
writing skills 
workbook!

writing skills 
workbook!

Essential Skills 
Work Ready Youth Program
Essential Skills 
Work Ready Youth Program



https://skillscompetencescanada.com/en/


writing 

 

Use the table of contents to navigate through this workbook. Track your progress by putting a 

checkmark beside each topic you complete. 

SECTION AND TOPIC Pg.  

Welcome; Story of Essential Skills; Stuff You Need to Know About Writing 5  
  

ES Workout! 25 
1 Why Write? 27  

2 Whatever do you mean? 35  
3 Making Your Point 41  
4 Not Being Scottie B 45  

  

ES Booster! 61 

1 Writing Booster  Bulleted Text 63  
2 Writing Booster  Punctuation 67  

  
Answer Key! 71 

1 Why Write? 73  
2 Whatever do you mean? 79  

3 Making Your Point 81  
4 Not Being Scottie B 85  

  
ES Assessment! 89 

1 Writing Skill Testing Questions 91  

2 WritingTesting Questions  Answer key 95  
 

 





W 

5 

 Welcome to the essential skills work ready youth program 



W 

6 

Introducing the essential skills 
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The ES Measurement Scale 

What do the Levels Mean? 
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Measuring ESSENTIAL SKILLS (ES) 
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Give it A Try!  Think about writing 
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Writing also includes... 

 

 

 

 

What Sorts of things do people write at work? 

Getting started with writing 
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Writing in Action 

Writing!

Writing makes a difference 
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At Work 

At Home 

Measuring writing
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A few cool jobs that use writing! 
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Think writing isn’t a big deal?  Think again! 

writing matters! 

Writing Makes a difference 
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writing in action! 
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writing in the news! 
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Writing Bits and Bites 
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What does your handwriting say about you? 

Writing style Personality Behaviour 

Large  letters

Small  letters

Medium  letters 

Heavy pen pressure 

Right  slant 

Far     spacing     words 

Close spacing words 

Writing Bits and Bites 



W 

22 

Generational Divide: I’m Not Texting; I’m Taking Notes 

Writing Bits and Bites 

https://www.nytimes.com/2017/04/07/jobs/texting-work-meetings-social-media.html
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Career tip # 153: Possible Reason you didn’t get the job 

 

 

 

 

Writing Bits and Bites 
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Tips for writing headlines 















Writing Bits and Bites 



Give your skills a workout in 
this section of the workbook.  
Skills, Like muscles, get 
stronger the more we use them. 
Build your ES muscles by 
working independently to 
complete all of the workouts.  
You can check your answers in 
the answer key.

Put your skills to 
work!

ES WORKOUT!
ES WORKOUT!

Put your skills to 
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1. Why write?

Reasons we write 
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1. 

What I wrote Why I wrote # Minutes 

Text message 

Email 

Instructions 

Directions 

Report 

Personal letter 

Journal entry 

List 

Blog post 

Notes in point form 

More than 1 page 
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2.Whatever do you mean?

Punctuation – oh yes it matters 
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2. 

 

 

 

1. My brother wants to go to the movie on Friday.
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My phone battery won’t hold a charge 

anymore,

My soccer cleats are really old, 

2.
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3.Making your point

Need help? Try the Booster. 

 Bulleted Text

Using bulleted text 
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: 

1. 

Information Systems Technicians cooperate with other staff to inventory, maintain and manage 
computer and communication systems. ITs provide communication links and connectivity to the 
department in an organization, serving to equipment modification and installation tasks. 

Main duties 

Computer network technicians perform some or all of the following duties: 

Maintain, troubleshoot and administer the use of local area networks (LANs), wide area networks 
(WANs), mainframe networks, computer workstations, connections to the Internet and peripheral 
equipment Evaluate and install computer hardware, networking software, operating system software 
and software applications Operate master consoles to monitor the performance of computer systems 
and networks and to co-ordinate access and use of computer networks Provide problem-solving 
services to network users Install, maintain, troubleshoot and upgrade Web-server hardware and 
software Implement network traffic and security monitoring software, and optimize server 
performance Perform routine network start up and close down and maintain control records Perform 

http://www.calgary.ca/UEP/WRS/Pages/What-goes-where/Computers-and-computer-accessories.aspx?DCSext.w_wgw=aToZ
http://www.calgary.ca/UEP/WRS/Pages/What-goes-where/Computers-and-computer-accessories.aspx?DCSext.w_wgw=aToZ
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data backups and disaster recovery operations Conduct tests and perform security and quality 
controls Control and monitor e-mail use, Web navigation, and installed softwares Perform shell 
scripting or other basic scripting tasks May supervise other workers in this group 

Who do they work for? 

Self-employed IT Support Companies Government agencies Private Sector companies Anywhere 
computer networks exist 

Sample titles 

Internet Web site technician LAN administrator and technicians Computer network technician Data 
centre operator Network administrator System administrator 

Essential Skills 

Digital Technology Oral Communication Problem Solving 

How to join the field 

Completion of a college or other program in computer science, network administration, Web 
technology or a related field is usually required. Certification or training provided by software vendors 
may be required by some employers.

2.  

 

 

Main duties 

Who do they work for? 

Sample titles 

Essential Skills 

How to join the field 
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4. Not being scottie b.

Writing for and about work 
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JOB POSTING 

Competition number P07399 

Bargaining Unit Academic 

Posting Title Instructor - Hairstylist 

Classification Instructor 

Category of Work Full Time 

Org Code/ Description Hairstylist – 44408-Dept 

Location Main Campus 

Date Posted 01/30/2018 

Closing Date 02/15/2018 

Start Date 02/26/2018 

End Date 02/22/2019 

Salary Range As per Academic Salary Grid 

Hours of Work 900 hours 

Total Assigned Days 199 days 

Posting Status Open 

Job Duties 

Job Duties 1. Curriculum development
2. Instruction in the Cosmetology program
3. Maintain contact with industry

QUALIFICATIONS, SKILLS, ABILITIES (QSA) 

Required Qualifications, Skills and 
Abilities  

1. Grade 12 or equivalent
2. Journeyperson Hairstylist/Cosmetologist – Red Seal
3. 2-years recent, relevant post-journeyperson experience
4. Effective communication skills (written and oral)
5. Effective interpersonal skills
6. Demonstrates valuing diversity
7. Effective instructional ability
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2.
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3.  









Facilities Summer Student 

WHAT YOU WILL DO 
As part of the Maintenance Base team, you will work closely with the entire team, assisting with general 
administrative duties and interacting with many stakeholders both internally and externally. Working in 
Facility Services you will provide support for operational issues, while gaining exposure to working in a 
corporate setting and an airport environment. The successful candidate will be encouraged to return in 
future summers with added responsibility each additional summer term, resulting in valuable transferable 
skills towards your field of study. 

Reporting to the Manager, Facility Services some of your key responsibilities will be: 

 Assist with the investigation of operational issues, report findings and provide solutions.

 Answer phone calls and enter work order data.

 Provide coverage for the operations and maintenance desk.

 Manage the drawing room inventory and storage room.

 Reconciliation of physical assets to drawings.

 Assigned projects in respect to operational requirements.

 Assist managers, coordinators and director with general administrative duties.

WHAT YOU BRING 

 Excellent communication and customer service skills.

 Proficient with Microsoft Office Suite.

 Ability to read basic maps on Adobe.

 Ability to take initiative, work independently, and effectively collaborate with others.

 Ability to focus on a repetitive task for a long period of time while maintaining high attention to
detail.

 Experience working in an office setting is considered an asset.



Groundside Services Summer Student 

WHAT WILL YOU DO 
As part of our Airfield Operations team, you will be exposed to the many different aspects of airside 
operations. Primarily spending your time outdoors, you will assist our equipment operators with an array 
of tasks to ensure the ongoing operations of the airport while gaining valuable hands-on experience. 

Reporting to the Airfield Supervisor some of your key responsibilities will be: 

 Assist with line painting on airfield runways

 Landscaping requirements – watering, weeding, fertilizing, operating; mowers and weed
whackers

 Aid in the general maintenance of the Airside Maintenance Center and mobile equipment

 Assist Environmental Team with wildlife control, water sampling and noise management

 Support the Airfield Operations team with all other tasks required

WHAT WILL YOU BRING 

 Must possess a valid Class 5 Alberta Driver’s License or equivalent, subject to a driver’s abstract
review

 Road construction experience would be considered an asset

 Enjoy physical work in an outdoor environment

 Ability to take initiative and demonstrate strong time management skills

 Ability to work collaboratively in a team environment

 Obtain steel toed shoes or boots (an allowance will be given)

 Successful candidates for this position will be required to undergo a pre-employment medical
assessment; along with an alcohol & drug test by the Calgary Airport Authority’s Medical Officer
to confirm fitness for work

Note: Students must be returning to school in the fall to qualify for this position. 



Camp Counsellor 

Job requirements Languages English 

Education No degree, certificate or diploma 

Credentials (certificates, licences, memberships, courses, etc.) First Aid Certificate; CPR Certificate 

Experience 1 to less than 7 months 

Additional Skills Train and supervise staff; Leading/instructing groups; Leading/instructing individuals 

Work Setting Camp 

Specific Skills Lead groups and individuals in recreational or leisure programs; Demonstrate and instruct 

athletic, fitness or sports activities and techniques; Plan and carry out recreational, fitness and sports 

activities; Schedule activities, keep logs, maintain records and prepare reports; Monitor recreational, 

sports or fitness activities to ensure safety and provide emergency or first aid assistance when required 

Security and Safety Criminal record check 

Work Site Environment Outdoors 

Ability to Supervise 11-15 people 

Work Location Information Various locations 

Personal Suitability Initiative; Effective interpersonal skills; Flexibility; Team player; Excellent oral 

communication; Dependability; Judgement; Reliability; Organized 

Program title: Canada Summer Jobs 

Program description: This position is being advertised under the Canada Summer Jobs (CSJ) initiative. 

To be eligible for this position, you must be between 15 and 30 years of age on the start date of the job. 

You also must have been a full-time student during the previous academic year and be intending to return 

to full-time studies in the next academic year. You also must be a Canadian citizen, a permanent resident 

or a refugee under the Immigration and Refugee Protection Act. You must also be legally entitled to work 

according to relevant provincial legislation and regulations. 

How to apply Anyone who can legally work in Canada can apply for this job. If you are not currently 

authorized to work in Canada, the employer will not consider your job application.

https://ca.indeed.com/jobs?q=Summer%20Student&l=Calgary%2C%20AB&start=10&vjk=fbd3c77ba3a49d54
https://ca.indeed.com/jobs?q=Summer%20Student&l=Calgary%2C%20AB&start=10&vjk=fbd3c77ba3a49d54


Barista 

Moraine Lake Lodge – Join our Team! 

Do you love the outdoors? Do you enjoy connecting with guests from around the world? Does a 
summer exploring Canada’s Rocky Mountains and National Parks sound like the experience of a 
life time? If so take a look at the unique work opportunities we have at Moraine Lake Lodge this summer 
and consider applying to be part of a great team of people. 

Just 15 minutes away from the town of Lake Louise, Moraine Lake Lodge is located in Banff National 
Park and situated in the Valley of the Ten Peaks, at an elevation of approximately 6,183 feet (1,885 m). 
Moraine Lake’s glacially fed blue-green waters are visited each summer by thousands of travellers from 
over all over the world. Some guests will stay and enjoy the amenities in our beautiful Lodge, while others 
will visit for the day or just a few moments to get that iconic photograph. Our goal is to ensure that 
through our attitude and service, our guests have an exceptional experience. 

Responsibilities: 

Café Attendant/Barista is responsible for food and beverage guest service in the Snowshoe Café. This 
positions main responsibilities include but are not limited to: greeting guests, barista duties, food 
preparation (baking and preparing deli sandwiches, as needed), point of sale (POS, cash handling) and 
maintaining a clean, organized working environment while following proper food handling procedures. 

Details: 

 Fulltime, working up to 40 hrs. a week,

 Hourly wage with an end of contract bonus,

 Staff accommodation onsite, $15.00/day, includes all meals and laundry.

 May 15, 2018 – October 2, 2018 (TBC),

 Must be legally entitled to work in Canada prior to offer of employment.

Qualifications: 

 Min. 1 yr. of previous barista/café experience,

 Must be 100% guest service oriented, have excellent people skills with a positive and upbeat
personality,

 ProServe certificate or equivalent, an asset,

 Food preparation experience, an asset,

 Outdoor enthusiast, a passion for hiking and exploring the Rocky Mountains,

 Ability to lift heavy objects (up to 50 lbs.).
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you can give your skills a boost 
by reviewing some essential 
skills basics.  

Build your 
essential skills!es b

ooster
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From the classroom to the workplace Essential Skills matter! 

1. BULLETTED TEXT BOOSTER

Bullets are: 
icons or symbols used in writing to indicate that the items in a list are related, and 
important to, the text that comes before 

• often shaped like a little round circle, but they may be one of several other shapes

Bulleted lists are: 
 widely used in the writing of reports, manuals, letters, instructions, and other formats
 a clear, effective way of listing important ideas, so that they are easy to read and

understand

Bulleted lists must be parallel in structure and meaning. That is, if: 
 a bulleted list is to be made up of words that are nouns, then all items in the list must be

words that are nouns
 a bulleted list is made up of phrases, then all the items in the list must be phrases and

contain related content
 the bullets are all full sentences or paragraphs, then all the items must be full sentences

of paragraphs

Each item in a bulleted list should start with the same part of speech. Parts of speech include: 

 nouns – person, place or thing
 verbs - describes an action, state, or occurrence; for example, carry (action verb) the

boxes (noun)
 adjectives – describes a noun or pronoun; for example, shy (adjective) child (noun)
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From the classroom to the workplace Essential Skills matter! 

Bulleted lists of nouns 

Nouns are people, places or things. 

Below is a grocery list. It is a list of nouns. The items on the list are related because they are all 
the names of things to be bought. 
Things to buy: 

• lettuce
• peppers
• broccoli
• bananas
• cereal
• milk
• yogurt
• honey

All the items on this list are nouns; they are the names of actual items that need to be 
purchased. Even though the items are nouns, they don’t need to be capitalized unless a proper 
name, like a brand name, is used. For example Aphrodite yogurt, instead of just yogurt. 

Bulleted lists using phrases starting with nouns 

Each bullet in this type of list starts with a word that is a noun. The word that is the noun is 
followed by a description of the noun.  

Phrases are not complete sentences and so these bullets are not complete sentences. The first 
word does not need to be capitalized (although it sometimes is) and there does not need to be a 
period at the end of the phrase. 

Below is an example. It is part of a list from the Universal Declaration of Human Rights, 
Resolution 217A (III), which was passed by the United Nations in1948.  Each bullet begins with 
a noun. 

Some of the human rights that the declaration sought to guarantee are: 
• equality before the law and equal protection of the law, without discrimination
• freedom from arbitrary interference with privacy, family or home
• freedom of opinion and expression
• freedom of peaceful assembly and association
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From the classroom to the workplace Essential Skills matter! 

Bulleted lists using verbs 

Verbs describe an action, state or occurrence. Each item in the list below begins with a verb. 

Tips for cleaning the shop: 

• Remove items from shelves before dusting.
• Vacuum windowsills and corners with a vacuum hose.
• Clean windows with a newspaper and cleaning solution.
• Dust all ceiling fans and lights.

The list above also demonstrates a few common rules of bulleted lists. 

1. The verbs in a list should all the same tense. In this case, it is the simple present tense. The
action being described is to happen now.
• If the action being described had already happened, the verbs would be in the simple past

tense; that is, they would be written as:
o removed
o vacuumed
o cleaned
o dusted

• If the action being described was still happening or continuous, the verbs would be in the
present continuous form; that is, they would be written as:

o removing
o vacuuming
o cleaning
o dusting

2. The list demonstrates how to capitalize and punctuate when a bulleted list uses complete
sentences.
• Each item in the list is a complete sentence.
• Each item starts with a word that is capitalized.
• Each item ends with a period.

3. The list demonstrates how items in a list should all be related in some way. In this case, the
items are all related to how to clean. List items could be related to any number of other
topics,  such as:
• places to go in a new city
• things to do on a long weekend
• post-secondary institutions in your province that deliver trades training
• items to buy for a camping trip
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2. PUNCTUATION BOOSTER

What is punctuation? 

three punctuation basics 
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In this section of the workbook, 
you can Check your answers for 
the Essential skills workouts 
you completed! 

answers from the 
es workout!

ANSWER 

KEYANSWER 

KEY answers from the 
es workout!
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1. Why write?

Use the answers below to check your work. 

1. 

What I wrote Why I wrote # Minutes 

Text message 

To inform friends and family  

To share information 

To entertain myself and others

Email 

To book my car in for service 

To let my boss know I was sick and couldn’t 

work 

To ask my math teacher for help

Instructions 

To tell my brother how to work the washing 

machine 

To explain to the members of my science 

study group what we needed to do to finish 

our project

Directions To tell my mom where to pick me up

Report 
Completed an accident report, to explain the 

injury I received at work on Thursday

Personal letter 
Wrote a thank you note to my grandmother 

for my birthday gift. She doesn’t do email.
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Journal entry 
To keep my resolution of writing a journal 

entry everyday

List 
Made a list of things I need to take for the 

outdoor ed. trip 

Blog post NA

Notes in point form Notes from my automotives theory class

More than 1 page NA

2. 
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2.Whatever do you mean?

Use the answers below to check your work. 

1. 

2.
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3.Making your point

Use the answers below to check your work. 

1. 

Information Systems Technicians cooperate with other staff to inventory, maintain and manage 
computer and communication systems. ITs provide communication links and connectivity to the 
department in an organization, serving to equipment modification and installation tasks. 

Main duties 

Computer network technicians perform some or all of the following duties: 

 Maintain, troubleshoot and administer the use of local area networks (LANs), wide area
networks (WANs), mainframe networks, computer workstations, connections to the Internet
and peripheral equipment

 Evaluate and install computer hardware, networking software, operating system software and
software applications

 Operate master consoles to monitor the performance of computer systems and networks and
to co-ordinate access and use of computer networks

 Provide problem-solving services to network users
 Install, maintain, troubleshoot and upgrade Web-server hardware and software
 Implement network traffic and security monitoring software, and optimize server performance
 Perform routine network start up and close down and maintain control records
 Perform data backups and disaster recovery operations
 Conduct tests and perform security and quality controls
 Control and monitor e-mail use, Web navigation, and installed softwares
 Perform shell scripting or other basic scripting tasks
 May supervise other workers in this group.
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Who do they work for? 

 Self-employed
 IT Support Companies
 Government agencies
 Private Sector companies
 Anywhere computer networks exist

Sample titles 

 Internet Web site technician
 LAN administrator and technicians
 Computer network technician
 Data centre operator
 Network administrator
 System administrator

Essential Skills 

 Digital Technology
 Oral Communication
 Problem Solving

How to join the field 

 Completion of a college or other program in computer science, network administration, Web
technology or a related field is usually required.

 Certification or training provided by software vendors may be required by some employers
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2. 
 

 

 

Main duties Phrase 

Who do they work for? Noun 

Sample titles Noun 

Essential Skills Noun 

How to join the field Sentence 

3. 

What I need on Mondays includes: 

 Tablet 

 Headphones 

 Pen 

 Lunch 

 Bus pass 
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This year I would like to: 

 become a better skater 

 learn to drive well in winter conditions 

 read six books 

 learn to play guitar 

 be kinder to my little sister 

These are my reasons for wanting to become a Heavy Equipment 

Technician. 

 The employment prospects are good.

 The field is changing rapidly as self-driving vehicles are

developed, and so it will be interesting work for a long time.

 I really like technology as well as mechanics, and I think this

would be a good career for combining both interests.

 I could end up working in some really interesting locations, like

remote mine sites.

 The money is good.
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4. Not being scottie b

Use the answers below to check your work. 

1. 

Job Duties 

Job Duties 1. Curriculum development
2. Instruction in the Cosmetology program
3. Maintain contact with industry

QUALIFICATIONS, SKILLS, ABILITIES (QSA) 

Required Qualifications, Skills and 
Abilities  

1. Grade 12 or equivalent
2. Journeyperson Hairstylist/Cosmetologist – Red Seal
3. 2-years recent, relevant post-journeyperson experience
4. Effective communication skills (written and oral)
5. Effective interpersonal skills
6. Demonstrates valuing diversity
7. Effective instructional ability
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Grade 12 or equivalent GED 

Red Seal Red Seal 

Two years recent and relevant 

experience 

Five years of experience 

Created a manual for training 

apprentices at the salon where she 

worked. 

Effective communication skills Speaks two languages fluently and some 

of a third. Seems she must be interested in 

communication and will likely be able to 

communicate well with students. 

Effective interpersonal skills Her volunteer experience would require 

her to interact with people who may have 

some trouble with trusting others or 

communicating their needs. As she did 

well in her volunteer work, it seems likely 

she has good interpersonal skills. 

Demonstrates valuing diversity She chose to do volunteer work that 

exposed her to people from very diverse 

backgrounds and situations.  

Effective instructional ability Helped train apprentices at the salon in 

TO. 

Yes. I think she is a really good fit for the job. She has the qualifications, some 

experience with teaching apprentices and good exposure to people from diverse 

backgrounds and situations. 

2.
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3. 
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WRITING 

SKILL TESTING QUESTIONS 

Try the 11 questions below then check the 

answer key to see how well you did. 

1.

2.
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3. 

4.
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5. 

6. 

7. 

: 

8.
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9. 

10. 

11.
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writing 

SKILL TESTING QUESTIONS 

ANSWER KEY 

How did you do on the 11 questions? 

1. 

a) Request from Jason for 2 days off

2. 
a) Date of vacation and reason for days off

3. 

c) Rung locks broken. Rung covers missing.
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4. 

b) Sure! After I’m done soccer practice.

5. 

a) Dear Mr. Byers and Ms. Miller

6. 
a) Date and time, place, purpose of competition

7. 

a) ATTENTIONE SERVERS – April 9:Shift change

notification

8. 
a) Special training
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9. 

b) Repair details including safety concerns

10. 

a) 4/1/2/3

11. 
c) Both of the above
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