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vskillbuilders n writing n 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 students. Knowledge about each workplace builds
cumulatively as students progress through the levels. The tasks become increasingly work
specific as students progress through the series. Students will find the tasks in  Level 2
Writing more demanding and entirely work focused.

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 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 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 61.

Functional Skillbuilders are designed to be mediated by teachers. The teaching notes
explain the skills addressed on each worksheet and provide guidance for teaching
strategies. Teaching materials have also been included. Templates for groupwork are
included at every level.

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

Teaching point

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

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.

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.

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
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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.

Worksheet 1
Plan and draft writing

Groundwork

Use the teaching points to explain that writing is
a process and that re-drafting is an essential
part of the process. 

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Re-use the writing frame, asking your students to
write instructions for a wide variety of processes.

Worksheet 2
Plan and draft writing

Groundwork

Ask students to discuss the techniques they
currently use when planning writing. Write them
on the board. Then use the teaching point to
explain how lists can be used in the planning
process.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

The article about the tourist industry in the UK
can be as simple or as complex as you want it to
be. You could extend this task and ask students
to go away and research the topic. 

Extension work

Re-use the grid and table to plan a variety of
writing tasks to suit your students’ interests and
needs.

Provide other short writing frames to help
scaffold students’ writing plans.

Worksheet 3
Plan and draft writing – evaluating
writing

Groundwork

Ask students if they check their writing and if so
what techniques they employ. Use the teaching
point to explain the checks that they should be
making.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

This checklist can be re-used for every
subsequent writing activity in Functional
Skillbuilders Writing Level 2.
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Teaching notes

viii

Worksheet 4
Plan and draft writing – proofreading

Groundwork

Ask students if they proofread their writing and if
so what techniques they employ. Use the
teaching point to explain how they should
proofread texts.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

This proofreading checklist can be re-used for
every subsequent writing activity in Functional
Skillbuilders Writing Level 2.

Worksheet 5
Organise writing using format and
structure

Groundwork

Use the teaching point to explain how texts can
be organised using different formats and
structures. It would be helpful to show your
students examples of texts with varying format
and style and to discuss them together with the
teaching notes.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Your students should carefully consider the
format and structure of the writing tasks in this
book.

Worksheets 6, 7
Complex sentences

Groundwork

Use the teaching points on Worksheet 6 to help
your students to understand the components of
complex sentences.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Encourage students to use complex sentences
wherever appropriate.

Worksheets 8, 9
Improving grammar skills – active
and passive verbs

Groundwork

Use the teaching points on each worksheet to
clarify the distinction between active and passive
verbs. 

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Encourage students to look critically at their
writing to see if they have made best use of
active and passive verbs.

FSB_WRITING L2_2011_U_writing L2  01/09/2016  07:16  Page viii



ixskillbuilders n writing n level 2

Teaching notes

Worksheets 10, 11
Improving punctuation skills –
apostrophes 

Groundwork

Ask your students what an apostrophe is. Write
definitions and uses on a board. Use the
teaching points to demonstrate how the
apostrophe is used to show omission possession.

Worksheets

Explain the skills your students are going to practise,
then ask them to read and complete the tasks.

Extension work

Ask students to track magazine and newspaper
articles highlighting all the apostrophes,
checking that they have been used correctly.

Worksheet 12
Improving grammar skills – pronouns 

Groundwork

Ask your students what a pronoun is. Write
examples on a board. Use the teaching points to
show students the differences between types of
pronouns.

Worksheet

Explain the skills your students are going to practise,
then ask them to read and complete the tasks.

Extension work

Source magazine and newspaper articles, blank out
the pronouns and ask students to fill in the gaps, or
create word files for students to amend.

Worksheet 13
Improving punctuation skills –
inverted commas 

Groundwork

Ask your students what inverted commas or
speech marks are. Write a definition on a board.
Do any of your students already know the rules
for using them correctly? Use the teaching point
to show students how inverted commas should
be used.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Group work

Template 1 provides another opportunity to add
inverted commas to text. Use it to conduct this
exercise as a group activity.

Worksheets 14, 15
Improving spelling

Groundwork

Ask your students to share ideas about
improving spelling. Make notes on a board. Then
use the teaching notes to explain the use of
prefixes and suffixes. 

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Worksheet 14 – words for dictation 

centigrade, circumstance, contraband, telegram,
claustrophobia, hypermarket, international,
manual, dermatitis, microcosm, multitude,
photogenic, kingdom, supernatural.
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Teaching notes

x

Worksheet 15 – words for dictation 

circumnavigate, interrogate, planetary,
companionship, photograph, manufacture

Worksheets 16, 30, 44
Write letters. Use formal language

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks. You may need to remind your students
how to lay out a business letter.

Group work

Ask students to work in small groups or pairs to
write the second letter. They should think
carefully about key words and phrases to use in
the letter as they plan it.

Worksheets 17, 31
Write an agenda. Use formal
language

Groundwork

Use the teaching point to explain that an agenda
is a list of matters to be discussed at a meeting.
In business, agendas are normally
wordprocesssed.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Ask students to prepare agendas for group
discussions or tutorial meetings.

Worksheets 18, 19, 35, 45
Write a brochure. Use persuasive
language

Groundwork

You could supply brochures and other
promotional materials from hotels, supermarkets
and the manufacturing industry before you begin
each of these activities. Choose a suitable
brochure to analyse, asking students what they
think the purpose of the text is and how the
writer is trying to achieve it. Alternatively you
could ask your group to identify the key features
of promotional literature and consider how the
writer could address these requirements.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks. Your students will need to plan this task
carefully for the final product to be fit for the
purpose.

Group work

These tasks lend themselves to work in pairs or
small groups. The groundwork could be a whole
group introduction, and then students could go
on to planning and producing their brochures in
pairs. Finally, the brochures could be presented
to the group and analysed. This integrated task
could cover all elements of the Speaking and
Listening, Reading and Writing sections of the
Adult Literacy Curriculum/Functional Skills.
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Teaching notes

Worksheets 20, 34, 46
Write notices. Use appropriate
language

Groundwork

Ask students what a notice is for. What does
notice mean? They could look up the word in a
variety of reference sources. Then use the
teaching points to discuss the key features of
notices. Ask students to provide examples of
notices – good and bad. Discuss the reasons why
the notices are successful / unsuccessful.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks. 

Extension work

Ask students to bring in examples of notices from
work, or from around the school / college /
learning environment. Constructively criticise
them and ask students to re-write them where
necessary.

Worksheets 21, 33, 36, 37, 47
Write reports 

Groundwork

Use the teaching points to introduce the topic.
Then use templates 2, 3 and 4 to teach your
students how to structure a report and to
provide them with report writing tips and
techniques.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks. 

Worksheet 22
Write instructions

Groundwork

Ask students to discuss the key features of
instructions. Use these to write a checklist on a
board.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks. 

Extension work

Ask students to write instructions for their work
colleagues or for fellow students.

Worksheet 23
Write a planning document

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks. This planning chart would be used in the
kitchen on a daily basis and should be designed
to be used as a working document / form.

Extension work

Ask your students to provide you with examples
of tasks they have to plan at work or for their
studies. Ask them to plan, draft and produce
suitable planning documents for the tasks.
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Teaching notes

xii

Worksheets 24–28, 39–43, 48–52
Complete complex forms. Tailor job
application forms

Groundwork

Use the teaching points to introduce the topic.
Then use templates 5, 6 and 7 to teach your
students how to tailor job application forms.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Source a variety of job advertisements and
application packs and ask students to tailor their
own skills to each job. 

Worksheet 32
Improving grammar skills – pronouns 

Groundwork

Use the teaching point to remind students what
pronouns are.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Source magazine and newspaper articles, blank
out the pronouns and ask students to fill in the
gaps.

Worksheet 29, 36, 37, 38
Write an email 

Groundwork

If your students are not familiar with emails,
explain that they can be used as methods of
internal communication within a company, as
well as external communication. If possible, use
software to make these tasks ‘real’.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks. 

Extension work

Assign students different job roles and role-play
sets of activities. Students could email each other
responses to reports or comments on letters they
have written throughout this book.
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Teaching notes

xiiixiii

Student checklist

Functional Skillbuilders Writing 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 practice. Then discuss your ideas with your teacher.
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Use different techniques to plan and draft writing.

1. The process of writing 1

Writing is a process with a series of stages. When you first put pen to paper, it is important to
remember that you are just at the beginning of this process. Writing takes time, even for people who
appear to have a flair for it.

The steps that all writers have to go through are usually:

n planning (could be regarded as a pre-writing stage)

n drafting

n evaluating what you have written

n proofreading.

Don’t underestimate how many times you might draft and re-draft a piece of writing. Having the right
number of words on the page doesn’t mean the writing process is over. Good writing can be thought
of as re-writing. A well-written letter or essay may have been drafted three, four or even five times!

Planning writing

Planning is a vital stage of the writing process. Good planning will ensure that your writing is ‘fit for
the purpose’. There are several ways you can initiate this stage:

n use a writing frame

n share thoughts

n make lists

n ask and answer questions

n conducted a free writing exercise

n mindmap your ideas.

Writing frames
Writing frames are headings to help scaffold your writing. On a separate piece of paper
use this writing frame to plan and then write a set of instructions for one of these
tasks:

n setting the timer on a video recorder
n using a microwave
n setting an alarm.

These instructions will explain how to: 

Before you start you will need to: 

First of all you: 

Then you: 

Next you: 

And finally you: 
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Use different techniques to plan and draft writing.

2. The process of writing 2

2

Making lists is especially useful if you are required to use key words or phrases in your writing.

You are going to plan and then write a short piece of writing about the tourist
industry in the United Kingdom. Use the grid to list the key words before you start
writing. As you write, cross out each word or phrase when you use it.

A simple table with appropriate headings can help you select words and phrases that you
want to include in your writing.

Use this table to plan a piece of creative writing on a subject of your choice. Then
write the text, re-drafting it as necessary.

Characters Setting Plot Events Outcome
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Use different techniques to plan and draft writing.

3. Re-read and evaluate

Evaluating what you have written

An essential part of the writing process is to evaluate what you have written. Use this checklist
as a guide:

n Have I strayed from the title?

n Have I repeated things unnecessarily?

n Does the writing ‘flow’?

n Have I missed anything out?

n Can I improve the sentence structure?

n Can I improve the plot?

n Is the beginning good?

n Is the ending good?

If you need to make corrections you can use Post-it notes to add information – stick them on
the part of the text where the extra information has to go.

Check that you have included key words or phrases with a highlighter pen.

1. Use this checklist to evaluate two of the pieces of writing you wrote for
Worksheets 1 and 2.

Checklist Worksheet 1 Worksheet 2

Have I strayed from the title?

Have I repeated things unnecessarily?

Does the writing flow?

Have I missed anything out?

Can I improve the sentence structure?

Can I improve the plot?

Is the beginning good?

Is the ending good?

2. Ask another learner to evaluate the third piece of writing you wrote for Worksheets
1 or 2.

FSB_WRITING L2_2011_U_writing L2  01/09/2016  07:16  Page 3



skillbuilders n writing n level 24

Use different techniques to plan and draft writing.

4. Proofreading

Only when you are satisfied that you have finished the writing process should you worry about
the spelling and punctuation.

Take your time when proofreading – it is really difficult to proofread your own work!
Proofreading has to be a slow process.

Read each section, preferably a sentence, at a time and:

n Satisfy yourself that the sentence you have written actually makes sense! It is common to
miss out words or get them in the wrong order. Proofreading is the time to check that you
have written exactly what you meant to write.

n Check that you have spelled the words correctly (all of us have trigger words that we have
difficulty spelling). Use a dictionary to check any words you don’t understand.

n Check to see if you have used the same word too many times. If so, you could use a
thesaurus to look for words which have a similar meaning and substitute some of these for
the repeated words.

n Homophones (words that sound the same but are spelled differently) cause problems for
even the best writers! Words like to / too / two and there / their are very common mistakes.
Be on the lookout for these as you read, sentence by sentence. Be especially vigilant if you
know you often get them wrong.

n Finally, think about punctuation. Punctuation helps your reader to understand what you have
written. Proofread for each punctuation mark. Use this checklist as a guide:

1. Use this checklist to proofread two of the pieces of writing you wrote for
Worksheets 1 and 2.

2. Ask another learner to proofread the third piece of writing you wrote for
Worksheets 1 or 2.

Points to check Worksheet 1 Worksheet 2

Capital letters at the start of each sentence

Full stops at the end of each sentence

Capital letters for proper nouns

Capital I where needed

Question marks where needed

Speech marks where needed

Commas where needed

Apostrophes where needed
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Use format and structure to organise writing.

5. Fit for the purpose

At this level you should be able to judge which format, structure and layout will be best for a
variety of writing tasks. If you remember that all writing is to communicate something
effectively and think carefully about the message you want to convey, the choice should
become clear.

For example:

n A numbered list is useful to explain the different stages in a process.

n Linked paragraphs are important to develop a coherent argument.

n A table is useful to write a timetable.

n Formal language and set format are required in all business letters.

Fill in this chart to say what format each piece of writing should take. Tick the boxes
to show your choices.

Writing activity Formal Informal Standard Free Solid Bulleted lists/ Subheadings
format format text numbering

Advertisement

Brochure

Business letter

Business report

Email to a colleague

Essay

Health and safety notice

Newsletter

Text message to a friend
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Understand complex sentences.

6. Getting a bit more complicated 1

A complex sentence 
A complex sentence is rather like a family. A family is made up of several different parts, all of
whom have important roles to play.

The young children in a family – although they are a very important part of the family, can’t
really survive on their own; they need the main elements of the family – the parents.

A complex sentence has a base of a complete sentence (with a subject and a verb) and other
words to add extra information in separate phrases.

The information in the additional phrase cannot stand on its own. For example:

“Tell the children to go to bed, whether or not they want to, before 10.00 pm”.

The underlined section is the additional information.

A technical approach:

A complex sentence is a sentence that is formed when an independent clause joins a
dependent clause.

An independent clause is a simple sentence that contains a subject and a verb. It makes sense
in its own right.

A dependent clause has a subject and a verb, but does not make sense on its own.

Consider this complex sentence:

“Since it was just about time to leave, I switched off all the lights and put my coat on”.

“I switched off all the lights and put my coat on’” is an independent clause.

“Since it was just about time to go” is the dependent clause.

The following words are commonly used to start off dependent clauses:

n before
n after
n if
n since
n because
n although
n when
n while
n as.
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Understand complex sentences.

7. Getting a bit more complicated 2

Use different coloured highlighter pens to identify the independent and dependent
clauses of these complex sentences.

1. If you want to get better you need to practice regularly.

2. As soon as the customers left the restaurant the waiters cleared the tables.

3. When it was time to leave work we collected all our things.

4. You will be allowed to leave early if all the orders are packed.

5. Before I go to work I will have to fill the car with petrol.

6. After the rush died down we restocked the shelves.

7. Although the supermarket seemed busy the takings weren’t very high yesterday.

8. When the wine is delivered can you put it in the cellar, please?

9. All the staff had to wait outside in the rain until the fire drill finished.

10. The management team heard the news at a board meeting before the rest of the staff 
were told about the merger.

Write five complex sentences about your home or work life.

1.

2.

3.

4.

5.
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Understand active and passive verbs.

8. Part of the action 1

Verbs are the doing or action words in a sentence. They tell us what the subject is doing, has
done or will do.

n Verbs are active when the subject of the sentence does the action.
“The fire lit up the house.”
The subject is the fire and it is doing the lighting so the verb is active.

n Verbs are passive when the subject of the sentence has the action done to it.
“The house was lit up by the fire.”
The house is now the subject and was being lit up by the fire.

The subject of the sentence has changed although the meaning of the sentence has remained
the same.

Read these pairs of sentences and decide which sentence contains the active verb and
which the passive verb.

Sentences Active or passive?

1a. The Manager lived in the hotel.

1b. The hotel was lived in by the Manager.

2a. The burglar grabbed the money.

2b. The money was grabbed by the burglar.

3a. That song was sung by Bill.

3b. Bill sung that song.

4a. The intruder was bitten by the guard dog.

4b. The guard dog bit the intruder.

5a. Bob takes golf lessons.

5b. Golf lessons are taken by Bob.
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Understand active and passive verbs.

9. Part of the action 2

To understand the difference between active and passive verbs it can be helpful to think of
them in terms of a ‘voice’ speaking.

In the active voice the subject speaks (does the action). In the passive voice the subject
receives the action.

Generally speaking, your sentences will look and sound better if you try to use the active voice.
For example, I have proved that rather than it has been proved that.

Change all the passive verbs in these sentences to active verbs.

1. The dog was scratched by the cat.

2. The house was completely destroyed by fire.

3. The crop was ruined by a flash flood.

4. The bride’s hair was spoiled by the wind.

5. My car was scratched by someone at the supermarket.

Change all the active verbs in these sentences to passive verbs.

6. The waiter spilled the soup on the kitchen floor.

7. The diners ate all of the food.

8. I washed my car in the automatic carwash.

9. The housekeeper took the stained tablecloths to be laundered.

10. Line 10 produced 100 door panels this morning.
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Use punctuation correctly. Use apostrophes for omission

10. Apostrophes 1

The apostrophe is used to show where a letter, or letters are missed out, for example:

can’t = cannot

isn’t = is not

you’re = you are

Match the contractions to their long versions.

Re-write these sentences using apostrophes instead of long forms, wherever possible.

can’t

don’t 

I’d

I’m 

Isn’t

Jane’s

won’t

mustn’t

shan’t 

she’s

we’ve

can not

we have 

will not

do not

must not

shall not

is not

I would

Jane is

I am

she is

1. Staff are not permitted to smoke on the shop floor.

2. Do not park in bays reserved for visitors.

3. The supermarket will not be open on Bank Holiday Monday.

4. The manager will not be in the office today, because he is going to a meeting.

5. We have special offers on our bread counter in store today.

6. There is not enough time to start the next production run.

7. Mr O’Connor is on the shop floor.

8. Production line 1 is not operating today, due to a problem with the motor.

9. The toolmaker is taking a break – he will be back at 10.30.

10. I shall not be able to call you back until after we have found the missing document.
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Use punctuation correctly. Use apostrophes to show possession.

11. Apostrophes 2

When you put ‘s after some words it makes the next word belong to the word with the ‘s. For
example: The manager’s car parking space.

Place the apostrophe in the correct places to make the objects in these sentences
belong.

1. The chefs knife is sharp. 

2. Mrs Goodmans office is opposite reception. 

3. The tennis captains racket was stolen. 

4. These are Tonys overalls. 

5. Bobs bread always rises perfectly. 

6. Pats car is blocking the car park entrance.

Proofread these sentences to check that the apostrophes have been used properly.
Add or delete apostrophes as necessary.

The most important exception to this rule is its and it’s. Actually, it is not as difficult as it first
seems. All you have to remember is that the only time you use an apostrophe is when a letter
is missed out: it’s means it is. You do not use the apostrophe when making it belong: its tail.

7. Take your umbrella because its raining.

8. My car has stopped. I think it’s run out of petrol.

9. I’d like to get home before its dark.

10.The computer has broken. It’s screen went black.

11. Its too late to catch a bus. We’ll have to get a taxi.

12. The clock didn’t work, because it’s hands had stopped moving.
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Use pronouns so that their meaning is clear.

12. Understanding pronouns

Most of the time a pronoun stands for, or refers to, a noun. A pronoun refers to an object
without actually naming it.
Personal pronouns refer to a person or persons. Here are the most commonly used pronouns.
You will recognise them all.

Personal pronouns for people: I, you, he, she, we, they, me, you, him, her, them, us
Pronouns for things: it, they, them
Possessive pronouns: theirs, ours, mine, yours, its
Demonstrative pronouns: those, this, these, that
Relative pronouns: who, which, that
Indefinite pronouns: everybody, anybody, somebody, all, each, every, some, none, one
Intensive pronouns: myself, yourself, himself, herself, ourselves, themselves

Use pronouns to fill in the gaps.

1. Tim called yesterday.  Please call back before you leave.

2. We are off to the shops. Do you fancy coming with ?

3. Daisy, my dog is not well. The vet has given some medicine.

4. It’s the office party on Friday night. Are coming ?

5. The stuff from the catalogue has arrived. Can you come and get ?

Read this passage and use pronouns to fill in the gaps.

GreenLine is investing more than £1 million in new minibuses. plans to buy 12

new vehicles to serve the Wickham area. The company has also announced a new distinctive

colour scheme will modernise the image of public transport.

8.8-metre Mini Pointer Darts were chosen by GreenLine. particular minibuses

were extensively trialled and proved popular with passengers and staff.

“ will bring a whole new dimension to ‘mini’ bus travel,” said Mr Jones,

Managing Director of GreenLine. “The new buses will bring the comfort of larger double-decker

quality seats due to the extra width of the Darts over previous minibuses.” 

added.
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Use inverted commas correctly.

13. Marking speech

Inverted commas are used to show which words are said by different speakers.

This is the transcript of a conversation between a customer and one of the receptionists at the
Old Hall Hotel:

“Good morning. Can I help you?” Julie smiled at the customer. 

“I’m staying in Room 12. I’d like to have the Daily Mail delivered to my room tomorrow
morning.”

“Certainly. I’ll make sure that happens.”

Each time a different character speaks, the words appear in inverted commas on a new line.
This means that you don’t have to repeat the speaker’s name each time, but you are able to
tell who is speaking.

Read this paragraph. Re-write it using the rules for inverted commas.

It was a cold morning. Shirley shivered as she pushed open the staff door.

Good morning Sam. Shirley smiled at her supervisor, how are you this

morning. Not too bad thanks Shirl. I’m looking forward to the end of

today though. I’ve got three days off. Lucky you, said Shirley. My next

break isn’t until Saturday, and I’m doing lates all next week. Can you

come to a meeting after breaktime? I need to make sure all the assistants

know about the health and safety training. I’ll see you in the meeting

room at 10. No worries, Sam. I’ll be there. 

Here are the rules for using inverted commas.

n Put inverted commas at the end of the sentence, after other punctuation marks relating to
the speaker’s words.

n Use a new line for a new speaker’s words. 

n If one speaker speaks for several paragraphs, re-open the inverted commas for each new
paragraph but don’t close them until the speaker has finished.

n If speech is broken in mid-sentence, you don’t need to use another capital letter when you
re-open the inverted commas: “Yes, Mr Newman,” nodded Julie, “the manager will receive
your message as soon as he gets back.”
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Use word roots to aid spelling. Apply a range of methods when spelling.

14. Spelling it out 1

Learning how to spell more difficult common prefixes and suffixes will improve your ability to
spell longer words.

Prefix Meaning

centi- hundred

circum- around

chromo- colour

contra- against

demi- half

hyper- too much

inter- between

manu- hand

micro- small

multi- many

photo- light

pseudo- false

super- above

ultra- extreme

Suffix Meaning

-dom a quality

-gram written/drawn

-graph that which is  written

-itis inflammation

-phobia horror/fear

Learn the spellings and meanings of these prefixes and suffixes. Then see if you can
spell the list of words your teacher gives you. What do you think the words mean? Use
the information on this page to work them out. If you are stuck, use a dictionary.

Etymology is the derivation of words – where they have come from. Etymological dictionaries
list words and their derivations. Some students find that remembering where a word comes
from helps them to remember how to spell it.

Read this list of words and say what you think each word means. Then say how you
think the word is derived.

1. pseudonym
2. contradict
3. interview
4. supersonic
5. circumspect

6. supervise
7. microphone
8. photophobia
9. tonsillitis

10. freedom
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Use word roots to aid spelling. Apply a range of methods when spelling.

15. Spelling it out 2

Use an etymological dictionary to look up the meanings and origins of these words:

Word Meaning / origin

1. Chocolate

2. Companion

3. Assassin

4. Daisy

5. Planet

6. Denim

7. Pavilion

8. Genuine

9. Exchequer

10. Occasion

Your teacher is going to read a list of words. Try to spell them, using your knowledge
of etymology. Use a dictionary to find their meaning.
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Write a letter. Use persuasive language. Write using formal language.

16. Hotel – say no to the bypass

Devon County Council is planning to build a bypass around Yelverton. The management team
at the Old Hall Hotel is very much against this proposal. 

Use this information about the bypass to write the letters at the bottom of this
worksheet.
The new bypass will be within sight of the Old Hall
Hotel’s grounds. The Hotel is very worried that this
will have a detrimental effect on bookings. The Hotel
sells itself on being a haven of peace and tranquility.
The Hotel is one of the main opponents to the bypass
and is a leading member of the ‘Oppose the Yelverton
bypass’ committee. The committee believes that the
new road is not the answer to increased congestion.
The only way to ease congestion is to make other
forms of transport more attractive to users. The
committee wants to see more action to promote
walking and cycling; tougher regulation of buses
leading to better local services; and a review and full
reform of the structure of the railways. 
These are the main reasons against the Yelverton
bypass:
n 95% of peak time traffic between Yelverton and

Roborough is local traffic. The 5% of through traffic
(around 800 vehicles a day) cannot justify spending
at least £100 million on the bypass. 

n The bypass could attract traffic down off the A30,
increasing traffic levels in the Dartmoor National
Park. This would increase the pressure for more
roadbuilding in the area. If more roads were built,

even more traffic would transfer off the major
roads, using Dartmoor as a short cut to drive from
one side of Devon to another.

n The strategic transport links for this region are
being examined by the Devon multi-modal study. Its
recommendations should not be prejudiced by a
premature decision on the Yelverton bypass.

n Building the bypass would undermine the economic
case for re-instating the Dartmoor railway and
other much-needed public transport improvements
recommended by the Access to Dartmoor Study.

n The development of a business park and housing
on a site north of Yelverton goes against current
planning criteria and the business park is unlikely
to be commercially viable – the jobs being created
would not to be the right ones for the unemployed
people on Dartmoor.

n The bypass will damage two Sites of Special
Scientific Interest (SSSI) – nationally important
wildlife sites.

n The bypass would increase traffic through
Dartmoor and the historic town of Tavistock. It
would also increase traffic and noise within the
Dartmoor National Park.

1. Write a letter to the Head of the Transport Committee, Devon County Council,
County Hall, Exeter, Devon, EX2 4QD on behalf of the Old Hall Hotel explaining why
the bypass could be detrimental to the local economy.

2. Write a letter to Teresa Fletcher, Manager of the Moorland Links Hotel, Yelverton,
Devon, PL20 6DA asking for her to consider adding her voice to the opposition of
the bypass. The bypass will not be in sight or sound of the Moorland Links Hotel, so
you will need to phrase your letter carefully.
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Write an agenda. Use formal language.

17. Hotel – on the agenda

The hotel is organising a meeting of the ‘Oppose the Yelverton Bypass’ Committee. The aim of
the meeting is to discuss ways of galvanising support from all sectors of the local community.
A very brief meeting was held last week on 14th January, the agenda of which is shown below.

The Committee needs to make the following formal appointments: Chairperson, Publicity
Co-ordinator and Treasurer. All participants will discuss what they have achieved in the last
week. Gareth Rose from the Yelverton Trader’s Association has a short presentation to give the
meeting on the likely impact of the bypass on trading in the town. 

Yelverton bypass meeting – 14th January

AGENDA

1. Apologies for absence
2. Discuss minutes of the meeting 7 January
3. Matters arising
4. Vital villages
5. Correspondence

Use the above information to prepare an agenda for the meeting to be held tomorrow
at the Old Hall Hotel.

An agenda is a list of items to be discussed at a meeting. Most business meetings have an
agenda so that the discussion is structured and to make sure that all the important points are
covered. Agendas also help to keep the discussion on track.

Agendas are often circulated before a meeting so that participants can: 
a) add any items
b) prepare for the meeting.
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The Old Hall Hotel Salon is going to offer the St Tropez Air Brush Tan as part of its
range of beauty treatments. Read the information about the treatment given on this
worksheet and on Worksheet 19. Use the facts to form the basis of text for a brochure
dedicated to the St Tropez Air Brush Tan. The brochure is aimed at leisure club and
hotel customers and will be available at the hotel’s main reception and in the leisure
club. You may need to change the language and tone as appropriate. Proofread your
text before you write up your final copy. This would be a good task to wordprocess or
desktop publish to look like a brochure.

Write a brochure. Use persuasive language.

18. Hotel – as brown as a berry 1

The St Tropez range of self-tanning
products has revolutionised the market.
What sets St Tropez apart is that it won’t
streak, is guaranteed not to go orange
and will compliment your natural skin
tone. Unlike other products, St Tropez has
an aloe vera base, which makes not only
the results different but also its
application. The aloe vera takes the tan
into the skin meaning that there is no
need to spend ages massaging it in.

Nothing makes you look healthier or feel
better than a sun tan, but unfortunately,
nothing is more likely to cause premature
aging and permanent damage to your
skin than the sun. 

Celebrities like Cat Deeley, Catherine
Zeta Jones, Madonna and Victoria
Beckham all sing St Tropez’ praises.

Recent advances have resulted in a
beauty market that is currently swamped
with fantastic products and treatments
enabling you to enjoy the appearance of
a perfect natural-looking tan, without the
damaging effects of the sun. 

The one drawback with the lotion
treatment is in the application. Once the
guide colour is applied you need to leave
it on for at least four hours. St Tropez has
launched the airbrush treatment as the
perfect solution for those with a busy
schedule.

The first application costs £25 and the
second is £15. A course would cost £135.

The Old Hall Hotel also sells St Tropez’
‘Bronzing Mist’. This is the first self-
tanning spray that can be used upside
down, enabling you to apply it to all
those hard-to-reach areas. It costs £30
for a 9 oz spray. 

It takes just 20 minutes and will be dry in
5 to 10 minutes. The tan will start to
develop within two to three hours and
will continue for a further four to five
hours. At least eight hours should be left
before you shower to remove the guide
colour. 

The treatment itself involves you
stripping down to your underwear and
being sprayed with a hand-held airbrush.
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Write a brochure. Use persuasive language.

19. Hotel – as brown as a berry 2

Some people may worry that they would
feel uncomfortable undergoing such a
treatment. But we will try to make you
feel relaxed and comfortable throughout. 

You should exfoliate and moisturise your
skin the day before the treatment, but do
not moisturise or wear any deodorant on
the day of the treatment. By following the
skin preparation advice, your tanning
treatment should be more successful and
last longer. You should wear loose dark
clothing and old underwear that you
don’t mind getting covered with the
guide colour, which can occasionally
stain.

The tan lasts between five and ten days,
depending on skin type. Swimming can
bleach the tan, shortening its life.

Over the next eight hours your tan will
develop. After showering the guide
colour off, you will be left with an even
golden tan.

It is possible to deepen the colour by
having more than one application. A
flattering body-contouring application
can also be applied to accentuate areas
like the cleavage and the hip bones.

ST TROPEZ
Air Brush Tan
Now available at

Old Hall Hotel Salon
Call 01822 504450
for full details

FSB_WRITING L2_2011_U_writing L2  01/09/2016  07:16  Page 19



skillbuilders n writing n level 220

Write a notice. Write succinctly.

20. Hotel – notice my tan!

You may think that writing notices is simple – just get a large piece of paper and write your
message. It is important to remember that the purpose of a notice is to make people read it in
order to pass on a message. Notices should give a clear, quick and straightforward message.
Here are some guidelines to follow.

n Don’t use long words if short ones will do.

n Use a large typeface to attract the readers attention.

n Make it clear what you want people to do.

n Include all the relevant details.

The Old Hall Hotel Salon is running a St Tropez Air Brush Tan promotion week. At a staff
meeting last week, salon staff were told that they each need to make an appointment for a St
Tropez Air Brush Tan in time for the Tan promotion week. Everyone must be tanned by August
3rd. The promotion will run for five days. Staff have also been told to familiarise themselves
with the costs and benefits of this treatment and to make sure that they read the new leaflet.

Write a notice for the staff noticeboard reminding all salon staff about the tan
promotion week and their responsibilities. Your notice should be no longer than 35
words. If possible, wordprocess and print your final notice.
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Write a report.

21. Hotel – Dartmoor report

Reports are used to present facts. They are usually targeted at a specific audience. It is
therefore important to consider who are you writing the report for and how much they will
already know about the topic. Reports usually follow a set format.

Use the information below and the results of your own research to write two reports
about the bypass. 

n The first is for the General Manager and should show the detailed results of
research on the impact of tourism on Dartmoor and what steps the hotel could take
to prevent any problems. 

n The second report is a more general briefing for all staff members to remind them
about the Moorland Code and stating why the park is being used more frequently.

Use the Internet to conduct research to help write your report. These websites should
help you: www.dartmoor-npa.gov.uk and www.discoverdartmoor.co.uk

This brief outline could form the basis of your reports.

Why is Dartmoor being used more?
n More people own cars and can now access more remote areas. 
n People have more leisure time – during the working week and through longer paid

holidays.
n Improved road systems means that access to the park is easier.

What problems do people cause in Dartmoor?
n Conflict over land use
n Damage to plants and trees
n Erosion
n Litter
n Over-crowding
n Pollution
n Traffic congestion.
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Write and explain technical terms. Write instructions.

22. Hotel – kitchen hygiene 1

New members of kitchen staff at the Old Hall Hotel undergo an induction procedure where
they are shown how all the machinery works and have health and safety issues explained to
them.

You have been asked to prepare a set of instructions for the walk in fridges to go in
the induction pack. Use the information in the paragraph below to present your
instructions clearly step-by-step, to include full instructions, a list of any chemicals
needed and a list of the equipment needed. You will also need to explain these terms:

The Walk-In Refrigerator needs to be sanitised weekly. The power should be
switched off, the fridge emptied and shelves removed. The walls and ceiling should
be sprayed with chemical D10. The shelves need to be sprayed with chemical D2
and pressure washed. Rubber gloves and goggles should be worn at all times when
handling chemicals. The walls, ceiling and motor should be cleaned with hot water
and a disposable cloth. All inside door seals need to be wiped with a cloth. The
floor should be mopped with chemical D10 and allowed to dry. The outside of the
fridge should be wiped with chemical D10. When all cleaning is complete, the
shelves can be replaced and the power turned back on.

clean

polish

wipe

correctly

maintenance

descale

destain

rinse

sanitise
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Write a planning document.

23. Hotel – kitchen hygiene 2

Use the information below to draw up a cleaning rota chart that shows the kitchen
tasks required to be done daily, weekly and monthly. The chart should have spaces for
staff to initial when they have completed the task and spaces for staff to initial when
they have checked the task. The kitchen operates seven days a week. 

Chefs need to clean and sanitise all work surfaces, sinks, underneath and around
sinks every day. The slicing machine needs cleaning and sanitising daily. Shelves
underneath the benches should be tidied each day. Curtains to the prep room must
be cleaned and sanitised each day as should the hand towels and soap dispensers.
At the end of each working day, the cold prep area should be left clean and tidy.

On a weekly basis either chefs or kitchen porters must clean and sanitise the walls,
scrub the floor and clean and sanitise the racks. Chefs should pull out all the
benches and sanitise behind them and clean and sanitise all table legs and wheels
each week.

Kitchen porters should clean the skirting each month.
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Complete complex forms. Tailor a job application form.

24. Hotel – reserve the job! 1

When you apply for a job you should use the information from the advert or job description to
show how your skills and experience best fit with the job on offer. Highlight the key
requirements in the advert and make sure that your application explains how well you match
the job.

Read through this job description for a Reservations Manager at the Old Hall Hotel.
Highlight the key requirements of the job. Then complete the application form on
Worksheets 25–28, making sure that you sell your skills. You may prefer to have two
copies of the form, so that you can use one for your first draft and one for a final
draft. You may not have the experience or skills needed to apply for this job but, a
discussion with your teacher will help fill in the gaps for you.

Job description

Working for this Country House Hotel on Dartmoor you will be fully in charge of the
Reservations Department, managing a team of 2. Reporting to the Deputy General
Manager you will be responsible for the yield of the 29 bedrooms and suites. You will be
based in the events department and liaise closely with that department.

Job requirements

All applicants must have excellent selling and yield management skills, must have held a
Reservations Manager position in a hotel of a similar nature for a minimum of 12
months. You must be IT-literate, highly motivated and well-presented.

All applicants must currently be working in the UK and be able to relocate to Devon.

Management position? Yes

Entry level position No

Work permit needed? Applicants who do not already have legal permission 
to work in the United Kingdom will not be considered.

Job available Immediately

Salary range £20,000–£23,000 per year

Accommodation Yes, and temporary accommodation can be provided.

Reservations manager
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Complete complex forms. Tailor a job application form.

25. Hotel – reserve the job! 2

The Old Hall Hotel, Blacksmith’s Lane, Yelverton, Devon PL20 6RD
Telephone: 01822 504450  Facsimile: 01822 504456

The Old Hall Hotel does not discriminate on the grounds of disability, ethnic or national origin, nationality,
colour, race, gender, marital or parental status, domestic circumstances, age with due regard to the hotel’s
normal retirement age, HIV status, gender reassignment and sexual orientation.

1. You will be required to present documents to verify your employment eligibility in compliance with the Asylum
and Immigration Act 1996.

2. Certain job classifications will be required to take a medical examination after the job offer is made.

3. Security clearance is a necessary condition of continued employment for some positions at the Old Hall Hotel.

Private and Confidential

Position applied for: 

Permanent / seasonal / full-time / part-time / industrial placement (please circle as appropriate)

Dates available from: to (if seasonal): 

Section A: Personal details

Surname: First name: Mr / Mrs / Miss / Ms 

Address: 

Postcode: 

Tel. no.: Email: 

Date of birth: National Insurance Number: 

Section B: Passport / permit details

Are you eligible to work in the United Kingdom? Yes No

Please state what type of passport / permit you hold: 

Expiry date: 

Section C: Disability

Do you consider yourself disabled under the Disability Discrimination Act (DDA) 1995? Yes No

Do you require any particular arrangements for an interview? Yes No

Please give details: 
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Complete complex forms. Tailor a job application form.

26. Hotel – reserve the job! 3

Section D: Employment record
Please start with your present or last employer
(current employer will not be contacted until a job offer is made and accepted, unless otherwise advised)

Name and address: 

Tel. no.: May we contact? Yes/No Contact name: 

Brief description of duties: 

Date employed from: to: 

Reason for leaving: 

Notice period: 

Name and address: 

Tel. no.: Contact name: 

Brief description of duties: 

Date employed from: to: 

Reason for leaving: 

Name and address: 

Tel. no.: 

Brief description of duties: 

Date employed from: to: 

Reason for leaving: 

Section E: Other information
Please give any further information you feel will support your application (include why you wish to work for the Old Hall Hotel). Use a
separate sheet if necessary.

Section F: Driving licence (please complete this section, if position applied for includes driving)

Do you have a driving licence: Yes No

Details of any endorsements: 

Section G: References (please exclude friends and relatives)
Personal Work

Name: Name: 

Address: Address: 

Tel. no.: Tel. no.: 
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Complete complex forms. Tailor a job application form.

27. Hotel – reserve the job! 4

Section H: Education / qualifications / training

Dates Name of institution Type of training Qualifications
From to or provider (Full time/day release etc) achieved

Language Speak Write
Fluent Conv. Basic Fluent Conv. Basic

Section I: Systems skills

Word processing: State package Email: 

Front office system: State package Spread Sheets: State package

Additional business skills: State package Hotel Systems: State package

Other software packages: State package

Section J: Hobbies and interests

Other qualifications: 

Professional affiliations: 
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Complete complex forms. Tailor a job application form.

28. Hotel – reserve the job! 5

Section K: Criminal record

Have you had legal proceedings against you? Yes No

Have you been convicted of a crime which is not a spent conviction? Yes No

If yes, give dates, location, and nature of crime / proceedings: 

(The existence of a criminal record does not constitute an automatic bar to employment)

Section L: Origin of application

Press advertisement 

Job centre Speculative Word of mouth 

Other Please specify 

Details of any relatives working at the Old Hall Hotel: 

Data Protection Statement

The information in this application form will only be used in connection with your application, and for providing
statistical data. No information will be passed to a third party without your consent. If you are unsuccessful, your
application will be retained on our files for six months after which time it will be destroyed.

Acknowledgements

1. I understand that the accuracy and completeness of my statement will be relied on by the Old Hall
Hotel and that any mis-statements, omissions or false statements by me may result in dismissal.
Yes

2. I understand that as part of the Old Hall Hotel’s employment procedure inquiry may be made which
will provide applicable information concerning my employment history, performance and character.
Yes

3. I understand that the company has the right to modify, amend or terminate policies and benefits
plans.
Yes

Nationality: Place of birth: 

Ethnic origin:

Asian Afro-Caribbean African British European 

Other Please specify: 
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Explain a procedure. Write an email.

29. Hotel – induction procedures

The Old Hall Hotel is formalising its induction procedures for new members of staff.
Use the flowchart to explain how the procedure will work. Send an email to all staff at
the Hotel to explain the new procedure.

The new induction process should help to welcome new members of staff when they take up
their post and give them the necessary information and advice to settle in, find their way
around and incorporate them into their department.

General

First day

Welcome to department

Hours of work, start and finish times, annual leave

Departmental orientation

Workplace 

Issue internal phone directory and hotel brochure

Introduction to work colleagues

Tour of department / entry and exit points to building

Staff canteen

Cloakroom / toilet facilities

Payroll section re superannuation/P45

Supervision / probation explained (by supervisor)

First week

Wider orientation

Introduction to General Manager

Introduction to Head of Department

Line Manager

Role of new member of staff and allocation of duties

Performance standards expected

Organisational charts / lists

First month

Line manager – training needs – staff development 
policy

Safety

First day

Check Hotel safety policy received (sent to all 
new staff with contract)

Introduction to Safety Officer

Emergency arrangements (fire alarms, raising 
alarms, exits etc.)

Accident / incident reporting procedures

First Aid contact

Safety precautions / personal hygiene / 
protective equipment

First week

Identify safety training needs

Draw up training schedule

Check understanding of safety policies

First month

Arrange attendance at Safety Induction Session
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Write a letter. Use persuasive language. Write using formal language.

30. Supermarket – say no to metered parking

Use the information from this press release about the proposed metered parking
system to write the letters at the bottom of this worksheet.

1.Write a letter to the Head of the Transport Committee, South Ribble Borough Council,
Civic Centre, West Paddock, Leyland, PR25 1DH on behalf of Blackwell’s Supermarket
explaining why charging for parking will be detrimental to traders in Leyland.

2.Write a letter to Roger Montgomery, Manager of Monty’s DIY Superstore, Preston
Rd, Leyland, PR25 4GN asking for him to consider adding his voice to the opposition
of the parking scheme. Although his store is on the edge of town, Monty’s is a
significant local employer and their support would be very useful to the campaign.
You will need to phrase your letter carefully.

Leyland traders are driving their message home that proposed car
parking charges would be disastrous for businesses. Members of
LOPP (Leyland Opposes Paid Parking) delivered 40 individual
letters to South Ribble Borough Council, marked for the urgent
attention of members. LOPP campaign chairman Dennis Stone and
fellow campaigner Chris Evans urged the council not to rip the heart
out of Leyland when they take over responsibility for the
enforcement of car parking in October.

Mr Stone said: “Leyland has evolved over the last few hundred
years into a town that is different to its counterparts and this gives
our local community another choice in their shopping. The council’s
plan will limit the choice of shoppers and destroy the heart of our
town.”

LOPP say they have received a massive amount of public support
for their campaign. The Chamber of Commerce and LOPP are
standing “shoulder to shoulder’’ against shoppers being forced to
pay to park. Instead they want to see the existing restrictions
enforced. Chamber chairman Roger Weeks believes an alternative
to the scheme is possible. 

He said: “We understand that the administration of parking will fall
into the council’s hands on October 1 and that is unchangeable.
The council says it needs to introduce the fees to cover its costs but
we say there is another way. 

“We considered the idea of a cash back system, where people are
refunded their money when they buy something in a shop. But this
would prove difficult as many people come to Leyland to buy a
single item, like a newspaper or a pint of milk. In some cases the
shopkeepers might lose money by refunding someone’s parking
fee.

“The chamber and LOPP want the current restrictions enforced and
the fines and penalties used to cover the cost of a traffic warden’s
wages and other overheads.” 

At present motorists are allowed to park on Towngate and Hough
Lane for up to two hours and may not return again for four hours.
But a lack of traffic wardens has resulted in some taking advantage
and parking for much longer than the limit, some staying there for a
whole day. 

Mr Weeks added: “We used to see a warden here a couple of days
a week and that was enough of a deterrent.”

Meanwhile, Leyland Councillor Ranjiv Kumar claims that Leyland is
being particularly badly treated by the council’s administration
because almost half of the borough’s pay-and-display spaces are
planned in the small community.

“Most people are of the view that this is a revenue-raising exercise
by the council,” he says.

Florist Chris Evans who has been in business in Leyland for 30
years has survived three recessions. 

But now she believes the biggest threat to her future is not the
economy but the proposed parking fees. She is not only concerned
about the impact on businesses in the area. As a resident she fears
the possible impact changes will have on the environment. Chris
has joined the committee of LOPP and has pledged to ensure a co-
ordinated approach, taking into account the needs of residents.

She believes that the parking issue could soon affect other areas of
the borough and she is urging residents to oppose the plans, even
if they do not live in places directly affected by the proposals.

PRESS RELEASE PRESS RELEASE PRESS RELEASE
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Write an agenda. Use formal language.

31. Supermarket – on the agenda

The supermarket is hosting a meeting of the opposition committee to the on-street parking
scheme. The aim of the meeting is to see how the committee can best organise the local
opposition to the meters. A very brief meeting was held last week on 10th February, the
agenda of which is shown below.

On-street parking scheme meeting – 10th February

AGENDA

1. Apologies for absence
2. Minutes of the meeting 3rd February
3. Matters arising
4. Council meeting report
5. Correspondence

Use the above information to prepare an agenda for the meeting to be held tomorrow
at Blackwell’s Supermarket.

An agenda is a list of items to be discussed at a meeting. Most business meetings have an
agenda so that the discussion is structured and to make sure that all the important points are
covered. Agendas also help to keep the discussion on track.

Agendas are often circulated before a meeting so that participants can: 
a) add any items
b) prepare for the meeting.
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Use pronouns so that their meaning is clear.

32. Supermarket – in my opinion

Pronouns are used to refer to nouns, so that you don’t have to repeat the noun each time. 
For example: London is the capital of the United Kingdom and it is in the South East of the
country.  When you write using pronouns, you need to take care that to who or to whom 
they refer is made clear. 

These are personal pronouns: I, me, them, they, us, we, you. Personal pronouns refer to a
person or people. 

These are possessive pronouns: my, your, his, her, its, our, their.

Some of the wines on sale in Blackwell’s have been tasted and reviewed by a wine
expert. Some of the pronouns are missing from the text. Read the passage and put in
the correct pronouns. 

These are notes from a selection of wines sampled at Blackwell’s Supermarket in February.
Blackwell’s Supermarket has been established for fifty years now, although they only recently
moved into the fine wine market. 

Blackwell’s have clearly made mark, however, in opinion, thanks to the judicious
selection of wines from only the top producers. Much of their fine wine trade comes from sales of
Champagne, unsurprising when one takes in the list of houses whose wines offer. This
includes Krug, Pol Roger and more. also carry a well-chosen array of Italians, Bordeaux,
Burgundy and more, as well as some select New World cuvées. 

From these wines have no qualms about recommending several bottles. For more
information, heartily recommend a visit to the wine section at Blackwell’s Supermarket, in
Towngate, Leyland. won’t be disappointed. 

Poliziano Vino Nobile di Montepulciano “Asinone” (Tuscany, Italy) 1997: A good and fairly
deep purple hue. Delightful nose, full of classic Sangiovese aromas of plum, black cherry and rose-
petal tobacco, as well as quality, tanned leather. Medium bodied on the palate, with superb, pure
black cherry fruit again, with a sweet, oak-derived toffee and chocolate edge. Excellent.

Château Mouton Rothschild 1er Cru Classé (Pauillac, Bordeaux) 1993: This wine has a
moderate intensity of colour, although there is an orange-tawny tinge to the wine suggesting
advancing maturity. Seems short on fruit, though, and a little thin through the midpalate – a sign
of excessive yields in a bad vintage stretching the wine a little, suspect. Some spice and
nut character despite this, though, and fairly soft acidity. Those tannins are just about ready, so
drinking about a year from now would say. Good.

Cloudy Bay Te Koko (Marlborough, New Zealand) 1999: Intense New World Sauvignon fruit on
the nose, which leads to a classic palate full of fresh white fruit, with considerable power.
Surprising weight and creamy texture for this variety. It’s backed up by great acidity. 
feeling is that this is clearly one of New Zealand’s top efforts. Very good.
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Write a report.

33. Supermarket – retailing report

Reports are used to present information you have collected. It is important to remember your
audience. Who are you writing the report for and how much will they already know about the
topic? Reports usually follow a set format.

Use the information below and the results of your own research to write two reports
about the impact of large supermarkets on food retailing in the UK. 

n The first is for the General Manager and should show the detailed results of
research on the impact of the large supermarket chains and include ideas of how
Blackwell’s can position itself to compete.

n The second report is a more general briefing for all staff members announcing how
Blackwell’s is pitching itself.

Use this website to conduct the research you need to write your report:
http://www.corporatewatch.org.uk.
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Write a notice. Write succinctly.

34. Supermarket – wine tasting

You may think that writing notices is simple – just get a large piece of paper and write your
message. It is important to remember that the purpose of a notice is to make people read it in
order to pass on a message. Notices should give a clear, quick and straightforward message.
Here are some guidelines to follow:

n Don’t use long words if short ones will do.
n Use a large typeface to attract the reader’s attention.
n Make it clear what you want people to do.
n Include all the relevant details.

Blackwell’s Supermarket is giving training to all staff working in the wine section. They are
going to have tutored wine tastings on the new range of fine wines. Staff working in the wine
section have to attend, so that they can pass on their new found knowledge to customers. The
course will discuss the grapes, how the wine is made, flavours and meals that best accompany
individual wines. Other staff can apply to attend the training, subject to a place being
available. They should apply directly to Julie Goodman, the Personnel Manager. 

Write a notice for the staff noticeboard reminding wine section staff that the first
wine tasting session is at 7 pm on 30th April. The first group of wines to be tasted will
be French Burgundies. There are still three places available for other staff members.
Your notice should be no longer than 35 words. If possible, wordprocess and print
your final notice.
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Write a brochure. Use persuasive language.

35. Supermarket – wines

Blackwell’s is extending its range of wines and offering a new in-store wine cooling
machine as well as free glass hire for parties. Read the information about the new
services and products. Use the facts to form the basis of text for a brochure about the
new wine services and products. The brochure is aimed at customers and will be
handed out to them in store and used in a leaflet dropped through letterboxes in
Leyland. You will need to change the language and tone as appropriate. Proofread
your text before you write up your final copy. This would be a good task to
wordprocess or desk-top publish to look like a brochure.

We know that 80 percent of the wines drunk
in the UK are bought in the big
supermarkets. The big five supermarket
chains have tremendous buying power, but
we also know that they aren’t in a position to
buy the most interesting wines made by
smaller producers. Our aim is to make
‘traditional’ supermarket wine selections
appear bland. Liam King, our recently
appointed wine buyer, has sought the best-
value wines, mainly directly from small
growers and family owned estates. 

All staff working in the wine section will
attend regular tutored tastings and will be
encouraged to study for Master of Wine
qualifications. Other members of staff will be
invited to attend the tasting sessions.

Our newly refurbished wine section aims to
offer customers very good value for money
with an emphasis on interesting wines from
all over the world. Staff will provide
customers with a knowledgeable, unstuffy
service.

We will also be introducing a wine club for
customers. It will be free to join and benefits
will include invitations to wine weekends
and tastings. We will be offering seasonal
selections and best-buy cases, which will
showcase what we hope will become our
leading lines.

We will be carrying 700 wines and the list
will be available to customers in a booklet
with tasting notes.

Other new services to accompany the
revamped wine section are:

� free glass hire for parties
� free local delivery
� buying wine on sale or return
� ice.

We will also offer an in-store instant wine
cooling machine. This is a self-service
machine. Customers place a bottle of wine
in the chiller. A bottle at room temperature
will reach perfect white wine coolness in
under a minute.

Wine department briefing
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Write a report. Write a sign. Write an email. Write for different audiences.

36. Supermarket – slice it! 1

You have been asked to use all the information about the AutoSlice machine to write
the following three documents.

1. A short report explaining the benefits of the machine to bakery staff. The report
should also state how the machine works. Ask your teacher to show you the
templates for report writing tips.

2. A sign to tell customers how to operate the machine. This should be no longer than
15 words. See Worksheet 20 for tips on writing a notice.

3. An email to all staff telling them that the machine is now available at the bakery
counter with a bulleted list that explains how it works. 

The compact AutoSlice, just 710 mm wide (a
little over two feet), is ideally suited to be
positioned within a bakery back fill display.
Capable of automatically slicing a loaf in just 26
seconds, it speeds up serving and saves valuable
bakery staff time by passing what is a labour
intensive activity over to customers who do not
have to be paid to carry it out. The revolutionary
design for the AutoSlice bread slicer allows
customers to make their choice of loaf and
operate this fully automatic slicer themselves in
complete safety.

In operation, the AutoSlice is able to handle a
wide range of traditional bread types, by virtue
of its innovative slicing action that pushes
products up, rather than horizontally through its
blades. Speciality breads and small loaves can
also be catered for. 

The AutoSlice is designed with simplicity in mind
– there are no buttons or controls of any kind.
Step-by-step instructions can be prominently
displayed on the unit, and for safety, all moving
parts are completely enclosed with covers and
doors that are electronically interlocked. Also, to
ensure that loaves do not fall apart at delivery
point, exit flaps hold the end crusts in position
before bagging-up is undertaken by the
customer. 

Conveniently, the unit can be plugged into an
existing 13 amp single-phase electric socket. To
ease cleaning, crumbs are funnelled into a
removable tray and for clean looks and
durability the AutoSlice is clad in brush-finished
stainless steel. 

The foolproof operating procedure, which
consists of opening and closing the loading door
and pushing a start button – is as easy as that.

If required, the slicer can be positioned in a back
display behind a traditional counter and
operated by your sales assistants – its
revolutionary design will create that all
important element of ‘theatre’ at your point of
sale. 

The AutoSlice is totally enclosed in stainless steel
and all covers and doors are electronically
interlocked to ensure that safety regulations are
exceeded. From a business perspective, the
potential to remove the task of bread slicing
from sales assistants saves vital time and
money, enabling staff to serve other customers
and prevent frustrating bottlenecks at point-of-
sale.
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Write a report. Write a sign. Write an email. Write for different audiences.

37. Supermarket – slice it! 2

24 July

Bill, further to our meeting with the AutoSlice company, I have ordered one AutoSlice machine for
use by customers in-store. As agreed, we have gone for the self-service option. The machine will be
delivered on 30 July and Bakery staff will receive an hour-long training session on that day.

I’m sure that the machine will be yet another attraction in the Bakery Department. We will need to
rearrange the back aisle in Bakery, to accommodate the new feature and to ensure that it is
prominent and obvious for customers to use. The last thing we want is for valuable staff time to be
spent in slicing loaves all day.

I’ll leave the siting decision up to you, but I would be grateful if you could call me down to have a
look at the space you’ve made for the machine. I suggest that the rearrangements can be left until
the evening of 29th July.

Tom Owen
General Manager

Bill Chen, Bakery ManagerTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Customer Bread Slicing Machine

Add Attachment
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Write an email. Explain a process.

38. Supermarket – easy does it

Last week, one of the retail assistants injured his back when he picked up a box of
groceries. All staff have been trained in safe lifting. You have been asked to send a
short email to staff reminding them of the key factors for safe lifting. These guidelines
give a thorough overview of safe lifting. 

Adopting correct body mechanics and safe techniques for lifting may have a significant long-
term impact on reducing injury. When lifting a weight in a stooped position, the leverage on
the back increases the forces in the muscles by up to 10 times greater than the weight of the
load.

The combination of the tension in the muscles and the compression of the spine may result
in damage. In addition to lifting posture it is important to hold the weight close to the body as
the further away from the body the weight is held, the greater the stress on the spine.

Before handling a load, consider the following:
� The Task – Is the task necessary?
� The Load – Consider the size, weight, shape, texture, temperature, handholds.
� Your Capabilities – Do you need help?
� The Environment – Check for obstacles, slippery floors, adequate lighting, 
temperature and humidity. Always wear appropriate clothing and suitable shoes.

When handling a load – remember to:
� get close to the object being handled
� ensure you have a good grip
� always keep your back straight and bend your knees
� move your feet and avoid twisting at all costs
� take regular rest breaks.

Health and safety notice II – safe lifting
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Complete complex forms. Tailor a job application form.

39. Supermarket – nail the job! 1

When you apply for a job you should use the information from the advert or job description to
show how your skills and experience best fit with the job on offer. Highlight the key
requirements in the advert and make sure that your application explains how well you match
the job.

Read through this advert for a Trainee Section Manager at Blackwell’s Supermarket.
Highlight the key requirements of the job. Then complete the application form on
Worksheets 40–43 making sure that you sell your skills. You may prefer to have two
copies of the form, so that you can use one for your first draft and one for a final
draft. You may not have the experience or skills needed to apply for this job but a
discussion with your teacher will help fill in the gaps for you.

Section manager training scheme:
overview

If you’re already an enthusiastic and capable manager, with a proven track record in your career so
far, you could join us as a Section Manager Trainee.

Our Section Managers are responsible for running all aspects of a supermarket – from leading a
team to ordering stock, creating displays and delivering the very best in customer service. The
training you’ll be given to enable you to do this effectively will be tailored to your individual needs,
so the timescale may vary. However, with a combination of on- and off-the-job training, you should
be managing your own section within about seven months.

If you have ability as well as ambition, the prospects for promotion beyond this level are excellent.

If you join our Section Manager Training Scheme, your pay range will be competitive and reviewed
in the light of your progress. In addition to salary, all partners enjoy an array of excellent benefits
from the outset.

Training and development
Your training will be tailored to your individual needs and is carefully designed to build on your
existing management experience.

Once you’ve gained a solid base of technical knowledge, you’ll work-shadow an Assistant Section
Manager and Section Manager in order to understand what is involved in each role. On- and off-
the-job training will be provided to meet your requirements, and you’ll have regular meetings with
your managers and trainers to discuss your progress. During your training you’ll work at two
branches.
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Complete complex forms. Tailor a job application form.

40. Supermarket – nail the job! 2

Personal information
Surname: Forename: 
Maiden name: Telephone numbers
Address: Home: 

Mobile: 
Postcode: Date of birth: / / Age: 

Are you legally eligible for employment in the UK? YES/NO
Are you prepared to work: Weekends / school holidays

Are you registered disabled? YES/NO
Do you have any condition which could limit your
ability to perform the job that you are applying for? YES/NO
If so, please describe how you would be able to perform the job whilst accommodating for it:

Do you have a disability or impairment that may affect the way you would carry out the job (if offered),
that may require Blackwell’s to make reasonable adjustments to accommodate you?   YES/NO

Do you hold a current driving license?   YES/NO   Do you have any endorsements?   YES/NO
Do you have your own transport?   YES/NO   How would you travel to work?

Do you have any criminal convictions? YES/NO
If yes, please detail:

Personal references
Please give details of two people (not relatives) we could approach for references.

Name: 
Occupation: 
Relationship: 
Address: 

Telephone no.: 

How many sick days have you had in the last 12 months? 
Are you currently receiving any medical treatment? YES/NO

Name: 
Occupation: 
Relationship: 
Address: 

Telephone no.: 

Towngate, Leyland, Lancashire PR25 6VN  Tel: 01772 453000
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Complete complex forms. Tailor a job application form.

41. Supermarket – nail the job! 3

Employment history
List below past and present employment, beginning with the most recent.

Name and address of company: From To Starting Leaving

Month Year Month Year salary salary

£ £

Reason for leaving:

Telephone no.: Name of supervisor or manager:

Position held:

Brief description of job / responsibilities:

Name and address of company: From To Starting Leaving

Month Year Month Year salary salary

£ £

Reason for leaving:

Telephone no.: Name of supervisor or manager:

Position held:

Brief description of job / responsibilities:

Name and address of company: From To Starting Leaving

Month Year Month Year salary salary

£ £

Reason for leaving:

Telephone no.: Name of supervisor or manager:

Position held:

Brief description of job / responsibilities

Please account for any gaps between employers:
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Complete complex forms. Tailor a job application form.

42. Supermarket – nail the job! 4

Education

School From To Examination & results

College / university From To Examination & results

Further education & formal training From To Examination & results

Professional memberships & qualifications

Please outline the skills and experience you have gained through your employment and interests which
are relevant to your application. 

Hobbies & interests
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Complete complex forms. Tailor a job application form.

43. Supermarket – nail the job! 5

Have you worked at Blackwell’s before? YES/NO
If yes, in which department? 
Do you have any friends or relatives working for Blackwell’s? If so please state the name.
Name: 
Department: Relationship: 
What is your current employment status?
Employed Please complete Form P46 *

If still employed please note that we w ill no t contact your present employer until an o ffer is made and
accepted.

Unemployed Please produce P45
Student Please sign student declaration form P38 *

Bank Details
Name of account holder: 

Name of bank or building society: 

Branch address: 

Sort code: Account number: 

National Insurance no: 

Declaration 
Please read this carefully before signing.

I hereby confirm that the information given by me is true and correct. I accept that Blackwell’s may take up
references from previous employers and personal references as appropriate. I understand that I may be
asked to take a medical examination as a condition of my employment. If I should be offered a position at
Blackwell’s and false information has been given or unreasonable references received, I understand that
disciplinary action will be taken which could include dismissal.

Signed: Date: 

* Supplied by Blackwell’s.
In case of emergency whom do we contact?
Name: Relationship: 
Address: Telephone numbers: 

Home: 
Postcode: Mobile: 

FSB_WRITING L2_2011_U_writing L2  01/09/2016  07:16  Page 43



skillbuilders n writing n level 244

Write a letter. Use persuasive language. Write using formal language.

44. Factory – a total let-down

Use this information about the situation to write the letters at the bottom of this
worksheet.

1. Write a letter to the Manager, Cambrian Tooling Engineers, Bryn Offa, Oswestry,
SY11 8NM on behalf of the AutoParts Ltd voicing your total dissatisfaction with
their failure to supply the tooling on time.

2. Write a letter to the supplier apologising for the delay and explaining the situation.
The supplier is Johan Blick, Brakelines, Halesfield 12, Telford TF4 8NJ.

You have been aware of the problems with Cambrian. Here is a day-by-day catalogue of events, as you requested. 

7 September. Order placed for the new tool. Cambrian were
awarded the contract largely due to assurances that they could
supply the tool on time. Peter Jackson assured me that the tool
design would be available for inspection in five working days.

14 September.Having had no contact from Peter, I called him. He
said that the die was being prepared and he would bring it over to
us tomorrow.

15 September. By 14.00 Peter still hadn’t contacted us. When I
called him, he assured me that the die would be ready today and
he would call us as soon as he had news.

16 September. Peter was unavailable each of the six times I called.

17 September. Johan Blick at Brakelines rang to ask me how the
production was going. I didn’t want to alarm him, so I was very
vague about progress. Peter Jackson was still unavailable.

18 September. Peter’s secretary rang to say that the die would be
delivered to us on Monday to be signed off.

20 September. By 16.30 the die had not arrived. Managed to speak
to Peter who told me that it had been done and he would deliver

it personally tomorrow.

21 September. I rang Peter to say that I could arrange for a van to
come to Oswestry to collect the die. He sounded edgy and
started to blame the delays on the tool design. I asked him if the
die was ready. He said that it wasn’t and that it was proving to be
a difficult job. I asked if Cambrian Tooling were able to fulfil our
order and he promised that the tool would be with us tomorrow.

22 September. Production were expecting to start the line off
today using the new  tool. The brakeline order will now be late,
whatever happens. I started to seek alternatives to Cambrian
Tooling.

23 September. Peter Jackson turned up with tool and his invoice.
We had a discussion about Cambrian’s inability to deliver on time.
He insists it is not his fault. He handed the tool over to us. When
the engineer came to fit the tool, it didn’t work. I rang Peter. He
stated that the liability lies with us. He said that he won’t release
the rights to the design until his invoice is paid.

The consequence is that we can’t supply the Brakeline

order on time and stand to pay a £15,000 default fee.

As I see it, the options are:

1. Start again with another supplier and accept that the order will be five days late.

2. Persevere with Cambrian and ask them to produce another tool.

My preferred option is 1. I think we should cut our ties with Cambrian. They have proved to be unreliable,
untrustworthy and the quality of their work is shoddy. I think that they are a liability. Of course, we may be able to get
another toolmaker to do the job sooner than five days, and then we’d avoid paying the penalty to Brakeline.

I haven’t spoken to Johann at Brakeline since last week. They really need to be made aware of the problem as a matter
of urgency. As we discussed, I think that this is a delicate situation that needs to be dealt with at the highest level.
Over to you! 

My diary is clear all afternoon, if you’d like talk further about these issues.

joconnor@autoparts.netTo:

From:

Subject :

Send now Send later

Title

tparker@autoparts.net

History of problems with Cambrian Tooling

Add Attachment
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Write a brochure. Use persuasive language.

45. Factory – general literature

AutoParts is developing a company brochure advertising its service. The brochure is
aimed at prospective clients and should outline all the methods of production
available at AutoParts. Read the information about the AutoParts services and
products. Use the facts to form the basis of text for a general brochure. You will need
to change the language and tone as appropriate. Proofread your text before you write
up your final copy. This would be a good task to wordprocess or desk-top publish to
look like a brochure.

AutoParts is a multi-site manufacturer of automotive
body panels and other parts for many of the world’s
leading vehicle producers including Ford, Jaguar,
Peugeot, MG Rover and Volkswagen.

Stamping and welding are the company’s principal
activities.  AutoParts was established as a family
business in 1950.  Although the company has grown
substantially since then, it is still largely run by the
O’Connor family.

� AutoParts annual sales value 50 million US 
dollars 

� AutoParts operates to world class standards 

The factory has eight press lines – six are fully
automated, with bed widths ranging from 2.1 m to 
3.7 m.

3.7 m lines
Line 1: double action lead press plus four line presses,
robotic blank de-stacking and inter-press handling.

Line 2: single action lead press plus four line presses,
automatic blank de-stacking and viper inter-press
handling.

2.7 m lines
Lines 3 and 4: four press lines, automatic blank de-
stacking and viper inter-press handling.

Line 5: double action lead press plus four line presses.

Line 6: six press lines, automatic blank de-stacking from
each end allowing two jobs to run together.

2.1 m lines
Lines 7 and 8: five press lines, automatic blank de-
stacking and viper inter-press handling.

AutoParts invests in both its plant and its staff. Both
of the 3.7 m lines were installed 2 years ago, as were
the two new progression presses of 600t and 250t
capacity.  Total investment in the factory was £8.2
million last year.

The factory also has assembly cells with multi-weld,
robotic and manual stations for projection, spot
(fusion) and arc welding of panels such as complete
body rear assemblies, centre floors and parcel shelves.

AutoParts is also able to produce cabling and many
other components. 

There is an in-house design team that can design tooling
and trouble-shoot problems. Our team is skilled in
finding solutions quickly and we can usually provide you
with prototypes within five working days.

The company achieved Investors in People Status in
2001. All production staff have now achieved NVQ
level 3 in their required disciplines. 
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Write a notice. Write succinctly.

46. Factory – team leader training

You may think that writing notices is simple – just get a large piece of paper and write your
message. It is important to remember that the purpose of a notice is to make people read it in
order to pass on a message. Notices should give a clear, quick and straightforward message.
Here are some guidelines to follow.

n Don’t use long words if short ones will do.
n Use a large typeface to attract the reader’s attention.
n Make it clear what you want people to do.
n Include all the relevant details.

AutoParts is training all production supervisors in team leader training. All supervisors will
have to undergo the training. It is aimed to give staff the skills to deal with difficult situations
with production staff and will include assertiveness training. Production supervisors were told
about the training in a meeting last week. There have been some problems with dissent
among production workers and management don’t want to let them know that supervisors are
being trained in assertiveness skills, which is why the course is billed as ‘team leader training’. 

Write a notice for the staff noticeboard reminding production supervisors that the
first team leader training for day shift supervisors will take place from 24th July –
25th July at the Jarvis Hotel in Cardiff city centre. A coach will leave AutoParts at
8.30 am and drop staff back at the factory at 5pm. Your notice should be longer than
100 words. If possible, wordprocess and print your final notice.
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Write a report.

47. Factory – innovation report

Reports are used to present facts. They are usually targeted at a specific audience. It is
therefore important to consider who you are writing the report for and how much they will
already know about the topic. Reports usually follow a set format.

Joe O’Connor, the Managing Director at AutoParts has been told that there may be
some funding available from the Welsh Assembly to support business innovation. 

Use the Welsh Assembly website to find out about the sort of support that may be
available. Use the information on the website to write a report for Joe that
summarises the support on offer. Go to www.business.wales.gov.uk and search for
“Business Innovation Support”.

FSB_WRITING L2_2011_U_writing L2  01/09/2016  07:16  Page 47



skillbuilders n writing n level 248

Complete complex forms. Tailor a job application form.

48. Factory – tailor your application 1

When you apply for a job you should use the information from the advert or job description to
show how your skills and experience best fit with the job on offer. Highlight the key
requirements in the advert and make sure that your application explains how well you match
the job.

Read through this job description for a Toolmaker at AutoParts. Highlight the key
requirements of the job. Then complete the application form on Worksheets 49–52,
making sure that you sell your skills. You may prefer to have two copies of the form,
so that you can use one for your first draft and one for a final draft. You may not have
the experience or skills needed to apply for this job but a discussion with your teacher
will help fill in the gaps for you.

Job profile
As a self-motivated member of the Toolroom team you will be involved with all aspects of
corrective and preventative press tool maintenance, working within a team with minimum
supervision.

Main duties and responsibilities
� To complete corrective and preventative maintenance.
� To ensure good communication on handover of tasks.
� To be actively involved in continuous improvement activities through policy 

deployment.
Characteristics and requirements

� City and Guilds qualification and at least five years post-apprenticeship 
experience in a high volume production environment preferably within the 
automotive industry.

� Experience in body-in-white and progression tooling.
� Machining skills are essential.
� Able to work in a team-orientated environment.
� Problem solving.
� Must be prepared to work shifts.
� Familiar with continuous improvement philosophy.
� Power press certificate would be an advantage.
� Experience in try out.

Autoparts
Job description – toolmaker
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PERSONAL DETAILS
Forename(s): Surname: Male/Female*

Address: 

Postcode 

Home tel. no. (including STD code) 

Daytime tel. no. (if convenient) 

National Insurance number 

Do you own a car? Yes/No What type of driving licence do you have? Provisional / full / HGV / PSV / none*

Complete complex forms. Tailor a job application form.

49. Factory – tailor your application 2

AUTOPARTS
APPLICATION FOR EMPLOYMENT

To: HR Department, AutoParts Ltd, Church Down Business Park, Church Down, Cardiff, CF10 8NY.

Please complete this form and return it to the address above.
All applications are treated in complete confidence.

APPLICANT INFORMATION * Delete as appropriate

Position applied for: 

Date available for work: Prepared to work: Full-time / part-time / shifts*

How did you learn about this vacancy? 

Have you applied, or worked for AutoParts Ltd before?
If so, state when and the outcome of your application: 

Are you related to any employee or former employee of AutoParts? YES/NO*

If so, give details: 

Marital status*
single / co-habiting / married / divorced / widowed

Title* Mr / Mrs / Miss / Ms / other

Date of birth: / / Current age: 

No. of dependent children: 

Nationality: 

Will you need a work permit? Yes/No*

HEALTH
Please state your height: weight: Do you smoke? Yes/No*

Are there any disabilities or medical conditions which may affect your application? Yes/No*

If yes, please give details: 

Have you ever been a first aider? Yes/No* If so, when is the expiry date of your certificate? 

If invited to interview or offered the position applied for, will we need to make adjustments for any illnesses or
disabilities indicated above? Yes/No*
If yes, please give details: 
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Complete complex forms. Tailor a job application form.

50. Factory – tailor your application 3

EDUCATION/TRAINING
Excluding primary school, giving details of most recent study period first. Please add any other work-related training
courses including apprenticeships. Evidence of qualifications may be sought prior to any offer being made.

DATE SCHOOL/COLLEGE QUALIFICATION/GRADE
From-to UNIVERSITY/TRAINING LOCATION SUBJECT/TRAINING COURSE

DATE COLLEGE/UNIVERSITY QUALIFICATION LEVEL
From-to OTHER TRAINING ORGANISATION INCLUDING GRADES WHERE APPROPRIATE

OCCUPATIONAL QUALIFICATIONS

PUBLIC DUTIES
Please state any public duties you undertake such as local councillor, part-time firefighter, territorial army
commitments, etc.

HOBBIES/INTERESTS
Please describe how you spend your leisure time and any recreational, sporting or voluntary activities in which you are
interested.
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Complete complex forms. Tailor a job application form.

51. Factory – tailor your application 4
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Complete complex forms. Tailor a job application form.

52. Factory – tailor your application 5

ADDITIONAL INFORMATION

DECLARATION
I certify that I have completed this application form in my own handwriting and that the information I have given is
correct. I understand that giving false information may render this application invalid which could lead to the subsequent
withdrawal of an offer or my dismissal whenever discovered.

Signed: Date: 

Please complete this section to record any other facts and achievements of importance which are relevant to your
application, e.g. why you want to work for AutoParts Ltd and what you will contribute to the company. You should
also include any skills, e.g. office skills, language skills and membership of professional associations, where appropriate.
Continue on a separate sheet if necessary.

NEXT OF KIN
Please give details of next of kin or person who can be contacted in an emergency.

Name: 

Address: 

Postcode: Relationship: 

Tel. no.: (Work) Tel. no.: (Home) 

REFERENCES 
Give names and addresses of two preferred referees who must be current and previous employers. No approach will be
made to personal referees. If self-employed give details of two main customers. If unemployed give details of previous
employers, voluntary or training organisations you may have been involved with. Present employers will not be contacted
without prior permission.

1. Name: 

Position: 

Company name: 

Address: 

Tel. no. (inc. STD code): 

2. Name: 

Position: 

Company name: 

Address: 

Tel. no. (inc. STD code): 
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Answers

7. Getting a bit more complicated 2

You should discuss your answers to this with your
teacher.

8. Part of the action 1

9. Part of the action 2

1. The cat scratched the dog.
2. The fire destroyed the house completely.
3. A flash flood ruined the crop.
4. The wind spoiled the bride’s hair.
5. Someone scratched my car at the 

supermarket.
6. Soup was spilled on the kitchen floor by the 

waiter.

1. The process of writing 1

These instructions will explain how to use a
microwave.

Before you start you will need to make sure that
the food is in a non-metallic container and check
how long the food needs to cook for.

First of all you place the container on the plate
inside the microwave.

Then you set the amount of time on the dial.

Next you press start.

And finally you stir the food before serving.

2. The process of writing 2

You should discuss your answers to this with your
teacher.

3. Re-read and evaluate

You should discuss your answers to this with your
teacher.

4. Proofreading

You should discuss your answers to this with your
teacher.

5. Fit for the purpose

Here is our answer as a guide: 

Writing activity Formal Informal Standard Free Solid Bulleted lists/ Subheadings
format format text numbering

Advertisement P P

Brochure Por P P P P P

Business letter P P P P

Business report P P P P P

Email to a colleague P P P

Essay P P P P P

Health and safety notice P P P P P

Newsletter Por P P P P P

Text message to a friend P P P

Sentences Active or passive?

1a. The Manager lived in the hotel. active

1b. The hotel was lived in by the Manager. passive

2a. The burglar grabbed the money. active

2b. The money was grabbed by the burglar. passive

3a. That song was sung by Bill. passive

3b. Bill sung that song. active

4a. The intruder was bitten by the guard dog. passive

4b. The guard dog bit the intruder. active

5a. Bob takes golf lessons. active

5b. Golf lessons are taken by Bob. passive
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7. All of the food was eaten by the diners.
8. My car was washed in the automatic 

carwash.
9. The stained tablecloths were taken to be 

laundered by the housekeeper.
10. 100 door panels were produced by line 10 

this morning.

10. Apostrophes 1

1. Staff aren’t permitted to smoke on the shop 
floor.

2. Don’t park in bays reserved for visitors.
3. The supermarket won’t be open on Bank 

Holiday Monday.
4. The manager won’t be in the office today, 

because he’s going to a meeting.
5. We’ve special offers on our bread counter in 

store today.
6. There’s not enough time to start the next 

production run.
7. Mr O’Connor’s on the shop floor.
8. Production line 1 isn’t operating today, due 

to a problem with the motor.
9. The toolmaker’s taking a break, he’ll be back 

at 10.30.
10. I shan’t be able to call you back until after 

we’ve found the missing document.

11. Apostrophes 2

1. The chef’s knife is sharp.
2. Mrs Goodman’s office is opposite reception.
3. The tennis captain’s racquet was stolen.
4. These are Tony’s overalls.
5. Bob’s bread always rises perfectly.
6. Pat’s car is blocking the car entrance.
7. Take your umbrella because it’s raining.
8. My car has stopped. I think it’s run out of 

petrol.
9. I’d like to get home before it’s dark.

10. The computer has broken. Its screen went 
black.

11. It’s too late to catch a bus. We’ll have to get 
a taxi.

12. The clock didn’t work, because its hands had 
stopped moving.

12. Understanding pronouns

1. Tim called yesterday. Please call him
backbefore you leave.

2. We are off to the shops. Do you fancy coming
with us?

3. The dog is not well. The vet has given it some 
medicine.

4. It’s the office party on Friday night. Are you
coming ?

5. The stuff from the catalogue has arrived. Can
you come and get it?

GreenLine is investing more than £1 million in
new buses. It plans to buy 12 new vehicles to
serve the Wickham area. The company has also
announced a new distinctive colour scheme that
will modernise the image of public transport.

8.8-metre Mini Pointer Darts were chosen by
GreenLine. These particular minibuses were
extensively trialled and proved popular with
passengers and staff.

"They will bring a whole new dimension to ‘mini’
bus travel," said Mr Jones, Managing Director of
GreenLine. "The new buses will bring the comfort
of larger double-decker quality seats due to the
extra width of the Darts over previous `mini’
buses," he added. 
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Answers

4. Supersonic means faster than the speed of
sound. It comes from the Latin, with super
meaning above and sonic meaning sound.

5. Circumspect means to be careful not to take
risks. It comes from the Latin meaning well
considered.

6. To supervise is to watch a person or activity to
make certain that everything is done correctly
and/or safely. It comes from the Latin meaning
to have oversight of.

7. A microphone is a piece of equipment that you
speak into to make your voice louder, or to
record your voice or other sounds. It comes from
the Greek with micro meaning small and phone
relating to sound.

8. Photophobia means fear of light. It comes
from the Greek with photo meaning light and
phobia meaning horror or dread.

9. Tonsillitis is a painful infection of the tonsils it
comes from the Latin meaning inflammation of
the tonsils.

10. Freedom is the condition or right of being
able or allowed to do, say, think, etc. whatever
you want to, without being controlled or limited.
Comes from Gothic.

15. Spelling it out 2

1. The word chocolate comes from from the
Nahuatl xocolatl, from xococ "bitter" + "water".
Brought to Spain from Mexico by 1520, it is
made from cacao seeds. It is often sweetened
and flavoured.

13. Marking speech

It was a cold morning. Shirley shivered as she
pushed open the staff door. "Good morning
Sam," Shirley smiled at her supervisor, "how are
you this morning?" 

"Not too bad thanks Shirl. I’m looking forward to
the end of today though. I’ve got three days off." 

"Lucky you", said Shirley. "My next break isn’t
until Saturday, and I’m doing lates all next week.” 

“Can you come to a meeting after breaktime? I
need to make sure all the assistants know about
the health and safety training. I’ll see you in the
meeting room at 10." 

"No worries, Sam. I’ll be there."

14. Spelling it out 1

1. A pseudonym is a name which a person, such
as a writer, uses instead of their real name. It
comes from the Greek — pseudo meaning false
and nym, name.

2. To contradict someone is to state the opposite
of what they say. To contradict a fact or
statement means to be so different from another
fact or statement that one of them must be
wrong. It comes from the Latin meaning talk
against.

3. An interview is a meeting between two or
more people where you will be asked a series of
questions for a purpose — to see if you are
suitable for a job or course or to find out about a
person for an article in the media or for a
criminal investigation. It comes from the French
meaning to see each other.
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2. A companion is a person you spend a lot of
time with. It comes from Latin meaning ‘fellow
mate’.
3. An assassin is someone who kills a famous or
important person usually for political reasons or
in exchange for money. It comes via French and
Italian from Arabic hashishiyyin "hashish-users".
A fanatical Ismaili Muslim sect of the time of the
Crusades, under leadership of the "Old Man of
the Mountains" (translates Ar. shaik-al-jibal,
name applied to Hasan ibu-al-Sabbah), with a
reputation for murdering opposing leaders after
intoxicating themselves by eating hashish.

4. A daisy is a type of wild flower. It means ‘day’s
eye’ because in the evening the petals cover the
yellow centre and in the morning they open.

5. A planet is a large round mass of rock and
metal, such as Earth, or of gas, such as Jupiter,
which moves in a circular path around the Sun or
another star. It comes from Latin (meaning older)
and Greek (meaning wanderer).

6. Denim is a thick strong cotton cloth, usually
blue in colour, used especially for making jeans.
It comes from French and is named after the
town of Nimes — serge ‘de Nimes’.

7. Pavilion is a large, stately tent. The word
comes from the Latin papilionem "tent," which
literally means "butterfly," due to its resemblance
to wings.

8. If something is genuine, it is real and exactly
what it appears to be. The word comes from the
Latin. genuinus “native, natural”.

9. The Exchequer is the government department
which receives and gives out public money, in
Britain and some other countries. The word

comes from English/French and began under the
Norman kings of England and refers to a cloth
divided in squares that covered a table on which
accounts of revenue were reckoned with counters.
10. An cccasion is a particular time, especially
when something happens or has happened. The
word comes from the Latin occasionem meaning
"opportunity, appropriate time.

11. circumnavigate
12. interrogate
13. planetary
14. companionship
15. photograph
16. manufacture

16. Hotel — say no to the bypass

You should discuss your answers to this with your
teacher. 

17. Hotel — on the agenda

You should discuss your answers to this with your
teacher.

18–19. Hotel — as brown as a berry 1
and 2

You should discuss your answers to this with your
teacher

20. Hotel — notice my tan!

You should discuss your answers to this with your
teacher.

21. Hotel — Dartmoor report

You should discuss your answers to this with your
teacher.

FSB_WRITING L2_2011_U_writing L2  01/09/2016  07:16  Page 56



57skillbuilders n writing n level 2

Answers

selection of wines from only the top producers.
Much of their fine wine trade comes from sales
of Champagne, unsurprising when one takes in
the list of houses whose wines they offer. This
includes Krug, Pol Roger and more. They also
carry a well chosen array of Italians, Bordeaux,
Burgundy and more, as well as some select New
World cuvées. 

From these wines I have no qualms about
recommending several bottles. For more
information, I heartily recommend a visit to the
wine section at Blackwell’s Supermarket, in High
Street Leyland. You won’t be disappointed. 

Poliziano Vino Nobile di Montepulciano
"Asinone" (Tuscany, Italy) 1997: A good and fairly
deep purple hue. Delightful nose, full of classic
Sangiovese aromas of plum, black cherry and
rose-petal tobacco, as well as quality, tanned
leather. Medium bodied on the palate, with
superb, pure black cherry fruit again, with a
sweet, oak-derived toffee and chocolate edge.
Excellent.

Château Mouton Rothschild 1er Cru Classé
(Pauillac, Bordeaux) 1993: This wine has a
moderate intensity of colour, although there is an
orange-tawny tinge to the wine suggesting
advancing maturity. Seems short on fruit,
though, and a little thin through the midpalate —
a sign of excessive yields in a bad vintage
stretching the wine a little, I suspect. Some spice
and nut character despite this, though, and fairly
soft acidity. Those tannins are just about ready,
so drinking about a year from now I would say.
Good.

Cloudy Bay Te Koko (Marlborough, New Zealand)
1999: Intense New World Sauvignon fruit on the
nose, which leads to a classic palate full of fresh

22. Hotel — kitchen hygiene 1

You should discuss your answers to this with your
teacher. 

23. Hotel — kitchen hygiene 2

You should discuss your answers to this with your
teacher.

24–28. Hotel — reserve the job! 1-5

You should discuss your answers to this with your
teacher.

29. Hotel — induction procedures

You should discuss your answers to this with your
teacher.

30. Supermarket — say no to metered 
parking

You should discuss your answers to this with your
teacher.

31. Supermarket — on the agenda

You should discuss your answers to this with your
teacher.

32. Supermarket — in my opinion

These are notes from a selection of wines I
sampled at Blackwell’s Supermarket in February
2012. Blackwell’s supermarket has been
established for fifty years now, although they only
recently moved into the fine wine market. 

Blackwell’s have clearly made their mark,
however, in my opinion thanks to the judicious
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white fruit, with considerable power. Surprising
weight and creamy texture for this variety. It’s
backed up by great acidity. My feeling is that
this is clearly one of New Zealand’s top efforts.
Very good.
33. Supermarket — retailing report

You should discuss your answers to this with your
teacher. 

34. Supermarket — wine tasting

You should discuss your answers to this with your
teacher.

35. Supermarket — wines

You should discuss your answers to this with your
teacher.

36–37. Supermarket — slice it! 1 and 2

You should discuss your answers to this with your
teacher.

38. Supermarket — easy does it

You should discuss your answers to this with your
teacher.

39–43. Supermarket — nail the job! 1–5

You should discuss your answers to this with your
teacher.

44. Factory — a total let-down

You should discuss your answers to this with your
teacher.

45. Factory — general literature

You should discuss your answers to this with your
teacher.

46. Factory — team leader training
You should discuss your answers to this with your
teacher.
47. Factory — innovation report
You should discuss your answers to this with your
teacher.

48–52. Factory – tailor your 
application 1–5

You should discuss your answers to this with your
teacher.

OHT 1 — inverted commas 

Raising the profile of apprenticeship training was
the aim of a lunch prepared by trainee chefs at
Runshaw College yesterday. The college invited
employers in the hospitality and catering industry
to the Foxholes Training Restaurant where a
three-course meal starting with avocado followed
by salmon and finished with chocolate brownies
was served.

The lunch was an opportunity for employers to
network with colleagues in the industry and
discuss the apprenticeships scheme and the
advantages it could bring to their establishments.
One of the biggest problems facing the industry
is a skills shortage. Frances Glynn, hospitality
deputy team leader of Runshaw College, said:
"The problem is that we can do the training and
there are employers out there but there’s not
much of a link up when people leave school.
There should be some kind of network. We are
noticing a problem in all aspects of the
hospitality industry."
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Answers

Among the employers attending were
representatives from South Ribble Borough
Council, Chorley Hospital, the Preston Marriott
Hotel and the Jarvis Leyland Hotel.

Ms Glynn added: "This is an opportunity for
employers already involved in employing
apprentices, or those who would like to find out
more about how they can help their staff and
business develop, to enjoy lunch, meet college
staff and network with other organisations from
the hospitality industry." 

"We met the tutors who provide the training in
college as well as those who carry out the
workplace assessments," said Dan Jones,
Personnel Manager at the Leyland Jarvis Hotel,
"But it was really useful to see the apprentices in
the kitchens."

Alan Bowman, research and planning officer of
the National Apprenticeships Service, said the
most acute skills shortages facing the hospitality
sector were to do with chefs.

He said: "It is one of the highest reported skills
shortages in any industry. The problem is the
sector is perceived as offering a less attractive
career path. The question needs to be whether
there really are not enough chefs or whether
employers are offering an attractive career or
not." He added events such as the lunch hosted
by the college were important to helping improve
the industry’s public image.
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Activity index

Explain a procedure 29

Explain a process 38

Fill in complex job application forms 24, 28, 39, 43, 48, 52

Understand active and passive verbs 8, 9

Understand complex sentences 6, 7

Use apostrophes 10,11

Use different techniques to plan and draft writing 1, 2, 3, 4

Use formal language 17, 30, 31, 44

Use format and structure to organise writing 5

Use inverted commas 13

Use persuasive language 18, 19, 30, 35, 44, 45

Use pronouns 12, 32

Use punctuation correctly 10, 11

Use root words to aid spelling 14, 15

Write a planning document 23

Write a sign 36

Write agendas 17, 31

Write an email 29, 36, 37, 38

Write and explain technical terms 22

Write brochures 18, 19, 35, 45

Write for different audiences 36

Write instructions 22

Write letters 16, 30, 44

Write notices 20, 34, 46

Write reports 21, 33, 36, 47
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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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Raising the profile of apprenticeship training was the aim of a lunch
prepared by trainee chefs at Runshaw College yesterday. The college
invited employers in the hospitality and catering industry to the
Foxholes Training Restaurant where a three-course meal starting with
avocado followed by salmon and finished with chocolate brownies was
served.

The lunch was an opportunity for employers to network with colleagues
in the industry and discuss the apprenticeships scheme and the
advantages it could bring to their establishments. One of the biggest
problems facing the industry is a skills shortage. Frances Glynn,
hospitality deputy team leader of Runshaw College, said: The problem is
that we can do the training and there are employers out there but
there’s not much of a link up when people leave school. There should be
some kind of network. We are noticing a problem in all aspects of the
hospitality industry.

Among the employers attending were representatives from South Ribble
Borough Council, Chorley Hospital, the Preston Marriott Hotel and the
Jarvis Leyland Hotel.

Ms Glynn added: This is an opportunity for employers already involved
in employing apprentices, or those who would like to find out more
about how they can help their staff and business develop, to enjoy
lunch, meet college staff and network with other organisations from the
hospitality industry.

Alan Bowman, research and planning officer of the National
Apprenticeships Service, said the most acute skills shortages facing the
hospitality sector were to do with chefs.

He said: It is one of the highest reported skills shortages in any
industry. The problem is the sector is perceived as offering a less
attractive career path. The question needs to be whether there really
are not enough chefs or whether employers are offering an attractive
career or not. He added events such as the lunch hosted by the college
were important to helping improve the industry’s public image.

Inverted commas
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Report structure 1

Title page
n On a separate sheet.
n Include the name of the author and the date the report 

was written. 

Summary/abstract
n Written separately from the report. 
n Gives a brief and factual account of the report’s 

contents. 

Table of contents
n Needed for longer reports.
n On a separate sheet of paper listing the contents by 

page number. 

The introduction
n Should explain why the report was written. 
n Do not state the reports’ conclusions here.
n Introduce the content of the report, not the general 

subject. For example: if your report is about changing 
flour suppliers, don’t start by explaining what flour is 
and how the supply of it works. 

Main text
n Should be divided into numbered sections with 

appropriate and informative headings. 
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Sequence should be logical
n Should clearly state all the facts discovered and present 

clear arguments and opinions.
n Illustrations can be used to help make numerical or 

descriptive information easier to understand and 
remember. 

Conclusions
n Should be positive statements that summarise the findings 

of the main report.
n Don’t introduce any new ideas. 

Recommendations
n Should be written with the reader in mind. 
n The main text should already have justified them, so avoid 

that here. 

Acknowledgements
n If you have received any particular help, you should give 

credit for it under this subheading.

Report structure 2
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General

Purpose: Reports are designed to share information and are often
the basis of decision making.

Length: The length of the report should be appropriate to its
purpose. A short report should be concise, a long report should be
comprehensive. Whatever the length, the material contained should
be relevant. 

Style tips

Layout of text: Avoid closely typed long paragraphs, Break up your
neatly presented text with headings, and sub-titles. 

Write impersonally: Don’t use I, use the passive voice. Instead of I
have shown that the company should consider buying from another
supplier. Write it has been shown that  the company should consider
buying from another supplier.

It will be found that – not You will find that

It is recommended – not I recommend

Difficulties were encountered – not We encountered difficulties

Structure: Make it easy to navigate by using numbered headings
and sub-headings. Headings should follow a logical order. 

Remember

n Reports are written for specific purpose – so fulfil this aim

n Write for your specific audience

n Focus on facts, not your personal view 

n Present facts systematically

n Use headings, sub headings, numbering and bullet points

n Use graphics to present numerical or statistical information

Report writing
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Get ready:
1. Re-read the job advert/description; think of how you can 

demonstrate your ability to do the job. 

2. Photocopy the form. 

3. Think about each question carefully.

4. Follow all instructions exactly. 

5. Practise fitting your answers into the boxes provided, make 
all your mistakes on a photocopy.

6. Employers are looking for applications that are readable, 
concise and accurate. 

7. Answer all the questions, even if it is only says ‘not 
applicable’.

8. Able to demonstrate an interest in, and knowledge of, the 
company and job on offer. 

9. Able to outline of how your skills, qualifications and 
experience relate to the position.

You should:
1. Pick out the key skills the employer needs from the advert.

2. Match what you have to offer to the job.

3. Explain your experience clearly.

4. Include your name, address and details of your referees.

5. Send in the application form before the closing date.

Remember:
Your aim is to convince the employer that they want to meet
you.

Tailoring job applications forms
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Before you start:
1. Draw up a list of all the skills you’ll need in the job.

Then think of a situation you’ve been in that will show that
you have these skills. 

2. Most employers are looking for examples of the abilities to:
n plan tasks
n solve problems
n work in a team

3. Application forms contain two types of questions. The first
cover the facts and ask you to outline your qualifications.
The second often ask you to describe situations in which, for
example, you made a difficult decision or organised an
event. 

4. If you are asked to write paragraphs about your relevant
interests, abilities or experience for example, you should
tackle this carefully too.

5. Write your answers in rough. Think how your responses will
be judged.

6. These open questions are your chance to outperform the
competition. 

7. Consider your words carefully and answer all questions
concisely. Use short, punchy sentences. When you evaluate
and proofread your draft you should make sure that
everything you have said adds something relevant.

Application form questions
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1. Covering letters are very important. They will be read before 
your application and will be your crucial first impression.

2. Use them to sell yourself into an interview. Give the reader 
enough information to demonstrate your interest in and 
suitability for the job on offer. 

3. Match your key skills and experience to those that the 
company is looking for. 

4. The person reading your application will be looking for a 
good match.

Finally
Make a copy of the completed form to refresh your memory
before interview.

Covering letters
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