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Entry 1: Writing
Module: Taking notes
Module aims

Main aim
We are learning how to take short notes.
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Module: Taking 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 write notes when:
	you take a telephone message
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	you send a text
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	you make a list
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For example, read this phone call:

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





The note might say:
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Pilar is a station assistant. Her boss tells her what to do on her first day. She writes down what he says.
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Pilar might write this list:



Task 1: Writing notes

Now, you try writing notes.
1. You are at work. The phone rings at your workplace. It is your boss. She wants you to give a message to Dara. Write a note for Dara.
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2.  Peter has to do an extra shift. He sends a text to his wife, Gina, to tell her he’ll be home at 8 pm. Write the text for him.
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3. Rula tells a new driver what to do on his second day. Read what she says. Write a note of what she says.
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4. Nadia arrives for work at the airport. Read what her team leader tells her. Write notes for her.
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5. Ola takes a message from the rail company. Write it for her.
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How did you get on?

Module 2: Taking notes answers

Task 1 answers

1.
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2.
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5.
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