FUNCTIONAL SKILLS 
English Level 2 
[bookmark: _Hlk114640249][image: Logo

Description automatically generated]


FUNCTIONAL SKILLS 
[image: ]English Level 2 - Writing 












[image: ]
26. Convey clear meaning and establish cohesion using organisational markers effectively

So, what does this mean?

Let’s look at some definitions:

Convey – to put forward or communicate an idea or information.

Cohesion – linking ideas or information together within a text to give it a clear meaning.


Simply put, organisational markers can be used to make your writing clear and easy to read. 

The table on the next page provides some examples of common organisational markers. 






























Organisational markers
	Organisational marker
	Example
	Effect

	Straplines
	‘Because you’re worth it’
	Straplines are usually found in articles and adverts. They give the reader a clue as to what the article or advert will be about, as well as setting the tone of the text.

	Bullet Points
	You will need:
· eggs
· flour
· milk
	Bullet points are an excellent way to break up information, making it more manageable for the reader.

	Subheadings
	Introduction
The start of this text…
	Subheadings help to separate a text into logical parts and also make specific information easier to find.

	Tables
		Age range
	18-25​
	26-30​
	31+​

	Amount
	122​
	856​
	15​



	Tables help to display data in a clear and concise way for the reader.

	Text boxes
	“It’s absolutely ridiculous”

	Text boxes allow specific chunks of information to stand out. They are often used to help highlight an opinion or viewpoint.

	Illustrations
	[image: Agriculture outline]
	Illustrations draw a reader in but also help to aid understanding and support an idea or viewpoint.

	Footnotes
	*Main = The most important or biggest.
	Footnotes support a reader’s understanding of text-specific vocabulary.

	Numbered lists
	Here’s what you need to do:
1. email the manager
2. attach the file
3. copy in HR
	Numbered lists allow information or processes to be displayed in a clear order. They are commonly used in instructional leaflets or reports.

	Photo captions
	[image: A person holding a cat

Description automatically generated]
Man (above) cuddles cat.
	Photo captions help to give more context to an image used in a text. This can help the reader gain a wider understanding of the text as a whole.


Using organisational markers in an on-screen exam may look a little different. You can show that you would like to include an illustration or a caption by using brackets. 
For example: (Include a photo of a man cuddling a cat. Caption: Man cuddles cat).
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Examples of different types of texts and organisational markers

Articles

The magazine article below is titled ‘The Aging Population’. Let’s see how the writer has used organisational markers to make it easier for the reader to find the information.

[image: ]Footnotes
Subheadings
Text Box





Examples of different types of text and organisational markers

Reports

The report below is about the proposal for a distribution centre in Highfield Town. Organisational markers have been used to make it easier for the reader to locate the information they need. They also make each point clearer. 
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Glossary
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Examples of different types of text and documents
Emails and letters 
When you are writing a lot of detail in an email or letter, subheadings, bullet points or numbered lists can be used to help organise the information.
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Description automatically generated]When writing emails and letters in your exam you will get marks for including organisational markers such as subheadings, bullet points, numbered lists or footnotes!



Using the information provided on page 2, answer the following questions.

Question 1
Using the following options, label the organisational markers on the text below.  Illustrations     Text box       Subheadings      Bullet points      Strapline
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Question 2 
Subheadings are one of the most common organisational markers used in a variety of texts.
Look at the article below and add appropriate subheadings in the spaces provided. The first one has been done for you.
New course available: Woodworking Level 2
Course overview
This is a full time, 2-year course delivered over 15 hours a week (Monday to Thursday). The course will be taught using a hybrid approach consisting of classroom delivery and practical lessons, which will be carried out in our purpose-built workshops.

________________
This course is aimed at people considering a career in carpentry with opportunities to work in industry with real employers. You must be creative, organised and have a passion for woodwork.

________________
3 GCSEs at grade C or above or equivalent.

________________
When you sign up for the course, you will be welcomed into a life at college with many benefits. You’ll have access to state-of-the-art facilities, receive quality teaching and have the opportunity to forge long lasting friendships with your peers. For pastoral support, you can head over to out student’s union, where you’ll find all of the support and guidance you need. You’ll also have the chance to join a range of fantastic clubs and take part in some exciting extracurricular activities with your peers. 

So, what are you waiting for? Sign up today!


The College Times
The best place to get your up-to-date college info!


Here’s a practice exam question. Write your answer on the next page and try to include some organisational markers. 

Exam question

You write for the local newspaper and receive the following leaflet:
[image: Woman sitting with children]
You can help us in our fight against poverty.
Did you know:
· Thousands of families are left with out access to food, water and adequate clothing
· Families are being hit with heavy tax rates, despite having low income
· Many families have been separated, their children going into foster care, leaving the parents homeless
Please help us in our fight to keep families together and end poverty.
To donate, call: 01234 567 890
For more information, visit: www.fightpoverty.org




Write an article for the newspaper highlighting the problem of poverty and encouraging readers to help with the fight against poverty.

You should write approximately 250-300 words.Planning space:

Write your article here:
Summary


  Upon completion of this workbook, you should now understand:

· the format and layout of different types of texts.

· how to select relevant organisational markers for different types of text.

· how to ensure organisational markers are used to establish cohesion and convey a clear meaning.






































Your functional skills exam 

Your functional skills exams will consist of 2 papers. 
These papers will take place over the following time periods:

· Reading exam – 60 minutes
· Writing exam – 60 minutes

Further information on the format that your test will take can be obtained from your training provider. 


Hints and tips for writing

· Find out what format your exam will be in. It may be paper-based or 
on-screen. 
· Plan what you are going to revise in advance. Do not leave it until the last minute.
· Do as many mock papers as you can so you are prepared for the day. If possible, try to complete the mock papers following the same format as the actual exam.
· Find a quiet place to study and revise. It helps to sit at a table or a desk. 
Do not revise in bed.
· Do not stay up all night revising the night before your exam. It is important to have a good rest, so you feel refreshed and ready to go.
· Read the question 3 times. The first time to ensure you understand what is being asked, the second time to get an understanding of what you need to do and a third time to figure out exactly which English techniques you should be applying. 
· If you are struggling with a question, skip it and come back to it later. Try not to sit getting stressed about a difficult question, it will only waste exam time. Move on and come back to it after you have answered the other questions. 
· Take note of the number of marks available. 27 marks should give you an indication of how much information you should give in your answer.  
· When you have finished the exam, go back and check your answers. If you still have time remaining, use it to check your answers and when you have checked your answers check them again. 
[Type here]
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KEY POINT
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THE AGING POPULATION

Itis estimated that, by 2050, almost 25% of the UK population will be over 65. There are two reasons
for this: increased longevity' and a falling birth rate. It cannot be denied that this presents society
with some challenges, but there is no reason to think that it will be an unmitigated® disaster.

HEALTHCARE

Itis feared that the strain on the NHS will become
unmanageable, but does that really have to be the
case? More of us are living longer lives, which is
something to be celebrated. However, it also
presents certain challenges, such as an increased
risk of developingillness. It s important to do our
best to keep fit and healthy. People aged 65 years
and over have the lowest proportion of smokers in
the UK. However, there has been a rise in the
number of smokers aged 25 to 34, which could be a
worrying sign for the older generations of the
future. Older people, in general, drink less alcohol
than younger people and there is plenty of
information out there about healthy eating.

In addition, being older does not mean not
exercising. From gentle cycling or walking the dog
to exercise classes and hiking groups, there

is something for every interest and ability.

WORKING LIFE

There i concern that people’s pensions or savings
will run out as they live longer. However, the
retirement age has already been raised and

is likely to rise further, so older people will keep
earning. This will have the added benefit of
businesses being able to use the experience

and expertise of older people; they can mentor
younger employees and the mix of age groups.

will bring different perspectives to the workplace.
And do not think that being older means not being
able to get to grips with developing technology.
Grey hair does NOT mean fewer brain cells!

Furthermore, after retirement, some people take up
volunteering. This can be through an organisation
orinformally by helping a more elderly or less able
neighbour with shopping or gardening, o just
dropping in for a chat. Thus, the volunteer keeps
active and still feels useful.

INDEPENDENCE

In the UK, only 3% of people over 65 live in care
homes. Most live independently in their own
homes, albeit in some cases, with support from
family or visiting carers. What is more, it isn't
only celebrities, like Mick Jagger and Paul
McCartney, who are still rocking in their 70
and probably beyond. We can all do it with
abitof luck and a lot of positivity.

long lfe expectancy
* complete, total, absolute

Aging is inevitable, so embrace i
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Meeting: Proposal for Distribution Centre in Highfield Town PU RPLE
Date: 11 June
From: Logistics Manager CLOTHING

This document has been prepared for the board of directors about the proposed
distribution centre within Highfield Town.

Location:

The proposed site is on the outskirts of Highfield Town and is surrounded by open fields. It is three miles from
the town centre. The closest residential property is two miles away on Clover Lane. The M62 motorway s four
miles to the east.

Following the closure of the colliery, Highfield Town is an area of deprivation. Industry is slow and
the town consists only of small businesses: a DIY shop, a newsagent, a hairdresser and a ibrary.

Benefits:

The proposed distribution centre will bring significant benefits to the area, the most notable being greater
employment opportunities. To enable a 24-hour operation and to maximise the company’s productivity,
we aim to employ four hundred staff on a shift pattern.

At present, traffic wishing to access the M62 motorway has to travel directly through the town centre. Our
proposal includes the construction of alink road to bypass the town to minimise the impact of increased traffic
and noise in the town centre. The improved transport links are likely to bring additional business to the area.

The site is currently a wasteland and has no agricultural purpose. The land is non-arable due toits nutrient-poor
soil and the presence of large quantities of stones. Our proposal would regenerate this otherwise derelict land.

Drawbacks:

Alink road will mean additional costs for the company. A funding application to cover some of these costs will
be submitted to the regional council before seeking planning permission for the distribution centre. Without this
r0ad, there is a high risk of planning being denied due to the disruption to local residents. The company will need
to extend its proposed completion date to allow time for the funding application to be considered.

Conclusion:
The proposal to locate the distribution centre in Highfield Town has more advantages than disadvantages. The
area would benefit greatly, and the 24-hour operational strategy will assure productivity and increased turnover
for the company. The company should, however, consider the viability of the additional costs versus

the projected time it will take to recoup them.

Clarke Evans

Glossary
Colliery “The buildings and equipment related to a coal mine
Non-arable Not suitable for farming
Derelict Uncared for and left in a bad condition
Viability The possibility of success
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Message

humanresourcesdepartment@purpleclothing.coz
rlonesgpurpleciothing.coz
29 October

Recruitment

Good moming,

5 you knowthe buikding work for the distrbution cente in Highfied Town s welunderway. We ned to recrut new staff
nan efcient and tmely manner| want toplan th recrutment rocess now 5o that we ae feady o act romptly whena
defnite completion date s known.

1 suggest the folwing prcess:

1. Media campaign (2 weeks)
Tne company willadverse new obs i ocal and tional newspapers an use  socialmedia bop-up advert We need
0 Considr the content 0 generate 23 much nteest 2 possble.Th advert needs o b persuasive and must ncude
Pigh-quality supporting graphic such 2 ictures oftheproposed new state-of th-art facliies We need t promote the
enefis of working for Puple Clothing incluing compettiv ate o py, it allowance,convenient motorway links,
etc and showcase ouseies s 3 supportr ofocal communitis.

2 Review of appiications (1 week)
We vl shoriis prospectiveemployees based o thelr quaiications and experienceof working nthis scto. We must
aso consider appicationsfom peopl new 0 this ndustry where thelf elevant work experience ighlights the desired
il For example,voluntary wark r invaNement i socialcubs tha demonsrates good tesmork. A spresciheet
rcordspplcations wilneet o b cested by your team.

3 Interviews (1 weeki
(Open days must be rranged for th shortisted candidtes One-to-ones wil b scheduled curing the day o gsin  profle
of each canidae Thesewil b conducted b senior management romsales, opeations,logstics and human resources.
‘Avenue willneet o b sourced and ssociated cots wil ned 0 be outined.

4 Recruitment 210 4 weeks)
Your department willemaljob offer osuccessulcandlidaes, processrferences or those who accept and determine
sortdes.

5 Induction 3 days)
il ew employees mst undergo: formalinducton, which il include. tour o the site,health and saety taining.

frst i reporting and the company' ode of conduct Yourdepartment il need t organise the ndction dates so that
ne Ca arange for ppropriste raines o stenc.Ths wil need careflpanring 3 riners havetotravel fom other stes.
s trainesarebased nationwide some may also need htelsccommodation. Inthe past, we have secured 2 reduced rate
3t loca otel. leae esearc the best deal and il the accommodation detals o th trsiners o allowthe to
Bookat thereduced rate.

“Tis recruitment process wil ake:a maxima o  weeks (based on potential employees having o givea maximumm of 4
weske notice ofeave fo their curent employment.

Please schedule amestingforThursdayat 2pm o that we can dscuss this ndetall and begin toformalate an action plan.
Regards,

Rnonda ones
Dirctor
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HIGHFIELD FITNESS

EXERCISE CLUB FOR THE OVER-60s

Highfield Fitness is pleased to introduce its new fitness club for the over-60s

Getting older is no reason for hanging up your boots
and becoming sedentary. Exercise isn'tjust for the
young. We're allliving longer and much doom and
gloom has been spread about the problems an aging
population will bring. But not at Highfield Fitness!

Health Benefits
We believe it's important to keep fit and healthy
and age shouldn't be a barrier. Exercise improves
physical and mental health, builds up strength and
improves posture. If you haven't exercised for a
while, don't worry! You can start gently and build
your fitness at your own rate. With the help of our
trainers, you'll be flying in no time! Some activities
can be done sitting or lying down, so being a little
shaky on your legs is no deterrent. Above all at
Highfield Fitness we make exercise fun!

Activities
We have a variety of classes to suit every taste
and need, such as:

+ Pilates
+ Yoga
+ Taichi

These are all low impact activities that increase
mobility and flexibility, while also improving balance
and core strength. If you like swimming, why not take
advantage of our state-of-the-art pool and join a
water aerobics class? Are you a dancer or would you
like to learn? Then you might like to join our ballroom
or salsa classes. Don't worry if you haven't got a
partner, you'll soon find one at Highfield Fitness.
Perhaps you'd prefer to use the gym, where you'll be
given an exercise routine tailored to your needs by
one of our expert trainers. Take full advantage of our
weight stations and you'll soon be as strong as an ox.
Our activities are also fully inclusive. Most can be
done in a wheelchair and we have staff who can use
sign language or assist the blind or partially sighted.
Anything is possible.

Social Benefits
Of course, joining our club has great social benefits.
You'll meet new, like-minded people and exercise
together, a particular bonus if you live on your own.
Afterwards, why not get together in our cosy café for
a coffee and one of our delicious home-made
pastries or cakes? It won't undo all the good you've
just done, we promise!

Times
The club s open every Tuesday from 10am to 12pm
and every Thursday from 2pm to 4pm. There's no
need to book. Just tum up. Make sure you wear
suitable clothing and footwear.

Contact Details (for more information):
Address: 121 High Road, Highfield
(next to the church)

Telephone: 01665 234243
Website: www.highfieldfitness.org

CONTACT

Come and join us at Highfield Fitness and we'll do our best to ensure that you enjoy increasing good health and fitness
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