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INTRODUCTION

Welcome to this study section.  You are studying Communication at Access 3 level.

This package contains three separate lessons.  Each of these lessons is a complete ‘chunk’ of material that is similar to a traditional class lesson. The difference is that you can work at your own pace through the lesson.  Each lesson will take you approximately an hour to complete.

The theme of this study section is filling-in application forms. 

This study section contains activities, self-assessed questions and a tutor assessment. 

An activity asks you to do something such as read an article or write a letter. Most activities have feedback on the next page. The word feedback just means comments. You should try the activity before reading the feedback.
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When you see this symbol, you should answer the questions, and then check your answers with those given at the end of the study section.  
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Tutor Assessment (TA)

These are activities or questions that you answer then submit to your teacher or tutor for marking.
LESSON 8A

Introduction to lesson 8A

Welcome to lesson 8A.  Here is a list of the things that you’re going to be doing:

· revising all of the things that you’ve learned about reading

· reading an application form.

During the lesson, you’ll also work on the following skill.

· Practice for the assessment for Outcome 1. This assessment is all about reading skills.
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When you apply for something like a job,
 you must make sure that you read the information about it carefully.

Soon you will be asked to do the assessment for Outcome 1. It’s all about reading skills. In the assessment, you will read a communication. Then you will answer some questions.

Here are the details of the Outcome.

Outcome 1. Respond to simple written communication

Performance Criteria

a) Identify the purpose of a communication.

b) Identify the significant ideas or main points of information in the communication.

c) Make a basic evaluation of the communication supported by a single piece of evidence.
You will be asked to read a piece of written communication, and then you must:

a) work out what the purpose of the communication was

b) explain what the main ideas or main points are in the text

c) say whether you thought it was a useful piece of writing.  You should also explain why you think it was useful, or not. 
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The assessment is nothing to worry about.
This lesson will help you to revise.
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SAQ 1

To make sure that you understand what you’ll be asked to do in the assessment, answer these questions.

1. What is the Outcome assessment about?

	a.
	Reading skills.
	

	
	
	

	b.
	Writing skills.
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	c.
	Talking skills.
	


2. What type of thing will you do in the assessment?

	a.
	You will be asked to write a communication
	

	
	
	

	b.
	You will read a communication and answer questions about it
	

	
	
	

	
	
	

	c.
	You will give a short talk to a small group of people.
	


When you’ve finished, check your responses with the answers on page 46.

	Score  ___ out of 2


	Tutor’s comments

	Date
	Tutor’s initials and date


Summary of what you’ve learned so far

The good news is that you’ve already learned how to do the assessment for Outcome 1! The first seven study sections helped you to learn these skills.  Here is a summary of what you’ve learned about reading skills.

The purpose

The assessment might ask you something like this:

· What is the writer’s purpose?

· What is the purpose of this text?

· Why was this communication written?

For example, look at TA 1 on page 11.  This is the first question from TA 1.

· Why has this leaflet been written?

These questions are all really asking the same thing.  They are asking you to explain the reason why something was written.  Another way to think of this is to ask yourself why the writer wrote this communication.

In lesson 1A, you learned that the writer’s purpose in a piece of writing is usually something like this:

· to tell someone something

· to give some advice

· to complain

· to ask for something

· to advertise something

· to make people laugh

· to warn people

· to say what his or her feelings are.

In lesson 6A, you learned that the purpose of an advert is usually something like this:

· to sell you something

· to persuade you to try something

· to tell you about something

· to encourage you to try a new product

· to convince you that you need to buy a new product.

You might want to look back to these lessons if you’ve forgotten what was said.

     SAQ 2
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1. Which one of these statements is true?

	a.
	The writer’s purpose refers to the reason
why the writer wrote the communication.
	

	
	
	

	
	
	

	b.
	The writer’s purpose refers to how useful the communication was.
	

	
	
	


2. Which of these questions means the same as ‘what is the purpose of this communication’?

	a.
	Why was this communication written?
	

	
	
	

	b.
	How useful was this communication?
	


When you’ve finished, check your responses with the answers on page 46.

	Score  ___ out of 2


	Tutor’s comments

	Date
	Tutor’s initials and date


The main ideas

You learned how to work out what the main ideas are in lesson 2A.  You saw that it’s easy to work out what the main ideas are by asking yourself some questions. 

The questions that you should ask are as follows.

· Who?
Who (or what place, or what thing) is this communication about?

· What?
What happened? 

· Where?
Where did the action take place?

· When?
When did it happen?

· Why?
Why did it happen?

You learned that using these questions can help you to write a summary of the whole communication. 

In the assessment, you will probably be asked to answer some questions.  The questions will ask you to explain what the most important points are.  Using who, what, where, when and why could help you.
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Most questions begin with the words
who, what, where, when or why.

SAQ 3
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1. Which statement is true?

	a.
	You need to be able to explain every single detail 
and every single point in the communication
	

	
	
	

	
	
	

	b.
	You need to be able to explain the main points in
 the communication
	

	
	
	


2. What words help you to work out what a written communication is about?

	a.
	Maybe, perhaps, probably, usually, always
	

	
	
	

	b.
	Who, what, where, when, why
	


When you’ve finished, check your responses with the answers on page 47

	Score  ___ out of 2
	Tutor’s comments

	Date
	Tutor’s initials and date


Saying if a communication is useful

A written communication is useful if it has the intended effect on the reader.

Here are some examples:

· An advert is useful if it makes you want to buy something.

· A leaflet about a new sports centre is useful if it makes you want to go there.

· A newspaper article about safety at work is useful if it makes you more aware of safety in work.

You have answered quite a few questions about usefulness in the different lessons. 

When you answer a question about usefulness, you must also say why something was useful or not.

Saying why a communication is useful, or not

You can’t just say that a communication was useful, or not.  You need to explain your answer.  You can do this by saying something like this.

· This article was useful because it helped me to understand how to cook steak.

· This communication was useful, as it warned me not to buy pirated software.

· This communication was useful, because it gave me all of the costs of buying a mobile phone.

· The picture in this article was good, because it showed me what the hotel looks like.

You might also want to look back to lesson 6A. There, you learned how to say if a written communication was useful, or not.

   SAQ 4
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1. You might be asked if a communication was useful. What does ‘useful’ mean?

	a.
	It means ‘helpful’ or ‘practical’.
	

	
	
	

	b.
	It means ‘not helpful’ and ‘not practical’.
	


2. After you say if the communication was useful or not, you must say something else. What else do you need to say?

	a.
	You need to say why it was useful or not useful.
	

	
	
	

	b.
	You need to say what the writer’s name is.
	


When you’ve finished, check your responses with the answers on page 47

	Score  ___ out of 2
	Tutor’s comments

	Date
	Tutor’s initials and date


          TA 1
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This TA is very similar to the assessment.  Read this communication and answer the questions overleaf. Give your answers to your teacher/tutor after you’ve finished.

	Kelvindale College, Glasgow

	Intermediate 1 Introductory Skills Course
This course gives you the chance to gain an introductory qualification in one of three areas.  You will study the following Core Skills units: Communication, Numeracy, Information Technology and Problem Solving.  You then chose one of the following routes:

	Health Care Route

· Introduction to Health Care

· Human Development

· Counselling Skills

· Caring for Children

· Caring for the elderly

· Bereavement
	Electronics Route

· Introduction to Electricity

· Introduction to Electronics

· Semiconductors A

· Printed Circuit Boards
	Office Administration Route
· Accounts 1

· Business Organisation

· Office Skills

· Telephone Skills

· Reception Skills

· Introduction to Microsoft Office

	After you have finished these units you will study other units in your chosen area.

	WHO? 
This course is suitable for young adults who would like to gain an introductory qualification in Health Studies or Electronics or Office Administration.

	ACCESS REQUIREMENTS
To gain a place on the course, you usually need to have the following Core Skill qualifications:

· Communication Access 2 or Access 3

· Numeracy Access 2 or Access 3

However, if you don’t have these qualifications, you should still apply. You will be given an interview and you may still be considered for the course. 

	HOURS OF STUDY
This is a full-time course. You will be in college four-and-a-half days a week.

	FUNDING

You may be able to claim for a college bursary. A bursary can help you with things like living costs and travel costs. You might also be able to claim for help with things like books.

	HOW TO APPLY
Complete the application form on the reverse of this leaflet, or telephone our Enquiry Line on 866 344 today. 


TA 1 (continued)
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1. Why has this leaflet been written? 

	a.
	To tell you how to get a job
	

	
	
	

	b.
	To tell you how to pass your exams well
	

	
	
	

	c.
	To tell you about a course in the college
	

	
	
	

	d.
	To persuade you to study at another college
	

	
	
	

	e.
	To persuade you to set up your own business
	

	[PC(a)]


2. What three areas can you study on this course? Write them down below. 



3. Who is this course suitable for?

4. What qualifications do you need to get on the course?


5. If you don’t have these qualifications, should you apply? Explain your answer.



6. Name one of the things that a bursary can help you with.

[PC(b)]

Would this leaflet be useful for a 16-year-old girl who wants to leave school? Say why or why not.


 









[PC(c)]

Summary of this lesson

Here is a list of what you’ve done in this lesson. 

· You revised all of the things you already know about reading skills.

· You did some revision about the writer’s purpose.

· You did some revision about working out the main points.

· You did some revision about saying if something is useful, or not.

· You did a practice assessment that is similar to the real assessment.

What next?

Ask your teacher or tutor when you will be doing the assessment.

	End of lesson 8A


LESSON 8B

Introduction to Lesson 8B

Welcome to lesson 8B.  Here is a list of the things that you’re going to be doing:

· revising all of the things that you’ve learned about writing.

· creating your own written communications.

During the lesson, you’ll also work on the following skill:

· practice for the assessment for Outcome 2. This assessment is all about writing skills.

[image: image3.wmf]
If you have good writing skills,
you will find completing application forms is easy.
Writing skills in the assessment

Soon you will be asked to do the assessment for Outcome 2. You will be asked to write 100 words. The assessment might ask you to write one piece of work, or it could be a portfolio of linked pieces.

Here are the details for the Outcome.

OUTCOME 2. Produce simple written communication
Performance Criteria

a. The techniques used are mainly appropriate for the writer’s purpose and audience.

b. All essential information or ideas are presented.

c. Some evidence of structure is discernible in the communication.

d. Spelling, punctuation and syntax are sufficiently accurate to convey meaning.

Here’s what you need to do in the assessment. 

a. Write so that your purpose is clear. Write so that your communication is understandable by the intended readers.

b. Include all the information needed.

c. Use the correct structure.

d. Make sure that your spelling, punctuation and word order are as accurate as you can manage. 

[image: image4.wmf]
The assessment mentions writing a lot.
You don’t have to handwrite it, though.
You can use a word processor, if one is available.
You are also allowed to use a dictionary in the assessment.

SAQ 5
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To make sure that you understand what you’ll be asked to do in the assessment, answer these questions.

1. What is the Outcome assessment about?

	a.
	Reading skills.
	

	
	
	

	b.
	Writing skills.
	

	
	
	

	c.
	Talking skills.
	


2. What type of thing will you do in the assessment?

	a.
	You will be asked to write a communication.
	

	
	
	

	b.
	You will read a communication and answer questions about it.
	

	
	
	

	
	
	

	c.
	You will give a short talk to a small group of people.
	


When you’ve finished, check your responses with the answers on page 48

	Score  ___ out of 2
	Tutor’s comments

	Date
	Tutor’s initials and date


Summary of what you’ve learned so far

The lessons you’ve done so far should mean that you’ve already learned how to do the assessment for Outcome 2. The first seven study sections helped you to learn these skills. Here is a summary of what you’ve learned about writing skills.

Meeting your purpose in writing

In lesson 1A, you learned what ‘the writer’s purpose’ means. The writer’s purpose is the reason why the writer wrote the communication.

When you write something, you must have a purpose.

Your purpose in your piece of writing could be any one of these.

· To inform the readers about something.

· To give information about something.

· To explain how you feel about something.

In lesson 1C, you learned how to write to express your point of view.  To do this, you need to state your feelings and say why you feel the way you do.

In the same lesson, you learned a lot of words that you can use to help you to express your feelings.  Here are just some of them:

· I wish

· I dislike

· I prefer

· I detest

· I think

· I feel

· I believe.
Here are two examples of how you can use words to express your feelings.

1. I wish I could get a better job, because I want to earn more money.

2. I feel that I have the right skills for this job, because I have passed my Communication unit.

 SAQ 6
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1. The assessment says you must have a purpose in your writing. What does the word ‘purpose’ mean?

	a.
	Your feelings about something
	

	
	
	

	b.
	Your reason for writing about something
	


2. You might be asked to express your point of view in your writing. What does ‘your point of view’ mean?
	a.
	It means you should write with a pencil with a very 
sharp point
	

	
	
	

	
	
	

	b.
	It means you should say what you feel about something. You need to explain why you feel this way, too
	

	
	
	


When you’ve finished, check your responses with the answers on page 48

	Score  ___ out of 2
	Tutor’s comments

	Date
	Tutor’s initials and date


Writing in a suitable way for the readers

In the assessment, you need to write so that the readers can understand.

What the readers want to know

Try to think about what your readers want to know.  In lesson 2A, you learned how to write articles for newspapers.  You learned that the readers of newspapers expect to find out who, what, where, when and why in newspaper articles.

Using graphics and pictures

In lesson 3B, you learned that readers can find graphics useful in your writing.  Graphics have two main purposes:

1. they make the page look more interesting

2. they add extra information to the page.
Writing a review

In lessons 4A and 4B, you learned what readers expect to see in a review.  A review is where the writer says what he or she feels about the something, such as a restaurant or a film.

Formal writing

In lesson 7A and lesson 7B, you learned what formal writing is. Formal writing is ‘proper’, or business-like, writing. This is the type of writing to use when you’re writing a document for work or school.

[image: image5.wmf]
Your writing should be easy to understand.

Read your work before handing it in.
If you were the reader, would you understand the writing?
Two questions before you write something

Whenever you write something, you must ask yourself two questions:

1. Who will read this communication?
Make sure that your readers will be able to understand your writing.

2. What type of writing is this?
Make sure that you choose the correct type of writing. Readers often expect you to write in a particular way. For example, you would write a report for your manager at work. You might write an article for the editor of a newspaper. 

  SAQ 7
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1. Why are graphics useful when you write?

	a.
	Because they let you show off your drawing skills.
	

	
	
	

	b.
	Because they can add extra information and make the page look interesting.
	

	
	
	


2. What is formal writing?

	a.
	It is everyday writing — the kind you would use writing to a friend.
	

	
	
	

	
	
	

	b.
	It is proper or business writing — the kind 
you would use in writing for work.
	

	
	
	


When you’ve finished, check your responses with the answers on page 49

	Score  ___ out of 2
	Tutor’s comments

	Date
	Tutor’s initials and date


Including all the information needed

In lesson 2A, you learned that using the words…

	Who?
	What?
	Where?
	When?
	Why?


..can help you to write something. Make sure that you include all of the information needed.  

In lesson 7A, you learned where to collect information for a report. You can get information from places such as:

· the library

· the Internet
· interviews

· questionnaires.
  SAQ 8
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1. Why must you include all the information in your writing?

	a.
	So the reader gets all of the details.
	

	
	
	

	b.
	So the reader gets none of the details.
	


2. Where can you get information to help you with your writing?

	a.
	You must use your own knowledge.
	

	
	
	

	b.
	You can use the library, the Internet, questionnaires and many other places.
	

	
	
	


When you’ve finished, check your responses with the answers on page 49

	Score  ___ out of 2
	Tutor’s comments

	Date
	Tutor’s initials and date


Using the correct structure

The way things are written is important. The correct structure refers to the way that you lay out your writing on the page. Information must also be put in the correct order.

You must also think about the way you use formal or informal writing. You need to decide which level of formality is appropriate for the type of writing. Business letters and reports are formal. 
E-mails and letters to friends are less formal.

Using headings

In lesson 3A, you learned that you can use headings in some types of writing. Headings help you to group related pieces of information together.

Writing letters

In lesson 5A, you learned how to write formal letters. You learned the following.

· Put your address in the top right-hand corner.

· You should put the address of the person you’re writing to underneath your address, but on the left-hand side of the page.

· You usually start a letter with ‘Dear…’

· You should write your letter in paragraphs.

· Your letter should end with ‘Yours sincerely’ or ‘Yours faithfully’.

· You should sign the letter then print your name underneath your signature.

There’s a letter in lesson 5A, if you want to remind yourself of the layout.

Writing e-mails

In lesson 5B, you learned how to write e-mails. You learned that e-mails are similar to letters, but with these differences.

· You don’t need to put the person’s address in an e-mail.

· You don’t need to be quite as formal as a letter.

· You don’t need to start off with the word ‘Dear’.

· You don’t need to finish it with ‘Yours sincerely’.
There’s an e-mail in lesson 5B, if you want to remind yourself of that layout.

Using paragraphs

In lesson 5B, you learned how to write in paragraphs. A paragraph is a section of writing.  Several sentences together are called a paragraph.  All sentences in a paragraph should be about the same thing. 

Writing adverts

In lesson 6B, you learned about writing adverts. You learned these rules for advert writing.

· The most important information goes first.

· The less important information goes last.

· The unimportant information gets left out.

· You must tell the truth.
Writing reports

In lesson 7A, you learned how to write reports. A report is a special type of business document.

Here are the rules for report writing.

1. Reports are written in sections.

2. Each section has a heading.

3. Reports should contain facts.

4. Reports should contain recommendations.

5. Reports must be written in a formal or business-like way.
‘Formal’ writing means using words that are proper or business-like.  For example, the word ‘guy’ is not formal.  In a report, you would say ‘man’.  Look back to lesson 7A to remind you of how to write a report.

  SAQ 9
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1. You should use the correct structure when you write. What does ‘correct structure’ mean?

	a.
	It means that it can be laid out any way that you like, and the information should be in any order.
	

	
	
	

	
	
	

	b.
	It means that it should be laid out correctly and 
the information should be in the correct order.
	

	
	
	


2. What goes into a paragraph?

	a.
	A paragraph contains several sentences. 
Each sentence is on the same thing.
	

	
	
	

	
	
	

	b.
	A paragraph contains one sentence. Each word in the sentence is about the same thing.
	

	
	
	


When you’ve finished, check your responses with the answers on page 50

	Score  ___ out of 2
	Tutor’s comments

	Date
	Tutor’s initials and date


Spelling, punctuation and word order

Spelling

Good spelling is important in your writing.  You must make sure that your spelling is as accurate as you can.  Using a dictionary is a good idea.  Also, you can use a word processor spell checker in your work.

If you feel that you’ve got a problem with spelling, you should speak to your teacher or tutor.

In lesson 4A, you learned about the differences between the words ‘to’, ‘too’ and ‘two’.  

Punctuation

Punctuation is all about the use of full stops, commas, question marks, and so on.

In lesson 4B, you learned about using full stops and commas. 

· Full stops tell your readers that the sentence has come to an end.

· Commas are mainly used to separate items in a list. For example:  ‘I sent my CV, a letter, a reference and the form to the company.’

· You can also use commas to create a pause in a sentence. For example: ‘I would like to work for this company, and I hope that I am successful.’

You can look back to these lessons if you want to revise these things.

Word order

Putting the words in the proper order is an important skill, when you write. You’ve done a lot of practice writing as you worked through the lessons, and you have had feedback from your teacher or tutor. If you’re not sure about word order, talk to your teacher or tutor.

  SAQ 10
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1. Why is good spelling important in your writing?

	a.
	It means readers can read your work easily. 
Good spelling also helps them to understand.
	

	
	
	

	
	
	

	b.
	It means the teacher or tutor is happier. They have nothing better to do than moan about spelling.
	

	
	
	


2. Why are spelling and punctuation important?

	a.
	They help your readers to understand more easily.
	

	
	
	

	b.
	They save having to repeat yourself.
	


When you’ve finished, check your responses with the answers on page 50

	Score  ___ out of 2
	Tutor’s comments

	Date
	Tutor’s initials and date
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As you can see, bad spelling makes reading difficult.

Good spelling helps your readers to understand.

TA2
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Apply for one of the following jobs.  Decide which job you want to apply for.  Read the advert carefully.  Think carefully about the skills needed for the job.  Write a letter applying for the job on a clean sheet of paper.

In the letter, you should say:

· why you want the job

· what your qualifications are

· why you would be good at the job

· what experience you have of this type of work

· what other skills you have.

Your letter should be at least 100 words in length.
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Summary of this lesson

Here is a list of what you’ve done in this lesson. 

· You revised all of the things you already know about writing skills.

· You thought about what it means to have a purpose when your write.

· You thought about how you would make sure your readers understand your writing.

· You thought about how to make sure that you include all of the information in your writing.

· You thought about choosing the correct structure for your writing.

· You did some revision work about spelling and punctuation.

· You did a practice assessment which is similar to the real assessment.
What next?

Ask your teacher or tutor when you will be doing the assessment.

	End of lesson 8B.  


LESSON 8C

Introduction to lesson 8C

Welcome to lesson 8C.  Here is a list of the things that you’re going to be doing:

· revising all of the things that you’ve learned about talking and listening

· taking part in an interview.

During the lesson, you’ll also work on the following skill:

· practice for the assessment for Outcome 3. This assessment is all about talking and listening skills.

[image: image6.wmf]
The assessment is mainly about talking.
You must also listen to others and answer questions as well.
Talking and listening skills in the assessment

Soon you will be asked to do the assessment for Outcome 3. It’s all about talking and listening.  You’ll talk for about two minutes. The assessment will be something like one of these.

· Take part in a discussion where you talk about a problem, or plan a day out.

· Your teacher/tutor will take the part of an interviewer and will ask you questions.

· Talk to a small group about a project that you’ve done, or about what you do in your job.

Here are the details of the Outcome.

OUTCOME 3. Produce and respond to simple oral communication
Performance Criteria

a) An appropriate range of spoken language structures is used.

b) The communication conveys simple information, opinions or ideas.

c) An attempt is made to sequence and link information, opinions or ideas.

d) Delivery takes account of situation and audience.

e) Responses take account of the contributions of other(s).

Here’s what you need to do in the assessment. 

a) Use words that other people can understand.
b) Include the important information.
c) Put things in the right order.
d) Talk so that you can be heard.

e) Answer any questions that other people ask you.

[image: image29.png]



A little preparation will help you with the assessment. Notes can be useful when you’re talking, to remind you of what you want to say.
  SAQ 11
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To make sure that you understand what you’ll be asked to do in the assessment, answer these questions.

1. What is the Outcome assessment about?

	a.
	Reading skills.
	

	
	
	

	b.
	Talking skills.
	

	
	
	

	c.
	Writing skills.
	


2. What type of thing might you do in the assessment?

	a.
	You will read a communication and answer questions about it.
	

	
	
	

	
	
	

	b.
	You will be asked to write a communication, such as
a report or a letter.
	

	
	
	

	
	
	

	c.
	You will give a short talk to a small group of people, 
or you will take part in a short discussion.
	

	
	
	


When you’ve finished, check your responses with the answers on page 51

	Score  ___ out of 2
	Tutor’s comments

	Date
	Tutor’s initials and date


Summary of what you’ve learned so far

You should have developed the skills for Outcome 3 already. The first seven study sections helped you to learn these skills. Here is a summary of what you’ve learned about talking and listening skills.

Use words that other people can understand

Use words in your talk that other people understand.

In lesson 4C, you learned that short linking words and phrases help people to understand you.

Linking words are just short phrases like these (the underlined words are linking words).

First of all, I wrote out the application letter.

After a week, I got a letter asking me to an interview.

When I went to the interview, I was nervous.

Use the correct speed

In lesson 7C, you learned that you must talk at the correct speed.

· If you talk too slowly, people will get bored.

· If you talk too quickly, people will miss important information. (And your talk will pass too quickly!)

[image: image7.wmf]
You don’t need to race through your talk.
Talk at the correct speed: not too fast and not too slow.
 SAQ 12
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1. Why should you use words that other people can understand?

	a.
	So that they can ask you questions.
	

	
	
	

	b.
	So that they know what you mean.
	


2. Why should you talk at the correct speed?

	a.
	So people can’t get a chance to interrupt you.
	

	
	
	

	b.
	So people don’t get bored or miss important points.
	


When you’ve finished, check your responses with the answers on page 51.
	Score  ___ out of 2


	Tutor’s comments

	Date
	Tutor’s initials and date


Include the important information

You need to include the correct information in your talk. You need to include all of the important points to help your audience to understand.

In lesson 2B, you learned how to include all of the important points in your talk. 

In lesson 2C, you saw how preparing notes will help you to say all of the important things that you want to say.

In lesson 3C, you learned that using cue cards can help you to remember what you need to say.

If you’ve forgotten, you can revise any of these lessons now.

Put things in the right order

In lesson 2B, you learned a lot about preparing for a talk. You learned that you should do the following things:

· decide on a subject

· create some notes

· get your audience ready

· deliver your talk.

In lesson 3C and lesson 4C, you learned how to put information in the correct order in a talk.

Imagine telling someone about your holiday. In what order would you tell them things about the holiday?

· You would tell them about your trip there first. 

· Then you would tell them what happened on the holiday.

· Then you would tell them about your trip home.

This is what we mean when we say ‘put information in the correct order’.
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Everything must go in the right order.
Start at the beginning and work through 
to the end.
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1. Which statement is true?

	a.
	You must put your information in the right order.
	

	
	
	

	b.
	It doesn’t matter what order you put the information in.
	


2. Why should you include all of the important points? 

	a.
	To impress the audience with your knowledge.
	

	
	
	

	b.
	To help the audience understand what you mean.
	


When you’ve finished, check your responses with the answers on page 52.
	Score  ___ out of 2
	Tutor’s comments

	Date
	Tutor’s initials and date


[image: image8.wmf]
This man is listening to a speaker
who hasn’t put the information in the correct order.
 The man has got bored because of this.
He can’t follow what’s being said.

Talk so that you can be heard
If no-one can hear you, there’s no point in talking.  

In lesson 7C, you learned that you should talk loud enough so that the person furthest away can hear you.

Body language and eye contact

In lesson 2C, you learned about eye contact and body language. Look at others – this is what we mean by good eye contact.  When other people are talking in the discussion, look at them as well.

Good body language is:

· looking alert and interested

· smiling

· sitting upright (or standing upright)

· not folding your arms across your chest

· using your hands to express your ideas.

Good eye contact and good body language will help your audience to understand what you’re saying.

You can revise these lessons if you feel that you need to.
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If you have good body language
and good eye contact…
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..your audience won’t fall asleep!
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1. How loud should you talk?

	a.
	Very quietly. You don’t want to disturb people.
	

	
	
	

	b.
	Loud enough for the person furthest away to hear you.
	


2. Why are body language and eye contact important?

	a.
	They tell people that you’re interested.
	

	
	
	

	b.
	They help people to understand 
that you are fashion-conscious.
	

	
	
	


When you’ve finished, check your responses with the answers on page 52.
	Score  ___ out of 2
	Tutor’s comments

	Date
	Tutor’s initials and date


Answer any questions that other people ask you.
Lesson 5C was all about asking and answering questions.  You learned that some questions just need short answers such as ‘yes’ or ‘no’. Other questions need longer answers.

When you’re taking part in a conversation with other people, try to give full answers.  Give people the information that they need.

In lesson 6C, you learned that you should think about the questions that you might get asked. It makes answering the question easier if you’ve thought about it beforehand.
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Don’t be stumped!

Think about the questions
 that you will be asked.
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1. Why is a full answer better than a short answer?

	a.
	Full answers let you talk more.
	

	
	
	

	b.
	Full answers make the communication more successful because you can give more information.
	

	
	
	


2. Why is it a good idea to think about what questions you might get asked?

	a.
	So that you can plan your answers.
	

	
	
	

	b.
	So that you can think what lies to tell.
	


When you’ve finished, check your responses with the answers on page 52
	Score  ___ out of 2
	Tutor’s comments

	Date
	Tutor’s initials and date


  TA3
Look back to the job adverts on page 29.

Pretend that you’ve got an interview for one of them.

You need to prepare for the interview. The questions that you’re likely to get asked are overleaf.

Write down some notes to help you when you go to the interview. Remember that you should write notes, not long sentences.  Short notes help to remind you of what to say. Short notes also help you to make eye contact with the listeners, because you don’t have to read lots of words.

Now arrange with your teacher or tutor to do this interview as a practice assessment.

    TA 3 (continued)

1. Why do you want this job?






2. What experience do you have of this type of work?



3. What skills do you have?






4. How good are you at working with other people?






5. How flexible are you about the times you work?






6. How easy is it for you to work overtime?






7. When would you be able to start, if you got the job?

Summary of this lesson

Here is a list of what you’ve done in this lesson. 

· You revised all of the things you already know about talking and listening skills.

· You revised how to use words that other people understand.

· You revised how to make sure you put information in the correct order.

· You revised how to make sure that you include all of the information when you’re talking.

· You revised how to talk at the correct volume and at the correct speed.

· You revised the need to think about questions that you might be asked.

· You did a practice assessment which is similar to the real assessment.
What next?

Ask your teacher or tutor when you will be doing the assessment.

A final word

Congratulations on reaching the end of lesson 8C.  You’ve now reached the end of the unit.  During the unit, you’ve done these things:

· you’ve worked through 24 lessons

· you’ve done lots of self-assessed questions, activities and tutor assessments

· you’ve learned how to use reading, writing, and talking and listening skills.

Here’s how I hope you’ve benefited.

· You now have better communication skills than you did before. 

· You understand why good communication is important in school, college and work.

· You will soon have completed the unit: Communication Access 3.  

[image: image9.wmf]
Having communication skills
is the key to success in school, college, work,
and in relationships with people.

	End of lesson 8C.  
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1. What is the Outcome assessment about?

	a.
	Reading skills
	(

	
	
	

	b.
	Writing skills
	

	
	
	

	c.
	Talking skills
	


2. What type of thing will you do in the assessment?

	a.
	You will be asked to write a communication
	

	
	
	

	b.
	You will read a communication and answer questions about it.
	

	
	
	(

	
	
	

	c.
	You will give a short talk to a small group of people
	



1. Which one of these statements is true?

	a.
	The writer’s purpose refers to the reason why
 the writer wrote the communication
	

	
	
	(

	
	
	

	b.
	The writer’s purpose refers to how useful 
the communication was
	

	
	
	


2. Which of these questions means the same as, ‘What is the purpose of this communication’?

	a.
	Why was this communication written?
	(

	
	
	

	b.
	How useful was this communication?
	



1. Which statement is true?

	a.
	You need to be able to explain every single detail and every single point in the communication.
	

	
	
	

	
	
	

	b.
	You need to be able to explain the main points 
in the communication.
	

	
	
	(


2. What words help you to work out what a written communication is about?

	a.
	Maybe, perhaps, probably, usually, always.
	

	
	
	

	b.
	Who, what, where, when, why.
	(



1. You might be asked if a communication was useful. What does ‘useful’ mean?

	a.
	It means helpful or practical.
	(

	
	
	

	b.
	It means not helpful or not practical.
	


2. After you say if the communication was useful or not, you must say something else. What else do you need to say?

	a.
	You need to say why it was useful or not useful.
	(

	
	
	

	b.
	You need to say what the writer’s name is.
	



1. What is the outcome assessment about?

	a.
	Reading skills.
	

	
	
	

	b.
	Writing skills.
	(

	
	
	

	c.
	Talking skills.
	


2. What type of thing will you do in the assessment?

	a.
	You will be asked to write a communication.
	(

	
	
	

	b.
	You will read a communication and answer questions about it.
	

	
	
	

	
	
	

	c.
	You will give a short talk to a small group of people.
	



1. The assessment says you must have a purpose in your writing. What does the word ‘purpose’ mean?

	a.
	Your feelings about something.
	

	
	
	

	b.
	Your reason for writing about something.
	(


2. You might be asked to express your point of view in your writing. What does ‘your point of view’ mean?
	a.
	It means you should write with a pencil with a very 
sharp point.
	

	
	
	

	
	
	

	b.
	It means you should say what you feel about something. You need to explain why you feel this way, too.
	

	
	
	(



1. Why are graphics useful when you write?

	a.
	Because they let you show off your drawing skills.
	

	
	
	

	b.
	Because they can add extra information and make 
the page look interesting.
	

	
	
	(


2. What is formal writing?

	a.
	It is everyday writing - the kind you would use writing to a friend.
	

	
	
	

	
	
	

	b.
	It is proper, or business, writing - the kind you would use writing for work.
	

	
	
	(



1. Why must you include all the information in your writing?

	a.
	So the reader gets all of the details.
	(

	
	
	

	b.
	So the reader gets none of the details.
	


2. Where can you get information to help you with your writing?

	a.
	You must use your own knowledge.
	

	
	
	

	b.
	You can use the library, the Internet, questionnaires 
and many other places.
	

	
	
	(



1. You should use the correct structure when you write. What does ‘correct structure’ mean?

	a.
	It means that it can be laid out any way that you like, and the information should be in any order.
	

	
	
	

	
	
	

	b.
	It means that it should be laid out correctly 
and the information should be in the correct order.
	

	
	
	(


2. What goes into a paragraph?

	a.
	A paragraph contains several sentences. 
Each sentence is on the same thing.
	

	
	
	(

	
	
	

	b.
	A paragraph contains one sentence. Each word 
in the sentence is about the same thing.
	

	
	
	



1. Why is good spelling important in your writing?

	a.
	It means readers can read your work easily. 
Good spelling also helps them to understand.
	

	
	
	(

	
	
	

	b.
	It means the teacher or tutor is happier. They have nothing better to do than moan about spelling.
	

	
	
	


2. Why are spelling and punctuation important? 

	a.
	They help your readers to understand more easily.
	(

	
	
	

	b.
	They save having to repeat yourself.
	



1. What is the Outcome assessment about?

	a.
	Reading skills.
	

	
	
	

	b.
	Talking skills.
	(

	
	
	

	c.
	Writing skills.
	


2. What type of thing will you do in the assessment?

	a.
	You will read a communication and answer questions about it.
	

	
	
	

	
	
	

	b.
	You will be asked to write a communication, such as a report or a letter.
	

	
	
	

	
	
	

	c.
	You will give a short talk to a small group of people, or you will take part in a short discussion.
	

	
	
	(



1. Why should you use words that other people can understand?

	a.
	So that they can ask you questions.
	

	
	
	

	b.
	So that they know what you mean.
	(


2. Why should you talk at the correct speed?

	a.
	So people can’t get a chance to interrupt you.
	

	
	
	

	b.
	So people don’t get bored or miss important points.
	(



1. Which statement is true?

	a.
	You must put your information in the right order.
	(

	
	
	

	b.
	It doesn’t matter what order you put the information in.
	


2. Why should you include all of the important points?

	a.
	To impress the audience with your knowledge.
	

	
	
	

	b.
	To help the audience understand what you mean.
	(



1. How loud should you talk?

	a.
	Very quietly. You don’t want to disturb people.
	

	
	
	

	b.
	Loud enough for the person furthest away to hear you.
	(


2. Why are body language and eye contact important?

	a.
	They tell people that you’re interested.
	(

	
	
	

	b.
	They help people to understand that you 
are fashion-conscious.
	

	
	
	



1. Why is a full answer better than a short answer?

	a.
	Full answers let you talk more.
	

	
	
	

	b.
	Full answers make the communication more successful because you can give more information.
	

	
	
	(


2. Why is it a good idea to think about what questions you might get asked?

	a.
	So that you can plan your answers.
	(

	
	
	

	b.
	So that you can think what lies to tell.
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Kitchen Assistant wanted for busy restaurant and takeaway in town centre.  Duties include dishwashing, serving food, vegetable and meal preparation and general cleaning and tidying work.  During busy times, might be asked to act as a waiter or waitress.


Pay is 5.25 per hour. Overtime will be paid after midnight.  Experience of working in this type of job is not essential. Training will be given.  Apply in writing only to Mrs Yeo, Oriental Star Chinese Restaurant, High Street, Kirkcaldy, KY32 4FF 














�








�








SAQ 2 Answers





SAQ 1 Answers 





�











�








�








�








�








�





�








�








SAQ 14 Answers 





SAQ 10 Answers 





SAQ 4 Answers





General Assistant required for busy grocer shop.  Part-time work only – 25 hours per weeks. Must be able to work one evening per week until 10 p.m.


Duties include serving customers, handling cash, filling shelves and pricing items. Other duties include working in the stock room, unloading the delivery van and keeping the shop clean and tidy.


The shop sells a variety of grocery products as well as alcohol, cigarettes, newspapers and non-food items. Experience of working in this type of shop would be useful.


Please apply in writing to Mr Sharpe, The Corner Shop, 54 Main Street, Hawick, HK3 2GD
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