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 Welcome to the essential skills work ready youth program 
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Introducing the essential skills 
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THE NINE ESSENTIAL SKILLS 
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1. 

2. 

The ES Measurement Scale 

What do the Levels Mean? 

- 

- 

- 

- 

Measuring ESSENTIAL SKILLS (ES) 
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Give it A Try!  Matching Tasks and Skills 
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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

writing makes a difference 
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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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1. 

2. 

3. 

4. 

5. 

writing in action! 
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6. 

7. 

8. 

9. 

10.
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writing in the news! 



W 

19 

writing in the news! 
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Writing Bits and Bites 
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2. 

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 
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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 
work!
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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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• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

o 

• 

• 

2. 

• 

• 

•

• 
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• 

• 

• 

• 

• 

•

• 
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2.Whatever do you mean?

Punctuation – oh yes it matters 
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1.
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2. 

• 

• 

• 

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

anymore, so I need to get a new phone soon.

My soccer cleats are really old, but I don’t have any money to replace them. 

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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3. 


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4. Not being scottie b.

Writing for and about work 

• 

• 

• 

• 

•

• 
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1. 

• • 

• • 

• • 
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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.

• Reconcile physical assets to drawings.

• Assign 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


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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• 

• 

• 

• 

• 

1. 

• 

• 

•

• 
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5. Plain Language: KISS

Need help? Try the Booster. 

• Plain Language

Introduction 

• 

• 

• 

Choose the simplest word 
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Write ONE word that means the same thing 

In the absence of 

Assistance 

At an early date 

In addition to 

Prior to 

To be used in 

Along the lines of 

As a consequence of 

A large number of 

On numerous occasions 

In the event of 

It is requested that you 
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Avoid redundant redundancy 

• 

• 

•
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Be active!
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Put it all together 

http://www.plainenglish.co.uk/
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6. Who do you believe?

Critical writing 

• 

• 

Did You Know? 
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Wikipedia 

• 

• 

• 

• 

•
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https://www.boredpanda.com/funny-wikipedia edits/?utm_source=google&utm_medium=organic&utm_campaign=organic

https://www.boredpanda.com/funny-wikipedia%20edits/?utm_source=google&utm_medium=organic&utm_campaign=organic
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1. 

2.
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3. 

Plagiarism and paraphrasing 

• 

o 

• 

o

o 
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o 

• 

o 

o 

o 

“A lot of people in my family work in the trades and I have been 

intrigued by their work.”
1

  

1

 Deanna Lovett, explaining her interest in the trades 
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“A "citation" is the way you tell 

your readers that certain material 

in your work came from another 

source. It also gives your readers 

the information necessary to find 

that source again…” 

Source: 

https://www.plagiarism.org/article/

what-is-citation 

https://www.plagiarism.org/article/what-is-citation
https://www.plagiarism.org/article/what-is-citation
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✓

✓

✓
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7. Editing

Need help? Try the Booster. 

• Plain Language

Why edit? 

A properly proofed peace is worth 

showing to your boss. It’s a fish ant 

and engaging and proves that your 

someone whose able to effectively 

communicate. Its free from every 

missed take, and presents facts, in 

a way that’s easy to be under 

stood. 
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Editing Tips 

1 

2 

3 

4 

5 

6 

7 

8 

A properly proofed peace is worth showing 
to your boss. It’s a fish ant and engaging 
and proves that your someone whose able 
to effectively communicate. Its free from 
every missed take, and presents facts, in a 
way that’s easy to be under stood. 

Peace Piece 

A fish ant Efficient 

Whose Who’s 

Its It’s 

Missed take Mistake 

Under stood Understood 

https://www.business2community.com/content-marketing/editing-youre-work-important-0655063
https://www.business2community.com/content-marketing/editing-youre-work-important-0655063
https://www.business2community.com/content-marketing/editing-youre-work-important-0655063
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• 

• 

• 

1.
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2. 

Accelerate Document Organize 

Administer Eliminate Program 

Analyze Engineer Recommend 

Assemble Improve Remodel 

Calculate Initiate Supervise 

Create Interpret Train 

Design Negotiate Verify 
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Doesn’t spellcheck fix everything? 

• 

• 

• 

• 

1. 

A games artist is someone who creates 2D and 3D art four the visual 

elements of a video game, such as characters, vehicles, pops, scenery, 

background, objects, colours, textures, and clothing. All these things create 

the look and feet for a video game. Although this career is computer 

graphics focused, games artists still use traditional hand sketching in the 

beginning stooges. 

Three-dimensional (3D) artists may find employment in a variety of places, 

using computer and film technology to create till or moving 3D creations. A 

3D artist may work in media production to create elements for video games 

or 3D movies. These artists may also work in the growing field of medical 

illustration, creating 3D images of anatomy for research and diagnose. Fire 

3D artists now how to product large or small sculptures from any material, 

such as cloy, wood or metals. These five 3D artists usually work form a 

studio and may be found in any city in the country. 

Turn the dial to the #3 position. The fan will start, and the ignition light will come on. 
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Error in text Correct word 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12.
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Online versus print 

• 

• 

• 

• 

1. 
• 

• 

•

• 
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Licensed contractors and building owners need a permit before installing electrical products. If 
you have an installation permit and the scope of the work has changed, please amend the 
permit by filling out Electrical Installation Permit Amendment Form 1423 or by calling the office. 
The Province has delegated partial responsibility of the Safety Standards Act to several local 
governments. Our Jurisdiction Information page shows responsibilities for permits and 
inspections for specific areas not in the jurisdiction of Technical Safety BC. If the scope or value 
of work changes over the course of the project, a permit amendment must be submitted in a 
timely manner. A permit for the final value and scope of work must be in place prior to a 
request for final inspection. 
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I drove 1.5 hours for work one day — a typical commute for me. When I was getting out of the 
car, I realized that I had no shoes on. I like to walk and drive with bare feet, and usually I have 
a pair of shoes in the car. But that day, I couldn't find any shoes in the car. I was working as a 
psychotherapist in a psychiatric clinic and my first patient appointment was about to start. I had 
no choice but walked in to the packed waiting room. I pretended all was normal and called my 
first appointment patient's name. Throughout the whole day I talked with my patients and 
walked around the office barefoot. I acted as if all was normal and no one, not even my 
coworkers, mentioned a word about me not having shoes on the whole day. 
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More than 3,000 people filled the Tradex in Abbotsford, B.C. last Wednesday, for the provincial 
skills competition. In total there were about 20 young people competing in the car painting and 
autobody competition. “It was really nice to see a lot of female competitors,” said director of 
Skills Canada Collision Repair Program Leanne Jefferies. But it wasn’t just the competitions that 
filled the venue. Jefferies explained, they had a virtual paint booth set up for students to try, 
and industry brochures to hand out. According to Jefferies the paint booth attracted several 
thousand students and allowed them to get hands-on experience in the collision repair field. 
The paint booth also showed the students their results when they were done, and some of 
them kept coming back to try it out more than once, Jefferies said. 
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Formal versus informal 

Formal Writing Style Informal Writing Style 

Avoids slang and contractions Uses slang and contractions 

Tone is polite but impersonal Tone may be more personal 

Uses technical language and spells out 
abbreviations 

Uses less technical language and may use 
abbreviations 

Tone is usually serious and factual Tone may be emotional 

Avoids colloquial or very informal words May use colloquial words (awesome, folks) 

Avoids imperative. (Please remember that…) May use imperative. (Remember…) 

Uses proper punctuation and capitalization Uses proper punctuation and capitalization 

informal
formal 
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1.





In this section of the workbook, 
you can give your skills a boost 
by reviewing some essential 
skills basics.  

Build your 
essential skills!es b

ooster

es b
ooster

Build your 
essential skills!



writing 
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1. BULLETTED TEXT BOOSTER

• 

❖

❖

➢

➢

➢

▪

▪

▪
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Bulleted lists of nouns 

• 

• 

• 

• 

• 

• 

• 

• 

Bulleted lists using phrases starting with nouns 

• 

• 

•

• 
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Bulleted lists using verbs 

• 

• 

• 

• 

• 

o 

o 

o 

o 

• 

o 

o 

o 

o 

• 

• 

• 

• 

• 

• 

•
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2. PUNCTUATION BOOSTER

What is punctuation? 

three punctuation basics 
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• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

o 

• 

o 

• 

o
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3. PLAIN LANGUAGE BOOSTER

Avoid the Babble* (see Did You Know?) 
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What is Jargon? 

• 

• 

• 

• 

Plain what? 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

•

• 
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Want to write so readers understand? Avoid these 

words 

Instead of writing this… Try this… 

In order to to 

An adequate number enough 

Utilize use 

At the present time now 

In the event that if 

Due to the fact that because 

Collaborate together… collaborate 

Thinking outside the box… creative thinking 

Cutting / bleeding edge… new 

Drill down… examine / study 

Reach out to… call / email / talk with 

What about slang? 





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

105 m 

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

30 m 

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

60 m 

Directions To tell my mom where to pick me up 5 m 

Report 
Completed an accident report, to explain the 

injury I received at work on Thursday

45 m 

Personal letter 
Wrote a thank you note to my grandmother 

for my birthday gift. She doesn’t do email.

15 m 
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Journal entry 
To keep my resolution of writing a journal 

entry everyday

15 m 

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

outdoor ed. trip 

20 m 

Blog post NA

Notes in point form Notes from my automotives theory class 35 m 

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 the reasons I think you should let me take three days off to go 

backpacking. 

➢ Backpacking is a good fit with working here.

➢ I will be better able to talk to the customers about equipment and

supplies they should buy for backpacking.

➢ I am going to use my staff discount to buy one of our new

backpacks, so I can write a review about it.

➢ I will not ask for any other days off until after the busy season is

over.

➢ I have been your most reliable employee and so I think it is

reasonable to let me have a few days off.



W 

119

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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

 
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5. Plain language: kiss

Use the answers below to check your work. 

1. 

Write ONE word that means the same thing 

In the absence of Without 

Assistance Help 

At an early date Soon 

In addition to And or also 

Prior to Before 

To be used in For 

Along the lines of Like 
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As a consequence of Because 

A large number of Many or most 

On numerous occasions Often 

In the event of If 

It is requested that you Please 

2. 

options options already means more 

than one which is the same as various. 

planning you can only plan for the 

future.

forever nothing is longer than 

forever. 

mistake no one makes a mistake 

on purpose (unless it’s sabotage so not a mistake!) 

surprise all surprises are 

unexpected. 

written all written things are written 

down. 
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3. 

The ref called the penalty

We made a mistake on your account and have tried to fix it

Kai handed in the report yesterday

The apprentices will review the report before sending it to the supervisor

If most of the survey responses are negative, we may need to do more 

research before doing anything else

4. 

Completing this course will make it easier for you to write on difficult 

topics (14 words) 
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Here is the replacement driver’s licence you asked for. (9 words) 

In the next ten years it will be even more important for apprentices to 

complete their programs. (17 words) 



W 

127 

6.Who do you believe?

Use the answers below to check your work. 

wikipedia 

1. 

2007 

2019 

Colin Jose 

FIFA 

No. (The ISBN number indicates it is a print publication) 

British Columbia (Westcoast Reign) and Manitoba

2.



W 

128 

 There is information from a few different sources, so it might, but only two 

provinces are discussed specifically, which makes me think there could be 

information missing.  

3. 

catalogues 

Family ancestry 

Open dictionary 

Government of Canada 

Plagiarism and paraphrasing 

1. 

“A lot of people in my family work in the trades and I have been 

intrigued by their work.”
1

  

1

 Deanna Lovett, explaining her interest in the trades

People who organize the trades competitions for Skills Canada try to get 

young people interested in learning about trades and technologies.

I am an Indigenous person who is a Red Seal Machinist and I feel proud 

that I can use my skills to help my community.
1

  



W 

129 

1 

Chelsea, member of the Tl'etinqox (Anaham) Band, of the Tsilhqot'in 

(Chilcotin) Nation, explaining what it means to her to be a machinist

“I was blown away by the talent at the skills competition!” said Andy 

Hay, the celebrity chef, to Trade Magazine.

2. 

3. 

The government is reminding people interested in learning a trade that 

we need more apprentice technologists. 

To get to Sambaa K’e anytime except when you can drive the ice road, 

you need to fly. 

Don’t park in the no parking zone; you might get towed. 

The project will end Dec. 31. 
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If you plagiarize, you steal someone else’s work or ideas. 
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7.editing

Use the answers below to check your work. 

Editing tips 

1. 

The restaurant did have pizza. 

They can go somewhere tonight. 

I do want something to eat. 

The part did fit. 

47 teams could compete.

2. 

Work with a community award winning fundraising team  
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Graduate of the emergency first aid program 

Achieved the highest marks 

Managed a team of 4 servers 

Led a workshop with 50 participants 

Recipient of the first Bendel Award 

Spellcheck

1. 

A games artist is someone who creates 2D and 3D art four the visual elements 
of a video game, such as characters, vehicles, pops, scenery, background 
objects, colours, textures, and clothing. All these things create the look and feet 
for a video game. Although this career is computer graphics focused, games 
artists still use traditional hand sketching in the beginning stooges. 

Three-dimensional (3D) artists may find employment in a variety of places, using 
computer and film technology to create till or moving 3D creations. A 3D artist 
may work in media production to create elements for video games or 3D movies. 
These artists may also work in the growing field of medical illustration, creating 
3D images of anatomy for research and diagnose. Fire 3D artists now how to 
product large or small sculptures from any material, such as cloy, wood or 
metals. These five 3D artists usually work form a studio and may be found in 
any city in the country. 
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Error in text Correct word 

1 Four For 

2 Pops Props 

3 Feet Feel 

4 Stooges Stages 

5 Till Still 

6 Diagnose Diagnosis 

7 Fire Fine 

8 Now Know 

9 Product Produce 

10 Cloy Clay 

11 Five Fire 

12 Form From 

Online versus print

1. 
• 

• 

•

• 
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Licensed contractors and building owners need a permit before installing electrical products. If you 
have an installation permit and the scope of the work has changed, please amend the permit by 
filling out Electrical Installation Permit Amendment Form 1423 or calling the office. The Province has 
delegated partial responsibility of the Safety Standards Act to several local governments. 
Our Jurisdiction Information page shows responsibilities for permits and inspections for specific areas 
not in the jurisdiction of Technical Safety BC. If the scope or value of work changes over the course 
of the project, a permit amendment must be submitted in a timely manner. A permit for the final 
value and scope of work must be in place prior to a request for final inspection. 

Possible Heading: Obtaining a Work Permit 

Licensed contractors and building owners need a permit before installing electrical products. 

If you have an installation permit and the scope of the work has changed, please amend the permit 
by filling out Electrical Installation Permit Amendment Form 1423 or calling the office. 

The Province has delegated partial responsibility of the Safety Standards Act to several local 
governments. Our Jurisdiction Information page shows responsibilities for permits and inspections for 
specific areas not in the jurisdiction of Technical Safety BC. 

If the scope or value of work changes over the course of the project, a permit amendment must be 
submitted in a timely manner. A permit for the final value and scope of work must be in place prior 
to a request for final inspection. 

https://www.technicalsafetybc.ca/electrical/electrical-installation-permits) 

https://www.technicalsafetybc.ca/electrical/electrical-installation-permits
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I drove 1.5 hours for work one day — a typical commute for me. When I was getting out of the car, I 
realized that I had no shoes on. I like to walk and drive with bare feet, and usually I have a pair of 
shoes in the car. But that day, I couldn't find any shoes in the car. I was working as a 
psychotherapist in a psychiatrist clinic and my first patient appointment was about to start. I had no 
choice but walked in to the packed waiting room. I pretended all was normal and called my first 
appointment patient's name. Throughout the whole day I talked with my patients and walked around 
the office barefoot. I acted as if all was normal and no one, not even my coworkers mentioned a 
word about me not having shoes on the whole day. 

Possible Heading: My Most Embarrassing Work Story 

I drove 1.5 hours for work one day — a typical commute for me. 

When I was getting out of the car, I realized that I had no shoes on. I like to walk and drive with 
bare feet, and usually I have a pair of shoes in the car. But that day, I couldn't find any shoes in the 
car. 

I was working as a psychotherapist in a psychiatrist clinic and my first patient appointment was 
about to start. I had no choice but walked in to the packed waiting room. I pretended all was normal 
and called my first appointment patient's name. 

Throughout the whole day I talked with my patients and walked around the office barefoot. I acted 
as if all was normal and no one, not even my coworkers mentioned a word about me not having 
shoes on the whole day. 

(  https://www.businessinsider.com/here-are-your-most-embarrassing-work-stories-2016-7#-5) 

https://www.businessinsider.com/here-are-your-most-embarrassing-work-stories-2016-7#-5
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More than 3,000 people filled the Tradex in Abbotsford, B.C. last Wednesday, for the provincial skills 
competition. In total there were about 20 young people competing in the car painting and autobody 
competition. “It was really nice to see a lot of female competitors,” said director of Skills Canada 
Collision Repair Program Leanne Jefferies. But it wasn’t just the competitions that filled the venue. 
Jefferies explained, they had a virtual paint booth set up for students to try, and industry brochures 
to hand out. According to Jefferies the paint booth attracted several thousand students and allowed 
them to get hands-on experience in the collision repair field. The paint booth also showed the 
students their results when they were done, and some of them kept coming back to try it out more 
than once, Jefferies said. 

Possible heading: Collision Repair at Skills Competition 

More than 3,000 people filled the Tradex in Abbotsford, B.C. last Wednesday, for the provincial skills 
competition. 

In total there were about 20 young people competing in the car painting and autobody competition. 
“It was really nice to see a lot of female competitors,” said director of Skills Canada Collision Repair 
Program Leanne Jefferies. 

But it wasn’t just the competitions that filled the venue. Jefferies explained, they had a virtual paint 
booth set up for students to try, and industry brochures to hand out. 

According to Jefferies the paint booth attracted several thousand students and allowed them to get 
hands-on experience in the collision repair field. The paint booth also showed the students their 
results when they were done, and some of them kept coming back to try it out more than once, 
Jefferies said. 

https://www.collisionrepairmag.com/b-c-skills-competition-gives-students-hands-on-experience-in-the-

collision-repair-field/) 

https://www.collisionrepairmag.com/b-c-skills-competition-gives-students-hands-on-experience-in-the-collision-repair-field/
https://www.collisionrepairmag.com/b-c-skills-competition-gives-students-hands-on-experience-in-the-collision-repair-field/
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Formal versus informal

1. 

Are you going to the meeting tomorrow? 

What is the problem? Can I help? 

Unfortunately, that doesn’t make a difference. I still can’t help. 

Is the report finished? I was hoping to have it yesterday. 

Could you be a little more specific? 





ES 
Assessment!

essential skills!
work ready youth 
program

essential skills!
work ready youth 
program
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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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