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Module: Writing at work
Module aims

Main aim
We are learning to write a job application using a range of verb forms and in simple, compound and complex sentences.
Other learning aims
We are learning to:

write sentences in the past continuous and present perfect forms of the verb

to write longer pieces of text using conjunctions, complex sentences and paragraphs

write in complex sentences.
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Module: Writing at work
Main aim:
We are learning to write a job application using a range of verb forms and in simple, compound and complex sentences.

Aim: We are learning to write sentences in the past continuous and present perfect forms of the verb.
The past tense shows what has already happened. There are several ways of writing in the past tense.

Ola checked the hoist.

This shows that Ola checked the hoist in the past.  She might have checked the hoist regularly, for instance:


Ola checked the hoist each day.

If Ola was checking the hoist at a particular time in the past, we could write it like this.


Ola was checking the hoist yesterday.

Something might have happened at that moment in time.


Ola was checking the hoist yesterday when Pete spoke to her.

Making the past continuous form

The first part is using the past tense of the verb to be.
	
	singular
	plural

	
	I was

	We were

	
	You were
	You were

	
	He/she was

	They were


The second part is to add ing to the base form of the verb. There are three rules.

1. For most verbs you add ing to the base form of the verb.




build

building



clean

cleaning
2. For most verbs that end in consonant followed by a vowel (a e i o u) followed by a consonant (CVC), double the last letter and add ing. 
	vowel
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	▼
	
	
	
	

	c
	u
	t
	
	chop
	fitting

	▲
	
	▲
	
	begin
	beginning

	consonant
	
	
	


3. If the verb ends in the letter e, drop the e and add ing.


charge

=
charging

lose

=
losing


but


tie

=
tying 
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Task 1: Pick out the past continuous
Underline the past continuous form in this text about accidents at work. The first one is done for you.
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Task 2: Writing the past continuous
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These sentences are in the present continuous. 

Write them in the past continuous.  
The example shows you what to do.

	I am leaning the ladder against the wall.

	I was leaning the ladder against the wall.


	1. I am mixing the mortar.

	

	2. We are stacking the bricks.


	

	3. He is running late.

	

	4. They are wearing their harnesses.

	

	5. They are dismantling the scaffolding.

	

	6. We are falling behind schedule.

	


Making the present perfect form
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You write in the present perfect form of the verb if you want to write about something that happened in the past and is still happening up to the present moment.

If you write:


Ola worked at Better Build for years.

This shows that Ola worked at Better Build at some point in the past but does not work there now. The event is over.

Look at:


Ola has worked at Better Build for years.
This shows that Ola has worked at Better build and is still working there now. This event is still going on.
There are two parts to writing this form.  

Part 1 You use the present tense of the base verb to have as an auxiliary verb.



I have

We have



You have
You have



S/he has
They have

Part 2 You use the ed form of the main verb. You learned the rules for this when you learned how to make the past simple tense.
For most verbs, you just add ed to the base form of the verb:
   harm
harmed
If the verb already ends with an e, just add a d:
 hope
 hoped
tie
tied
For most verbs that end in consonant followed by a vowel (a e i o u) followed by a consonant (CVC), double the last letter and add ed. 
	vowel
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	▼
	
	
	
	

	f
	i
	t
	
	fit
	fitted

	▲
	
	▲
	
	chip
	chipped

	consonant
	
	
	


If the verb ends with a y, drop the y and add ied....apply=applied
try=tried
When you use the ed form of the main verb to make the present perfect, it is called a participle. This is a form that can be used as a verb but it can also be used as an adjective to describe something.

Jan has mixed the cement. 

(present perfect)

Jan gave Stan the mixed cement.
(adjective)

Some participles you make in the present perfect do not follow the ed rule.

infinitive

past participle

infinitive

past participle
to tell


told



to fall


fallen


to find


found



to forget

forgotten

to keep

kept



to see


seen

to know

known



to do


done

to cut


cut



to be


been

to make

made



to lead

led

to break

broken


to give


given

to build

built



to read

read

to begin

begun



to put


put

to saw (timber)
sawn





Negative
When you make the negative form of the present perfect, you write not after the auxiliary verb.

Jan has not stacked the bricks.

I have not mixed the mortar.

Task 3: Pick out the present perfect
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Underline the present perfect form in this text about accidents at work. The first one is done for you.
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Task 4: Writing in the present perfect
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Read these sentences and then write them in the present perfect form. The example shows you what to do.

He cut his finger.


He has cut his finger.

	1. I forgot to write that down.

	

	2. The rubbish falls down the chute.

	


	3. I saw the accident book.

	

	4. I was in the site office.

	

	5. She keeps the work area tidy.

	

	6. Talia checks the accident reports.

	

	7. Jan tells him about the risks.

	

	8. He did not report the accident.

	

	9. The supervisor knew about the accident.

	

	10. It happened yesterday.

	


Writing longer pieces of text


Aim: We are learning about writing longer pieces of text using conjunctions, complex sentences and paragraphs.
Remember a simple sentence is made up of:



subject

verb


object


The worker

found


the syringe.


The children

were 


on the site.
A sentence that makes sense by itself is also called a main clause.
Two simple sentences (or main clauses) joined by a conjunction are called a compound sentence. We learned about compound sentences in the Entry 2 Writing materials.

At Entry 2 we looked at writing compound sentences joined by a conjunction.
	and
	but
	as
	or


Now we can add some more conjunctions to this list.

Group 1: Conjunctions to do with time

	when
	before
	since
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	while
	until

	after

	whenever
	


Group 2: Conjunctions with special meanings


	...although the weather could improve... 
...unless you change your mind...

...whether or not you agree with me...

...because we are running late...

...provided it stops raining...

...if we get lunch finished soon...
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Task 5: Using conjunctions

Read these sentences. Join them by writing a conjunction in the gap. Use a conjunction from the list below only once.  An example has been done for you.
	when
	before
	since
	whether
	because
	unless
	provided

	while
	after
	until
	whenever
	although
	where
	if


Example:

Do you notice any problems __________ you get to the site?

Do you notice any problems when you get to the site?
	1. Ola worked for Better Build  ___________ she came to work here.

	2. We need to check the staff roll ___________  the fire alarm rings.

	3. Jan can dig out the soil __________ Ola moves it to the dump.

	4. Ewa can help with the blockwork _______ she has finished the copings.

	5. We will finish the wall today  __________ more bricks are delivered.

	6. We cannot go back on site __________ the fire marshal tells us.

	7. We cannot go on site ___________  there is a gas leak.

	8. We definitely cannot complete the wall now__________ the bricks arrive.

	9. I cannot tell _________ she is telling the truth or lying.

	10. It’s been a while __________ we worked together.

	11. We can finish on schedule now ____________ there are no more absences.

	12. Ola is clearing the gangway_________ Ewa left the rubbish.

	13. We are running behind this morning __________ we could catch up this afternoon.


Aim: We are learning to write in complex sentences.
A complex sentence is made up of a main clause and one (or more) subordinate clause.  A subordinate clause has a verb but it needs the main clause for meaning. It cannot stand alone as a sentence.
main clause



subordinate clause
Ola used the bricks


that Jan had stacked.
We cannot start the ditch

until Mark starts the digger.
The subordinate clause can start the complex sentence.

subordinate clause

main clause


After Jan had stacked the bricks,
Ola used them.
Until Mark starts the digger,
we cannot start the ditch.
You can put the subordinate clause by the noun in the main clause.
Mark, who drives the digger, will start it soon.
The bricks, that Ola used, were stacked by Jan.
Some of the subordinate clauses began with conjunctions:
until
after
Some of the clauses began with pronouns: 
who
that
These pronouns belong to a group:

	that
	who
	which
	where
	when


	that and which shows an animal or thing
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	who 
shows a person
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	where
shows a place
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	when shows time
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Task 6: Pick out the subordinate clauses


Pick out the subordinate clauses in this piece of text on bogus self-employment. Underline them. Remember that subordinate clauses are likely to start with a conjunction or a pronoun. The first one has been done for you.


When you write long pieces of text, you use paragraphs to set out the 
writing.  You use paragraphs to help the people who read the text. Paragraphs help the reader follow the order of how things happen.  

Paragraphs can mark:
	an introduction

We all like holidays but this was one I would sooner forget.
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	a change of person – a new person is mentioned 

Ewa found a fire in the stores. She sounded the fire alarm and we evacuated the site.

Then the fire officer arrived...
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	a change of place 

The flight was delayed at Heathrow and we waited for five hours. Finally, we took off at eight in the evening.

When we got to Paris...
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	a change of subject 

Turning now to brick laying...
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	a change of time
The production line was running well in the morning without any problems.

Later that afternoon...
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There are some connective words you can use to show time is moving on.

You can use them at the beginning of a sentence or with a conjunction in a sentence.

	then
	and then
	next
	finally


a summing up or final paragraph

The last session was on manual handling and participants found it useful.

Overall, the training day went well and we learned a great deal...
Task 7: Being a ceiling fixer


Look at this text Being a ceiling fixer. It needs to be split up into paragraphs so it is easier to read. Use the rules about paragraphs to choose where that should happen. Draw a line between the sentences to show where the split should happen. Then write the rule in the box to show why there should be a new paragraph.
	Introduction

Change of time and subject


	Being a ceiling fixer


I went to college for two years but decided to start work instead of completing a degree. I started work in business but I really did not enjoy the office environment so I applied for an Apprenticeship. Usually when we are starting a new job we will go on a site induction to cover all of the health and safety elements and to learn about the job. We meet the Site manager or supervisor to go through the drawings.  I will get put on a particular section of the project, collect all the materials I need and then set about marking up as per the drawings. It usually takes a couple of days to get a ceiling up, depending on other contractors. There are good things about the job. The hours change, so some days you could start really early and get finished just after lunch. Other days you might only do a few hours. I like working in different places and working away for a few weeks at a time. I can be in Cardiff one week then London the next.  The bad side of it is that it can be very hard physical work especially when you are training and you end up doing all of the fetching and carrying. In the winter when you've got two jumpers and a fleece, you are still cold and it is not very nice. In the future, I will move on into quantity surveying.  It will be back in the office but you get to work out on site as well. I'd like to run my own business as you earn much more that way.  At the moment, I want to learn all that I can about as many trades as possible. I'll be qualified as a ceiling fixer, dry liner and partitioner soon and the career progression is very good.




Putting it all together – Writing application letters


So far you have learnt about:

using auxiliary and modal verbs
writing instructions
the future tense in the reading materials

the past continuous form 

the present perfect form 

writing longer pieces of text in complex sentences using paragraphs, 

conjunctions and pronouns.

You are going to put all these skills together to write a job application letter.  
You need to make sure that what you write...
...is clear and to the point
...is set out clearly and uses formal language
...can be understood by the people who need to read it

...shows how you can do the job

When you write an application letter you need to show...

...you are willing to do any training
...you have planned and edited your letter
...you have checked your spelling
...that you have read the job profile carefully
...you have the skills to do the job or you are willing to learn

Read the job advert and then read the application letter.




Task 8: Writing a job application letter


Here are some words for writing about yourself. If you do not know what some of them mean, look them up in a dictionary if you have one. Write the meaning in your own language.

	Talking about yourself

	friendly
	
	hard worker
	

	responsible
	
	able
	

	honest
	
	reliable
	

	team worker
	
	common sense
	

	good listener
	
	helpful
	

	punctual
	
	keen
	

	independent 
	
	problem solver
	

	pleasant
	
	willing
	

	flexible
	
	loyal
	

	positive
	
	thoughtful
	

	careful 
	
	cheerful
	

	initiative
	
	
	


Here are some frames you can use to write sentences in application letters.

	I have shown that I am a ................................person because.............

	I think that my strengths are..................

	In my past working life, I have always.......................

	I can.......................

	I am a person who is............

	When working as a member of a team, I am able to............

	I consider that I am.....................................because..............

	I have shown that I can.................................when.........................


Here is a way of setting out an application letter.


Now it is your turn. Use the letter frame, the sentence frames and the useful words to help you write an application letter for a job as a construction operative.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


How did you get on?

Module: Writing at work answers
Task 1: answers
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Task 2: answers

	1. I am mixing the mortar.

	I was mixing the mortar

	2. We are stacking the bricks.


	We were stacking the bricks.

	3. He is running late.

	He was running late.

	4. They are wearing their harnesses.

	They were wearing their harnesses.

	5. They are dismantling the scaffolding.

	They were dismantling the scaffolding.

	6. We are falling behind schedule.

	We were falling behind schedule.


Task 3: answers



Task 4: answers

	1. I forgot to write that down.

	I have forgotten to write that down.

	2. The rubbish falls down the chute.

	The rubbish has fallen down the chute.


	3. I saw the accident book.

	I have seen the accident book.

	4. I was in the site office.

	I have been in the site office.

	5. She keeps the work area tidy.

	She has kept the work area tidy.

	6. Talia checks the accident reports.

	Talia has checked the accident reports.

	7. Jan tells him about the risks.

	Jan has told him about the risks.

	8. He did not report the accident.

	He has not reported the accident.

	9. The supervisor knew about the accident.

	The supervisor has known about the accident.

	10. It happened yesterday.

	It has happened yesterday.


Task 5: answers

	1. Ola worked for Better Build before she came to work here.

	2. We need to check the staff roll whenever the fire alarm rings.

	3. Jan can dig out the soil while Ola moves it to the dump.

	4. Ewa can help with the blockwork after she has finished the copings.

	5. We will finish the wall today if more bricks are delivered.

You could have written provided too.

	6. We cannot go back on site until the fire marshal tells us.

	7. We cannot go on site because there is a gas leak.

	8. We definitely cannot complete the wall now unless the bricks arrive.

	9. I cannot tell whether she is telling the truth or lying.

	10. It’s been a while since we worked together.

	11. We can finish on schedule now provided there are no more absences.

You could have written if too.

	12. Ola is clearing the gangway where Ewa left the rubbish.

	13. We are running behind this morning although we could catch up this afternoon.


Task 6: answers


Task 7: answers

	Introduction


Change of time and subject



Change of subject

Change of subject

Change of time

Final paragraph that shows closure on the events 
	Being a ceiling fixer


I went to college for two years but decided to start work instead of completing a degree. I started work in business but I really did not enjoy the office environment so I applied for an Apprenticeship.  

Usually when we are starting a new job we will go on a site induction to cover all of the Health and Safety elements and to learn about the job. We meet the Site Manager or Supervisor to go through the drawings.  I will get put on a particular section of the project, collect all the materials I need and then set about marking up as per the drawings. It usually takes a couple of days to get a ceiling up, depending on other contractors. 

There are good things about the job. The hours change, so some days you could start really early and get finished just after lunch. Other days you might only do a few hours. I like working in different places and working away for a few weeks at a time. I can be in Cardiff one week then London the next.  

The bad side of it is that it can be very hard physical work especially when you are training and you end up doing all of the fetching and carrying. In the winter when you've got two jumpers and a fleece, you are still cold and it is not very nice. 

In the future, I will move on into quantity surveying.  It will be back in the office but you get to work out on site as well. I'd like to run my own business as you earn much more that way.  

At the moment, I want to learn all that I can about as many trades as possible. I'll be qualified as a ceiling fixer, dry liner and partitioner soon and the career progression is very good.
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Better Build











Construction Operative 





As a construction operative (also known as a groundworker or labourer) you would work closely with skilled tradespeople on building sites. You could work on projects ranging from new housing developments to roadbuilding.





At the start of a job, you would help to prepare the site, such as putting up site huts, unloading and storing building materials, and setting up ladders and scaffolding.





Once work gets underway, your duties could include:





groundworking – marking out and digging shallow trenches for foundations and drains 


formworking – putting up or dismantling the shuttering that holds setting concrete in place 


steel fixing – bending and fixing the bars used to reinforce concrete structures 


steel piling – fixing steel sheets together to form temporary retaining walls for excavation work 


concreting – layering and smoothing concrete for foundations, floors and beams 


roadworking – concreting, laying kerbs, paving and re-surfacing. 





You would use various hand, power and machine tools, or with further training, you could operate construction plant equipment such as dumper trucks or excavators.








Qualifications and experience 





Although there are no set entry requirements to become a construction operative, you may have some GCSEs, or equivalent vocational qualifications. You may also have an advantage if you have some on-site experience. To work with construction plant machinery, such as excavators or dumper trucks, you will need to be 18 or over and have a driving licence.





To apply please write to:


Maria Gomez, Better Build, Glackin Street, Manchester MC10 9AU
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Bogus self-employment





There is a call for the Construction Industry Scheme (CIS) to be


 


reformed. CIS workers need to be treated as employees. There are concerns 





about bogus self-employment, which is a big problem in the construction 





industry. 








Many construction workers are registered as self-employed when they should 





not be. The contractors who provide the work register these workers as self-





employed. However, these workers are treated like employees because they 





have set hours and have to obey orders. They cannot refuse work and have the





tools and materials provided. The employer does not pay any National Insurance





contributions and the workers pay the lower level.








CIS workers have very few employment rights that they should have by law. 





They cannot get additional benefits because of their self-employment status. 





There are workers who are exploited by this system. They are not entitled to 





holiday pay, sick pay or other benefits that other employees get. Some workers 





do not get proper breaks. 








Worker X said that he was working in dangerous conditions where he does 





not have protective equipment. The workers who have not had Health and 





Safety training are exposed to risks. Worker X has not been injured although 





he has felt the effects of dust inhalation. He knows many workers who have 





been hurt.
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Demolishing a farm building


The director of a farming business was fined over £2000 for an �accident to one of his employees. The employee fell through a �skylight onto a concrete floor. He suffered multiple fractures and �head injuries.


Two employees of the farmer were taking down an old farm building. The workers were planning how they could demolish the building by themselves. The farmer was not working with them at the time of the accident. He had left them to make all the decisions about how they would do the job. The workers did not think about how to prevent falls. They did not take precautions about working at height.


The workers were walking close to unprotected skylights to get to the ridge of the building. They were not using safety netting or any other method to prevent a fall. One of the workers was walking across the roof when he fell through the skylight.


All work on roofs is high risk. All workers should be trained in safe working practices. A risk assessment should be carried out for all roofing jobs.





�





Your name


Your address


Your postcode





Company contact name


Company address 


Postcode





Date





Dear Mr/Mrs Name  (If you don’t know it then try and find out, otherwise use Sir or Madam.)





Put job title here that you are applying for and any job number shown in the advert.





I am writing about the job advertised in (put name of website or paper in here) dated (day month year).  I feel I have many skills and qualities for the role of a ___________.  I consider that I am ...........................











Please feel free to contact me if you would like to discuss this further. I look forward to hearing from you.





Yours sincerely (if you use Dear Sir/Madam put Yours faithfully)





(sign your name)








Your name


Your home phone number


Your mobile number


Your e-mail address (if you have one)
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Nearly 11,000 injuries each year are caused by slips and trips. Slips and trips are the second highest cause of accidents in construction after falls from height.  


One construction company has identified a number of ways to improve safety on site and reduce the number of accidents. It has introduced a ‘Don’t Walk By’ scheme. This encourages workers to stop when they see something dangerous and do something about it. 


It has started a ‘clean up ticket’ campaign. If a supervisor has given a ticket to a worker, the mess must be cleared in a certain time. Safety issues must be cleared immediately. 


One company has asked their workers to suggest safety ideas. The workers have suggested vinyl matting to cover uneven ground. They have thought of a ‘clean up campaign’ so that each person keeps the site safe. The firm has found that slips and trips on site have reduced in number.








Bogus self-employment





There is a call for the Construction Industry Scheme (CIS) to be


 


reformed. CIS workers need to be treated as employees. There are concerns 





about bogus self-employment, which is a big problem in the construction 





industry. 








Many construction workers are registered as self-employed when they should 





not be. The contractors who provide the work register these workers as self-





employed. However, these workers are treated like employees because they 





have set hours and have to obey orders. They cannot refuse work and have the





tools and materials provided. The employer does not pay any National Insurance





contributions and the workers pay the lower level.








CIS workers have very few employment rights that they should have by law. 





They cannot get additional benefits because of their self-employment status. 





There are workers who are exploited by this system. They are not entitled to 





holiday pay, sick pay or other benefits that other employees get. Some workers 





do not get proper breaks. 








Worker X said that he was working in dangerous conditions where he does 





not have protective equipment. The workers who have not had Health and 





Safety training are exposed to risks. Worker X has not been injured although 





he has felt the effects of dust inhalation. He knows many workers who have 





been hurt.



































Word check


Verbs that end in w or x do not double the letter before ed.





mixed       borrowed
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86 Wharf Road


Eastcliff-on-Sea


Wessex WH10 9JU





Maria Gomez


Better Build


Glackin Street


Manchester MC10 9AU





(Date)








Dear Ms Gomez


Construction Operative





I am writing about the job advertised in the Manchester Echo dated 3 September �20 _ _.





I feel I have many skills and qualities for a job as a construction operative. As I have worked in the construction industry for over ten years, I have a wide range of experience. I am familiar with groundworking, formworking, steel fixing and steel piling. I am also able to lay concrete foundations and floors.





In my working life, I have shown that I am a reliable, honest person who is responsible for ensuring that the work is completed on time. I have shown that I can work flexibly and solve problems when they occur. I am a positive person, who gets on well with other people. I can work as part of a team or work independently.





I have a fork lift truck licence.





Please feel free to contact me if you would like to discuss this further. I look forward to hearing from you.








Yours sincerely





(sign your name)


Your name


Your home phone number


Your mobile number


Your e-mail address (if you have one)






































Demolishing a farm building


The director of a farming business was fined over £2000 for an �accident to one of his employees. The employee fell through a �skylight onto a concrete floor. He suffered multiple fractures and �head injuries.


Two employees of the farmer were taking down an old farm building. The workers were planning how they could demolish the building by themselves. The farmer was not working with them at the time of the accident. He had left them to make all the decisions about how they would do the job. The workers did not think about how to prevent falls. They did not take precautions about working at height.


The workers were walking close to unprotected skylights to get to the ridge of the building. They were not using safety netting or any other method to prevent a fall. One of the workers was walking across the roof when he fell through the skylight.


All work on roofs is high risk. All workers should be trained in safe working practices. A risk assessment should be carried out for all roofing jobs.





Nearly 11,000 injuries each year are caused by slips and trips. Slips and trips are the second highest cause of accidents in construction after falls from height.  


One construction company has identified a number of ways to improve safety on site and reduce the number of accidents. It has introduced a ‘Don’t Walk By’ scheme. This encourages workers to stop when they see something dangerous and do something about it.


It has started a ‘clean up ticket’ campaign. If a supervisor has given a ticket to a worker, the mess must be cleared in a certain time. Safety issues must be cleared immediately. 


One company has asked their workers to suggest safety ideas. The workers have suggested vinyl matting to cover uneven ground. They have thought of a ‘clean up campaign’ so that each person keeps the site safe. The firm has found that slips and trips on site have reduced in number.

















Word check


Verbs that end in w or x do not double the letter before –ing





mixing       sawing (timber)
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