
[image: image1.png]


[image: image19.jpg]LEARNING
AND SKILLS
IMPROVEMENT
SERVICE



[image: image20.jpg]


[image: image21.emf]Bento

Training on Monday at 9

Bento

Training on Monday at 9

Entry 1: Writing
Module: Taking notes
Module aims

We are learning how to take short notes.
Module: How to take notes
Aim: We are learning how to take short notes
You do not need to write everything in sentences when you are at work. Sometimes you can write notes instead. You can write the notes in phrases. A phrase is a group of words. It is not a sentence.  

You use short forms of words. For example you write hrs for hours or mins for minutes.

You can use symbols for words. For example you use + or & for and.  

seeds + bulbs = seed and bulbs    sheep + cows = sheep and cows

You write notes when:
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	you take a telephone message
	you send a text
	you make a list


For example, read this phone call:

[image: image4.jpg]Hello. It's Konrad here. Tell Bento
his training is on Monday at 9.





Example 1
Sometimes you ask your line manager what they want you to do. You can make a list to help you remember:

[image: image22.emf]1.  check horses

2.  look after Denali

3.  feed + take out to field

4.  muck out stable

1.  check horses

2.  look after Denali

3.  feed + take out to field

4.  muck out stable


Example 2

The note may say:
[image: image5.jpg]Good morning Olenka. What
do you want me to do today?

Hello Asim. Please check the horses. Today |
want you to look after Denali. Feed him. Take

him to the field. Then muck out the stable.





Asim might write this list:
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mucking out a stable


Task 1 : Writing out notes
Now you try writing notes
1. Lidia phones her workplace. She is late. Write a note for her supervisor.
[image: image7.jpg]Hello. It's Lidia here. My train is cancelled.
Tell Bill I'll be 20 minutes late.





2.  Asim’s bus is 10 minutes late. Write his text to Olenka to tell her.
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3. Neno works on a large sheep farm. He finds a sick lamb. It is in the west field. 
    Write a text to tell Jack the farmer
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4.  Tariq arrives at the stables where he works. Make a list of the things the manager
     asks him to do.

[image: image10.jpg]Right Tariq, | want you to exercise Daisy.
Saddle her up. Ride her to the West Stables.
Then help Elsa to groom the ponies .





5. Nadia arrives at the dairy farm where she works. The manager tells her what to do.
    Make a list of her jobs.

[image: image11.jpg]Good morning Nadia. This morning |
want you to help Ed milk the cows. Then
clean and sterilise the milking machines.
Take the cows out to pasture. Come
back and clean out the milking shed.

milking cows





6. Ola takes a message from a farm machinery company.
[image: image12.jpg]Good morning. It's GG Machines here.
We have a combine harvester for you.

We can deliver next Friday morning.





How did you get on? 

Module 2: Taking notes answers
Task 1 answers

Your notes might look like this

1.
 [image: image13.jpg]Bill
Lidia's train cancelled

20 mins late.





2.

[image: image14.jpg]Olenka ‘

Bus 10 mins late.

Asim





3.
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Sick lamb in west field.

Neno





4.
[image: image16.jpg]Tarig: Exercise Daisy.
Saddle up + ride to West Stables.

Help Elsa groom ponies.





5.

[image: image17.jpg]Nadia: Help Ed milk cows. Clean
+ sterilise machines. Cows out to

pasture. Clean milking shed.





6.

[image: image18.jpg]66 Machines called.
Delivering combine harvester

Friday morning.
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