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Welcome to UP Skills for Work!
UP Skills for Work helps you build skills for learning, work, and life.

Here are some of the skills you can learn about:

•	 Adaptability

•	 Collaboration

•	 Communication

•	 Creativity and Innovation 

•	 Digital

•	 Numeracy 

•	 Problem Solving 

•	 Reading 

•	 Stress Management

•	 Writing 

What’s in this workbook? 

This workbook is about writing skills. 

You will learn about:

•	 What writing skills are

•	 Why writing skills are important

•	 What a writing process is

•	 How to build your writing skills



4

Get Started: Writing

What is writing? 

Skill words

When you write, you use written words, numbers, 
or symbols to share information. 

Writing skills are the skills you need to write.

There are many ways you can share information.   
One way to share information is to write.

You can write on paper. 
You can write on a computer or a tablet. 
You can write on a smartphone.

Writing skills are important. 
You can use writing skills to:

•	 Make a grocery list

•	 Send a birthday card

•	 Apply for a job

You can feel better about your writing skills.  
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Meet Sandeep

Sandeep works as a personal support worker.  
She uses a lot of documents at work.

Sandeep has to write reports. 
When Sandeep writes, she worries about making mistakes.  
She worries that she will forget to include important information.

Sandeep wants to feel better about her writing skills.

Skill words

A personal support worker takes care of people who 
need help with daily living.    

Documents are written pieces of information. 

A report is a kind of document where you explain 
something that happened.
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Think about it

Look at the kinds of writing below. 
What kinds of writing have you done before? 
Write an “x” beside the kinds of writing you have done before. 
You can add your own ideas at the bottom of the list.

Kinds of writing

	¨ Job application

	¨ Text message

	¨ Message in a birthday card

	¨ Form

	¨
	¨

Skill words

A text message is a message you send to somebody 
from your smartphone.  

A form is a document that has questions for you to 
answer in writing. For example, a doctor might ask 
you to fill out a form about your health. 
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Self-check

How do you feel about your writing skills? 
Write an “x” beside the box in the chart that feels like you.

How I feel about my writting skills X

I think writing is easy.   
I like to write.   

I think writing is sometimes hard. 
I like to write sometimes. 

I think writing is hard.  
I don’t like to write.   
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Why are writing skills important? 
Writing skills are important.  
You use writing skills at work. 
You use writing skills at home.

Sometimes you write for yourself. 
You are the only person who will read this writing. 

Sometimes you write for other people.  
You use writing to communicate information and ideas.  
Other people will read this writing.

Skill words

You communicate when you share information 
with other people. 

Here are some reasons you might write:

•	 To help you remember information and ideas

•	 To share information and ideas with other people 

•	 To connect with other people
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Writing at work  

Writing skills are important at work. 
Writing can help you communicate with co-workers.  
Writing can help you organize information or ideas. 

 

Skill words

When you organize information, you put it in an 
order that makes sense. 

Sandeep writes at work

Sandeep uses writing skills at work every day.  
She has to write for different reasons. 

Sandeep uses her writing skills to:

•	 Send information to co-workers

•	 Write documents about patients

•	 Fill out forms to order supplies
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Writing at home  

Writing skills are important at home, too. 
Writing can help you connect with friends and family. 
Writing can help you remember information.

Sandeep writes at home

Sandeep lives with her partner. 
They live in an apartment.  
Sandeep needs to write at home.  

Sandeep uses her writing skills to:

•	 Make a grocery list

•	 Send a text message to her partner

•	 Send a note to her landlord 
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Why is writing hard sometimes? 
Writing can feel hard. 
You may feel stressed when you have to write.

You might find writing hard if:

•	 You don’t know what to write

•	 You don’t know how to start writing

•	 You don’t like to write

•	 You have a learning disability in writing 

•	 You feel rushed

•	 You don’t feel confident

There are steps you can take to make writing feel easier. 

Skill words

Feeling stressed means you feel worried or tense.

A learning disability is an issue that makes it 
harder for someone to learn.

Feeling confident means you believe you can do 
something.    
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Think and share

Look at the questions below. 
You can share your answers with the group.

•	 �Why do you think Sandeep is worried about 
her writing skills?

Idea bank

She is worried because:

•	 She doesn’t know what to write

•	 She doesn’t feel confident

•	 She doesn’t want to make mistakes 

Idea bank

You could tell her:

•	 �There are things you can do to help 
you write

•	 You can ask for help

•	 �Everybody finds writing hard 
sometimes

•	 �What could you tell Sandeep to make her 
feel better? 
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What is a writing process?
A writing process is the way you write from start to finish.  
You can break up a writing task into three steps. 
Each step is important.

Skill words

A writing task is the writing activity you are working on. 

Using a writing process can:

•	 Help you communicate better 

•	 Help you feel more confident about your writing skills

•	 Make you feel less stressed about writing

Here are the steps of a writing process:

Step 1. Plan your writing

Step 2. Write

Step 3. Check your writing
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Step 1. Plan your writing

When you plan, you think about what you are going to write. 
You also think about who is going to read your writing. 
A plan helps you organize your ideas before you write.

There are different ways to plan your writing.  
Sometimes you can just think about what you are going  
to write. 
But sometimes it helps to do more planning. 

Here are some ways to plan your writing:

•	 Think about what you want to write

•	 Brainstorm ideas

•	 Make notes
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Think about what you want to write 

Some writing tasks are short and simple. 
You can plan by thinking about what you want to write.

Here is an example. 
You want to write a text message to a friend. 
Before you write, think of a sentence.  
Say the sentence out loud if you can.  
Decide if it makes sense before you write it. 

For long or important writing tasks, you might need to 
do more planning.

Skill words

A sentence is a group of words that makes up 
a complete thought. 
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Brainstorm ideas

Some writing tasks are long. 
You might need to write about more than one idea.

Some writing tasks are important. 
You might need to spend more time making a plan. 

One way to plan is to brainstorm ideas before you write.
Then you can organize your ideas before you start writing. 

Skill words

When you brainstorm ideas, you think of as 
many ideas as you can. 
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How to brainstorm ideas

Here is an example of how to plan by brainstorming ideas: 

1.	 �Write down all the ideas you can think of. 
You can use words, pictures, or both.

2.	 �Circle the ideas you want to write about. 
Cross out the ideas you don’t want to write about.

3.	 �Decide which idea you will write about first. 
Then decide which idea you will write about second,  
and so on. 

Think and share

Look at the question below. 
You can share your ideas with the group. 

•	 �What is an example of a writing task that 
you could plan for by brainstorming ideas? 

Idea bank

Examples of writing tasks:

•	 Postcard

•	 Job application

•	 Report  
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Make notes

Another way to plan is to make notes.  
Sometimes you have to share a lot of information in writing.  
You can make notes about the important information. 
Your notes will help you remember what to write.  

Here are some ways you can make notes:

•	 Make a list of key words

•	 Make a list of important ideas

•	 Draw pictures of your ideas

Skill words

Key words are the important words in a piece 
of writing.  
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Think, write, share

Read the examples of writing tasks below.  
How would you plan for these writing tasks?

You can write your answers in the chart. 
You can share your ideas with the group. 

Idea bank

You can plan by:

•	 Brainstorming ideas

•	 Making notes

•	 �Thinking about what to write 

Examples of writing tasks How you can plan  

Text message to a friend

Job application
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Step 2. Write

The first step in a writing process is to plan.  
The next step is to write.  
In this step, focus on sharing the ideas from your plan. 

Here are some things you can do while you write.

Don’t worry. 
Don’t worry about how the writing looks. 
Spelling is not important right now. 
You can fix your writing later if you need to.

Follow your plan. 
If you are not sure what to write, try to relax. 
Think back to Step 1. 
What did you plan to write about?

Take a break. 
Take short breaks while you write. 
Read what you have written so far. 
What do you still need to write about?
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Think and share

Sandeep has to write a report about visiting a patient. 
She makes notes about what to write in the report. 
She starts to write the report. 
But then she isn’t sure what to write next. 

Look at the questions below. 
You can share your answers with the group.

•	 �What can Sandeep do if she isn’t sure what 
to write next? 

Idea bank

She can:

•	 Read what she has written so far

•	 Look at her notes

•	 Ask a co-worker for help
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Step 3. Check your writing

The last step in a writing process is to check your writing. 
This is an important step. 
This step helps you make sure your writing makes sense. 

Remember what you planned to write about. 
Now read your writing. 
Did you communicate the ideas you planned? 

If the writing does not communicate what you planned to 
share, you could:

•	 Add more information

•	 Change a word

•	 Change a sentence

•	 Take out a word or sentence
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Tips for checking your writing  

Here are some tips for checking your writing. 

Read your writing out loud if you can. 
Or have somebody read your writing to you.

Use a dictionary or spellchecker. 
You can check the spelling and meaning of words.

Ask a friend or co-worker to read your writing. 
They can tell you if they understand what you are trying to 
communicate. 

Skill words

A dictionary is a place where you can look up 
what a word means and how to spell it.

A spellchecker is a program on a computer 
that checks your spelling.
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Think and share

Look at the questions below. 
You can share your answers with the group.

•	 �Why do you think it’s important to always 
check your writing?  

•	 �Which step of the writing process do you 
think is the hardest? Why? 
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How can you build your writing 
skills? 
Here are some things you can do to help build your writing 
skills. 

Practice. 
Try using a writing process. 
Practice using a dictionary.

Ask for help. 
Brainstorm ideas for your writing with a friend or co-worker. 
Ask a co-worker to check your writing.

Be patient. 
It takes time to build skills. 
Use a writing process to help you write.

Find ways to learn. 
Try to read the kinds of writing you have to write. 
Ask co-workers or friends for writing tips.
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Way to go!
You’ve learned about writing skills. 

Take action

You need to take action to get better at a skill. 
Write a pledge to take action.

I pledge to work on my writing skills. 
Here are some ideas of what I will do.

I will

Skill words

A pledge is a promise to do something. 

Idea bank

Ideas to do: 

•	 Make a plan for writing

•	 Check my writing

•	 Read different types of writing
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