of examples. Ask your
group to describe someone in a photo from a
newspaper or magazine. 

Worksheets

Use the teaching points to revise punctuation
skills, then read the instructions with your
students. Ask them to carry out the task. You
could introduce the term synonym for the last
task on Worksheet 3 and perhaps show your
students a simple thesaurus. Worksheets 4, 19
and 35 ask the students to describe pictures of
the Hotel, Supermarket and Factory respectively.
You could use one worksheet to demonstrate
descriptive writing, one to rehearse it and the
other to check your students’ ability to write
descriptions.

Groupwork

The picture of the Old Hall Hotel, Blackwell’s
Supermarket and the AutoParts factory on
Worksheets 4, 19 and 33 are all available as
templates (Ts 1, 2 and 3). Use them to conduct
the descriptive writing tasks as group activities.

Worksheets 5, 20 
Writing instructions

Groundwork

Discuss the importance of using clear language
in instructions. Model how to write instructions
to your group – try to choose something with
which all your students will be familiar. Scribe
the instructions on a board. Then ask students to
edit your instructions step by step. They should
check that the meaning is clear and the writing
concise. You should also discuss the conventions
of instructions, particularly the use of numbered
or bulleted points.

Worksheets

Explain the skills that your students are going to
practise, then ask them to carry out the tasks.
Encourage them to choose tasks with which they
are familiar.

Teaching notes
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Teaching notes

viii

Worksheets 6, 21, 34  
Using conjunctions

Groundwork

Discuss compound sentences with the group and
provide examples. Write a list of conjunctions on
the board and ask your group to make up
compound sentences using the conjunctions.

Worksheets

Explain the skills your students are going to
practise then ask them to carry out the tasks.
These three worksheets are compound sentence
activities contextualised to the hotel,
supermarket and factory. You could use one
worksheet to demonstrate forming compound
sentences, one to rehearse the skills and the
other to check that students have a good
understanding of writing compound sentences.

Worksheet 7 
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. Use
the writing frame to compose a postcard as a
group so that students understand what is
expected of them.

Worksheet

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

Worksheets 8, 9, 12, 24, 35, 38
Writing letters

Groundwork

Use the template on page 8 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 writing formal letters.

Worksheets

Remind your students about letter layout and the
importance of correct punctuation (capital letters
and full stops). Then ask the students to carry
out the tasks. Worksheets 9, 24 and 35 are the
same activity contextualised to the hotel,
supermarket and factory. Worksheet 12 requires
students to write four separate letters within the
context of the Old Hall Hotel.

Extension work

Look for 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.

Worksheets 10, 25, 36 
Filling in job application forms

Groundwork

Before you start the activity you could discuss
the conventions of job advertisements. Ask your
students to tell you what information job adverts
are likely to contain and where this information
will appear in the advert. Go on to discuss the
information that students are likely to have to
provide when filling in job application forms. 
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Teaching notes

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the forms.
These three worksheets are form-filling activities
contextualised to the hotel, supermarket and
factory. You could use one worksheet to
demonstrate filling in job application forms, one
to rehearse the skills and the other to check that
students are able to complete job application
forms.

Extension work

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

Worksheets 11, 42
Writing lists

Groundwork

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

Worksheets

Explain the skills your students are going to
practise, then ask the students to complete the
task.

Worksheets 13, 43
Making plurals

Groundwork

Use the teaching points to discuss nouns and
plurals. Ask your group to give you a selection of
nouns. Scribe them on the board. Then make all
the words plural. Leave out any irregular plurals
and tell the group that you will explain those
later as they are more complex.

Worksheets

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

Worksheets 14, 28
Spotting rhymes

Groundwork

Explain that some words rhyme even though they
may be spelled differently. Give an example of a
word to the class and ask them to tell you as
many rhymes for the word that they can think of.
Scribe the list on the board. Explain that
understanding rhyme can help with spelling
skills. For example – if your students know how to
spell track, they can work out how to spell crack,
tack and so on. 

Worksheets

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

Worksheets 15, 27, 41 
Filling in an inventory

Groundwork

Worksheets 15, 27 and 41 require students to fill
in an inventory sheet. You may need to explain
the term inventory to the group and ask if
students have ever completed or used one. You
could ask them to look up the word in a
dictionary. To complete the worksheet, students
will have to count some items. If you have
students with very poor number skills you could
ask them to work in pairs. 

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the task.
These three worksheets are inventory activities
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Teaching notes

x

contextualised to the hotel, supermarket and
factory. You could use one worksheet to
demonstrate how to complete an inventory, one
to rehearse the skills and the other to check that
students are able to complete inventories.

Extension work

Collect lists and inventories for students to
complete or check. Students could carry out an
inventory of equipment in the room you teach in.

Worksheets 16, 31
Use persuasive language. Write an
advertisement/poster

Groundwork

Discuss the term adjectives and as a group come
up with a list of adjectives that students could
use in their posters to advertise the Halloween
and Anniversary parties. Students can then use
these words when they complete the worksheet.

Worksheets

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

Extension work

Ask students to use a wordprocessing or desktop
publishing package to produce the final posters.

Worksheets 17, 32
Filling in forms. Writing personal
details

Worksheet 17

Explain the skills your students are going to
practise, then ask them to complete the task.
Your students will have to invent what their

entries to the talent competition will be. The
description should include details of how long
their act will last.

Worksheet 32

Explain the skills your students are going to
practise, then ask them to complete the task.
Your students will have to think of the tasks they
would have to do if they were organising the
transport for the party. It may be helpful to
brainstorm this as a group activity to give them
some ideas.

Extension work

Source a variety of straightforward forms for
your students to complete, in paper or online.

Worksheet 18 
Writing notes

Groundwork

Discuss the purpose of notes. Make sure that
your students understand that notes are usually
used to write informal messages. 

Worksheet

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

Worksheets 22, 23 
Writing greetings cards

Groundwork

Discuss the purpose of greetings cards and ask
the group to give you a list of the occasions
when they would send a greetings card. Scribe
the occasions together with the types of cards
they would send on a board.
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Teaching notes

Worksheet

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

Extension work

Ask students to bring in greetings cards when
they need to write them – for family birthdays or
Christmas and so on. Help them to write the
cards. You could also get them to send e-cards.

Worksheets 26, 46 
Proofreading for spelling mistakes

Groundwork

These two worksheets are similar proofreading
activities contextualised to the hotel and factory.
None of the spelling mistakes are in the names
of people or companies. This could be a good
opportunity to introduce spelling patterns to your
students.

Worksheets

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

Groupwork

The email on Worksheet 26 is available as a
template (T 4). Use it to conduct this
proofreading task as a group activity.

Extension work

Ask students to proofread their own work for
spelling mistakes.

Use the regular spelling patterns in the memo to
raise awareness of them:

Pattern Example in text More examples
-ate late gate, hate
-een been seen, keen

-ill will pill, hill
-ood food mood
-ow now cow, how
-ay day may, say
-ake make cake, take

Worksheets 29, 44 
Writing questions

Groundwork

Use the teaching points to demonstrate how to
write questions. 

Worksheets

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

Extension work

Use examples from your students’ own writing
and ask them to convert a selection of sentences
into questions.

Worksheets 30, 45 
Proofreading for punctuation
mistakes

Groundwork

These two worksheets are similar proofreading
activities contextualised to the supermarket and
factory. Before you start the activity you should
check your students’ understanding of the use of
capital letters, full stops and question marks.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the task.
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Teaching notes

xii

Groupwork

The emails on Worksheets 30 and 45 are
available as templates (Ts 5 and 6). Use them to
conduct these proofreading tasks as group
activities.

Extension work

Prepare punctuation exercises using a
wordprocessing programme. Write ten sentences
with incorrect punctuation and ask students to
correct the mistakes.

Worksheet 37 
Writing numbers in words

Groundwork

Discuss the occasions when your students may
need to write numbers as words. At Writing
Entry Level 2, students are only expected to write
numbers up to twenty in words. 

Worksheet

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

Worksheets 39, 40 
Writing emails

Groundwork

If your students are not familiar with emails,
explain what they are. You should explain that
this particular email is an internal
communication within AutoParts and that the
written English should be as good as the
students can make it. The students can use the
spaces to draft their emails and they could then
type and send the completed emails to you for
checking. 

Worksheets

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

Extension work

Set up an email circle. Encourage students to
email each other building a story together. One
student starts the story, it is then passed around
to others to add a paragraph. Once the story is
complete everyone is emailed a copy of the final
version.

You can also use email to share information at
your establishment. You can keep students up to
date, send them reminders and hand out
information electronically.
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Teaching notesStudent checklist

Functional Skillbuilders Writing Entry Level 2 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 P Worksheets

Filling in forms 15, 17, 27, 32, 41

Filling in job application forms 10, 25, 36

Making plurals 13, 43

Proofreading for punctuation mistakes 30, 45

Proofreading for spelling mistakes 26, 46

Spotting rhymes 14, 28

Understanding nouns 13, 43

Using adjectives 2, 3, 4, 16, 19, 31, 33

Using capital letters, full stops and question marks correctly 29, 30, 44, 45

Using conjunctions 6, 21, 34

Using persuasive language 16, 31

Writing an advertisement/poster 16, 31

Writing an entry in a diary 1

Writing descriptions 2, 3, 4, 19, 33

Writing greetings cards 22, 23

Writing in full sentences 2, 3, 4, 5, 20, 35

Writing instructions 5, 20

Writing letters 8, 9, 12, 24, 35, 38

Writing lists 11, 42

Writing longer sentences 6, 21, 34

Writing notes/emails 18, 39, 40

Writing numbers in words 37

Writing personal details 10, 17, 25, 36

Writing postcards 7

Writing questions 29, 44
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Write an entry in a diary.

1. What have you been up to?

Do you keep a diary? A diary can be used to make sure you don’t miss any important events
as well as to keep a note of what you have done.

Use this table to either keep a diary for the next week or to write what you did each
day last week.
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Write descriptions. Write in full sentences. Use adjectives.

2. Nice to meet you!

2

Write a few sentences to describe yourself to someone who has never met you. 

Things to remember:

n Sentences should always start with a capital letter.

n Sentences should always end with a full stop.

n I should always be a capital.

n Names should always have a capital letter.
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Write descriptions. Write in full sentences. Use adjectives. Use synonyms.

3. Would you like to meet?

Choose two people from the list below and write a few sentences to describe them to
someone who has never met them. 

Things to remember:

n Sentences should always start with a capital letter.

n Sentences should always end with a full stop.

n I should always be a capital.

n Names should always have a capital letter.

Read through your writing. Have you used lots of adjectives? 
On a sheet of paper write all the adjectives you have used in your descriptions. Can
you think of any others that would describe the person better? Try to think of at least
two for each word.

A family member       A close friend       A famous film star       Your partner       Your boss

For example: big – large or huge
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Describe pictures. Use adjectives.

4. The Old Hall Hotel

4

This is a picture of the Old Hall Hotel. Use the lines below to write a few sentences to
describe what you see.
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Write instructions. Write in full sentences.

5. Hotel – how do I do that?

These are some things that you might do if you stayed at the Old Hall Hotel. Choose
one of them and write a few sentences to explain to someone else how to do the task.
You might find it easier to choose an activity that you have done before.

Things to remember:

n Sentences should always start with a capital letter.

n Sentences should always end with a full stop.

n I should always be a capital.

n Names should always have a capital letter.
Using a photocopier

Making a cup of tea

Watching a DVD

Doing a fire drill

Using a locker at the
hotel gym
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Use conjunctions. Write longer sentences.

6. Hotel – four into two will go!

6

Each of these passages has four sentences. Use the joining words (conjunctions) from
the box to join some of the sentences together. Re-write each passage to make two
sentences.

1. The Old Hall Hotel is always busy in August. We are often fully booked. Families like
coming to the hotel. Our leisure club is excellent.

a.

b.

2. Last year the restaurant at the Old Hall was redecorated. It hadn’t been done for five
years. The designer made a good job of it. The room is really lovely.

a.

b.

3. My name is Jane. I work in the restaurant kitchen. I have been here for three years. I
should get promoted soon.

a.

b.

4. I prepare the food for the head chef. I make all the desserts. It’s a great place to
work. It can get very hot.

a.

b.

and   but   then   or   so   before   if   because
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7skillbuilders n writing n entry level 2

Write a postcard.

7. Hotel – wish you were here!

Postcards can be a fun, informal way of keeping in touch when you are away from home. Most
postcards contain the same sort of information.

Use the writing frame in each postcard to send a message to two of your friends.

address

address

Dear 

We are staying at the Old Hall Hotel

for .

The weather has been 

.

We have been to 

.

Will be home on 

.

Dear 

We are staying at the Old Hall Hotel

for .

The weather has been 

.

We have been to 

.

Will be home on 

.
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skillbuilders n writing n entry level 2

Write a letter.

8. Hotel – writing better letters

8

There is no magic to writing a good letter. It’s all about rules. With a little practice you will
soon get the hang of it.

Here is an example of how to lay out a letter:

36 High Road
Lowtown
TT17 8JK

Hall’s Gym, Old Hall Hotel
Blacksmith’s Lane
Yelverton
Devon
PL20 6RD

Today’s date

Dear Sir or Madam

Gym Membership

Yours faithfully

Jack Davies

I would like to ask what the cost is to join your
gym and what hours you are open.

I look forward to hearing from you in the near
future.

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.

Remember to use capital letters for the names of people and places.

Check spellings you are not sure of in a dictionary.
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Write a letter.

9. Hotel – wanted: summer staff

The Old Hall Hotel takes on extra staff for the busy summer months. Read this advert.
Choose one of the jobs advertised and use a separate piece of paper to write a letter
asking for an application form.

What should you put in with your letter? 

Address this envelope.

Staff wanted

bar staff/kitchen staff/housekeeping staff
10–20 hours per week – temporary.

Shifts. Minimum wage guaranteed. Uniforms provided.
No experience needed – all training given. Live-in available.

For an application form write to:
The Manager, Old Hall Hotel,
Blacksmith’s Lane, Yelverton,

Devon, PL20 6RD
with CV and a recent photograph.
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Fill in a job application form. Write personal details.

10. Hotel – just the job

10

You have been sent a form for one of the summer jobs at the hotel. Read the form and
plan your answers before you fill it in.

Job application

Position applied for:

Family name:

Christian name:

DOB:

Address:

Postcode:

Contact number: (day)

(eve)

Mobile

Do you drive? Yes/No* Can you use a PC? Yes/No*

Qualifications:

Hobbies:

Please write a brief explanation of why you think you would be suitable for this
job:

* Delete as appropriate
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Write a list. Make notes.

11. Hotel – getting ready

You have been invited for an interview for the job at the hotel.
Write a list of the things you ought to do in order to get ready for an interview.
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Write a letter.

12. Hotel – write away

12

For each of these situations, write a simple letter. Use the information on Worksheet 8
if you need help with layout.

Letter 3

A customer has made an

enquiry about the hotel’s

leisure club.

Write them a letter to invite

them to come and have a

look around the gym. His

details are:
Mr Uren,
29 Beaconfield Rd,

Plymouth, PL2 3LD.

Letter 4

The hotel needs to find a

new grounds maintenance

firm. You have been asked to

find out details of the services

offered by local firms.

Write to:
Landscape by Design,

Fir Tree House, Down Lane,

Ivybridge, Devon, PL21 0JJ

to ask what services they

could offer the hotel.

Letter 1

A supplier provided a

wedding cake at two hours’

notice and saved the day.

Write them a thank-you

letter. Their details are:

Celebration Cakes,

Frankwell Gate,
Plymouth,
PL1 5NF.

Letter 2

You need two weeks off at

the beginning of June.

Write a letter to
Mr Clarke, the hotel

manager, asking for the

time off.
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Nouns are the names of people, places or things.

Plural means more than one of something: 1 hat, 2 hats.

13skillbuilders n writing n entry level 2

Make plurals. Understand nouns.

13. Hotel – how many?

Many nouns can be made into plurals by adding the letter ‘s’. For each noun that you
have found, write a sentence using it as a plural.

Circle all of the nouns.

key hope room

the towel feel had

bed light do lift

table menu chair

1.

2.

3.

4.

5.

6.

7.

8.

9.
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Recognise rhymes.

14. Hotel – spot the rhyme

14

Words can make the same sound ending (rhyme) even if they are spelt differently. All
these words can be put into rhyming pairs. Can you sort them out? Use an arrow to
join the words that rhyme in each box.

here site

bore

door leap

light

near keep

cut dear

my

fear tea

nut

fly me

leek wine 

peak

sign neat

fair

meet care

seat soon

high

tune kite

bite

lie eat

1

2

3

4
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Fill in a form.

15. Hotel – checking the delivery

The housekeeping staff at the Old Hall Hotel keep track of stock with an inventory.
When taking delivery of stock they fill in the details on the inventory.
These goods were delivered today:

Use this form to record all the items delivered.

Date Item No.

Housekeeping inventory
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Use persuasive language. Write an advertisement. Use adjectives.

16. Hotel – ghostly goings on

16

The Hotel has a fancy dress party every Halloween. Think of the type of adjectives you
could choose to get people interested in coming to the party. Then write a few
sentences to advertise the event.

Adjectives:

Sentences to advertise the event:
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Fill in a form. Write personal details.

17. Hotel – do you have talent?

The Old Hall Hotel is running a talent competition. All members of staff have been asked to
enter the competition.

Imagine you work at the Old Hall Hotel. Fill in the form to enter the competition.

Talent competition

Surname:

Forename:

Date of birth:

Address:

Postcode:

Contact number:

Talent Category:

Dance / Singing / Drama / Instrumental / Comedy / Acrobatic / Other*

*Circle appropriate category

Please write a brief description of what you intend to do.
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Write a note.

18. Hotel – can you please…

18

Bob has been asked to work an extra shift at late notice. He needs to pass messages
on to various people to let them know. Write these short notes for Bob.

Note to the milkman not to

leave any milk tomorrow.

Note to a friend asking

them to record a film for

him.

Note to his wife to say he

is working late.

Note to a neighbour to

ask them to take in a

parcel for him.

1 2

3 4
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Describe pictures. Use adjectives.

19. Supermarket – Blackwell’s 

This is a picture of Blackwell’s Supermarket. Use the space to write a few sentences to
describe what you see.

l

l

l

l
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Write instructions. Write in full sentences.

20. Supermarket – let me explain

20

This is a list of things you might do if you went to Blackwell’s Supermarket. Choose
one of them and write a few sentences to explain how to do the task to someone who
has never done it before. You might find it easier to choose an activity that you do
often.

Things to remember:

n Sentences should always start with a capital letter.

n Sentences should always end with a full stop.

n I should always be a capital.

n Names should always have a capital letter.

Taking in dry cleaning

Weighing vegetables

Taking a trolley from the

trolley park with a £1 coin

Taking a ticket and waiting

at the deli counter

Using the car wash

Filling a car with petrol at

the petrol station
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Use conjunctions. Write longer sentences.

21. Supermarket – four into two will go!

Each of these passages has four sentences. Use the joining words (conjunctions) from
the box to join some of the sentences together. Re-write each passage to make two
sentences.

1. Blackwell’s Supermarket is always busy at the weekend. The car park is usually full. People
like shopping at our store. Our prices are very reasonable.

a.

b.

2. Last year we had a new deli counter. Our customers prefer more choice. The counter is
very popular. You almost always have to queue.

a.

b.

3. My name is Sam. I work on the Customer Service Desk. I have been at Blackwell’s for four
years. I still enjoy working here.

a.

b.

4. I deal with customer enquiries. I sort out complaints. It’s a great place to work. It can be
very hectic on Saturdays.

a.

b.

and   but   then   or   so   before   if   because
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Write greetings cards.

22. Supermarket – greetings! 1

22

Tom Owen, the manager at Blackwell’s has asked you to write some cards for three
members of staff. Write and sign the cards and envelopes for Mr Owen. One is below
and the other two are on Worksheet 23.

1. Penny Jones, the cashier, has just passed her driving test.
Her address is: 18 Langdale Rd, Leyland, PR26 8AB.

Well done!
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Write greetings cards.

23. Supermarket – greetings! 2

2. Bill Chen in the Bakery is about to take an NVQ exam.
His address is: The White Cottage, Mill Lane, Croston, WN12 8NR.

3. Jen Rust in Customer Services worked a double shift last night.
Her address is:12a Church Rd, Leyland, PR25 3EH.

Good luck!

Thank you

Here are two more cards. Read what to do on Worksheet 22.
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Write a letter.

24. Supermarket  – extra cash for Christmas

24

The supermarket often takes on extra staff for the period before Christmas. Read this
advert. Choose one of the jobs advertised and use a separate piece of paper to write
a letter asking for an application form.

What would you put in with your letter? 

Address this envelope.

Staff wanted

cleaners / shelf-stackers

Up to 20 hours per week – temporary.
Weekend work essential. Minimum wage guaranteed.

Uniforms provided.
No experience needed – All training given.

For an application form write to:
The Personnel Manager, Blackwell’s Supermarket,
Towngate, Leyland, Lancashire PR25 6VN with CV.
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Fill in a job application form. Write personal details.

25. Supermarket – just the job

You have been sent a form for one of the temporary Christmas jobs at the
supermarket. Read the form and plan your answers before you fill it in.

Job application

Position applied for:

Family name:

Christian name:

DOB:

Address:

Postcode:

Contact number: (day)

(eve)

Qualifications:

Hobbies:

Please write a brief explanation of why you think you would be suitable for this position:
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Proofread for spelling mistakes.

26. Supermarket – spelling

26

James Hayes, the Concessions Manager, has sent this email to all staff. There are
eight spelling mistakes in the passage. Read the email and highlight all the mistakes.
Write the correct spellings in the spaces at the bottom of the page.

1.

2.

3.

4.

5.

6.

7.

8.

allstaff@blackwells.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Instore dry cleaning concession

Add Attachment

As a result of the unacceptable lait service by Branson’s Dry Cleaning over the
parst few months I have been considering our position. With immediate effect,
Bransons will cease operating in-store. 

Our new dry cleaner will be Potts Ltd. They are a locul Lancashire firm and have
guaranteed us an excellent level of service. The dry cleaning airea is going to be
refurbished over the next five days. Potts will opun in-store on 1st December. 

The situation wiv Branson’s is very delicate and may result in legal proceedings.
Pleese make shure that you do not discuss the situation with anyone outside
Blackwell’s.

James Hayes
Concessions Manager
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Fill in a form.

27. Supermarket – what else do we need?

The supermarket has daily deliveries of milk and bread. This is part of the bread order that
was delivered today.

Bread deliveries record sheet

Date Item No.

Use this form to record all the items delivered.
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Recognise rhymes.

28. Supermarket – spot the rhyme

28

Words can make the same sound ending (rhyme) even if they are spelt differently.
Some of these goods from the supermarket can be put into rhyming pairs with other
words in the box. Join up the words that rhyme in each box.

peas thumb

cheese 

break rum

ham

jam cake 

tea bun

roll

key peas

bowl

freeze son

flour silk 

beef

gel sell

flower 

milk leaf

soap bread

beer

fed powder   

louder

rope ear

1

2

3

4
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Some questions begin with question words: How much? How? What? When? Where? 
Which? Who? Why?

Questions change the order of a sentence: Blackwell’s supermarket is in Leyland.
Is Blackwell’s supermarket in Leyland?

Some questions start with are, did, do, does, is: Does Blackwell’s sell wine?

29skillbuilders n writing n entry level 2

Write questions. Re-order sentences.

29. Supermarket – say again!

1. Blackwell’s supermarket is independent.

Is Blackwell’s supermarket independent?

Does Blackwell’s supermarket work independently?

2. The deli counter has the best choice of cheeses in Leyland.

3. Blackwell’s is well known for its range of produce.

4. Blackwell’s uniform is blue.

5. At Blackwell’s the staff always pack your shopping for you.

6. Blackwell’s car park is usually full.

Make two questions using each of these sentences. Begin the first sentence with a
question word. In the second sentence you should form a question by changing the
word order. An example has been done for you.
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Proofread for punctuation mistakes. Use capital letters, full stops and question
marks correctly. 

30. Supermarket – punctuation

30

Tom Owen has sent this email to all staff. There are mistakes in the punctuation. Read
the email and correct the mistakes. You need to put in 4 full stops, 5 capital letters
and 1 question mark.

allstaff@blackwells.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Weekend working

Add Attachment

The store has been very understaffed for the past three weekends. This has

been for a variety of reasons including staff sickness However, I also feel that

our requirements for weekend working need to be revised. At present all staff

work 1 weekend in 2. This is very generous compared to the demands of other

supermarkets

The management team is therefore considering revising the weekend working

rules we propose to ask all staff to work 2 weekends out of 3. there will be a full

staff meeting about this on Monday 27 february after the store closes at 8pm.

Can’t make the meeting Pass on your comments to your staff rep brenda

murphy on the deli counter by Friday at the latest

Tom Owen
Manager
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Use persuasive language. Write an advertisement. Use adjectives.

31. Supermarket – let’s party! 1

Blackwell’s Supermarket has been trading for 50 years and is having a party to
celebrate. You have been asked to design a poster advertising the event. The party is
going to be held at the Preston Marriot Hotel from 7 pm until midnight on 3rd August.
Think of some adjectives you could choose to get people interested and write your
poster in the space below.
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Fill in a form.

32. Supermarket – let’s party! 2

32

You have been asked to organise transport to and from the venue for employees. The
party is on Saturday. What will you need to do during the week to make sure you fulfil
your responsibilities? Fill in this chart to plan your tasks.

Day Tasks

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday Get up very late!
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Describe a picture. Use adjectives.

33. Factory – AutoParts

This is a picture of the AutoParts factory. Use the space below to write a few
sentences describing what you see.
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Use conjunctions. Write longer sentences.

34. Factory – four into two will go!

34

Each of these passages has four sentences. Use the joining words (conjunctions) from
the box to join some of the sentences together. Re-write each passage to make two
sentences.

1. AutoParts used to shut for two weeks every August. We don’t do that any more. Our products
are used all over the world now. We have to be able to send them out every week of the year.

a.

b.

2. We have just got some new packing equipment. We send out so many parcels. The new gear
will mean that we can get the parcels out quicker. It has taken a while to get used to using it.

a.

b.

3. My name is Mo. I work on the production line. I have only been working here for three
months. I feel like I’ve been here for years.

a.

b.

4. I assemble parts on the line. I check that the right products are made. AutoParts is a great
place to work. Everyone is really friendly.

a.

b.

and   but   then   or   so   before   if   because
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Write a letter.

35. Factory – a great opportunity

One of the welders has left the factory. Read this advert and use a separate piece of
paper to write a letter asking for an application form.

What would you put in with your letter? 

Address this envelope.

autoparts ltd
Trainee welder

Full time – 40 hours per week. Permanent.
0800 – 1700 Monday to Friday.

Minimum wage guaranteed. Uniforms provided.
No experience needed. All training given.

For an application form write to:
Helen Brightman, AutoParts Ltd, Church Down Business Park,

Church Down, Cardiff, CF10 8NY.
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Fill in a job application form. Write personal details.

36. Factory – fingers crossed

36

You have been sent a form for the job at the factory. Read the form and plan your
answers before you fill it in.

Job application – trainee welder

Surname:

Forename:

DOB:

Address:

Postcode:

Contact number: (day)

(eve)

Mobile

Do you drive?   Yes/No* Do you have your own transport?   Yes/No*

Qualifications:

Previous experience:

Hobbies:

Please write a brief explanation of why you think you would be suitable for this job:

*Delete as necessary
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Write numbers in words.

37. Numbers in words

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

11

12

13

14

15

16

17

18

19

20
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Write a letter.

38. Factory – charity darts night 1

38

The AutoParts darts team has been asked to raise some money. You are going to run a
tournament at the Red Lion. Each team will pay a small entry fee. Local firms will be asked to
donate small prizes. All money raised will be given to a children’s eye cancer charity.

Write a standard letter to send to several local firms asking them to donate a small
prize for the charity evening. See Worksheet 8 if you need to recap on letter writing.
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Writing emails.

39. Factory – charity darts night 2

You are going to need some help to organise the charity darts night.

Use four copies of this email form* to write emails to:

To:

CC:

Subject:

Attachments:

Send now Send later

Title

Add Attachment

1. The landlord of the Red Lion asking if you can use a room. george@redlion.co.uk

2. Colleagues in the Spares Department to ask them to decorate the room.
spares@autoparts.net

3. The canteen to ask them to cater for the event. canteen@autoparts.net

4. Pat O’Connor, the Manager’s secretary asking her to make posters to advertise the
darts night. pat@autoparts.net

*You could use email software if you have access to it.
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Write emails.

40. Factory – one hundred and eighty!

40

The darts night was a great success and you raised £300 for the charity. Make four
copies of the email* below to write emails thanking:

To:

CC:

Subject:

Attachments:

Send now Send later

Title

Add Attachment

1. The landlord, of the Red Lion for letting you use a room. george@redlion.co.uk

2. Tony and Mike in spare parts for helping to decorate the room.

tony@autoparts.net, mike@autoparts.net

3. The canteen for doing the catering. canteen@autoparts.net

4. Pat O’Connor for making the posters. pat@autoparts.net

*You could use email software if you have access to it.
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Fill in a form.

41. Factory – what have we got here?

The stores department keep an inventory of all the stock they keep. When taking delivery of
stock they fill in the details in the inventory.
These goods were delivered today.

Use this form to record all the items delivered.

AutoParts stores inventory

Date Item No.
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Writing lists.

42. Factory – lists

42

Think of the names of five factories local to you and write their names on this list.

Five local factories 1.

2.

3. 

4. 

5.

Choose one of the factories and make a list of ten things that they are likely to produce.

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.
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Make plurals. Understand nouns.

43. Factory – how many?

Nouns are the names of people, places or things.

Plural means more than one of something: 1 hat, 2 hats.

Many nouns can be made into plurals by adding the letter s. For each noun that you
have found, write a sentence using it as a plural.

Circle all of the nouns.

exit went clock

the workshop saw had

visor office do tool

glove shift work

1.

2.

3.

4.

5.

6.

7.

8.
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Write a question. Re-order a sentence.

44. Factory – questions

44

Some questions begin with question words: How much? How? What? When? Where? 
Which? Who? Why?

Questions change the order of a sentence: Autoparts is in Cardiff.
Is Autoparts in Cardiff?

Some questions start with are, did, do, does, is: Does Autoparts sell bolts?

1. AutoParts makes parts for the motor industry?

What does AutoParts make?

Does AutoParts make motor industry parts?
2. AutoParts is on a business park.

3. AutoParts employs more than 200 staff.

4. The motor industry is very competitive.

5. AutoParts is successful because we use the latest technologies.

6. AutoParts sends its products to customers all over the world.

Make two questions using each of these sentences. Begin one sentence with a
question word. Change the word order in the other sentence. The first one has been
done for you.
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Proofread for punctuation mistakes. Use capital letters, full stops and question marks
correctly.

45. Factory – punctuation

Joe O’Connor, the Director of AutoParts, has sent this email to all the staff. There are
mistakes in the punctuation. Read the email and correct the mistakes. You need to put
in 3 full stops, 4 capital letters and 1 question mark.

i have received a letter this morning from the Investors in People inspectorate

confirming that we have achieved Investors in People status I am writing to

congratulate and thank all of you for working so hard to make this possible. I am very

proud of this achievement and hope that having Investors in People status will make a

difference to all of your personal development plans. I am sure that autoparts Limited

will benefit as well

The inspectors gave you all feedback forms Can you fill these in and return them to

Mandy by next monday please

well done everybody!

Joe O’Connor

Director

allstaff@autoparts.netTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Investors in People status

Add Attachment
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Proofread for spelling mistakes.

46. Factory – spelling

46

Joe O’Connor, the manager of AutoParts, has sent this email to all the staff. There are
eight spelling mistakes in the passage. Read the email and highlight all the mistakes.
Write the correct spellings in the spaces at the bottom of the page.

1.

2.

3.

4.

5.

6.

7.

8.

allstaff@autoparts.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Investors in People Party

Add Attachment

To celebrate the Investors in People status I am inviting all staff to a paty at the Red

Lion on Saturday nite.

Drinks and food wil be provided. Please bring your famlies. The party starts at 7.  The

Red Lion have a late licence, so book taxis hom for abowt midnight.

Look forward to seeing as many of you as possibul at the party. 

So that the Red Lion can plan the catering, could you let me know whether or not you

can come to the party and how meny guests you’ll have with you.

Joe O’Connor

Manager
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Answers

To make a cup of tea you need to boil the kettle.
Put a teabag in a cup and pour on the boiling
water. When the tea is strong enough take out
the teabag and add some milk.

6. Hotel — four into two will go!

1. a) The Old Hall Hotel is always busy in August
and we are often fully booked. 
b) Families like coming to the hotel because
our leisure club is excellent.

2. a) Last year the restaurant at the Old Hall 
was redecorated because it hadn't been done
for five years.
b) The designer made a good job of it and the 
room is really lovely.

3. a) My name is Jane and I work in the 
restaurant kitchen.
b) I have been here for three years so I should 
get promoted soon.

4. a) I prepare the food for the head chef and I 
make all the desserts.
b) It's a great place to work but it can get 
very hot.

7. Hotel — wish you were here!

Here is our answer as a guide.

1. What have you been up to?

Here is our answer as a guide. You should check
your answers with your teacher.

2. Nice to meet you!
Check your answers with your teacher.

3. Would you like to meet?
Check your answers with your teacher.

4. The Old Hall Hotel

Here are our answers as a guide.

There is a big building with lots of windows.
There are four benches outside.
There is a bike leaning against a wall.
There is a bus parked in the car park.
There are hills in the background.

5. Hotel – how do I do that?

Here are our answers to one of the points as a
guide.

Meeting with manager 9 am

Drink with Sam Elephant and Castle 7.30 pm

Cinema with boyfriend - starts at 6.45 pm

Stay in and sleep!

Drink with girls in town, 8 pm

Hair appointment 
10.30 am
Coffee with Mum, 2.30 pm

Lunch at the in-laws 1 pm

address Trisha Webb

7 Compton Road

Fordenshaw

PL15 7TW

Dear Trisha

We are staying at the Old Hall Hotel for

five nights.

The weather has been really warm and

sunny

We have been to the beach.

Will be home on Sunday.
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9. Hotel — wanted: summer staff

Here is our answer as a guide.

You should also enclose your CV and a recent
photograph.

10. Hotel — just  the job
Check your answers with your teacher.

11. Hotel — getting ready

Here are our answers as a guide.

1. Check travel arrangements, how long will it 
take to get there, bus times etc.

2. Have a copy of your CV or application form.
3. Have a list of questions that you want to ask.
4. Think about what you are going to wear and 
make sure everything is clean and ironed.

5. Get a friend to ask you questions so that you 
can practise a mock interview.

6. Make sure you know about the job and the 
company.

12. Hotel — write away

Letter 1

3 Mary Dean Avenue
Tamerton Foliot

Devon
PL5 4HJ

The Manager
Old Hall Hotel
Blacksmith's Lane
Yelverton
Devon
PL20 6RD

Today’s date

Dear Sir or Madam

Bar staff job

I would like to apply for the bar staff job that I saw in the paper.
Please can you send me an application form?

I look forward to hearing from you.

Yours faithfully

Diane Evans

Encs.

Diane Evans

The Manager
Old Hall Hotel
Blacksmith's Lane
Yelverton
Devon
PL20 6RD

Old Hall Hotel
Blacksmith's Lane

Yelverton
Devon

PL20 6RD

Celebration Cakes
Frankwell Gate
Plymouth
PL1 5NF

Today's date

Dear Sir or Madam

Wedding Cake

Just a quick letter to say thank you fo
r supplying the

wedding cake last Saturday at such sh
ort notice. 

You really saved the day and the wed
ding was a great

success. We will be sure to recommend you to other

wedding parties in future.

Many thanks again.

Yours faithfully
Diane Evans

Diane Evans
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Letter 4. 

13. Hotel — how many?

Nouns are: key room towel bed light lift table
menu chair

Here are our answers as a guide:

1. Can I have the keys to the office?
2. The hotel has 40 rooms.
3. Would you like clean towels in your bathroom?
4. There are three beds in this room.
5. Will you turn the lights on?
6. The lifts are at the back of the lobby.
7. How many tables would you like to reserve?
8. Can you put four menus on that table?
9. I'll go and get a few more chairs for that table.

Letter 2.

Letter 3

3 Mary Dean Avenue
Tamerton Foliot

Devon
PL5 4HJ

Old Hall Hotel
Blacksmith's Lane
Yelverton
Devon
PL20 6RD

Today's date

Dear Mr Clarke

Holiday

I am organising a reunion holiday with some of 
my family

and would really appreciate some time off in th
e

summer. I am writing to ask if it would be poss
ible to

have two weeks off at the beginning of June. 

I look forward to hearing from you.

Yours sincerely

Diane Evans

Old Hall Hotel
Blacksmith's Lane

Yelverton
Devon

PL20 6RD

Mr Uren
29 Beaconfield Road
Plymouth
PL2 3LD

Today’s date

Dear Mr Uren

Hotel Leisure Club

Thank you for your enquiry about our l
eisure club. I

would like to invite you for a tour aroun
d the gym so

that you can decide whether it will suit
 your needs. 

If you would like to contact me with a convenient

date and time, then I would be pleased to organise

that for you.

I look forward to hearing from you.

Yours sincerely

Diane Evans
Leisure Club Manager

Diane Evans

Diane Evans

Old Hall Hotel 
Blacksmith’s Lane
Yelverton, Devon

PL20 6RD

Landscape by Design
Fir Tree House, Down Lane

Ivybridge
Devon
PL21 OJJ

Today's date

Dear Sir/Madam

Grounds maintenance services

We run a small country hotel in the Yelver
ton area and

require a local firm to keep the grounds o
f the hotel in

tip-top condition. 

Could you contact me at the above addre
ss with

details of the kinds of services you provid
e along with

pricing? 

I look forward to hearing from you.

Yours faithfully

Diane Evans
Diane Evans
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14. Hotel — spot the rhyme

1. seat Ë eat
soon Ë tune
high Ë lie
kite Ë bite

2. here Ë near
site Ë light
bore Ë door
leap Ë keep

3. leek Ë peak
wine Ë sign
neat Ë meet
fair Ë care

4. cut Ë nut
dear Ë fear
my Ë fly
tea Ë me

15. Hotel — checking the delivery

16. Hotel — ghostly goings on

These are some ideas:
ghostly, ghoulish, scary, spooky, exciting, fun,
enjoyable

Here is our answer as a guide.
Come to the Old Hall Hotel this Halloween for
ghostly giggles and get into the 'spirit' of
Halloween.

The scariest fancy dress will win prizes. The
excitement starts at 7.30 pm in the "Howling
Hall".

17. Hotel — do you have talent?
Check your answers with your teacher.

18. Hotel — can you please ...

1. Dear Milkman

I'm working late tomorrow so I won't need any 
milk. Can you please deliver as usual the 
following day?

Thanks!
Bob

2. Hi Dave

I'm working late tomorrow, so would you be 
able to record that film for me?

Cheers mate, we'll catch up for a drink later in 
the week.

Bob

3. Pat

I've been asked to work late tonight, so won't 
be home for tea. 

I'll be back at about 10 I think.

Love
Bob

Date Item No.

Today's date Shower gel 6

Today's date Shower cap 2

Today's date Shampoo 3

Today's date Bath foam 5

Today's date Toothpaste 3

Today's date Soap 6

Housekeeping inventory
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2. a) Last year we had a new deli counter 
because our customers prefer more choice.
b) The counter is very popular and you almost 
always have to queue.

3. a) My name is Sam and I work on the 
Customer Service Desk. 

b) I have been at Blackwell's for four years but
I still enjoy working here.

4. a) I deal with customer enquiries and I sort 
out complaints.

b) It's a great place to work but it can be very 
hectic on Saturdays.

22. Supermarket — greetings! 1

1. 

4. Dear Mike

I'm expecting a parcel to be delivered 
tomorrow but I've been asked to work an 
extra shift. Would you mind taking delivery of 
it for me? I'll come round tomorrow after work 
to pick it up.

Thanks a lot.
Bob

19. Supermarket — Blackwell's

Here are our answers as a guide:
There are some trolleys parked outside the
supermarket.
There is an entrance and an exit and the doors
are automatic.
There are two cash machines.
There are two piles of baskets by the doors.
The sign on the wall tells customers that
Blackwell's has an in-store bakery and deli
counter. The store also has parking and a
delivery service.

20. Supermarket — let me explain

Here is just one answer as a guide.

If you want to be served at the deli counter you
need to take a ticket from the dispenser. Then you
have to wait your turn. The staff call out the
numbers in turn. When your number is called,
hand the ticket to the member of staff and they
will serve you.

21. Supermarket — four into two will go!

1. a) Blackwell's Supermarket is always busy at 
the weekend so the car park is usually full.
b) People like shopping at our store because
our prices are very reasonable.

Dear Penny 

Well done!

Congratulations on passing your
driving test!

We knew you could do it!

Best wishes 
Tom Owen

Penny Jones
18 Langdale Road
Leyland
PR26 8AB
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23. Supermarket — greetings! 2

2.

3. 

24. Supermarket — extra cash for
Christmas

You would put your CV in with the letter.

25. Supermarket – just the job
Check your answers with your teacher

26. Supermarket – spelling

1. late 5. open
2. past 6. with
3. local 7. please
4. area 8. sure

27. Supermarket — what else do we
need?

24 Smith Street
Leyland

PR25 2NB
The Personnel Manager
Blackwell's Supermarket
Towngate
Leyland
Lancashire
PR25 6VN

Today’s date

Dear Sir or Madam

Shelf-stacking job

I saw an advert in the local paper asking for
shelf-stackers over the Christmas period.

I would be very interested in this job. Would you
please send me an application form?

I look forward to hearing from you.

Yours sincerely

Tanya Foster
Tanya Foster

Enc.

The Personnel Manager
Blackwell's Supermarket
Towngate
Leyland
Lancashire
PR25 6VN

Bread deliveries record sheet

Date Item No.
Today's date White bread 8

Today's date          Brown bread 4

Today's date          Soft white rolls  12 x 6 packs 2

Today's date          Teacakes  12 x 6 pack 1

Dear Bill

Good luck!

Good luck with your exam,
we'll all be thinking of you
and have our fingers
crossed!

Best wishes
Tom Owen

Bill Chen
The White Cottage
Mill Lane
Croston
WN12 8NR

Dear Jen
Thank you

Just a quick note to say
thank you so much for
working that double shift
last night. You really saved
my bacon!
Thank you again.

Tom Owen

Jen Rust
12a Church Road
Leyland
PR25 3EH

Thank  you
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b) Will the shopping always be packed by 
Blackwell's staff?

6. a) How full is Blackwell's car park usually?
b) Does Blackwell's car park usually fill up?

30. Supermarket — punctuation

31. Supermarket — let's party! 1
Check your answers with your teacher.

32. Supermarket — let's party! 2

28. Supermarket — spot the rhyme

1. soap Ë rope
bread Ë fed
beer Ë ear
powder Ë louder

2. peas Ë cheese
thumb Ë rum
break Ë cake
ham Ë jam

3. flour Ë flower
silk Ë milk
beef Ë leaf
gel Ë sell

4. tea Ë key
bun Ë son
roll Ë bowl
peas Ë freeze

29. Supermarket — say again!

1. a) Is Blackwell's supermarket independent?
b) Does Blackwell's supermarket work
independently?

2. a) Whose deli counter has the best choice of 
cheeses in Leyland?
b) Is the best choice of cheeses in Leyland at 
the deli counter?

3. a) What is Blackwell's well known for?
b) Does Blackwell's have good reputation for 
its range of produce?

4. a) What colour is Blackwell's uniform?
b) Do Blackwell's staff wear a blue uniform?

5. a) Do Blackwell's staff always pack your 
shopping for you?

Day Tasks

Monday Find out where everybody needs picking up from and dropping off.

Tuesday Work out who can travel with whom in the taxis.

Wednesday Phone taxi companies and get best prices for each journey.

Thursday Book taxis and let everyone know what time they will be picked up.

Friday Phone taxis to confirm that everything is OK.

Saturday Keep fingers crossed that everyone is collected on time!

Sunday Get up very late!
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You should check your answers with your teacher.

37. Numbers in words
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0 zero

1 one

2 two

3 three

4 four

5 five

6 six

7 seven

8 eight

9 nine

10 ten

11 eleven

12 twelve

13 thirteen

14 fourteen

15 fifteen

16 sixteen

17 seventeen

18 eighteen

19 nineteen

20 twenty

33. Factory — AutoParts
Here is our answer as a guide.

The reception is at the front of the building.
There is a reserved parking space for the MD.
There are parking spaces for visitors.
There are two letter boxes.
The factory has a flat roof.
The path to the glass doors is edged with posts
and chains.

34. Factory — four into two will go!
1. a) AutoParts used to shut for two weeks every

August but we don't do that anymore.
b) Our products are used all over the world 
now so we have to be able to send them out 
every week of the year.

2. a) We have just got some new packing 
equipment because we send out so many 
parcels.
b) The new gear will mean that we can get 
the parcels quicker but it has taken a while 
to get used to using it.

3. a) My name is Mo and I work on the 
production line.
b) I have only been working here for three 
months but I feel like I've been here for years.

4. a) I assemble parts on the line and I check 
that the right products have been made.
b) AutoParts is a great place to work 
because everyone is really friendly.

35. Factory — a great opportunity

23 Woodfield Road
Cardiff

CF8 2PG
Helen Brightman
AutoParts Ltd
Church Down Business Park
Church Down
Cardiff 
CF10 8NY

Today's date

Dear Ms Brightman

Trainee welder

I saw your advert in the newspaper for a trainee
welder and was very interested. Would it be possible
for you to send me an application form?

I look forward to hearing from you.

Yours sincerely
David Cooper

David Cooper

Helen Brightman
AutoParts Ltd
Church Down Business Park
Church Down
Cardiff 
CF10 8NY
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39. Factory — charity darts night 2

55skillbuilders n writing n entry level 2

Answers

AutoParts Ltd
Church Down Business Park

Church Down
Cardiff

CF10 8NY

Local firm address
Today's date

Dear Sir or Madam
Charity darts night
AutoParts has been asked to organise a charity
darts night to raise money for a children's eye
cancer charity.
As part of the event I have been asked to contact
local firms and ask them to donate small prizes
for the winners of the tournament. 
I would be very grateful if you could donate
something for this charitable cause and look
forward to hearing from you very soon.

Yours faithfully
Your signature
Your name

Dear George

AutoParts are organising a charity darts night and were wondering whether we could use one of
the rooms at your pub to hold the event? If you could let me know as soon as possible if this would
be alright, I’d be very grateful.

Many thanks

Your name 

george@redlion.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Charity darts night

Add Attachment

I am writing about the darts night that I am organising. I need some help with the catering. I

would really appreciate it if you could sort out sandwiches and nibbles. Can you contact me

next week for firm numbers?

Many thanks

Your name

canteen@autoparts.netTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Charity darts night

Add Attachment

Hi Pat

Could you make some posters to advertise the darts night? Thanks very much. I'm looking

forward to seeing what you come up with!

Your name

pat@autoparts.netTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Charity darts night

Add Attachment

Hi guys

I was wondering if you are able to help out with the charity darts night. I need some people to
decorate the room and would be grateful if you could lend a hand. I'd need you there at 7pm on
the night. Can you let me know how many of you will be able to come?

Many thanks

Your name

spares@autoparts.netTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Charity darts night

Add Attachment
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40. Factory — one hundred and eighty!

41. Factory — what have we got here?

42. Factory — lists
Check your answers with your teacher.

43. Factory — how many?

Nouns are: clock workshop saw visor office tool
glove shift exit

Here are our answers as a guide:
1. I don't like clocks that tick.
2. How many different workshops are there?
3. There are a couple of different saws in my tool 
box.

4. The visors are hung up over there.
5. There are several offices all over the country.
6. Make sure you put all the tools away when 
you've finished with them.

7. Always wear protective gloves when you are 
welding.

8. Most of the shifts finish on time.

Dear George

Just a quick email to say thank you so much for letting us use the room at your pub for the darts
night. It was a great success and we managed to raise £300 for the children's charity.

Thank you again.

Your name

george@autoparts.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Charity darts night

Add Attachment

Hi guys

Just a quick email to say thank you for coming in early to decorate the room for the darts night.
You were both a great help. You'll be pleased to know that we managed to raise £300 for the
charity. 

Thanks again.

Your name

tony@autoparts.netTo:

CC:

Subject:

Attachments:

Send now Send later

Title

mike@autoparts.net

Charity darts night

Add Attachment

I just wanted to say thank you to you all for your help with the charity night. The food was
excellent. I'm sure you'll also all be pleased to hear that we managed to raise £300 for the
charity, but we couldn't have done it without your help.

Thanks again.

Your name

canteen@autoparts.netTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Charity darts night

Add Attachment

Hi Pat

Just wanted to say thanks a million for the posters you made for the darts night. They were
brilliant. We managed to raise £300 on the night and we wouldn't have done it without your help
to publicise it.

Thanks again.

Your name

pat@autoparts.netTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Charity darts night

Add Attachment

AutoParts stores inventory

Date Item No.

Today’s date Panel pins (3 packs) 30 

Today's date Plastic washers (1 pack) 10

Today's date 4" screws (2 packs) 20

Today's date 3" screws (1 pack) 10

Today's date 2" screws (2 packs) 20

Today's date Rivets (1 pack) 10

Today's date Metal washers (3 packs) 30
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44. Factory — questions

1. a) What does AutoParts make?
b) Does AutoParts make motor industry parts?

2. a) Is AutoParts on a business park?
b) Is it a business park where AutoParts is 
based?

3. a) How many staff does AutoParts employ?
b) Do more than 200 staff work at AutoParts?

4. a) How competitive is the motor industry?
b) Is there a lot of competition in the motor 
industry?

5. a) Why is AutoParts successful?
b) Do the latest technologies help AutoParts 
success?

6. a) Where does AutoParts send its products?
b) Do customers from all over the world 
receive products from AutoParts?

45. Factory — punctuation

I have received a letter this morning from the Investors in People inspectorate

confirming that we have achieved Investors in People status. I am writing to

congratulate and thank all of you for working so hard to make this possible. I am

very proud of this achievement and hope that having Investors in People status will

make a difference to all of your personal development plans. I am sure that

AutoParts Limited will benefit as well.

The inspectors gave you all feedback forms. Can you fill these in and return them to

Mandy by next Monday please?

Well done everybody!

Joe O’Connor

Director

allstaff@autoparts.netTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Investors in People status

Add Attachment

46. Factory — spelling

1. party
2. night
3. will
4. families
5. home
6. about
7. possible
8. many
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Fill in forms pages 10, 15, 17, 25, 27, 32, 36, 41

Make plurals pages 13, 43

Proofread for punctuation mistakes pages 30, 45

Proofread for spelling mistakes pages 26, 46

Recognise rhymes pages 14,28

Understand nouns pages 13, 43

Use adjectives pages 2, 3, 4, 16, 19, 33

Use conjunctions pages 6, 21, 34

Use graphics to write text pages 4, 15, 19, 27, 33

Write a diary entry page 1

Write a list pages 11, 42

Write a poster page 31

Write addresses pages 7, 9, 12, 22, 23, 24, 35

Write an advertisement pages 16, 31

Write cards pages 22, 23

Write descriptions pages 2, 3, 4, 19, 33

Write emails pages 39, 40

Write in sentences pages 2, 3, 5, 6, 20, 21, 34

Write instructions pages 5, 20

Write letters pages 8, 9, 12, 24, 35, 38

Write notes pages 11, 18

Write numbers in words page 37

Write personal details pages 10, 17, 25, 36

Write postcards page 7

Write questions pages 29, 44
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IntroductionUseful 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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allstaff@blackwells.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Instore dry cleaning concession

Add Attachment

As a result of the unacceptable lait service by Branson’s Dry Cleaning over the
parst few months I have been considering our position. With immediate effect,
Bransons will cease operating in-store. 

Our new dry cleaner will be Potts Ltd. They are a locul Lancashire firm and have
guaranteed us an excellent level of service. The dry cleaning airea is going to be
refurbished over the next five days. Potts will opun in-store on 1st December. 

The situation wiv Branson’s is very delicate and may result in legal proceedings.
Pleese make shure that you do not discuss the situation with anyone outside
Blackwell’s.

James Hayes
Concessions Manager
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allstaff@blackwells.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Weekend working

Add Attachment

The store has been very understaffed for the past three weekends. This has

been for a variety of reasons including staff sickness However, I also feel that

our requirements for weekend working need to be revised. At present all staff

work 1 weekend in 2. This is very generous compared to the demands of other

supermarkets

The management team is therefore considering revising the weekend working

rules we propose to ask all staff to work 2 weekends out of 3. There will be a full

staff meeting about this on Monday 27 february after the store closes at 8pm.

Can’t make the meeting Pass on your comments to your staff rep brenda

murphy on the deli counter by Friday at the latest

Tom Owen
Manager
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i have received a letter this morning from the Investors in

People inspectorate confirming that we have achieved Investors

in People status I am writing to congratulate and thank all of you

for working so hard to make this possible. I am very proud of

this achievement and hope that having Investors in People status

will make a difference to all of your personal development plans.

I am sure that autoparts Limited will benefit as well

The inspectors gave you all feedback forms Can you fill these in

and return them to Mandy by next monday please

well done everybody!

Joe O’Connor

Director

allstaff@ap-wales.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Investors in People status

Add Attachment
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