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Produced as part of the Traineeship Staff Support Programme, commissioned and
funded by The Education and Training Foundation.
The aim of this resource is to give learners the opportunity to increase further learning and for tutors to use this material alongside other Core Curriculum Framework.  It can be incorporated as part of a literacy programme already started or it can be used as a starting point to introduce learners to the world of logistics.
  
The main objective is to provide the student with an insight into the literacy curriculum and introduce the sections speaking and listening, and reading and writing.
Covering all aspects of the Adult Literacy Core Curriculum with the logistics literacy resource will enable learners to practise various subject areas within the three main areas and help them progress to a higher level.  The information and tasks compiled in this resource can be used as an individual programme to assist learning when necessary or used for differentiated learning with small groups of learners who need extra support in particular areas.

As learners work through the resource – they will be able to:
· use various strategies to contribute to related discussions and situations in the Logistics environment
· read and identify various types of textual features, descriptive and persuasive texts
· have the ability to locate information and improve reading strategies
· use and recognise associated vocabulary and punctuation in a logistics setting
· use the correct grammatical knowledge, write in complete sentences with correctly spelt words
· plan, draft and present information to a suitable audience in a logical sequence, format and structure; ie using paragraphs where necessary. 

The resource is presented as 30 sessions, detailed in the following scheme of work. Each session details the aims and objectives and includes a number of tasks for learners to complete. The answers to these tasks are shown towards the end of the resource.




Scheme of work
	Session and page number

	Topic
	Activity
	Actual activity
	Curriculum references

	1 (25)
	Goal setting
 


	· SMART Target Exercise
· Work Related Goals
· SWOT Analysis
· Target / Deadlines
· Punctuation
	· Create SMART Targets
· Identifying and setting goals – personal and work-based
· To recognise what punctuation is?
· Punctuation Rules…..
· Logistics Word Wall
	· Rs/L1.2: Use punctuation to help their understanding

	2 (29)
	Dictionary work
	· What is a dictionary
· What is a thesaurus
· Using a dictionary
· How can it help you
· Spelling
· Punctuation
	· Identifying different  words and meaning for ‘Logistic’ words using the dictionary /  thesaurus
· Writing sentences
· Write a personal profile of your current skills – relate to session 1.  
· How can these be achieved?
	· Rs/L1.1:Use implicit and explicit grammatical knowledge e.g. of different sentence forms, types of word, verb tense, word order along with own knowledge and experience to predict meaning, try out plausible meanings, and to read and check for sense
· 
· Rs/L1.2:Use punctuation to help their understanding
· 
· Rw/L1.2:Recognise and understand the vocabulary associated with different types of text, using appropriate strategies to work out meaning
· 
· Rw/L1.1:Use reference material to find the meaning of unfamiliar words



	3 (35)
	Health and safety











	· Compare different texts, layouts and presentational features when reading documents
· Standards in the Workplace

	· Identifying the importance of different Texts
· To identify warehouse words and definitions in a dictionary
· Identify the layout  / presentational features of different documents
· To read and answer Health and Safety Instructions 
· Create a Health and Safety Poster


	· Rt/L1.3:Identify the main points and specific detail, and infer meaning from images which is not explicit in the text
· 
· Rw/L1.2:Recognise and understand the vocabulary associated with different types of text, using appropriate strategies to work out meaning
· 
· Rw/L1.3:Recognise and understand an increasing range of vocabulary, applying knowledge of word structure, related words, word roots, derivations, borrowings
· 
· Rw/L1.1:Use reference material to find the meaning of unfamiliar words
· 
· Ww/L1.1:Spell correctly words used most often in work, studies and daily life

	4 (43)
	Working safely
	· Importance of having a health and safety policy
· Read and select correct information from a piece of text
· Create safety instructions for a warehouse operative


	· Reading exercise on health and safety policy
· Benefit of a checklist
· Create a checklist
· Dictionary work
· Create safety instructions for use in a warehouse
· Consider pictorial images / wording for different ethnicities
	Rt/L1.5:Use different reading strategies to find and obtain information

Rs/L1.1:Use implicit and explicit grammatical knowledge e.g. of different sentence forms, types of word, verb tense, word order along with own knowledge and experience to predict meaning, try out plausible meanings, and to read and check for sense

Rt/L1.2:Recognise how language and other textual features are used to achieve different purposes, e.g. to instruct, explain, describe, persuade

Rw/L1.1:Use reference material to find the meaning of unfamiliar words

Wt/L1.3:Present information in a logical sequence, using paragraphs where appropriate

Rs/L1.2:Use punctuation to help their understanding

	5 (48)
	Knowing your audience and purpose




	· Who is your audience?
· Styles of writing
· Understanding who you are writing to
· Identifying the purpose of what you write
· Reasons to write letters – Write a complaint letter
	· Identify your audience suitable for formal and informal letter writing
· Clarify why you need to write to someone
· Describe the differences between formal /informal Letter Writing
· Write a letter of   complaint 
	Wt/L1.4:Use language suitable for purpose and audience

Wt/L1.1:Plan and draft writing

Wt/L1.2:Judge how much to write and the level of detail to include

Ws/L1.1:Write in complete sentences


	6 (52)
	Selecting the correct tone / style
	· Formal / informal Letters
· Identifying your audience
· Write a note to a colleague
· Write an email / letter in response to a delivery received
	· Recognising tone and style
· Reading exercise on  identifying  tone /style
· Recognise the tone in a letter /email/ newspaper article /advert /letter to a friend
· Write a note 
· Write a letter


	Rs/L1.2:Use punctuation to help their understanding

Rt/L1.1:Trace and understand the main events of continuous descriptive, explanatory and persuasive texts

Ws/L1.3:Punctuate sentences correctly and use punctuation so that meaning is clear

Wt/L1.4:Use language suitable for purpose and audience

Wt/L1.6:Proofread and revise writing for accuracy and meaning

Ws/L1.1:Write in complete sentences

Ww/L1.2:Produce legible text

Rs/L1.1:Use implicit and explicit grammatical knowledge e.g. of different sentence forms, types of word, verb tense, word order along with own knowledge and experience to predict meaning, try out plausible meanings, and to read and check for sense

Wt/L1.1:Plan and draft writing

	7 (56)
	Presentation of work
	· Compare different texts, layouts and presentational features
· Recognise health and safety in the workplace
· Read health and safety at work documents
· Create a suitable poster

	· Recognise the importance of layout / text 
· How to get the reader’s attention – how can presentational features improve a document
· Websites, email, advert, article 
· Identify words and definitions in a dictionary
· Create sentences with various words
· Create a poster to advertise a particular item which is for sale
	   Rt/L1.2:Recognise how language and other textual features are used to achieve different purposes, e.g. to instruct, explain, describe, persuade

Rt/L1.5:Use different reading strategies to find and obtain information

Rt/L1.2:Recognise how language and other textual features are used to achieve different purposes, e.g. to instruct, explain, describe, persuade

Rt/L1.3:Identify the main points and specific detail, and infer meaning from images which is not explicit in the text

Rw/L1.2:Recognise and understand the vocabulary associated with different types of text, using appropriate strategies to work out meaning

	8 (59)
	Obtaining information
creating a flow chart diagram
	· Create a flow chart
· Recognise flow chart symbols
· Analyse / research information for warehouse picker
· Creating a flow chart for a warehouse picker 



	· What is the purpose of a flow chart?
· Interpreting data
· Multiple choice questions on extracting and interpreting information using a diagram 
· Create a supply chain flowchart for a given company
	
Wt/L1.5:Use format and structure for different purposes

Wt/L1.1:Plan and draft writing


	9 (64)
	Types of text
	· Standard layouts
· Letters/emails
· Importance of Adverts /leaflets
	· Compare different types of letters
· Recognise presentational features of a leaflet - the difference between persuasive and informative
· Write a letter to a supplier about a new product
	Rs/L1.2:Use punctuation to help their understanding

Rt/L1.1:Trace and understand the main events of continuous descriptive, explanatory and persuasive texts

Ws/L1.3:Punctuate sentences correctly and use punctuation so that meaning is clear

Wt/L1.4:Use language suitable for purpose and audience

Wt/L1.6:Proofread and revise writing for accuracy and meaning

Ws/L1.1:Write in complete sentences

Ww/L1.2:Produce legible text

Rs/L1.1:Use implicit and explicit grammatical knowledge e.g. of different sentence forms, types of word, verb tense, word order along with own knowledge and experience to predict meaning, try out plausible meanings, and to read and check for sense

Wt/L1.1:Plan and draft writing

	10 (66)
	Conjunctions
	· What is a conjunction?
· Selecting the correct conjunction
· Writing to a colleague
· Writing to the local council

	· To recognise what a conjunction is
· To choose the correct conjunction when reading /writing sentences
· To write an informal note to a colleague
· To write a formal letter to the council asking for planning permission
 
	Rs/L1.2:Use punctuation to help their understanding

Rt/L1.1:Trace and understand the main events of continuous descriptive, explanatory and persuasive texts

Ws/L1.3:Punctuate sentences correctly and use punctuation so that meaning is clear

Wt/L1.6:Proofread and revise writing for accuracy and meaning

Ws/L1.1:Write in complete sentences

Ww/L1.2:Produce legible text

Wt/L1.1:Plan and draft writing

	11 (70)
	Telephone queries
	· Recognise how to act on the telephone
· Identify the correct manner and tone to use on a telephone
	· Recognise how to deal with queries on the telephone
· Identify how you would respond to an increase in price on the telephone
· Write a letter stating you are not happy with a price increase from your suppliers
· Consider how you would talk to a customer and persuade them to buy your products

	SLlr/L1.4:Provide feedback and confirmation when listening to others

SLc/L1.1:Speak clearly in a way which suits the situation

SLlr/L1.2:Listen for and understand explanations, instructions and narratives on different topics in a range of contexts

Ws/L1.1:Write in complete sentences

Wt/L1.1:Plan and draft writing

Wt/L1.6:Proofread and revise writing for accuracy and meaning

Ws/L1.3:Punctuate sentences correctly and use punctuation so that meaning is clear

Wt/L1.4:Use language suitable for purpose and audience

Ww/L1.2:Produce legible text




	12 (73)
	Designing a plan for a letter
	· What is the purpose of your writing
· Creating a good piece of writing
· Using a mind map / spider diagram
· Writing to a customer
	· What is a good piece of writing
· Create a mind map
· Write to a customer who is interested in purchasing the goods from your warehouse
· Consider how you respond to customers who are dissatisfied, write a letter stating you are sorry for the error
	
Rs/L1.2:Use punctuation to help their understanding

Rt/L1.1:Trace and understand the main events of continuous descriptive, explanatory and persuasive texts

Ws/L1.3:Punctuate sentences correctly and use punctuation so that meaning is clear

Wt/L1.4:Use language suitable for purpose and audience

Wt/L1.6:Proofread and revise writing for accuracy and meaning

Ws/L1.1:Write in complete sentences

Ww/L1.2:Produce legible text

Wt/L1.1:Plan and draft writing

	13 (75)
	Writing instructions
	· Write instructions for your staff to follow
· Create a list of instructions


	· Recognise the purpose of instructions
· Identify how instructions are written – write a list of instructions
· Create a list of instructions by looking at a map
for someone to follow
· Discuss how you would give orders or instructions to someone
	SLlr/L1.2:Listen for and understand explanations, instructions and narratives on different topics in a range of contexts

SLc/L1.3:Express clearly statements of fact, explanations, instructions, accounts and descriptions

Rt/L1.2:Recognise how language and other textual features are used to achieve different purposes, e.g. to instruct, explain, describe, persuade

SLlr/L1.3:Use strategies to clarify and confirm understanding, e.g. facial expressions, body language and verbal prompts

SLlr/L1.1:Listen for and identify relevant information from explanations and presentations on a range of straightforward topics

Wt/L1.3:Present information in a logical sequence, using paragraphs where appropriate

Wt/L1.5:Use format and structure for different purposes

	14 (79)
	Reading a payslip / contract of employment
	· Recognise what a payslip/contract of employment is
· Analyse important employee documents
	· Recognise the main categories on a payslip
· Read and answer questions on a payslip
· Read and analyse a contract of employment
· Write a personal statement to give the Manager of a local logistics firm
	Rt/L1.5:Use different reading strategies to find and obtain information

Rw/L1.2:Recognise and understand the vocabulary associated with different types of text, using appropriate strategies to work out meaning

Rt/L1.4:Use organisational and structural features to locate information, e.g. contents, index, menus, subheadings, paragraphs

Rw/L1.1:Use reference material to find the meaning of unfamiliar words

Wt/L1.1:Plan and draft writing

Ws/L1.1:Write in complete sentences

	15 (87)
	Recognising jobs and skills
	· Identifying a range of jobs
· Recognising employability skills
· Matching skills to specific jobs

	· What is a skill?
· What skills are needed for a particular role
· Identify words/ personal skills which relate to a specific job i.e Warehouse Assistant/Logistics Manager
· Write a letter to a Manager of a company asking about a job vacancy 
	Rw/L1.1:Use reference material to find the meaning of unfamiliar words

Rw/L1.2:Recognise and understand the vocabulary associated with different types of text, using appropriate strategies to work out meaning

Rw/L1.2:Recognise and understand the vocabulary associated with different types of text, using appropriate strategies to work out meaning

Rs/L1.2:Use punctuation to help their understanding

Rt/L1.1:Trace and understand the main events of continuous descriptive, explanatory and persuasive texts

Ws/L1.3:Punctuate sentences correctly and use punctuation so that meaning is clear

Wt/L1.4:Use language suitable for purpose and audience

Wt/L1.6:Proofread and revise writing for accuracy and meaning

Ws/L1.1:Write in complete sentences

Ww/L1.2:Produce legible text

Rs/L1.1:Use implicit and explicit grammatical knowledge e.g. of different sentence forms, types of word, verb tense, word order along with own knowledge and experience to predict meaning, try out plausible meanings, and to read and check for sense

Wt/L1.1:Plan and draft writing


	16 (92)
	Consider various jobs
	· Research local newspapers for different words on adverts
· Identify specific words on adverts
· Design an advert

	· Consider jobs within logistics/warehouse sector
· Dictionary work
· Write a letter about a vacancy for a forklift driver position
· Create an advert
	Rt/L1.2:Recognise how language and other textual features are used to achieve different purposes, e.g. to instruct, explain, describe, persuade

Ws/L1.3:Punctuate sentences correctly and use punctuation so that meaning is clear

Wt/L1.4:Use language suitable for purpose and audience

Wt/L1.6:Proofread and revise writing for accuracy and meaning

Ws/L1.1:Write in complete sentences

Ww/L1.2:Produce legible text

	17 (95)
	Teamwork
	· Identify the importance of teamwork
· Why is teamwork important
	· Recognise why teamwork is important to logistic companies
· Read and answer questions on team work
· Identify definitions and use a dictionary
· Create a word wall
· Create and design a poster
· Analyse your poster
	Rt/L1.5:Use different reading strategies to find and obtain information

Rt/L1.1:Trace and understand the main events of continuous descriptive, explanatory and persuasive texts

Rw/L1.1:Use reference material to find the meaning of unfamiliar words

Ww/L1.1:Spell correctly words used most often in work, studies and daily life



	18 (99)
	Confidentiality
	· Drafting and writing a memorandum
· Importance of Confidentiality at work
· Why is it important?
	· Dictionary work
· Create a memorandum for your staff about the importance of confidentiality
· Write a report stating the facts and details of an accident/incident in the warehouse with a member of staff
	 Wt/L1.1:Plan and draft writing

Ws/L1.1:Write in complete sentences

Wt/L1.2:Judge how much to write and the level of detail to include

Wt/L1.6:Proofread and revise writing for accuracy and meaning

Wt/L1.4:Use language suitable for purpose and audience

Wt/L1.5:Use format and structure for different purposes

Wt/L1.3:Present information in a logical sequence, using paragraphs where appropriate

Ws/L1.3:Punctuate sentences correctly and use punctuation so that meaning is clear

Ws/L1.2:Use correct grammar e.g. subject-verb agreement, correct use of tense

Ww/L1.1:Spell correctly words used most often in work, studies and daily life

	19 (101)
	Speaking and listening
	· Formal /informal conversations
a) colleagues
b) supervisor\line manager
c) employer\boss
	· Pair/group discussions – role plays
· What is the difference between a formal and informal discussion
· Dictionary work
· Talking on the telephone -  
consider questions to ask a buyer on the telephone
· How to talk to a director/manager of an organisation – damaged items
	SLc/L1.1:Speak clearly in a way which suits the situation

SLlr/L1.4:Provide feedback and confirmation when listening to others

SLlr/L1.2:Listen for and understand explanations, instructions and narratives on different topics in a range of contexts

SLlr/L1.3:Use strategies to clarify and confirm understanding, e.g. facial expressions, body language and verbal prompts

SLd/L1.2:Respect the turn-taking rights of others during discussions

SLd/L1.1:Follow and contribute to discussions on a range of straightforward topics

SLc/L1.2:Make requests and ask questions to obtain information in familiar and unfamiliar contexts

	20 (104)
	Communication in the business world
	· Importance of using the telephone
	· Recognise the role of the telephone 
· Dictionary work
· What makes a good telephone conversation
· How would you speak to a transport manager  - potential collection of goods
	SLlr/L1.3:Use strategies to clarify and confirm understanding, e.g. facial expressions, body language and verbal prompts

SLd/L1.2:Respect the turn-taking rights of others during discussions

SLd/L1.3:Use appropriate phrases for interruption

SLd/L1.1:Follow and contribute to discussions on a range of straightforward topics

Ws/L1.1:Write in complete sentences

Wt/L1.2:Judge how much to write and the level of detail to include

Wt/L1.6:Proofread and revise writing for accuracy and meaning

Wt/L1.4:Use language suitable for purpose and audience

Wt/L1.5:Use format and structure for different purposes

Wt/L1.3:Present information in a logical sequence, using paragraphs where appropriate

	21 (106)
	Writing emails
	· Consider the audience / text/ fonts/ wording of the documents
· How to start and sign off
· Consider who you are writing to
	· Prepare and write an email – planning stage
· Send an email your supplier telling them they have missed items off their delivery  - State it is important for your current contract; Tell them you would like delivery as soon as possible
· Your haulage vehicle failed to get to your customer’s company in time – send a reply in the form of an email 
· Design a sign
	Rs/L1.2:Use punctuation to help their understanding

Ww/L1.2:Produce legible text

Wt/L1.1:Plan and draft writing


	22 (109)
	Adverts and articles
	· Where would you find an advert / article
· What makes a good advert
· Distinguish between persuasive and informative text
	· Look in local  newspapers for different words
· Recognise main features of a leaflet
· Identify specific words on adverts – are they the same / different
· Write a short memorandum to your boss
	   Rt/L1.2:Recognise how language and other textual features are used to achieve different purposes, e.g. to instruct, explain, describe, persuade

Rt/L1.1:Trace and understand the main events of continuous descriptive, explanatory and persuasive texts 

Rt/L1.5:Use different reading strategies to find and obtain information

Wt/L1.3:Present information in a logical sequence, using paragraphs where appropriate

Rw/L1.1:Use reference material to find the meaning of unfamiliar words

Rs/L1.2:Use punctuation to help their understanding


	23 (111)
	Design a notice / leaflet
	· Importance of using colour, correct font, size
· Eye catching
· Analyse leaflets
	· Identify different types of fonts, size. Consider layout, presentation
· Analyse ‘eye catching’ leaflets
· Recognise words for a leaflet
· Illustrate and design a leaflet which advertises a product for the company you work for  - Include : The name of company, products you might sell, ideas why someone should use your company
	Rw/L1.1:Use reference material to find the meaning of unfamiliar words

Ww/L1.1:Spell correctly words used most often in work, studies and daily life

Wt/L1.1:Plan and draft writing

Ws/L1.1:Write in complete sentences

Wt/L1.2:Judge how much to write and the level of detail to include

Wt/L1.6:Proofread and revise writing for accuracy and meaning

Wt/L1.4:Use language suitable for purpose and audience

Wt/L1.5:Use format and structure for different purposes

Ws/L1.3:Punctuate sentences correctly and use punctuation so that meaning is clear

Ws/L1.2:Use correct grammar e.g. subject-verb agreement, correct use of tense

Ww/L1.1:Spell correctly words used most often in work, studies and daily life


	24 (115)
	Analysing your skills
	· Why use a table to support your information
· Create a SWOT chart
· Analysing skills for work 
· Analysing your own skills

	· Identify your own strengths, weaknesses, opportunities, threats – session 1
· Create a SWOT chart
· Imagine you are meeting with your manager for an appraisal  - 
create a list of your recent skills
· Write at least three paragraphs to demonstrate your own skills; Comment on how you have progressed; Consider what you want /hope to do next
	Wt/L1.5:Use format   and structure for different purposes

Ws/L1.1:Write in complete sentences

Wt/L1.2:Judge how much to write and the level of detail to include

Wt/L1.6:Proofread and revise writing for accuracy and meaning

Wt/L1.4:Use language suitable for purpose and audience

Wt/L1.5:Use format and structure for different purposes

Wt/L1.3:Present information in a logical sequence, using paragraphs where appropriate

Ws/L1.3:Punctuate sentences correctly and use punctuation so that meaning is clear

Ws/L1.2:Use correct grammar e.g. subject-verb agreement, correct use of tense

Ww/L1.1:Spell correctly words used most often in work, studies and daily life



	25 (118)
	CV writing
	· What categories are in a CV
· Why use a CV
· Compile a CV
	· Why is a CV important
· Why use a CV
· What headings do you find in a CV
· Compile your own CV
	Rw/L1.1:Use reference material to find the meaning of unfamiliar words

Ww/L1.1:Spell correctly words used most often in work, studies and daily life 

Rt/L1.5:Use different reading strategies to find and obtain information

Rt/L1.3:Identify the main points and specific detail, and infer meaning from images which is not explicit in the text

Rw/L1.2:Recognise and understand the vocabulary associated with different types of text, using appropriate strategies to work out meaning

Rt/L1.4:Use organisational and structural features to locate information, e.g. contents, index, menus, subheadings, paragraphs

Rs/L1.2:Use punctuation to help their understanding

	26 (124)
	CV writing
	· Create a CV
	· Design and create your own CV
· Consider your own qualifications, work experience and hobbies
	Wt/L1.3:Present information in a logical sequence, using paragraphs where appropriate

Rw/L1.1:Use reference material to find the meaning of unfamiliar words

Rs/L1.1:Use implicit and explicit grammatical knowledge e.g. of different sentence forms, types of word, verb tense, word order along with own knowledge and experience to predict meaning, try out plausible meanings, and to read and check for sense

	27 (126)
	Application forms
	·  Complete an application form
· Write a covering letter 
	· Identify and recognise what a covering letter is
· Complete an application form
· Write a suitable covering letter to a manager – applying for a job
	Rs/L1.1:Use implicit and explicit grammatical knowledge e.g. of different sentence forms, types of word, verb tense, word order along with own knowledge and experience to predict meaning, try out plausible meanings, and to read and check for sense

SLlr/L1.6:Respond to questions on a range of topics

Ws/L1.2:Use correct grammar e.g. subject-verb agreement, correct use of tense

Rt/L1.4:Use organisational and structural features to locate information, e.g. contents, index, menus, subheadings, paragraphs

Rs/L1.2:Use punctuation to help their understanding

Rw/L1.3:Recognise and understand an increasing range of vocabulary, applying knowledge of word structure, related words, word roots, derivations, borrowings

Wt/L1.2:Judge how much to write and the level of detail to include

Wt/L1.4:Use language suitable for purpose and audience

Rt/L1.1:Trace and understand the main events of continuous descriptive, explanatory and persuasive texts

Wt/L1.5:Use format and structure for different purposes


	28 (138)
	Prepare and create a presentation
	· Discuss ideas for a presentation
· Draft ideas 
· Prepare and write a presentation about a logistic/ warehouse company 
	· Identify what a ‘presentation’ is
· Recognise what makes a good presentation
· Use a dictionary / thesaurus to gain more knowledge
· Choose topic
· Draft ideas
· Write presentation
· Consider what to say and what needs to go on the actual presentation.
	Wt/L1.3:Present information in a logical sequence, using paragraphs where appropriate

Wt/L1.5:Use format and structure for different purposes

Rt/L1.2:Recognise how language and other textual features are used to achieve different purposes, e.g. to instruct, explain, describe, persuade

Ww/L1.2:Produce legible text

	29 (140)
	Presentation
	· Presentation
· Analyse 
	· Carry out presentation
· Analyse/discuss techniques
· What went well and what didn’t go so well.
	SLlr/L1.1:Listen for and identify relevant information from explanations and presentations on a range of straightforward topics

SLc/L1.4:Present information and ideas in a logical sequence and include detail and develop ideas where appropriate

Wt/L1.3:Present information in a logical sequence, using paragraphs where appropriate

Wt/L1.5:Use format and structure for different purposes

Rt/L1.2:Recognise how language and other textual features are used to achieve different purposes, e.g. to instruct, explain, describe, persuade

Ww/L1.2:Produce legible text

SLlr/L1.3:Use strategies to clarify and confirm understanding, e.g. facial expressions, body language and verbal prompts

SLlr/L1.5:Make contributions relevant to the situation and the subject

SLlr/L1.6:Respond to questions on a range of topics

SLc/L1.1:Speak clearly in a way which suits the situation

	30 (141)
	Evaluation
	· What is an evaluation?
· Read and answer questions on an evaluation
· Create an evaluation form
	· Recognise what an evaluation is and when it is used
· Identify the meaning of words which relate to the word ‘evaluation’ 
· Read and answer questions on evaluation forms
· Complete an evaluation form
	Wt/L1.3:Present information in a logical sequence, using paragraphs where appropriate

Wt/L1.2:Judge how much to write and the level of detail to include

Wt/L1.4:Use language suitable for purpose and audience

Rt/L1.1:Trace and understand the main events of continuous descriptive, explanatory and persuasive texts

Wt/L1.5:Use format and structure for different purposes

	
ANSWERS  - Page 145 onwards

















Session1    Goal setting
Aim:  To create SMART Targets in a logistics setting
Objectives:  To identify at least three SMART targets which are achievable by the end of your traineeship.
Tasks:
1. Why should you have SMART targets for logistics training?
2. What does SMART stand for?
3. Identify and set your own personal and work based targets to achieve by the end of the course
4. To compile a SWOT analysis
5. To recognise what punctuation is
6. To identify and recognise words on the logistics wall
Goal setting
When ‘goal setting’ you are basically considering your own future / financial goals or goals for a company or organisation. 
Targets or goals need to be SMART otherwise they have no real purpose or meaning.  SMART is an acronym, so each letter stands for a word.  
SMART stands for Specific, Measurable, Achievable, Relevant, Time-bound.

	
SMART GOALS


	
Specific

	
Make sure your goals are clear

	
Measurable

	
Make sure you identify ways of measuring your goals

	
Achievable

	
Make sure your goals are challenging but realistic

	
Relevant

	
Make sure your goals are consistent and will help you achieve your overall objective


	
Time-bound

	
Make 
sure you develop a timeline to keep your goals on track




Punctuation
Correct punctuation, spelling and grammar are very important when writing sentences.  All sentences need to start with a capital letter and end with a full stop.    If you use the word ‘I’ when you are talking about yourself this needs to be a capital letter. Names of people, places, days of the week and months of the year need to start with a capital letter.
Example     The clothing warehouse is very big.   It is very busy.     
You need to use a full stop and capital letter in every sentence. If you ask a question you need to use a question mark at the end instead of a full stop.
Example	Why is the warehouse so big?
Task 1 
Consider a logistics company - Identify the needs and goals of the company.
Think about:
· Why they are in business?
· Who they need to look after?
· Where do you they want to be in one year / five years / ten years’ time?  
· 
Task2   
What does SMART stand for?…. relate specific goals and targets within each category.
	S
	


	M
	


	A
	


	R 
	


	T
	







Task 3
Identify and set at least one personal and three work based targets you plan to achieve by the end of the course (within a set time-frame)
	PERSONAL GOALS / TARGETS

	 WORK RELATED GOALS / TARGETS

	
1.
	
1.

	
2.
	
2.

	
3.
	
3.

	
4.
	
4.

	
5.
	
5.

	
6.
	
6.



Task 4
What is a SWOT analysis? Consider your own SWOT analysis - complete the diagram below.  This can be reviewed later in the course at relevant stages or at the end.
	S
	

	

	W
	

	

	O
	

	

	T
	

	



Task 5
What is punctuation?
When is it used?
Why is it important? 



Task 6
Logistic word wall
Create a word wall with a list of words that will help you when writing and structuring sentences, letters, emails etc.
Examples: Dear, Yours Sincerely.


Task 7
Consider your literacy diagnostic… what targets in literacy do you need to work on?  Create at least three targets for yourself and be prepared to discuss with others in your class.
For example:   To write at least three paragraphs in my writing
                         To recognise the layout of a formal letter at least two times
   		   To identify two types of persuasive writing on two occasions.















Session 2   Dictionary work
Aim:  To recognise the purpose of a dictionary
Objectives:  To identify different words and meanings for a group of words
                    To use a thesaurus to increase your vocabulary of words
                    To write a personal profile of your current skills. 
          	
Tasks:
1. To identify the definition for words for at least five words in the logistic wall
2. To use a thesaurus to discover different words
3. To write at least eight sentences / two paragraphs using the words selected in Task 2
4. Consider your own personal skills and write a personal profile (relate to Session 1)
5. To proof read your work and identify any spelling mistakes.
	
[image: ]Dictionary
What is a dictionary?
You can use a dictionary to: 
· look up a word
· check you have the correct spelling.
You can also use it to look up the definition of a difficult word.

How to use a dictionary
In a dictionary all the words are listed in alphabetical order.
Words are grouped together starting with the letter ‘a’, then ‘b’ and so on.



Practice using a dictionary
A dictionary should be used to check words you are unfamiliar with and used as a way of practising new words.
It can be used to help you with your spellings.
Try and learn words which are new to you and which you can use in your everyday vocabulary and writing.
[image: ]









Task 1 – Using a dictionary look up the words listed below.  Read and consider what you think the word means. Look up the word and then write down the definition.

	
	
	Definition

	logistics
	
	

	transportation
	
	

	emphasis
	
	  

	haulage
	
	

	environment
	
	

	recruitment
	
	

	consultancy
	
	



What is a thesaurus?
[image: ]A Thesaurus is a book similar to a dictionary.  Instead of giving definitions it gives you a list of words which are nearly or exactly the same as the word you require.   Another word for this is a synonym. 
Using a thesaurus when writing will improve your vocabulary and make it more interesting for the reader. 





Task 2  
Use a thesaurus to recognise words with a similar meaning that could be used in your writing to replace the words on the list below. 
	
	
	Words using a thesaurus

	logistics
	
	

	transportation
	
	

	emphasis
	
	

	haulage
	
	

	environment
	
	

	recruitment
	
	

	consultancy
	
	



What are paragraphs?
Paragraphs make your writing interesting. Each paragraph should detail a main point in the text. Think about the order in which you want information in the document to be read. Important information and a description of what you are writing about should be placed in the first paragraph.
Remember to leave a line between your paragraphs to show the reader you are moving on to the next section of the writing.
Example
The consultancy agency plans to hold a recruitment fair in 
June.  It is going to be held in the conference rooms in 
………….. which is in easy reach of our main suppliers.
	The first paragraph details what the consultancy 
agency plans to do.



It is expected that all local haulage and transportation companies will be there to promote their products.
	The second paragraph gives more detail. 



Task 3
Write at least two / three paragraphs using some of the words from the logistics word wall. 
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------






Task 4  Personal skills and qualities
A skills is something that you can do like reading or driving, a quality is something that you are like being honest or respectful.
Tick the ones that might apply to you… can you add any more to the list.
	Personal skills
	
	Personal qualities
	

	
	
	
	

	Accurate
	Flexible
	Ambitious
	Punctual

	Calm
	Hardworking
	Enthusiastic
	Sincere

	Cooperative
	Practical
	Honest
	

	Dedicated
	Versatile
	Loyal
	



------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Imagine you are working in a logistic company and the director has asked you for a list of your current personal skills and qualities.   You need to write a personal profile which details all your skills related to working in a logistics environment.
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------






Task  5 
In groups make a list of at least four different skills and four qualities you can think of and consider how all these can be achieved.
Examples
Good time-keeping skills - make sure you arrive on time so you are ready to do the job you are required to do.
Efficient - in order to do the job correctly you are competent and have the knowledge to do the job to a high standard and achieve results which are expected of you.
·  
·  
·  
·  
·  
·  
·  
·  
·  

Write a sentence on how these can each be achieved.
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------






Session 3   Health and safety
Aims: To compare different texts, layouts and presentational features when reading   documents
           To recognise health and safety standards in the workplace
Objectives:  To identify the layout of different documents
                    To read and recognise health and safety document at work
                    To create a health and safety poster suitable for a warehouse        	
Tasks:
1. To identify the importance of different texts when presenting information

2. To identify warehouse words and definitions and find them in a dictionary 
3. To recognise how different presentational features can improve a document
4. To create a health and safety poster using different types of text, font
5. To develop understanding by reading and answering questions
 
6.  To undertake a wordsearch of ‘warehouse’ related words

Why is text important?
Text is found in all documents, the four main types of text are 
· descriptive
· informative
· instructive
· persuasive
Identifying the importance of using different texts…
Descriptive text – uses adjectives, describing words which can make writing more interesting, this type of text persuades people to do something. 
Informative text – contains information which is evidence and can be true or false, facts are usually found in a news article or report.
Instructive text – this type of writing contains instructions which the reader needs to follow.  This should be in clear language and be in a bullet points  or a numbered list.
Persuasive text – uses language in the form of facts to persuade the reader what they are reading is true and believable. 
Where would you find these different types of text?
Task1
Why is it important to consider how text is presented?
What makes a document look interesting and easy to read.
·  
·  
·  
·   
·  
· 

Task 2 
Consider and draw or use a computer to create appropriate fonts paying extra attention to size and whether it needs to be bold for the following documents:
Formal letter
Delivery notes
Spilt liquid notice
Letter/note to a friend
Instructions
Poster
Notice for a pallet
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Task 3   Read the following health and safety document and answer the questions below.

· What is meant by free of charge?


· What is meant by HSE?


· What is meant by the employer on the document?


· What does the law say about health and safety in the workplace?

· Who is responsible for keeping you safe at work?

· Where could you find out about your rights at work?

· What does you employer have to do for you… name three things an employer is legally obliged to do for their staff…


· Give two reasons why it is necessary to tell someone if the conditions are inadequate and something is putting someone’s health and safety at risk.










Task 4
A root word is the word from which the word you are looking for comes. For example the root word for ventilation is ventilate. If you cannot find the word in the dictionary straight away look for the root word.
Use a dictionary to identify the definitions for these words
Ventilation …………………………………………………………………………………………………
Conveyor …………………………………………………………………………………………………
Limitations …………………………………………………………………………………………………
Hazards …………………………………………………………………………………………………
Executive …………………………………………………………………………………………………
Hoists …………………………………………………………………………………………………
Inspection …………………………………………………………………………………………………
Hazardous …………………………………………………………………………………………………
Maintenance …………………………………………………………………………………………………
Housekeeping …………………………………………………………………………………………………
Extinguisher …………………………………………………………………………………………………
Procedures …………………………………………………………………………………………………
Protective …………………………………………………………………………………………………
Regulations …………………………………………………………………………………………………
Task5
Create a health and safety poster which uses suitable words and is presented correctly. It should relay the message to the reader by stating the importance of the contents
























Task 6 
Warehouse safety wordsearch

[image: ]
ACCIDENTS		CLOTHING		COMBUSTABLE		CONVEYORS
FLAMMABLE	HANDLING	HAZARDS	HOISTS	HOUSEKEEPING
INSPECTION	MAINTENANCE	MANUAL	MATERIALS	NEAR-MISSES
PRECAUTIONS	PROCEDURES	PROTECTIVE	REGULATIONS
SAFETY	SUBSTANCES


Session 4   Working safely

Aim:  To identify the importance of having a health and safety policy.
Objectives:  To select the correct information from a piece of text
                    To compare pictorial images and consider their benefits
                    To create safety instructions suitable for a warehouse operative.      	
Tasks:
1. To read and answer questions using a health and safety policy
2. To recognise the benefits of using a checklist
3. To create a checklist
4. To use a dictionary to increase vocabulary of specific health and safety words
5. To create a list of safety instructions suitable for the workforce especially people from different ethnic minorities.



























Task 1 
Read the following paragraphs and answer the questions below.

Health and safety policy

A health and safety policy may incorporate a ‘Statement of Intent’, this is a statement which will propose a goal or give examples of facts or controls which the company and its employees need to follow to ensure a safe environment to work in. 

The health and safety policy ensures that a company complies with relevant legislation and meets the minimum requirements. It provides guidelines for establishing and implementing programmes that will reduce workplace hazards and protect and safeguards employee health. Most of us probably spend more time at work than we do at home therefore it is important that the workplace is as safe as it can be. A happy workplace results in a happy employee. Please make sure that you carefully read this booklet which outlines our health and safety policy. If you have any questions or there is anything you are unclear about then please seek assistance from your team representative. You will have to sign a document to certify that you have read and understood everything. This must be done within one week of receiving this handbook. Please find the declaration attached at the back. You must sign it and return it to the general manager. Therefore we advise you to pay close attention to the points below as your signature confirms that you may be legally bound if you fail to comply with our policy. 
Statement of Intent
BR Clothing Ltd is committed to a system of health and safety management. It is our intention to enforce appropriate measures to control and monitor health and safety procedures as a vital part of running BR Clothing Ltd as an efficient and successful operation. 
Therefore, we recognise legal duties our business is bound by and so as far as is reasonably practicable BR Clothing Ltd:
· Ensures that equipment, work environment and working practices are safe and offer no hazard and risk to individual health and safety. 
· Provides such information, instruction, training and supervision as is necessary to ensure employees are aware of and understand the health and safety procedures. 
· Where necessary, consults with employees and ensures that their suggestions and concerns are taken into consideration. 
· Ensures that all employees are aware of their responsibilities and co-operate with management in its efforts to fulfil health and safety policy. 
· Safeguards the health and safety of visitors, contractors and of any members of the general public who could be affected by its activities.
· The policy needs to be reviewed and updated as and when necessary particularly in respect of major changes within the company and/or changes in legislation and brings these changes to the attention of employees. 
· Ensures the health and safety policy is monitored in the workplace by persons appointed. 
Questions 
1.  What is the purpose of the policy?
1. How can the company protect employees while they are on the premises and how can workplace hazards be reduced? 
1. What is the main purpose of a ‘Statement of Intent’
1. What do employees have to do in connection with the health and safety policy?
1. Who else does this legislation protect and safeguard?
1. When should the policy be up-dated
1. Who looks after the health and safety policy?


Task 2

[image: ]What is a checklist?  Why use one?

Checklists are used to make someone more 
organised and efficient in their job.  Creating 
a list of jobs allows someone to be more focused 
so they can prioritise their work and take charge of
the work in hand.  It can help some people to focus on the tasks they have to do.
 

List below some of the benefits you have by creating a checklist to work from.
· ……………………………………………………………………………………………………………………………………
· ……………………………………………………………………………………………………………………………………
· ……………………………………………………………………………………………………………………………………
· ……………………………………………………………………………………………………………………………………
· ……………………………………………………………………………………………………………………………………
· ……………………………………………………………………………………………………………………………………
· ……………………………………………………………………………………………………………………………………
· ……………………………………………………………………………………………………………………………………
· ……………………………………………………………………………………………………………………………………
· .........................................……………………………………………………………………………………………


Task 3

Take five minutes to create a checklist that you can use in your course / work / home life.   Consider the jobs you need to do and put them in order of priority.  

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



Task 4

Use a dictionary to identify these health and safety words, read the definition to a partner and write it down in the space provided.
	legislation
	


	establishing
	


	implementing
	


	representative
	


	appropriate
	


	practices
	


	responsibilities
	


	communication
	


	adhered
	


	adjustable
	


	maintaining
	


	spillages
	












Task 5

To create a list of safety instructions suitable for the workforce especially people from different ethnic minorities.   Use some of the following signs and add some written instructions for your staff to follow.




 [image: http://www.uksignwarehouse.com/sites/default/files/imagecache/product/safety-signs.jpg]















Session 5   Identifying your audience

Aims:  To identify your audience
           To recognise styles of writing appropriate to your audience.
Objectives:   To identify your audience and use the correct documentation
                     To write a complaint letter informing them of an incorrect delivery.

          	
Tasks:
1. To identify your audience suitable for formal and informal letter writing
2. To clarify why you need to write to someone
3. To recognise reasons why you would write to someone
4. To describe the differences between formal and informal letter writing
5. To write a letter of complaint to someone.




























Task 1

What is meant by your audience?

Why is your audience important?

Who is the audience?

How do you know what style to write in?

It is very important to consider your audience; this may be an employer, work colleague, friend, manager, Chief Executive.

Once you know who your audience is you can create a document using the style which is appropriate to them. 


Why are you writing?   Think of at least five different reasons why you would need to write something.

· To complain
· To invite
· To inform someone of something
· To describe 
· To persuade



Task 2

Formal/informal writing   - why is it important?

What is meant by an informal style and how does this differ to a formal style of writing?

Who is the audience for each?

Why is it important to use the correct format when writing to someone?












Task 3 
Dictionary work    - writing a letter of complaint

	complaint
	


	concerning
	


	incompetent

	


	invalid
	


	inappropriate
	


	apology

	

	disappointing

	



What other words might you use? You may want to use a thesaurus for this.

Task 4

What is the purpose of using a mind map/spider diagram?

[image: ]















The main purpose is to help you in the connection between ideas and to help you identify the different sections you need to include in a letter.








Task 5    
Letter of complaint


You are working as a supervisor in a warehouse; your staff have just made you aware of the delivery of a new machine you requested is faulty and is not fit for purpose.  The company paid for these by a pro-forma invoice because they wanted the goods quickly.   


Write a letter to the company complaining about the faulty machine.

You should include:
· details of the problem and why you are writing
· give details of how you expect the company to deal with this.


Remember
· Write using full sentences, using the correct grammar, punctuation and spelling
· Use a mind map / spider diagram to organise your ideas for your letter
· Use the correct layout for a formal letter.

You can use a dictionary and have 20 minutes to do this exercise.   

It should be about 150 – 200 words long.


























Session 6   Tone and style – formal/informal letters

Aims:	To recognise tone and style in a document
To write a formal and informal letter.
Objectives:	To identify your audience and use the correct documentation
To write a complaint letter / email informing them of an incorrect delivery.

          	
Tasks:
1. Consider the tone suitable for your audience
2. Recognise the tone in a letter / email and consider if it is suitable
3. Write a note to a colleague stating where you are up to in the production line
4. Write an email / letter in response to a delivery error received by your Goods Inwards department.

RECOGNISE STYLE AND TONE.

It is important your writing has tone or style.   When you write a formal letter to a business or for a job application you will probably not know the person.  This means the letter should be written in a professional style and have an impersonal tone.

Informal writing will have a personal tone as the writer can write in a friendly manner.















Task 1

What is the difference between personal and impersonal tone?


Personal tone ………………………………………………………………………………………………………………………

Impersonal tone ………………………………………………………………………………………………………………….


How can you tell what tone is being used?  

…………………………………………………………………………………………………………………………………………………



Task 2   

Dictionary work
Look up the meaning of the words in the list below and write the meaning down.

	personal
	

	personnel
	

	impersonal
	

	emotion
	

	professional
	




Task 3   

Speaking and listening - group discussion.   Imagine you are a line manager. How would you tell a member of staff they have done something wrong and packed the incorrect items in the wrong box. 

Consider how you would approach that person
What tone would you use?
Think about how you would want to be spoken to if you had done something wrong.


Task 4  
 
Note to a work colleague 


[image: ]



Imagine you are working in a production line in a warehouse.  You have an appointment at the doctors and need to leave two hours early.   
You work as a picker following computer instructions and picking orders around the warehouse.  You need to explain to your colleague that the items on the picking list (shown above) are still outstanding and explain where they can find the items in the picking department.

Write a note to your colleague explaining this information.  Decide whether you need to write in a formal or informal style. 






















Task5

You are working in the Goods Inwards department and responsible for receiving goods/supplies from suppliers.

The following delivery has just come in and as you are checking the order with the delivery driver you notice there is an error and that the amount of stock delivered does not match with the amount on the delivery note.


	Children’s clothes
	Goods to be delivered
	

	
	Boxes
	

	T Shirts
	40
	

	Trousers
	50
	

	Shirts
	35
	

	Jumpers
	45
	


    
[image: ]


Write an email / letter to the company stating the discrepancy on the delivery note.

You should include:
· details of the delivery and why you are writing
· explain that there is a discrepancy on the delivery note and order
· give details of how you expect this to be dealt with
· state a date by which you need a reply.


Remember
· Write using full sentences, using the correct grammar, punctuation and spelling
· Use a mind map/spider diagram to organise your ideas for your letter
· Use the correct layout for a formal letter.

You can use a dictionary and have 20 minutes to do this exercise.  
 It should be about 150 – 200 words long.



Session 7   Presentation of work

Aims:	To compare different texts, layouts and presentational features when reading documents
To recognise health and safety standards in the workplace
Objectives:  To identify the layout of different documents
                    To read and recognise health and safety document at work
                    To create a health and safety poster suitable for a warehouse 
          	
Tasks:
1. Identify the importance of different texts when presenting information
2. Identify warehouse words and definitions and find them in a dictionary 
3. Recognise how different presentational features can improve a document
4. Create a health and safety poster using different types of text, font
5. Develop understanding by reading and answering questions


Presentation of work

It is important when writing to present your writing neatly and accurately.  Your writing needs to be set out in the correct format.  Use correct punctuation and grammar and use paragraphs in your writing when you change the subject.

Layout of text

How you present your work will help the reader to understand the text you have written.  Presentational features such as different fonts, layout, headings, colour and bullet points can make it clearer and easier to understand.

Think about a newspaper article and why you read certain items and not others.  Headlines are usually bigger words and in bold so they stand out and get the reader’s attention.

Using paragraphs divides the writing into sections to enable the reader to make more sense of it.   Writers should use a new paragraph when talking about a new topic or idea. 

The font style, size and colour will play a great part in attracting the reader to read.  A bold font allows pieces of text to stand out from the rest.

Numbered lists and bullet points help to separate information and also make it easier and clearer to read.  Instructions will usually be found in a numbered list while bullet points separate writing to give it more structure.
 
1.
2.
3.
 
· 
·  
·  
· 



Task 1

Consider different types of text:  These could be in websites, emails, advertisements, leaflets, newspapers or articles.

What makes someone read an advert, email, leaflet, newspaper or website? 


Think about the colour, font, type of text, size and background. What documents do you want to read?  Does the style, tone, colour help you decide which ones to read and not read.

Identify which types of document are persuasive and informative.
What features help the document to get noticed?


Task 2
Dictionary work

	persuasive
	


	informative
	


	presentational
	


	organisational
	


	advertising
	


	captions

	

	convincing

	



Extension Task: Use a thesaurus to identify the above words to increase your vocabulary.



Task 3   

Create sentences with the words in Task 2, you can use the root word or the existing word.

For example - it is important for a logistic company to persuade their customers to buy their products through advertising material.  


Task 4

Think about how you could sell something from your warehouse.

Create a poster to advertise a particular product for sale from the warehouse you work in.  Use colour, an appropriate font, images to attract readers to read the advertisement and then buy the product.


	




























Session 8   Obtaining information and creating flow charts

Aim: To create a flow chart diagram which shows information.
Objectives:	To recognise flow chart symbols
To create a flow chart.      	

Tasks:
1. To recognise what a flow chart is
2. To identify the symbols on a flow chart
3. To prepare a flow chart to display information
4. To recognise the importance of being able to interpret and extract data.


What is a flow chart?

A flowchart is a type of diagram that shows stages involved in the work process. Each step is shown as a box and the boxes or stages in the process are connected with arrows. Flowcharts are used in analysing, designing, documenting or managing a process or program in various fields.
Flowcharts can be used to manage a process and offer or help to solve problems.    

Different shaped boxes are used to illustrate different parts of a flow chart. Data can be displayed on a flowchart and it can demonstrate how decisions can be made by following it.



[image: ]


Here is a simple flowchart displaying how a lamp works. Notice the starting point and end points are in the rectangle shaped boxes. The diamond shaped box is a decision making box.

[image: ]
Task1

What is a flow chart?


When would you use a flow chart?


What type of shapes are you likely to find on a flow chart?


Task 2 

Identify what types of product your warehouse is distributing.
Identify the different types of logistics companies which would be involved in the distribution of your product.

Task3
Create a flow chart which represents the supply chain for your product from the manufacturing stage to warehouse distribution stage to the retail stage


Task 4
Quiz

1. What is meant by interpreting data?
· extracting material
· sorting material
· preparing material									
· transforming data.

2. What does the rectangle represent on a flow chart?
· an input
· start/end
· process
· document.

3. Which box would you use to show it was the start of a flow chart
· circle
· rhombus
· rectangle
· diamond.

4. What is the aim of a flow chart?
· illustrate a solution to a problem
· create a list of problems
· give ideas about a particular problem
· sort out ideas into order.

5.  Which shape is not found on a flow chart
·   circle
·   rhombus
·   pentagon
·  diamond.

     6.  What is a supply chain?
·  designing your product
·  moving of products /service from supplier to customer
·  moving products in the warehouse
·  organising transport for different supplies.

    7. What does the term ‘logistics’ mean?
· management of the flow of goods from one place to another
· to be the head of an organisation
· to undertake stock control in a warehouse
· to approach other companies to sell your stock.

     8. What does the term stock control mean?
· a process where you make sure the correct stock levels are maintained
· a process where you need to get rid of all your stock as quickly as possible
· a process where you make sure you buy lots of stock whether you need it or not
·  a process where you have to keep stock as low as possible to reduce costs.
Session  9     Types of text

Aims:	To identify the standard layout of a letter and email
To recognise the importance of a leaflet and how it can attract customers.

Objectives:	To recognise the difference between persuasive and informative
Design a leaflet to advertise a product.
Tasks:
1. To compare different types of letters
1. To identify the presentation features of a leaflet
1. To write a letter to a supplier about one of your new products


Task 1

Why is the layout of a letter important?

Create a standard letter template which shows where all the main parts of a letter go.


Task 2 

Identify a leaflet and state the main presentational features.


Task 3

You are in charge of marketing in the company you work for.  You have a brand that is new to the market.

You need to consider marketing your product.

Write a letter to Dylan Stanley, Manager of DSL Supplies of West Street. Anytown, WL47 6RB, stating why your product is good and why you think they should buy it.

You need to consider and include:
· details of why you are writing
· explain you have a new product to sell
· what the item is and what section of the market it is aimed at
· why you think it will be a good seller.

You can use a dictionary and have 25 minutes to complete this task.  Use a mind map to prepare your writing.  Prepare a draft copy then copy neatly on to paper.


















Session10    Conjunctions

Aim:	To recognise what a conjunction is.

Objective:  To choose the correct conjunction when reading and writing sentences.



Tasks:

1. To write an informal note to a colleague

2. To write a formal letter to the Council asking for planning permission.


What is a conjinction?

A conjunction is a joining word.  This is where two sentences can be joined together to form a sentence which sounds better to the reader. They are joining words which will make two sentences into one.
Conjunctions 
The following words are known as conjunctions:   
and            but               or             yet              for           nor            so       
because

       John was late for work.  His car would not start this morning.
       I like my job. I don’t like the paperwork.

The sentence above can use a variety of conjunctions to make them sound better.

John was late for work as his car would not start this morning.
John was late for work because his car would not start this morning.
I like my job but I don’t like the paperwork.


Task 1 

What is a conjunction?


Task 2

Dictionary work. Read and write the definitions for the following words.  Remember to look for the root word, for example – comply instead of the word complies

	complies 


	regulations


	adhered	


	thoroughly


	procedures


	maintaining


	capacity





Task 3

Read the following sentences and fill in the missing gap with the correct conjunction….   since, as, because, so, and

1. The yard needs to be kept neat and tidy………………… it complies with health and safety regulations.

1. The forklift driver needs to take an exam………………… he is needs to be properly qualified to use it. 

1. All equipment and machinery must be cleaned thoroughly after use …………… it is safe next time.

1. The warehouse safety procedures need to be followed at all times ……………… this will ensure everyone is safe from injury. 

1. All goods and transport leaving the warehouse needs to recorded ………………… management need to keep daily records. 

1. Mileage and the name of the driver needs to be recorded on a daily basis …………………. it is an insurance requirement.

1. Each department head is responsible for checking and maintaining equipment ……………….. also ensuring health and safety regulations are in place. 

1. All staff need to clock in and out .................... they will get paid the correct amount of money. 



Task 4

Write an informal note to a colleague stating the equipment you have been using has become faulty and will need attention before anyone else uses it tomorrow.

You need to include the following:

· state the problem
· state the reason and how it became faulty
· suggest how it can be fixed or who they need to contact
· use the following conjunctions in your writing;  ‘so’, ‘because’,  ‘but’, ‘and’.


This should take you about 20 minutes to complete this exercise.


Task 5

Write a letter to the council.

	OPL Warehousing, the company you work for, is increasing in capacity and size. Management need to extend their catering / canteen facilities to cater for an increase in staff from the existing 25 to 50. 



Your director has approached you and asked you as manager of the warehouse to draft a letter to the council asking for planning permission to extend the existing canteen.

You need to include all of the following points:

· state the reason for needing an extension to the canteen
· give your own opinions on the existing canteen and why it would be of benefit to extend it.

Remember to:

· write in paragraphs
· use conjunctions in your writing
· write in full sentences using the correct punctuation and grammar
· lay out your letter in the correct manner.

You have about 25 minutes to complete this.




Session 11   Telephone queries
Aim:  To recognise how to act on the telephone
Objective:  To identify the correct manner and tone to use on a telephone.

Tasks:
1. Recognise how to deal with queries on the telephone
2. Identify how you would respond to an increase in price on the telephone
3. Write a letter stating you are not happy with a price increase from your suppliers
4. Consider how you would talk to a customer on the telephone and persuade them to buy your products.


















Task 1
Think about:
How you deal with queries on the telephone
How you can act professionally on the telephone
How you would act when a conversation gets over heated.

Task 2 
You are a supervisor at LZL Logistic Company and noticed the price of the wrapping and bags have increased in price.   You need to make a telephone call to the Wrapping and Bags Company and say you are dissatisfied with the price increase and ask if they could offer you a discount.
Discuss with a partner what you might say to the sales manager of Wrapping and Bags.
· Consider the price increase
· The effect it has on your customers 
· Why you are unhappy about it.

Task 3
When you phoned the sales manager of Wrapping and Bags the receptionist told you he was unable to take your call and suggested you write  a letter stating the problem with the price increase of the packaging materials.
Write a letter to the sales manager at Wrapping and Bags, 123 London Road, Any Town AN34 7HB complaining about the price increase of the packaging materials for your products.   
You should include:
· details of the problem and why you are writing
· inform them you are not happy and ask what they can offer instead
· explain it has a knock on effect on your customers
· include a date when you would like a reply.
Draw a mind map and remember to write in paragraphs.


Task 4 Extension activity
You have received a message from someone who is interested in purchasing goods from your warehouse. You need to phone them and discuss your products to encourage them to buy.   
Consider what you would need to say to a potential customer
· What kind of manner / tone do you need to use
· Explain the benefits of purchasing with your company
· Discuss why they should buy your products.





















Session 12   Designing a plan for a letter
Aim:  To design plan for your letter
Objective:  To use a mind map to improve your writing.

Tasks:
1. To recognise how to create a good piece of writing 
2. To create a mind map and write to a customer who is interested in purchasing goods from your warehouse
3. To consider how you would respond to customers who are dissatisfied and not pleased with their delivery.

Creating a good piece of writing
Before you start any piece of writing you need to consider what you are going to write and create a plan, this can be in the form of a list or mind map.
Use your ideas on your mind map to make your first draft. You will need to write in full sentences and put your ideas together. Place sentences about the same topic into paragraphs. Try to arrange your work in the same order as your plan.
It is very important to ensure your writing contains the correct grammar, spelling and punctuation.   Remove anything that is not required and add in anything that will improve it. 










Task 1 
What is a good piece of writing?
How can you make a piece of writing good / outstanding?
List different punctuation you need to use to make your writing good.

Task 2
After talking to the potential customer on the telephone about your range of products you feel it is important to back your conversation up with a formal letter.

You need to write to the manager of ML Joinery and refer to your telephone conversation.  You need to include 
· the range of products you sell. 
· why they should come to you instead of going to another supplier.
· explain some kind of benefits you can offer them, including free delivery; payment within 30 / 60 days; fitems if they bulk buy etc.
You need create a mind map and write a formal letter using correct punctuation and paragraphs. Prepare a draft copy and write it neatly when you are happy with it.
This should take no more than 25 minutes.

Task 3
To consider how you would respond to customers who are dissatisfied with their delivery. 
As a manager you have received a letter from a supplier stating they are dissatisfied with their delivery received from your company. The letter states there is a discrepancy with the delivery and they have only received five of a particular item instead of the requested eight.  
You need to reply to this letter and state: 
· you are sorry for the error
· what you will do to help resolve the situation
· discuss your company’s good reputation
· commit to date by which this problem will be solved.
This should take no longer than 25 minutes.
Session13   Writing instructions
Aim: To write instructions for your staff to follow
Objective:   To create a list of instructions. 

Tasks:
1. To  recognise the purpose of instructions
2. To identify how instructions are written
3. To create a list of instructions for a procedure for someone to follow.




















Task 1 
What are instructions?
Where would you find them?
How can they help you?
Instructions are usually found in appliances, electrical items and flat pack furniture.  They need to be easy to read and use simple language so they can be understood easily.
Instructions are usually written in number order or in bullet points.  They will need to be followed in order so they need to be clear.  They can be in short sentences and should not contain any unnecessary information.
For example: Directions from the warehouse to the stationery suppliers.
1. Turn right at the end of West Street
2. Go to the traffic lights and turn left
3. Continue to the roundabout
4. Take the second exit onto South Street
5. When you reach the church, the Stationery suppliers will be on your right.

Task2 
The paragraphs below tell you how to make yourself comfortable when using a VDU computer screen.
Adjust your chair and VDU to find the most comfortable position for your work. As a broad guide, your forearms should be approximately horizontal and your eyes the same height as the top of the VDU.  Make sure you have enough work space to take whatever documents or other equipment you need.  Try different arrangements of keyboard, screen, mouse and documents to find the best arrangement for you. A document holder may help you avoid awkward neck and eye movements.
Arrange your desk and VDU to avoid glare, or bright reflections on the screen. This will be easiest if neither you nor the screen is directly facing windows or bright lights. 
Adjust curtains or blinds to prevent unwanted light.  Make sure there is space under your desk to move your legs freely. Move any obstacles such as boxes or equipment.  Avoid excess pressure from the edge of your seat on the backs of your legs and knees. A footrest may be helpful, particularly for smaller users.
Re-write the following paragraphs as a list of instructions.  Use bullet points and make the instructions as simple and clear as possible.
Rewrite the paragraph as a list of instructions. Use bullet points and make the instructions as simple and clear as possible.
Task 3 

You work for ML Joinery, please can you create a set of instructions for your delivery driver to deliver a pallet to LZL Logistics which is situated on the outskirts of town in the local industrial estate.

Use the map below and write a set of instructions to help the delivery driver reach the correct destination.



[image: ]















Task 4

Discuss how you would give orders or instructions to someone.

Imagine you are the supervisor in a local logistics company, you need 20 sets of instructions photocopying.  The employee you want to do this for you has never used the photocopier before, you will need to explain and give him instructions on how to do this.
[image: ]


Consider:
What type of questions you would ask? 
How you would ask the questions?
Explain how to use the photocopier.


Phrases to consider would be….  

Do you think you could… 
Would you mind…  
I need you to do…   
I want you to…



























Session 14   Reading a payslip /contract of employment
Aim:  To recognise the importance of a payslip/contract of employment
Objective:   To analyse important employee documents

Tasks:
1. To recognise the main categories on a payslip
2. To read and answer questions on a payslip
3. To analyse a contract of employment
4. To write a personal statement to give to the manager of a local logistics firm.


















Task 1
When you go to work you should receive important documents from your employer.  These are there to protect you and give you guideline about how to do your job and what is expected of you. 
Spend a few moments considering what the following items are:
What is a contract of employment?
What is a job description?
What is a job specification?
What is a payslip?
Why are they important?

Task2
Read the following document about payslips and answer the questions below.
Payslips are important documentation.  When you work for a company as an employee you are entitled to receive a payslip which gives details of your pay and entitlements.  The employee’s address is sometimes included on it so it can be sent to their home address.
A payslip may vary from company to company but will always follow a standard format depending on the stationery the company prints it on or the payroll software program the company uses.
Payslips show a range of information, these include the amount of gross pay they have earned and the amount of net pay they will take home.  Also it should detail any hours worked, overtime, bonuses, maternity pay, method of payment and the date it will be transferred into your bank account.   If you are on annual leave or have a period of sickness you should still receive a payslip.
Paying tax and national insurance is mandatory and must be shown on your payslip under deductions.  You tax code is personal to you and will be detailed in the form of numbers and letters.  ie  650 L .   This shows you the amount of money you can earn before paying tax.  If you multiply 650L by ten you will find the amount of money you earn before paying tax.  It is important to check this code regularly to ensure you are paying the right amount of tax.

1. Why is a payslip an important document?
2. What is the difference between gross pay and net pay?
3. Give at least five items you would expect to find on a pay slip
4. What items are mandatory on a pay slip?
5. How is a tax code showed on a payslip?
6. When should you receive a payslip?
7. Name a way of knowing when your wage has gone into your bank account?

Task  3
	WAREHOUSE PICKER REQUIRED

Must be friendly, enthusiastic and hardworking
Hours  - 6am – 5pm  Monday to Friday
Duties – To work in a team and sort out stock ready for outgoing deliveries

Please create a personal statement and send to Kevin White, KOL Logistics




Create and write a personal statement about yourself for Kevin White, Manager
You need to include:
· why you are interested in working as a warehouse picker
· state what experience you have had, if any
· give relevant information about yourself that will help your application.

You need to write full sentences using the correct punctuation, grammar and spelling.  You have 30 minutes to do this.









 Task 4  
Read the following contract of employment and answer the following questions.
1. What is meant by a probationary period?
2. What is the employee’s holiday entitlement?
3. How will the employee be paid?
4. How much notice of termination is required by a. the employer b. the employee?
5. What does SSP mean?

Principal Statement of Terms and Conditions of Employment

[bookmark: Text30]We issued you with this statement on       to comply with the provisions of the Employment Rights Act 1996. This and our employee handbook are the prime documents that set out your terms and conditions of employment. 

[bookmark: Text38]Name of Employer                      LZL Logistics 

Address of Employer             123 West Road, Toytown, SR13 8JA

Name of Employee                     

Address of Employee                 

Date of Commencement
in this Employment                    

No service prior to the above date counts for the purpose of calculating your continuous employment with us.

Job Title                                       Warehouse Assistant

Probationary Employment

Your initial six months of employment is probationary. During this period we will review with you your performance and suitability. We hope to confirm your employment following such review.  Sometimes it may be necessary to extend the probationary period with your knowledge. We may also terminate your employment if you do not reach the standards we require.

Particulars of the Employment

Collective Agreements  

[bookmark: Dropdown13]There  agreements affecting your terms and conditions of employment.

Hours of Work  

[bookmark: Dropdown42]Your hours of work are flexible, as the needs of the business may require. The hours you work may differ from week to week according to business need. We do not guarantee a fixed number of hours in any week. We will agree your hours with you  in advance.


Daily Rest Break

[bookmark: Dropdown44][bookmark: Dropdown1]When you work  or more hours on any day, you must take a       minute  break.  You must have specific regard to our business needs when you take such breaks.

Remuneration  

[bookmark: Text57]Your  is currently £      per  payable  on the following day/date       (or nearest working day). We pay you by . We will provide you with a detailed pay statement every . 


Deductions from Pay

We can require you to repay to us, by deduction from pay or any other method acceptable to us:

· Reasonable losses to property or monies sustained by us, any other employee, our clients, customers or visitors. This applies when due to your carelessness, negligence, recklessness, breach of procedures/rules or dishonesty/commission of an unlawful act.

· Insurance excesses imposed by our insurers because of your act or omission or a penalty imposed upon you. An example of this is the potential impact of penalty points for those who drive our vehicles. 

· Any damages, expenses or other monies reasonably payable by us to a third party for your act or omission.

· Remuneration, expenses or other payments made in error or by your inappropriate claim/misrepresentation. 

· Holiday pay already paid which exceeds your accrued holiday entitlement at the date of leaving our employment. 

· The reasonable cost of replacing equipment and/or property entrusted to you during employment. This applies if you fail to maintain it properly or do not return it before leaving our employment.

· An amount equal to our reasonable loss or the extra cost of covering your duties should you fail to work your full contractual notice. This applies when you leave our employment early without our agreement. 

· Attachment of earnings orders and any other statutory deductions orders issued to us.

· Fines or fixed penalty notices for parking, congestion charges etc you incur while driving our vehicles.

· Costs resulting from any training agreement you have signed, should you leave our employment before it expires.

· Any other sums you owe including, but not limited to, outstanding loans, advances and relocation expenses.


Deduction Procedure

We set out details of our pay deduction procedure in the employee handbook.

Place of Work   

[bookmark: Dropdown18][bookmark: Text39][bookmark: Dropdown41][bookmark: Dropdown40]Your  workbase is currently      . We can require you to work at any reasonable operational location, now or in the future. This may  include travel  on our behalf. We determine your work location strictly by business need. 

Work outside the United Kingdom

[bookmark: Dropdown8]We  require you to work outside the United Kingdom.

Holiday Year 

[bookmark: Text40][bookmark: Text44][bookmark: Text41][bookmark: Text45]Our holiday year begins on the 1st of August and ends on the 31st of July.

Holiday Entitlement 

[bookmark: Text42][bookmark: Text43][bookmark: Dropdown14]Your paid annual holiday entitlement is 5.6 working weeks (      working ) for the complete holiday year. Accrual for those who work part-time or those who work less than a full year is calculated pro-rata. We identify provisions relating to public/bank holidays in the following section. There are other related policies and general conditions regarding holidays in the employee handbook.

Public/Bank Holidays  

New Year’s Day		Last Monday in May
Good Friday		Last Monday in August
Easter Monday		Christmas Day
First Monday in May		Boxing Day

We consider the above public/bank holidays to be part of your statutory holiday provision. Sometimes a bank holiday falls on a weekend. When this happens, the Government announces a substitute weekday in lieu.  

Where a public/bank holiday falls on one of your working days, we offset it against your holiday entitlement. You must normally be contracted/scheduled to work that day for it to qualify as holiday. You receive your normal basic rate of pay for eligible bank holidays.

We may occasionally need you to work on a public/bank holiday. We will pay you for working in this event. You will also receive compensatory time off with pay. You must take this at a later, mutually agreeable date within the current leave year. If you become ill when scheduled to work a bank holiday, we will deal with this through our sickness procedure. 


Holiday Pay   

You do not work fixed or regular hours and/or days of work each week. We therefore base your holiday pay on average basic pay. We calculate your hours over the last twelve weeks you worked. We then assess the average weekly hours and pay your holidays based on this.



Statutory Sick Pay

We pay statutory sick pay (SSP) providing you qualify under current statutory regulations. If you do not comply with our sickness procedures we may withhold payment. Please consult the employee handbook for further information.
Pension Provisions 
Statutory workplace pension provisions are currently changing. Details of our provisions are set out in the employee handbook.
Notice of Termination to be Given by Us

Under one month’s service - nil
[bookmark: Dropdown36]One month but less than 
Beyond this - one week for every complete year of service to a maximum of twelve weeks after twelve years’ continuous service

Notice of Termination to be Given by You

Under one month’s service - nil
[bookmark: Dropdown12]One month’s service or more -   written notice

Additional Notice Provisions

Your contract of employment remains in force during the notice period. However, we may require you not to attend your normal place of work. We may require you not to perform your regular duties. We may provide reasonable alternatives. We may let you stay at home (garden leave). This is all at our absolute discretion.

You must remain available for us to contact you and to work if we wish. You may not take any alternative employment during this period except with our express written consent. We may expect you to take any accrued annual leave.

We may make a payment in lieu of notice at our absolute discretion. Where we offer such payment, subsequent discovery of any repudiatory breach of contract on your part will lead to revocation. Where payment has already been made and we discover such conduct, we have the right to seek recovery.

Disciplinary Rules and Procedures 

We set out the disciplinary rules and procedures which apply to your employment in the employee handbook.

Disciplinary Appeal Procedure

You have the right to appeal regarding any disciplinary action we take against you. You must appeal in writing. We set out further details in the employee handbook.

Grievance Procedure

If you are dissatisfied with something relating to your work/employment, you must initially raise the matter in writing. You may invoke our formal grievance procedure.  We set out further details in the employee handbook.

Precedence

This principal statement and our employee handbook specify important matters about your employment. In the event of any difference between the two documents, the wording of this principal statement takes precedence.

Declaration

[bookmark: Text34]I accept this employment on the terms and conditions identified above. I have also read the employee handbook dated Error! No bookmark name given.     . I understand and accept that these are the prime documents setting out my terms and conditions of employment. I will ensure I remain aware of their contents. 

I acknowledge that the organisation and/or its third party representatives retain personal data about me. I am aware that such data may be paper based and/or stored electronically. I give my permission for such data to be processed in a fair and lawful manner. 
I acknowledge that legislation requires my employer to enrol eligible jobholders into an auto-enrolment workplace pension scheme. Subject to my eligibility, I give permission to deduct my contributions from my salary/wages. Such deduction is subject to my right to opt-out of these provisions as prescribed by statute. 


Signed	        Signed  		

(on behalf of the employer)                       (employee)

Print name ....................................            Print name............................................


Date:		Date:...	...

Please sign and return the second copy of this statement to signify your acceptance of its terms. We will notify you of variations to this statement or the employee handbook within one month of ……






Session 15  Recognising jobs and skills 
Aim:  To identify employability skills for the jobs within the logistics sector 
Objectives: To identify different types of jobs in the logistics sector
        To recognise various employability skills needed to work in logistics / warehousing
                   To compare and match a range of skills to specific jobs.

Tasks
1. To identify skills people need in order to do their work.
2. To use a dictionary to find the definition of various words
3. To choose words which describe the personal skills of a warehouse assistant
4. To write a letter to a manager about a shop assistant's position.

What is meant by a skill?
It can be said that in order to work to employer’s expectations you need to have ‘skills’ and certain ‘talent’ in order to succeed and undertake the job in hand well. 
A range of skills are needed in any job such as self-motivation, leadership and teamwork skills. Each job requires a certain amount of skill or someone has to learn the skill required to do the job to correct standard.
In an ever changing business world it is important staff have good skills and able to change and adapt their own personal / basic skills to suit the needs of the company.  








Task 1A
In your own words describe what is meant by the word ‘skill’ ?

Task 1B
You have five minutes to identify different skills and experience you have?  Discuss these skills with a partner and compare whether you have the same type of skills.
Are they different?
Compare your answers with the list of skills identified in the answers section. 

Task 2 
Consider the words below, do you know the meaning of these words. Use a dictionary to confirm your own definition is correct.
  

	competent

	

	motivated

	

	resourceful

	

	articulate

	

	punctual

	

	initiative

	

	analytical

	






Task 3A  
Create a list of other personal skills.  
Task 3B
Use a dictionary to check the meanings if you have not heard of any of the words below.
	accurate
	

	adaptable   
	

	analytical   
	

	articulate  
	

	competent  
	

	enterprising
	

	efficient 
	

	industrious
	

	innovative 
	

	preserving  
	

	practical 
	

	resourceful
	



Task 4A
Consider and choose words which describe the personal skills needed to be a warehouse assistant
[image: https://encrypted-tbn2.gstatic.com/images?q=tbn:ANd9GcTlN5cPF7SrGqyqI3xK1gmNSQmRer62qnLq8P0_hGzeaETu_Ivy5A]







Task 4B 

Consider the skills you have written down for Task 3A, which skills are required to maintain good working relationships with work colleagues?  Are there any other skills you can add to your list?

Task 5
Read the following warehouse assistant duties and answer the questions.

	
Warehouse assistant duties

· Preparing goods for delivery:
· Picking;
· Making sure right styles, right colour and right quantity is picked;
· Accurately entering data into the system;
· Applying price stickers to garments;
· Using courier software for printing address labels;
· Packing goods;
· Stacking boxes on the pallets;
· Preparing pallets for collection.
· Being aware of stock in picking area and storage, replenishing stock.
· Processing recall stock and faulty.
· Receiving deliveries, counting stock and placing stock.
· Keeping the warehouse tidy and well organised:
· Remove all strapping from walkways as you go;
· Flatten any boxes in bad condition and put to cardboard bin;
· Empty bins of general waste and replace bags;
· Take general/recycle waste bags to according waste bins;
· Tidy workbenches area, ensure any garments are returned to appropriate box.
· To be aware of and to follow company policies, health & safety guidelines.
· To communicate effectively with colleagues, managers & other authorised personnel.
· Inform the Team Leader of any process errors or system issues in a timely manner.
· To be able to deal effectively and efficiently with queries and correspondence.
· To assist in other duties as reasonably requested by senior staff.
· Endeavour to improve quality of work wherever possible.






1. Give three examples of how to ensure the goods are ready for delivery in a timely and organised way.

2. How are staff expected to keep the warehouse tidy, give three examples.

3. What must staff do with the health and safety guidelines?

4. When dealing with stock in the picking area and storage area what needs to happen to the stock?

5. How should the stock address labels need to be printed?
 
6. Why do you think it is important to use the correct waste bins when recycling?

7. What does the word ‘endeavour’ mean?

8. Why is it important to have health and safety guidelines?

9. Where do health and safety guidelines need to be placed?





















Session 16   Consider various jobs

Aim:  Consider various jobs.

Objectives:	To research local newspapers for different words on adverts

To identify specific words on adverts – are they the same/different

To design an advert for a ‘Warehouse Assistant’.


Tasks:

1. Consider different jobs within logistics and the warehouse sector
1. Recognise words and use a dictionary to identify the definitions
1. Write a letter about a forklift driver’s position which is currently vacant
1. Look at a range of adverts/create an advert.

































Task 1 

Consider a range of jobs within the logistics and warehousing sector.


	EXPERIENCED FORKLIFT DRIVER REQUIRED

An experienced forklift driver to join a growing joinery manufacturing company in Wood Town .  The company supplies high quality doors to suppliers in the UK and internationally.   A position has become available for a full time Forklift Driver.

Duties will include:  To transfer stock around the warehouse  
                               To load and unload vehicles
                               To move pallets 
                               To undertake any other warehouse duties as required


Must hold a valid CPCS card and have relevant experience in this field.

Shift work will include working 12 hour shifts;  4 days on / 4 days off.
Contract – Permanent
Salary  -  To be discussed at Interview

Please send your CV and covering letter to Mr J Jones, ALL Wood Trading Company Ltd, Wood Road, Woodton Herts  WR13 AB1






Task 2

Identify specific words on the advert
 
Use a dictionary and identify the meaning for the following words:

	acknowledge
	

	publication
	

	performance
	

	announcement
	

	promotion
	

	commercial
	

	communication
	

	publicity
	



Use a thesaurus to identify works which have the same or similar meaning to the words above.




Task 3

Read the advert in Task 2 for the forklift driver position.   Imagine you are keen to apply for this job.  You have just gained your CPCS card as an apprentice in a current job role at a warehouse company in your local town.

The Construction Plant Competence Scheme proves you have the skills of forklift drivers and plant operators.  You have gained competence in operating machinery and have a sound knowledge of health and safety.

 
Write a letter to a manager, Mr J Jones at ALL Wood Trading Company Ltd, Wood Road, Woodtown  WR13 AB1 about the forklift driver’s position.  

You need to include:
· why you are writing
· what qualifications you have gained as an apprentice
· give details of the experience you have and how you have gained it
· state you are enclosing your CV 
· when you are available for interview.


Task 4

Look at a range of advertisements in your local paper.

You work as a supervisor at a Logistic firm in Woodtown, one of your main warehouse assistant employees have just handed in their notice.   You need to recruit a new team member as soon as possible.  It is your job to place an advert with the local newspaper.  They will need to know the wording required for this advert.
 
Design an effective advertisement that will attract a range of people to apply for the job of warehouse assistant.
You will need to consider the type of text / font / size of the advert
Write a suitable advert that will encourage people of all ages / ethnicities to apply.

	


















Session 17    Teamwork
Aim:  To identify the purpose of teamwork
Objective:  To identify why team work is important in the workforce.

Tasks:
1. To recognise why team work is important to logistic companies
2. To read and answer questions on teamwork 
3. To identify the definitions of various ‘teamwork’ related words and create a word wall
4. To create and design a poster which is suitable for your staff
5. To analyse your own poster.



















Task 1 
Why is teamwork important in the workforce?
Warehouse workers need to work well in a team as all employees play a vital part in the picking, packaging, and inventory checking and shipping of items. Team work is a form of group work which is co-ordinated by working towards an end goal.  People work together to solve problems and create new ideas for the company they work for.   
Employees at all levels of Logistic organisations will be asked to work in a team of some sort throughout their working life.  This is essential to the business in order for it to grow and be successful in the logistics economy.   
How is a team successful?  Football players’ play in teams, the aim is for eleven footballers to work together and support each other to score goals for the whole team.  The same principle is applied in the logistic and warehousing sector. All members of staff will be required to contribute their own interpersonal skills to the same common goal.  A team player is expected to give their best and work with others to achieve the same standards.   
Team work also enables firms to create new ideas.  Teams are made up of a range of personalities within a group and each person will have an impact on how well the team does.
 All members of the team should be given the opportunity to contribute their input.  Some members will dominate and take a leadership role where others will be quieter and work in the background.  Teams have strengths and weaknesses which help people work together.  This will hopefully help the team realise the main objectives of the tasks. 

1. What is a team and its purpose?
2. Why is a team essential for business?
3. What do staff need to contribute to the team in order for it to function properly?
4. How does a range of personalities in the group affect the team’s behaviour?
5. What do all teams need to have to help them meet their objectives? 
 



Task 2
Team members should be able to get on with each other, be adaptable, raise efficiency and improve targets set by managers.
Identify words which relate to effective team work and add to the word wall.successful


   leadership      
organising    vision        collaboration                                      inspiration
                          motivation 
	
Task 3
Use a dictionary/thesaurus to read the definition and identify words which could be used instead.
	collaboration
	

	performance
	

	inspiration
	

	opportunity
	

	vision
	

	successful
	

	leadership
	











Task 4
It has been bought to your attention that some of your staff are not working as part of a team in the packaging department.  You have had a meeting and raised everyone’s awareness of your concerns.   
You would like staff to remember the effects of good team working.  One way of doing this is to create a poster to encourage team work and participation. 
· Create and design a poster which is suitable for your staff.
· Include the positive aspects of team working.
· State how it can be good for the company.
	



























Task 5
Consider your poster and decide whether it would help you be a good team player, decide what you would change and alter on it

Session 18  Confidentiality
Aim:  To recognise the importance of confidentiality
Objective:  To identify the meaning of confidentiality.

Tasks:
1.To use a dictionary and identify words and meanings of words which are to do with confidentiality
2.To create a memorandum for your staff about the issue and importance of disclosing confidential information.
3.To create a confidential report about a member of your staff who has hurt his back in the workplace.  


Confidentiality
What is the meant by the term confidentiality?
When would you use the word confidentiality?
Why is it important?












Task 1
Dictionary work   
Use a dictionary to compare the definition with what you thought the word actually meant.  Also use a thesaurus to identify other words that can be used instead, this will help widen your vocabulary.
	confidentiality
	

	private 
	

	classified
	

	restricted
	

	exclusive
	

	limited
	

	compliant
	



Task 2
It has been brought to your attention that employees in the warehouse have been discussing different suppliers with truck drivers who make deliveries.
It is company policy that confidential data about employees and the employer’s business should not be discussed with outside personnel at any time.
You have been given the job to write a memorandum to staff to address the problem.   You need to address this to all staff as you are not quite sure who disclosed confidential information to an outside source.
 
Write a memorandum to all staff, date it today and include:
· details of the problem which has arisen
· briefly discuss the rules of confidentiality
· state the action which will take place if anyone is found to disclose information to outsiders in future

Task 3
Michael Brown, a warehouse assistant, was helping his team workers to load boxes on to the forklift. He bent down to help move some boxes and felt his back go and could not stand up straight. He went to the doctors and was told to have some time off and rest his back.
As Michael’s supervisor you are required to write a report stating the facts and details of the incident.  You need to write about 150 – 200 words.
Session 19  Speaking and listening
Aim:   To recognise the importance of being able to express yourself clearly
Objective:  To show the difference between a formal and informal conversation 

Tasks:
1. To identify the difference between a formal and informal discussion
2. To identify what is meant by open and closed questioning
3. To read and identify words in a dictionary
4. Consider questions to ask a buyer on the telephone
5. To recognise how to talk to a director/manager of an organisation when dealing with damaged items.

Speaking and listening
Speaking and Listening is part of everyday life. Everybody needs to communicate to be understood effectively.  
It is important to be able to express yourself clearly and appropriately through a range of discussions. These discussions can be on a formal or informal basis. 
To maintain a detailed conversation it is important to respond correctly to questions and give information and their points of view. A range of questions can also be asked as it can be necessary to check understanding or obtain further information. 
When carrying out either a formal or informal discussion, following the sense of the conversation is essential, making relevant and extended contributions where necessary.  The discussion should be carried out by enabling each person to respond appropriately in order to gain feedback.
When carrying out any form of discussion or presentation it is important to speak slowly, clearly and using the correct pitch.






Task 1
What is the difference between a formal and informal discussion?
How would you talk to the director/manager of the company you work for compared with a colleague who works in the same department and carries out the same duties.
What is meant by open/closed questioning?

Task2 
Look at the following words in a dictionary and ensure you understand the meaning of these words.
	informal
	

	formal
	

	adequately
	

	personnel
	

	mandatory
	

	documented
	

	recorded
	

	awareness
	



Task3
Imagine you are responsible for three new staff in the warehouse, your line manager has asked you to ensure all your staff are adequately trained for their jobs.  It is important all personnel have knowledge of health and safety and first aid.  This training is carried out every two years and is a mandatory requirement for all staff.  
Consider relevant questions to ask your new staff about their knowledge and awareness of health and safety/first aid in preparation for the training.

· Is this going to be a formal or informal discussion?
· Will the conversation need to be documented and recorded?
· Make a list of questions you could ask your new staff.
Extension Task
Think about how you would talk to your line manager if they were to ask you the same questions


Task 4
How do you talk to someone on the telephone?
Is a conversation on the telephone a formal or informal discussion?

Imagine you have been asked to contact a supplier about ordering some more stock from a national company who is based 250 miles from you.
What type of questions will you ask the buyer in this company?  Remember you are representing the company and it is your job to get the best deal in terms of quality and quantity for the right price. 
 
Task 5
You are working for a ‘food’ warehouse.  You have just checked and received a delivery from a wholesaler, Food Direct Limited.  When counting all the items you notice that there are two boxes of tinned food which are damaged and therefore cannot be transferred to your stores.   This seems to be happening on a regular basis and you are not happy.  You mention this to the delivery driver and they tell you to phone their Head Office.
You need to make this call and consider what questions and information you will give to the Salesperson at Food Direct Limited. 
Prepare a list of statements/questions suitable to ask the salesperson. 
What information do you need to give?
Consider what tone/pitch you need to use – ie.  a polite or aggressive manner.
Extension Task – Write an short email to back up your conversation stating the way you feel and how you would like the problem solving.







Session 20   Communication in the business world
Aim:  To recognise the importance of using a telephone in the business world
Objectives:   To recognise how director /managers/staff communication with each other
 To realise the importance of effective communication
To demonstrate how you would talk to a manager of a logistics company.

Tasks:
1. To recognise the role the telephone has in the world of logistics 
2. To identity what makes a good conversation
3. To read and write the definitions of effective communication words
4. To show how you would talk to a transport manager of a logistics company.

What role does the telephone have in today’s business world?
In today’s business world computer technology plays a huge part of how we communicate with other businesses, suppliers and organisations.  The internet and sending emails is vital to how a logistics company communicates with other manufacturing or transportation companies in the supply chain.
However, it is still very important that the company still uses the telephone as an effective communication tool.   The way someone talks on the phone will impact on how the company is perceived.  People will judge and make their own opinions of the company they are dealing with on the telephone.  
In some cases it is often the only form of contact with an organisation.  Successful telephone communication is one of the ways a business can promote their business in an ever changing world.   
 





Task 1
Use a dictionary to ensure you understand the meaning of these words.
	emphasising
	

	recalling
	

	confirming
	

	checking
	

	representative
	

	connecting
	

	communication
	

	manufacturing
	

	transportation
	



Task 2
Write a paragraph in your own words stating what role the telephone has on the ‘logistic’ world.  
· You need to consider why the telephone is important?
· What are the benefits of using a telephone compared with using email or sending a letter?
· How can a company use the telephone to promote their business?

Task 3  
What makes a good telephone conversation?  
What can you do if you or a member of your staff feels nervous before undertaking a telephone call.  Consider at least four things you can do to put yourself or a member of staff at ease before using the telephone in a business setting.

Task 4
Imagine you have to ring the transport manager of a logistics organisation about a potential collection of goods from your company on Friday.
Think about how you will ask to speak to the transport manager.
What you will need to say to him…

 
Session 21  Writing emails
Aim:   To prepare and write a formal letter/email
Objective:  To consider the audience, text, tone and wording of an email/letter.

Tasks
1. What do you need to include in a letter
2. How should you start and end a letter or email?
3. As a reader of a letter / email it is important that you know the writer has considered who they are writing to.        
Formal letter writing/sending an email
When writing a formal letter it is important you put the various parts of the letter in the correct places. Your address needs to be placed at the top of the letter and the address of the person you are writing to needs to be written on the left underneath your address.
It is always important to put the date on the letter, this can be placed on the left or right after the address you are writing to.
You need to use the correct salutation or greeting,  Dear Sir / Madam is used when you do not know the person’s name.  If you do know the name of the person you need to use Mr, Mrs, Miss, Ms, Dr and the surname.
At the end of a letter you need to use, Yours sincerely, if you know the name of the person.  Use Yours faithfully, if you do not know the person’s name. Remember to sign your name at the end of the letter.
 







Task 1
Write a letter in answer to the following problem:
You and your team are in the process of waiting for a delivery of 80 items from a Logistics Company.  You ordered the goods and spoke to a member of the sales team who promised the items would be with you three days ago.  After a lot of telephone calls you have decided it will be best to write an e-mail to the Sales Manager and tell him your concerns.
You need to draw a mind map with details of what you want to put in the letter.
You need to include:
· why you are writing
· what the problem is
· state that the delivery is important for your current contract.
· you may lose business because of this.
· say when you want a reply.

Task 2
Your company BRL Haulage are supposed to be delivering 50 pallets to a company, KOL Pet Foods, eighty miles away. You have had an email from Mr Lacey at KOL stating the delivery has not yet arrived.
	Dear Mr Lacey
According to my records 50 pallets of pet food was expected to be delivered to our company this morning at 9.00am.   It is now 10.00am and still no sign of the delivery.   We have staff waiting to sort out the delivery and this is costing me money.  Please can you confirm when the delivery will arrive.
Yours sincerely
       Bob Bates
KOL Pet Foods





As manager at BRL Haulage you need to reply to the email and include the following details:
· agree the delivery was meant to be at 9.00 am this morning
· apologise and say you are sorry for the delay in getting the pallets to the company
· say you have spoken to your driver and they are held up in traffic
· state a time that they will be with them
· say you can be contacted if they do not arrive by this time.


Task 3A
You are the supervisor of packaging department in a large warehouse which deals primarily with the packing of tinned food and liquid.  One of your workers has come into your office and told you two crates of tins have fallen off a forklift and as a result liquid is on the floor causing a trip hazard.
You have been told to find the health and safety wet floor sign, it is being used at the moment, you need to design a temporary sign that can be put up to make staff aware of the trip hazard.  There are lots of ethnic minorities groups in your department and they may not be able to read English. 
· Design a sign that is suitable for all to understand, 
· Consider the letter font and style of the sign
· Decide on an appropriate colour for the sign
· Use wording/drawings that are suitable for this occasion

Task 3B
As a result of the spillage in your department with the tinned food you are now quite concerned. You feel the need to plan and draft an email to all staff in the company making them aware of dangers of spilt liquid.
Plan and draft an email suitable for all employees.
You need to ensure it contains the following information:
· state the likely cause of the spillage
· you need to say that spilt liquid can cause accidents in the workplace
· what you want staff to do if this happens again
· how spillages can be prevented in the future

Session 22   Adverts and articles
Aim:  To identify where you would find an advert or article
Objectives: To recognise where you would find an article
        To identify what makes a good advert
To distinguish between persuasive and informative text.

Tasks
1. To identify the purpose of an advert or article
2. To recognise the main features of a leaflet 
3. To compare the features of a newspaper and website
4. To write a short memorandum to your boss stating your preferred method of advertising a product for their company.

Advertisements and leaflets
Companies use advertisements and leaflets to attract an audience.  Adverts are used to persuade or convince someone to buy or do something.  Leaflets give lots of information and usually have a range of images, in colour and are used to grab the attention of the reader.  Bullet points are often used to make it easy and simple to read.  Leaflets are an informative way of communicating with people.   
Articles are informative and persuasive and often found in newspapers.  An article will often try and explain a given topic and persuade the reader a certain point of view. 









Task 1 
Where would you find an advert, leaflet or an article?  
Are they informative, descriptive, instructive or persuasive?

Task2 
What are the main features of an advert and a leaflet?

Task 3
Look at an article in a newspaper and a website which are advertising a product and try and answer the following questions.
What features does a newspaper and website have?

	Features of a newspaper and website

	Newspaper
	Website

	
	

	
	

	
	

	
	

	
	

	
	

	
	



Task 4
Your boss has asked a group of people in the picking department, where you work, to write a short memo stating your preferred method of advertising a product for their company.  The preferred methods are by newspaper, leaflet or website.   
Write in complete sentences and address the memo to your boss Mr R W Dart.
· You need to comment on all methods of advertising – newspaper, leaflets and using a website
· Choose a  product to advertise and identify the section of the market who are likely to buy it
· State your preferred method and comment why you have chosen that particular one.

Session 23   Design a notice/leaflet
Aim:   To recognise the importance of creating a good leaflet / notice
Objective: To create a leaflet suitable for a product your company sells

Tasks
1. To identify and analyse different types of fonts, size and layout of different leaflets
2. To recognise and identify different words for a leaflet
3. To illustrate and design a leaflet / notice which advertises a product for your company
4. To write a description for your leaflet stating why someone should use your company or buy your goods.

















Task 1 
You need to think about various leaflets that advertise different products.  
Take a few moments to think about whether the leaflet makes you want to purchase the product, undertake the activity or go to a particular place and visit. 
· Consider the layout, images, fonts and colour - is it attractive and appealing to the reader.

Task 2
Use a dictionary to identify the definition for the following words.  Also use a thesaurus to increase your vocabulary in this area. 
	advertisement
	

	prospectus
	

	catalogue
	

	leaflet
	

	circular
	

	flyer
	

	notice
	

	pamphlet
	

	hand-out
	















Task3	
Illustrate and design a leaflet which advertises a product for your company. 
You need to use appropriate words, captions and images
	








































Task 4
To write a description for your leaflet stating why someone should use your company or buy your goods.  Imagine the company you work for sells a range of men’s and women’s clothes.  

You need to write in complete sentences and paragraphs.  Write about 150 – 200 words  Remember to include the following:  
· what you are selling
· who the clothing product is aimed at  ie.  men, women, children
· why is it good value for money
· why people should buy it

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Session 24   Analysing your skills
Aim: To analyse your skills
Objective:  To identify your current strengths, weaknesses, opportunities and threats.

Tasks
1. To identify the information you put in your SWOT chart in session 1
2. To recognise your strengths, weaknesses, opportunities and threats after completing this course
3. Create a list of your recent skills gained 
4. Write an account of your own skills and how you think you have progressed by doing this course and comment what you would like to do next.













Recap  - What is a SWOT Analysis?
Task 1 and  Task 2
· To recognise your strengths, weaknesses, opportunities and threats after completing this course
· To revisit the information you put in your SWOT chart in session 1, Task 4 and compare the answers you put in your SWOT analysis
Look back to session 1 Task 4 and compare the answers you put in your SWOT Analysis
	S
	Strengths

	







	W
	Weaknesses

	







	O
	Opportunities

	







	T
	Threats

	









Imagine you are working for OPL Logistics.  Your manager is carrying out annual appraisals in his department.  He has requested a list of your recent skills and has asked you to write about the development of your own skills in the last year.
Task 3 
Create a list of your recent skills gained by undertaking a traineeship.
·  
·  
·  
·  
·  
·  
·  
·   
·  
·  
·  
Task 4
Using the list of your recent skills, write about your own skills and how you have progressed in the last few months. You need to write at least three paragraphs to demonstrate your own skills. You can include your some of your strengths, weaknesses, opportunities and threats.  Write between 150 – 250 words.  













Session 25   Curriculum Vitae
Aim:   To recognise the importance of a CV
Objectives:  To recognise what categories are in a Curriculum Vitae
To identify why it is important to have a Curriculum Vitae
To compile a Curriculum Vitae which can be used and up-dated on a regular basis.

Tasks
1. To identify what ‘CV’ stands for
2. To read and identify the meaning of words relating to CVs
3. To recognise the importance of a CV
4. To identify personal key words for use in a personal profile
5. To create a  personal profile.

Task 1

Read the following words and find their meaning in a dictionary

	enthusiastic
	


	approachable
	


	consistent
	


	dedicated
	


	profile
	


	methodical
	













Task 2

Read the information and answer the questions on the importance of having a ‘CV’?

          A Curriculum Vitae is one of the most important documents you will ever write.   A good Curriculum Vitae, CV for short, is crucial for you to sell yourself to future employers.  The word Curriculum Vitae of Latin origin and can be translated to meaning “the course of my life”.

          Employers will use CVs to screen potential job seekers and assess their suitability for the position before calling them for an interview.  It should be no longer than two pages long and contain a summary of your personal information and personal profile, education, qualifications and employment history.   A personal profile details positive things about you including information which makes you special.  Your work history should be in chronological order (i.e. date order) starting from the most recent and include all the jobs you have done in the past including periods where you have not worked.

	You also need to state any training you have been on and any hobbies and interests you have.  This can give employers an idea of what interests you have outside work.  Try to include membership of sport or other clubs you may belong to.  

          Remember to include your references. You can state these are available on request or put their names down. Referees can be a current employer or a personal referee.
          An employer is obliged to give someone a reference about how they behave and perform at work.  It will also include their honesty, time keeping and whether they would be suitable for the position offered.  A personal referee is someone who is not related but has known you a long time and can give you a character reference.

1. What do the letters ‘CV’ stand for and where did it originate?
2. Name all the main categories on a CV
1. Why you need a personal profile?
2. Name some of the items you need to put in the personal details section?
3. What does the word ‘chronological’ mean?
4. What do you need to put in your work history?
5. Why is it important to state what hobbies you have?
6. What type of referees do you need?




Personal Profile

The personal profile is an important part of your CV.  This is one of the first things a potential employer will read about you.   It is paramount you create a good impression from the start.   By listing some of your best strengths and positive things about yourself will hopefully make your Curriculum Vitae or application stand out and make the employer want to see you.

Example:

A personal profile needs to describe the qualities of a person who is
· reliable
· hardworking
· conscientious 
· practical 
· can work to tight deadlines 
· work on their own
· works well in a team.
I am a reliable and conscientious person who can work well on my own and in a team.   I am keen to learn new skills and willing to undertake any training required.  I have good practical skills and hardworking and can work to tight deadlines.   

    		
Task 3

Imagine you are working for AL Transport as a forklift driver.   You have the following skills / qualities.  
· responsible
· fit and active
· prioritise workloads
· work on my own
· quick to learn new skills
· flexible
· willing to train

You need to design and create a personal profile suitable to use. It needs to contain:   
· short sentences to the point
· strengths and positive statements
· Cconcise and exact information.
 Write three or four sentences.

Task4
Consider you own qualities and skills you used in session 15. Create your own personal profile.  
It needs to contain: 
· short sentences to the point
· strengths and positive statements
· concise and exact information.
Write three or four sentences.

















A Typical Curriculum Vitae
Your Name in Bold 
Your address - line 1
Your address - line 2
Your address - line 3
Your address - line 4
Your postcode

Home tel: 
Mobile: 
Email: 


Personal profile
A few sentences about how ‘special’ you are.

Key Skills or Achievements   (optional)
List your key skills or achievements here.

Employment History
Include paid employment history or any voluntary work here.
Start with the most recent and work backwards.   

	Jan 200X - Feb 200X
	Job title, Employer's name 

Type your duties and responsibilities for this job here.


	
	•
	

	
	•
	

	
	•
	



	Jan 200X - Feb 200X
	Job title, Employer's name 

 duties and responsibilities 




Training

Include any training you have done here.



Education and qualifications

	200X to 200X
	University name, Course title

Qualifications: Type your qualifications here.

Type details about the course here.



	200X to 200X
	College name, Course title

Qualifications: Type your qualifications here.

Type details about the course here.



	200X to 200X
	School name, Course title

Qualifications: Type your qualifications here.

Type details about the course here.


Other information

List any other information you need to give the employer 
(You DON'T need to include your age, marital status, religion, sexual orientation)

Full, clean driving licence; excellent computer skills.

Interests

List 2-3 hobbies / interests you have outside of work.  

Referees

Contact details supplied on request.
Session 26   Curriculum vitae writing
Aim:   To create your own CV
Objective:  To consider your own qualifications, work experience and hobbies.

Tasks
1.  Design and create your own CV.

Task 1
Using the information and example CV in session 24.  Consider your own skills and create your own CV.
Make sure you include: 
· Personal Information
· Personal Profile 
· Education
· Qualifications 
· Employment History
· Training
· Hobbies /Interests  
· Referees

 














Session 27   Application forms
Aim:   To complete an application form and write a covering letter.
Objectives:  To write a covering letter suitable for applying for a job in a warehouse
To fill in all sections of an application form/

Tasks
1. To identify and recognise what a covering letter is
2. To complete an application form
3. To write a suitable covering letter to the Manager of ML Joinery. 

Covering letters

It is important to send a covering letter when you are applying for a job.  This should be included and sent with your CV or online application.   Sending a covering letter makes a good first impression and is your first or best chance to secure an interview.

The covering letter needs to include specific information about why you are applying. You need to state your own skills and experience, noted in your CV, and give reasons why you are interested in the job and the organisation. 



















Task 1  

What is a covering letter?


Task 2  
         
To complete an application form for a warehouse assistant,  please refer to job description .

Use black ink and capital letters where necessary.


Task 3

To draft and write a covering letter to the Manager of ML Joinery.  
· You need to plan your letter and use a mind map
· Write your letter to the Manager and include all necessary details why you are applying
· You need to state your skills and experience 
· Give reasons why you are interested in the job and the organisation.



















Warehouse Assistant Job Description


· Preparing goods for delivery:
· Picking;
· Making sure right styles, right colour and right quantity is picked;
· Accurately entering data into the system;
· Applying price stickers to garments;
· Using courier software for printing address labels;
· Packing goods;
· Stacking boxes on the pallets;
· Preparing pallets for collection.
· Being aware of stock in picking area and storage, replenishing stock.
· Processing recall stock and faulty.
· Receiving deliveries, counting stock and placing stock.
· Keeping the warehouse tidy and well organised:
· Remove all strapping from walkways as you go;
· Flatten any boxes in bad condition and put to cardboard bin;
· Empty bins of general waste and replace bags;
· Take general/recycle waste bags to according waste bins;
· Tidy workbenches area, ensure any garments are returned to appropriate box.
· To be aware of and to follow company policies, health & safety guidelines.
· To communicate effectively with colleagues, managers & other authorised personnel.
· Inform the Team Leader of any process errors or system issues in a timely manner.
· To be able to deal effectively and efficiently with queries and correspondence.
· To assist in other duties as reasonably requested by senior staff.
· Endeavour to improve quality of work wherever possible.




ML JOINERY  / WAREHOUSING LIMITED
Post Title:
Fulltime/Part time: 



The completed form should be returned to:
The Personnel Department
ML Joinery /Warehousing Ltd
Stanmore Lane
High Wycombe
Bucks
WE13 9LR





	PERSONAL DETAILS (Block Letters Please)

	
SURNAME: ...........................................................................................................................

FORENAME(S): ................................................................................  (MR/MRS/MISS/MS)

ADDRESS:..............................................................................................................................

...............................................................................................................................................

...............................................................................................................................................

POSTCODE: .........................................................................................................................

TELEPHONE NUMBER:  HOME:  .................................MOBILE:  .......................................





	CURRENT  EMPLOYMENT  DETAILS


	Post Title:


	Name and address of Employer
	Employer’s Business
	Start Date
	Salary

	







	
	
	

	Period of notice required: 


	Duties and Responsibilities – Provide a brief outline of your current duties and responsibilities

	































	PREVIOUS EMPLOYMENT

	Please list, detailing the most recent first

	Name and Address of Employer
	Post Title
	Salary
	Dates 
From / To
	Reason for leaving

	









































	
	
	
	

	
EDUCATIONAL ATTAINMENTS

	Training and Professional Qualifications


	Organisation
	Details


	



















	

	Professional Bodies
(Please give details of any professional body of which you are a Member)

	
















	Education (Most recent first) Please note that you will be required to produce evidence of qualifications attained

	Examinations/Subjects
	Results


	



































	





	PERSON SPECIFICATION

	The person specification has been drafted to provide clear and consistent method of selecting candidates. The enclosed PERSON SPECIFICATION will provide you with the opportunity to address each aspect of the specification, demonstrating concisely with relevant examples how you meet the criteria.


	













































Continue on additional sheet if necessary


	

	ADDITIONAL INFORMATION

	
Do you require any special assistance at interviews or with any aspects of the job?

YES             NO          If yes, please specify

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

Have you passed a driving Test                                YES                            NO      
Is your driving licence current                                    YES                            NO

If you have been banned from driving, have any current endorsements or penalty points on your licence, please give details

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................



ML Joinery / Warehousing aims to promote equality of opportunity for all with the right mix of talents, skills and potential. We welcome applications from a wide range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. If you have ever been convicted by the courts or cautioned, reprimanded or given a final warning by the police, (please note that the post you are applying for is excepted under the Rehabilitation of Offenders Act 1974) all convictions, cautions, reprimands and final warnings on a criminal record must be disclosed. Having an ‘unspent’ conviction will not necessarily bar you from employment. This will depend on the circumstances and background of your offence(s).




	Have you had any criminal convictions?
	Yes/No


	If Yes
	Nature of Offence
	Date
	Sentence
	Court












	REFERENCES

	Please give the names and addresses of two referees, one of whom should be your current (or most recent employer).
 
Please note that references may be taken up for shortlisted candidates prior to interview, this may be done unless you specifically request otherwise



	Name:

Post Title:

Business Address:











Tel No;
	Name:

Post Title:

Business Address:











Tel No;



	I certify that, that to the best of my knowledge, the information provided and the statements made in the application are factually correct and I understand that any false information may, In the event of employment, result in disciplinary action or dismissal.



Signed ............................................................... Date...................................................



	EQUALITY & DIVERSITY MONITORING FORM
ML Joinery / Warehousing is committed to equality of opportunity and aims to reflect the diversity within our local communities in its workforce composition. To help with monitoring and for this purpose only, please complete this form and return to us. The information is strictly confidential. This form will be separated from your application and retained by the HR Department for statistical purposes only.

Name: ....................................................................................................................................

Position applied for:................................................................................................................

Where did you see the post advertised:..................................................................................

Gender :  Male             Female                   Marital Status:....................................................

Sexual Orientation (Please State):.......................................................................................

Age :  	20 or under                      21-30                                     31- 40 
  
                      41-50                               51-60                                     60 or over	

	ETHNIC ORIGIN (Please tick the box that you feel best describes you)




	White

British 

Irish      	

Asian/Asian British

Indian 

Pakistani 	

Bangladeshi   

Other Asian
Background 



    
	Black or Black British

Black – Caribbean  

Black – African 

Other Black
Background   

Mixed

White and Black
Caribbean   

White and Black  
African 

White and Asian 

	Religion/belief

Christian 

Buddhist 

Hindu 

Jewish 

Muslim  

Sikh 

Other 

	Chinese or any other ethnic group

Chinese  	Other Chinese Background                 Other Ethnic Background
                                                                                              (Please specify)......................





.. 

	
Do you require any special assistance at interviews or with any aspects of the job?

YES                         
NO 
If yes please, specify 

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

Signed: .............................................................. 

Date:..................................................................

















Session 28   Prepare and create a presentation
Aim:  To prepare and create a presentation.
Objective:  To prepare and write a presentation about a logistic/warehouse    company.

Tasks
1. To identify what a ‘presentation’ is
2. To recognise what makes a ‘good’ presentation
3. To use a dictionary / thesaurus to gain more knowledge
4. To create and write a suitable presentation about your work.

Presentations

In order to carry out a ‘good’ presentation you need to be well organised and prepared.  It might be helpful if you write keywords or ideas on note cards which relate to your presentation.  These can referred to whilst you are carrying out the presentation. Remember they are only there as a guide and to help you remember the main points and information.

Carry out any relevant research for your presentation.  Always ensure your information is from a reliable source and remember you cannot always trust the internet for correct information. This will help make a good presentation.

It is important to practice your presentation.  Try and work out beforehand what you plan to say and how you will get the relevant points across to your audience.  Practising will give you confidence and you help you for when you carry out the real thing.   It will also help you know which areas you need to work on.

When undertaking your presentation you need to remember to smile, be confident and use a range of tone in your voice.  Remember to use eye contact and only use your notes occasionally to help prompt you.  Look at your audience and they will believe what you are saying.

Use a good introduction and conclusion for your presentation and you will achieve success.





Task1 

What is a presentation?  Use your dictionary to find the definition and write it down.

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Task 2

What makes a good presentation?  

Discuss and write two paragraphs on what makes a good presentation.

Task 3

Find and read the definitions for the following words.

	introduction
	


	conclusion
	


	performance
	


	speech
	




Task 4 

Your manager wants you to discuss details of your job to new employees who have recently started with the company. You need to create and write a suitable presentation about your work. You will present this to the class in the next session.

You need to talk about your work experience and what your job entails.  The presentation needs to be about 5 – 10 minutes.
· Identify areas of your job
· Draft ideas and create a PowerPoint 
· Create a good introduction and conclusion
· Make notes suitable for your presentation that you can use on the day. 


Session 29   Presentation
Aim:   To carry out your presentation.
Objective:  To carry out and present your presentation about a logistic/warehouse company to a group of people

Tasks
1. To present your presentation to a group
2. To analyse your performance
3. To discuss what went well and what did not go so well.


Task 1

Present your presentation to the group. By now you should be organised and ready for your presentation.  Remember to keep calm, you are well prepared.  Use a good introduction, use your notes occasionally and remember to make eye contact with your audience.  At the end use a good conclusion and remember to ask if anyone has any questions.


Task2 

How did it go?   Try and analyse your performance.  Decide what went well and what did not go so well. 
















Session 30  Evaluation

Aim:   To recognise what an ‘evaluation’ is
Objectives:   To identify the term evaluation
To read and answer questions on evaluation
To create an evaluation form.

Tasks
1. To recognise what an evaluation is and when it is used
2. To identify the meaning of words which relate to the word ‘evaluation’
3. To read and answer questions on an evaluation form
4. To complete an evaluation form.

Task 1
What is an evaluation?
When is an evaluation used?

Task 2
Identify the meaning of these words which are related to the word ‘evaluation’
	assessment
	

	decision
	

	interpretation
	

	valuation
	

	appraisal
	

	summary
	

	satisfaction
	

	recommendation
	











Task 3
Read the information below on ‘evaluation’ and answer the following questions.
1. What does an evaluation form do?

2. According to the data what is meant by the word ‘evaluating’

3. Give four reasons why managers use ‘evaluation’ forms

What is an evaluation?
An evaluation form is a tool companies use to assess whether they are doing things right. It is used as part of the monitoring process to determine whether the programme or activity is working or developing correctly.

A good evaluation will often ask questions which can establish whether something has been successful or carried out as expected. Evaluating involves collecting data and considering the effectiveness of something. Once the data has been collected it is important that it is analysed. This will help inform managers and companies of the efficiency and consistency of the process and identify areas for improvement. 

As discussed at the beginning of the course it is important companies and individuals have goals.Evaluations are one way of ensuring goals are continuously worked towards and met.Companies will often use them as a way of improving service and gaining funding for particular projects. 

Evaluations are often used by managers who want to boost staff morale.They also show effective communication and create good public relations with staff and clients alike. Companies also use evaluations to increase output and sales.



Task 4
You are working for PML Engineering and they are doing some training on how to use forklift trucks.  Your manager has asked you to create an evaluation form which will assess how people have enjoyed the course and if they have achieved the set outcomes.  This can be in the form of a tick box chart or questionnaire.
It will need to assess:
· how much they have learnt
· whether it met their expectations / needs
· whether they require more training.

[bookmark: should] 
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Session 1	Goal setting
Task 2                
Goals need to be…..
	Specific
	This tells you what you have to do

	Measurable
	Can the task be measured against your goals

	Achievable
	Can the specific goal be achieved in the time-frame

	Relevant
	Is the target relevant for the person’s job/future goals

	Time-bound
	Can the goal be achieved in the set time frame



Task 3  
Identify and set at least one personal and three work based targets to achieve by the end of the course 
	Personal Goals/targets

	 Work related goals/targets

	
1.  Home-related – personal to you
	
1.  Work related goals in your department/workplace

	
2.
	
2.

	
3.
	
3.

	
4.
	
4.

	
5.
	
5.

	
6.
	
6.









Task 4  
What is a SWOT Analysis?  Consider your own SWOT Analysis  - complete the diagram below.  This can be reviewed later in the course at relevant stages or at the end.
	S
	Strengths
	What you are good at

	W
	Weaknesses
	What you are not so good at 

	O
	Opportunities
	What kind of things are open / available to you to grow as a person / business  / develop your skills / train to do the job you want

	T
	Threats
	What are threats .. These are things that may stop you achieving your goals



Task 6
Logistics word wall
Sentences, full stops,  capital letters,  question marks, commas, exclamation marks, paragraphs, bullet points, semi colon, colons, adjectives, nouns, verbs,  verb tenses, planning, formal letters, formal emails, apostrophes , dictionaries 













Session 3 	Health and safety
Task 1 
Where would you find these different types of text?   Text has a purpose.
· Descriptive – in a review about the town centre
· Informative – in an article about a company’s product line.
· Instructive – a recipe for a Victoria sponge cake
· Persuasive – in an advert for a new motor car
Identifying the importance of using different texts…

Why is it important to consider how text is presented?
The way information is presented is the key to whether the reader will continue reading the document.  If it is formatted in a convincing style it will help maintain the reader’s interest and prompt them to read it.
What makes a document look  interesting and easy to read.
•	 Numbered lists
•	 Bullet points
•	 Gives clear instructions
•	 Uses language which is persuasive to convince the reader 
•	 Descriptive text uses words that can persuade someone 
•	 Descriptive words can describe.

Task 3   
Read the following health and safety document and answer the questions below.    
· What is meant by free of charge?   
You do not have to pay for health and safety training.  The company you should work for provide it for you free of charge.

· What is meant by HSE?
HSE stands for Health and Safety Executive

· What is meant by the employer on the document?
An employer is someone you work for. Their job is to decide what can harm you in your job and the precautions you need to take to stop it.

· What does the law say about health and safety in the workplace?
All employees have the right to work in an environment where there are no risks to health and safety measures.  Suitable controls need to be in place.
· Who is responsible for keeping you safe at work?
You and your employer are responsible for protecting everyone from harm in the work place. 
· Where could you find out about your rights at work?
To find out more about health and safety you should contact your health and safety rep.
· What does you employer have to do for you… name three things an employer is legally obliged to do for their staff…
Your employer needs to provide you with appropriate equipment, protective clothing, provide toilets , washing facilities, drinking water and adequate first aid facilities.
[image: ]Task 6
Session 4	Working Safely
Task1
 
1. What is the purpose of the policy?

The purpose of the policy is to ensure companies comply with relevant legislation and meets the minimum requirements.

1. How can the company protect employees while they are on the premises and how can workplace hazards be reduced? 

· Guidelines are provided which will reduce workplace hazards and protect employee health. 
· All equipment, work environment and working practices need to be safe and offer no hazard and risk to individual health and safety.

1. What is the main purpose of a ‘Statement of Intent’
The main purpose of a Statement of Intent is to propose a goal, give examples of facts or controls which will ensure the company has a safe environment to work in.


1. What do employees have to do in connection with the health and safety policy?

· The employee needs to read the health and safety booklet.
· If they are unclear about anything or have any questions they need to ask their team representative.
· Sign a declaration in the document to certify they have read and understood everything.
· All employees need to recognise their signature confirms they understand the policy and what is asked of them.  This makes the employee legally bound if they fail to comply with the policy.

1. Who else does this legislation protect and safeguard?

· It protects and safeguards employee health and reduces workplace hazards.  
· It also safeguards visitors, contractors and any members of the general public who could be affected by its activities.

1. When should the policy be up-dated?

The policy should be up dated as and when necessary, particularly in respect of major changes within the company or legislation.

1. Who looks after the health and safety policy?
The health and safety policy is monitored in the workplace by persons appointed specifically to this role.
Session 8	Obtaining information/creating a flow chart

Task 1

What is a flow chart?

A flow chart is a diagram which shows the process or solution to a problem.

When would you use a flow chart?

Flowcharts are used to manage a potential solution to an instruction or problem.   Sometimes instructions are easier to read in diagram form.

What type of shapes are you likely to find on a flow chart?

parallelogram, rectangle, diamond, square, circle

What is a supply chain?

A supply chain is where organisations, people, resources and information are organised so products / services can be moved from supplier to customer with the minimum of disruption. 

Task 4 
Quiz
1.  What is meant by interpreting data?

· extracting material

2.  What does the rectangle represent on a flow chart?

· process

3. Which box would you use to show it was the start of a flow chart
· rectangle

4. What is the aim of a flow chart?

· illustrate a solution to a problem

5.  Which shape is not found on a flow chart
·   pentagon


     6.  What is a supply chain?
· moving of products /service from supplier to customer

    7 . What does the term ‘logistics’ mean?
· management of the flow of goods from one place to another

     8. What does the term stock control mean?
· a process where you make sure the correct stock levels are maintained






















Session 10 	Conjunctions

Task 1 

What is a conjunction?

A conjunction is a word that is used in the middle of two sentences to make a piece of writing sound better.  Conjunctions are words such as:  because, and, so, for, as.

Task 3 
1. The yard needs to be kept neat and tidy so it complies with health and     safety regulations.

1. The forklift driver needs to take an exam as/because he is needs to be properly qualified to use it. 

1. All equipment and machinery must be cleaned thoroughly after use so it is safe next time.

1. The warehouse safety procedures need to be followed at all times as/and this will ensure everyone is safe from injury. 

1. All goods and transport leaving the warehouse need to recorded because/as management need to keep daily records. 

1. Mileage and the name of the driver needs to be recorded on a daily basis because it is an insurance requirement.

1. Each department head is responsible for checking and maintaining equipment and also ensuring health and safety regulations are in place. 

All staff need to clock in and out so they will get paid the correct amount of money. 






Session 13 	Writing instructions
Task 2 

■ Adjust your chair and VDU to find the most comfortable position for your work. As a broad guide, your forearms should be approximately horizontal and your eyes the same height as the top of the VDU.

■ Make sure you have enough work space to take whatever documents or other equipment you need.

■ Try different arrangements of keyboard, screen, mouse and documents to find the best arrangement for you. A document holder may help you avoid awkward neck and eye movements.

■ Arrange your desk and VDU to avoid glare, or bright reflections on the screen. This will be easiest if neither you nor the screen is directly facing windows or bright lights.   Adjust curtains or blinds to prevent unwanted light.

■ Make sure there is space under your desk to move your legs freely. Move any obstacles such as boxes or equipment.

■ Avoid excess pressure from the edge of your seat on the backs of your legs and knees. A footrest may be helpful, particularly for smaller users.















Session 14	 Reading a payslip/contract of employment
Task 1 
What is a contract of employment?
It is a written contract between an employer and employee of a company.   It should include employment conditions, rights, duties and responsibilities, these are called the terms of contract.  Both parties need to stick to the contract until it ends by either party giving the correct notice to leave the company.
What is a job description?
A job description is a list of duties, responsibilities  and tasks a person will be required to do a particular job. 
What is a job specification?
A job specification describes the skills, experience, knowledge, education and qualification and abilities which are essential or desirable for a particular job.
What is a payslip?
A payslip is  a piece of paper given to an employee detailing the amount they have earned, gross and net figures.  It will also include the amount of tax and insurance which has been deducted and payment date.
Why are they important?
A contract of employment is a contract between the employer and employee.  
Official documents like a payslip are required by law.











Task 2 
1. Why is a payslip an important document?

A payslip is a legal document which shows you details of your pay and entitlements.

2. What is the difference between gross pay and net pay?
Gross pay is the amount you earned before deductions are taken off which are tax, national insurance, pension contributions and student loans etc
3. Give at least five items you would expect to find on a pay slip?

Gross pay, net pay, details of any hours worked, overtime, bonuses, maternity pay, method of payment and payment dates.

4. What items are mandatory on a pay slip?

Tax and national insurance are mandatory items on a payslip.

5. How is a tax code showed on a payslip?

Your tax code is personal to you and will be detailed in the form of numbers and letters i.e 650L.
 
6. When should you receive a payslip?
You should receive a payslip every time you are paid.  If you are on annual leave or have a period of sickness you should still receive a payslip.











Task 4 
1. What is meant by a probationary period?

A period in which your performance and suitability at a company is reviewed.  It is usually for a period of six-nine months from the start of your employment.  An employee’s employment may be terminated if they do not meet the required standards.

2. What is the employee’s holiday entitlement?

Employees have 5.6 working weeks - Public and Bank holidays are also included in this entitlement.

3. How will the employee be paid?

The employee’s salary / wage will be transferred by BACS (Banking Automated Clearing System) on a monthly basis.

4. How much notice of termination is required by 
a. the employer  and the employee?

Notice of Termination to be Given by the Employer

                 Under one month’s service - nil
One month but less than 
Beyond this - one week for every complete year of service to a maximum of twelve weeks after twelve years’ continuous service

Notice of Termination to be Given by Employee

                  Under one month’s service - nil
One month’s service or more -   written notice


5. What does SSP mean?
SSP stands for Statutory Sick Pay – you need to qualify under current statutory requirements.





Session 15	 Recognising jobs and skills 


Task1 / Task 3  

A list of personal skills

accurate
adaptable 
analytical 
articulate
competent
enterprising
efficient
fit and active				
flexible
friendly
good ICT skills
good time keeper
hardworking	
industrious
innovative			
motivated					
organised 					
positive attitude				
reliable 
trustworthy
versatile
willing to train
work on own
work in a team

Task 3 A and B
A warehouse assistant needs to be accurate, adaptable, competent, efficient, fit and active, good time keeper, hardworking, motivated, practical, reliable, trustworthy, versatile, willing to train, work on their own, work in a team







[bookmark: _GoBack]Task 5  
Read the following warehouse assistant duties and answer the following questions.
1. Give three examples of how to ensure the goods are ready for delivery in a timely and organised way.
Three of the following…. Picking; making sure right styles, colour, quantity are picked;  entering data accurately; applying price stickers to garments; using courier software; packing goods; stacking boxes on pallets; preparing pallets for collection;
2. How are staff expected to keep the warehouse tidy, give three examples.

Three of … 
Remove all strapping from walkways; 
Flatten any boxes in bad condition and put to cardboard bin;  
Empty bins of general waste and replace bags;  
Take general/recycle waste bags to according waste bins;  
Tidy workbenches area, ensure any garments are returned to appropriate box.

3. What must staff do with the health and safety guidelines?

Staff need to be aware and follow company policies including health and safety guidelines.

4. When dealing with stock in the picking area and storage area what needs to happen to the stock?

The stock needs to be replenished.  This basically means ‘fill up again’

5. How should the stock address labels need to be printed?

The stock labels need to be printed using the courier software.
 

6. Why do you think it is important to use the correct waste bins when recycling.

To keep the warehouse tidy.   Also the company can be involved in the recycling process in order to be environmentally friendly.

7. What does the word ‘endeavour’ mean…

Endeavour means: “try hard to do or achieve something”

8. Why is it important to have Health and Safety guidelines,

It is important to ensure everyone keeps safe in the workplace.

9. Where do health and safety guidelines need to be placed?

The health and safety guidelines need to be place where they can be seen by all staff.





















Session 16	  Consider various jobs

Task 1 

Consider a range of jobs within the logistics/warehouse sector

Forklift operative
Warehouse assistant
Packer
Warehouse manager
Yard person
Forklift truck engineer
Logistics manager
































Session 17	 Teamwork

Task 1
1. What is a team and its purpose?
A team is a group of people who work together to achieve an end goal.

2. Why is a team essential for business?
Teamwork is essential for a business to grow and be successful.

3. What do staff need to contribute to the team in order for it to function properly?
Staff are expected to work to the best of their ability to achieve the goals of the team.

4. How does a range of personalities in the group affect the team’s behaviour?
A range of personalities within a group allows leadership to take place while others will be happy to get on with the job in hand.

5. What do all teams need to have to help them meet their objectives? 
All staff will have their own strengths and weaknesses to bring to the team.

Task 3
Team working word wall –
motivation, organising, collaboration, strategy, vision, management, projects, money, innovation, work, ideas, success, goals, activities, leadership, performance, understanding, projects, opportunities, inspiration, organisation, co-workers, solution, collective, 












Session 18	 Confidentiality

Task 3 
What makes a good telephone conversation?  
1. Make sure you are in the right environment and have time to make the call.
2. Ensure you have all the facts and information ready in front of you before you start the conversation, including contact names and telephone numbers of people you need to ring.
3. If you feel nervous before calling – plan ahead and make notes of what you want to discuss, questions you need to ask.
4. Visualise the conversation and practice in your head what you are going to say, take a deep breath before you start.
5. Have a pen, paper and calendar to hand so you can jot things down if you need to.
6. Make the call and have an introductory sentence you can use to start the discussion.
7. When the conversation comes to an end, remember it is important to thank the person you are calling and reiterate any important information.













Session19 	Speaking and listening
Task 1
What is the difference between a formal and informal discussion?
A formal discussion is a conversation you might have between a manager and employee, teacher – parent or yourself and your bank manager, solicitor or doctor.   The discussion will usually detail more complex language and give views and opinions between groups of people. Appropriate greetings, proper introductions and goodbyes will play a major role in a formal discussion.
An informal discussion is a conversation which is friendly and relaxed.   It is usually a conversation which is carried out with friends about your hobbies, how you relax and what sports you play. The language used in an informal discussion is usually not suitable for a situation at work in a more formal situation.
All conversations with your Manager about work are usually ‘formal’ discussions. Depending on whether you talk about work or activities outside work with your work colleagues will determine if it is a formal or informal conversation.
When asking questions open questioning is the best form of obtaining information as it allows someone to use sentences in their answer.  Closed questioning means the interviewee can only use ‘yes’ or ‘no’ answers.
Task 3
It will be a formal discussion as it is going to be a conversation about training which is going to be taking place in the workplace.
Task 4
Depending on who you talk to on the telephone will determine whether it is a formal or informal conversation.
Typical questions you can ask a buyer when ordering more stock for your warehouse.
When you have decided on what stock you need to order and relevant quantities. 
You need to find out how much will these cost
Ask if you qualify for any discounts for bulk buy
Decide how soon you will need this order – can the company meet your delivery dates?
What are the delivery charges?  How do you qualify for, or get free delivery?

Task 5 
It is important when dealing with suppliers you speak to them in a calm, polite manner but stress the relevant points ensuring they understand why you are ringing and that you are not happy about the situation.
You need to state there were two boxes missing from the delivery.   You need to decide whether you would like to get a replacement for these or credit note for these items.
Explain to the sales person this is happening on a regular basis and it is not acceptable.  Ask how they can rectify the problem.
Discuss why you feel it is not acceptable… 
Ask what the company going to do in the short term to resolve this problem – send replacement goods or a credit note.


























Session 22	  Adverts and articles

Task 1
 Advertisements are found in a variety of media, including newspapers, magazines and on television.  Advertisements try to persuade or convince you to do something.  Leaflets are informative as they usually contain information about something. 

Task 2
The main features of an advertisement include an attractive logo, interesting font and the use of colour and images help to make it eye catching for potential customers.   The purpose of a leaflet is to inform and give information about a building, place or activity to help encourage people to visit or undertake something new.

Task 3
	Features of a newspaper or webiste

	Newspaper
	Website

	COLOUR / BLACK OR WHITE
	ADDRESS BAR

	HEADLINES
	LINKS TO OTHER WEBPAGES – HYPERLINK

	SUB HEADINGS
	SEARCH BOX

	COLUMNS
	IMAGES

	BULLET POINTS
	COLOUR

	IMAGES
	











Session 25  	CV writing
Task 2 
1. What do the letters ‘CV’ stand for and where did it originate?

The letters ‘CV’ stand for Curriculum Vitae, it is of Latin origin.  It means the ‘course of life’

2. Name all the main categories on a CV
The main categories are:
· Personal Information
· Personal Profile 
· Education
· Qualifications 
· Employment History
· Training
· Hobbies /Interests  
· Referees

3. Why you need a personal profile?

A personal profile details positive things about you including information which    makes you special.  

4. What does the word ‘chronological’ mean?
The term ‘chronological’ means in date order starting with the most recent.
5. What do you need to put in your work history?

A detailed list of where you have worked in the past not forgetting any periods where you have not worked.

6. Why is it important to state what hobbies you have?

Potential employers like to see what interests you have outside work.  If you belong to clubs or do sport it can demonstrate how you might be in a working environment.

7. What type of referees do you need?

Referees can be a current employer who will comment on your work behaviour and how you perform at work or a personal referee who can comment on your character and what you are like outside work.

Task 3  

A typical personal profile could look like this…

I am a fit and active person and responsible person who can work well on my own and prioritise workload in a busy environment.  I am flexible, quick to learn new skills and willing to train.




















Session 27 	Application forms

Task 1 
What is a covering letter?
A covering letter is a letter which you need to be sending to employers when you apply for a job.   This will detail why you are applying and include your skills and experience related to the position you are applying for.   It is also important to say why you are interested in the organisation.






























Session 28		Presentation


Task 1  

The word ‘presentation’ means a talk or speech about a piece of work, product or idea which is presented and explained to an audience. 

Task 2
 
What makes a good presentation?

It is important to be well organised and prepared.   Use a good introduction and end the presentation with a suitable conclusion.  Relevant research should be carried out so you have a good source of information you can draw from.  

Remember to practice to gain more confidence before the actual presentation.  When the time comes to do your presentation you need to stay calm, relax, smile and be confident in your own work.





















Session 30	 Evaluation

Task 1
An evaluation form is used by companies and managers to evaluate the process of something to see if it going well.
Task 3
1. What does an evaluation form do?
An evaluation form can be used as part of the monitoring process to enable whether things are going right, whether it has been successful or carried out well.
2. According to the data what is meant by the word ‘evaluating’
Evaluating involves collecting data and analysing the effectiveness of something.
3. Give four reasons why managers use ‘evaluation’ forms
     It can identify the effectiveness of a particular process. 
It can ensure goals and targets are met.  
They can be used to improve the service or gain funding for particular projects.  
Show effective communication and create good public relations with staff and clients.
Increase staff morale, output and sales. 
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