
 

 

 

 

 

  

  

  

  

  

  

  

  

 

 

  

  

  

  

  

  

  

  

 

  

  

  

  

  

 

 

  

  

  

  

  

  

  

  

  

  



  

  

  

  

  

  

  

  

  

 

  

  

  

  

  

  

  

 

  

  

 

  

  

  

 

  

  

  

  

 

 

  

  

  

  

  

  

 

 

 

  

  



  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://regqs.saqa.org.za/showQualification.php?id=58206


 

 

 

 





 

 

 

 

 

 

 

 

 



 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

1.4.1 Knowing the purpose and objectives of the communication 

 

 

 

 

 



1.4.2 Knowing the audience and meeting its information needs  

1.4.2.1 Consequences if the needs of the audience are not met 

1.4.2.2 Identifying the target audience and its needs 

 

 

 

 

 



 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

  



1.7.1 Inclusive and exclusive language 

1.7.2 Point of view and bias 

  



1.7.3 Values 

1.7.4 Assumptions 



1.7.5 Attitudes 

1.7.6 Statements of opinion 

 

 

http://www.io.co.za/
http://www.iol.co.za/
http://www.iol.co.za/




 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 



2.3.1 Planning techniques 

2.3.1.1 Mindmap 

 

 

 

 

 

2.3.2.2 Bullet points 



2.3.2 Planning text to be appropriate to the audience, purpose and context 

 

 

 

 

 

2.3.3.1 Identifying the target audience and its needs 

 

 

 

 



2.3.3.2 Identifying the purpose, context and appropriate communication models 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

2.3.3 Planning and organising text to have a clearly defined beginning, middle 

and end 



http://www.google.co.za/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&docid=0y4h-jjO4w8oFM&tbnid=zM1gVRt-xLNyVM:&ved=0CAQQjB0&url=http%3A%2F%2Fwww.serioussunshine.com%2Fauthor-janet-f-gallagher.php&ei=6QXRUt6YJcjL0QWV8oCoCw&bvm=bv.59026428,d.ZG4&psig=AFQjCNFqpRjWWvpiNg8KuFAfc0PVqmJz5Q&ust=1389516352960817


 

 

 

 



 

 

2.6.1 Descriptive texts 

http://www.roanestate.edu/owl/lions.html


2.6.2 Narrative texts 

 

 

 

 



2.6.3 Reflective text 

 

 

 

http://www.roanestate.edu/owl/describe.html
http://www.port.ac.uk/media/contacts-and-departments/student-support-services


2.6.4 Discursive text 

 

 

 

 

 

 

http://www.port.ac.uk/media/contacts-and-departments/student-support-services


 

 

 

 

2.6.5 Argumentative text 

 

 

 

 

 



2.6.6 Expository or factual writings 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 





2.6.7 Transactional (or persuasive) writing 
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http://www.time4writing.com/


2.6.8 Business letters 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

2.6.9 Electronic texts 

  



  

 

 

  

  

  

  

  

  

  



  

  

2.6.10 Multimedia presentations 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

2.7.1 Style  



 

 

 

2.7.2 Font 

Font size Weight  Result  

 Normal The cat jumps over the fence. 

  The cat jumps over the fence. 

  The cat jumps over the fence. 

  The cat jumps over the fence. 

 The cat jumps over the fence. 

The cat jumps over the fence. 



The cat jumps over the fence. 

The cat jumps over the fence. 

The cat jumps over the fence. 

The cat jumps over the fence. 
The cat jumps over the fence. 

The cat jumps over the fence. 

The cat jumps over the fence. 

The cat jumps over the fence. 



2.7.3 Headings and sub-headings 

 

 

 

 

2.7.3.1 Headings 

 

 

 

2.7.3.2 Sub-headings 

 

 

 



2.7.3.3 General tips and suggestions 

 

 

 

2.7.4 Bullets 

 

 

 

 

 

2.7.5 Numbering 



 

 

 

 

 

 

 

 

 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

3.1.1 Sentence structure 

 

 

3.1.1.1 Parts of speech 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

3.1.1.2 Subjects and objects 



3.1.2 Sentence type 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

http://theconnectedhub.org.uk/files/7013/8202/3006/English_lesson_4.pdf
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‘Readers are not impressed by the use of complex words; they’re frustrated by them.’ 



 

 

 

 

 

 

 

 





  

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 



 

 



  

 

 

 

 

 

 

  

 

 



 

  

 

 

  

 

 

 



 

 

 

 

 

 6.1.1 Listening  

6.1.1.1          The importance of effective listening 

 

 

 

 

 

 

 

6.1.1.2 Techniques for effective listening 

 

 



 

 

 

 

6.1.1.3 Asking questions to obtain information 

 

 



 

 

 

 

 

 

 

 

 

 

 

6.1.1.4 Clarifying understanding 

 

 

  

 

 

 



 

 

 

6.1.2 Speaking strategies 

6.1.2.1 Conveying meaning through vocal techniques 



6.1.2.2 Ability to discuss a series of events to sustain interactions 

 

 



6.1.2.3 Distinguishing the main ideas  



6.1.2.4 Recognising, supporting and countering conclusions and opinions 

6.1.2.5 Adapting or correcting your own speech for clarity 

 



 

 

 

 

6.2.1 The effects of combining spoken word with visual features and body 

language  

 

 

 

 

 

 

 

 

6.2.2 Appropriate use of intonation 



6.2.3 Expressing your own ideas respectfully 

 

 

 

6.2.4 Appropriate and inappropriate forms of politeness 

 

 

6.3.1 Identifying borrowed words 



 

 

 

 

 

 

6.3.2 Exploring new words from contextual clues 

 

 

 

 

 

 

 

 

 

 

 

 

 





  

 

 

 

 

 

 

  



 

 

 

  

 

 

 

 

 

  

 

 



  

 

  

 

 

 

 

 

  

 

  

 

 

 

 

 



 

 

 

 

 

 

 

 

 

7.1.1 Reading and viewing strategies 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

7.1.2 Questioning to clarify meaning 

 

 

 

 

 

 

 

7.1.3 Recording researched information 



 

 

 

 

 

 

 

 

 

 

 

 

7.1.3.1 Cause and effect patterns 

 

 

 

 

 

 

 

 



 

 

 

 

7.1.3.2 Summaries 

7.1.3.3 Notes 

http://faculty.washington.edu/
http://www.north.stokes.k12.nc.us/departments/mediacenter/Technology/chapter_5__nonlinguistic_repres.htm


 

 

 

 

 

 

 

 

 

 

 

 

 

Topic  

Resource 
title 

 

Date   

Summary   
 
 
 
 
 
 
 
 

 



 

7.1.3.4 Annotations 

http://www.vocabulary.com/


7.1.3.5 Time-lines  

7.1.3.6 Tree diagrams 

http://www.docstoc.com/docs/10693839/Greek-timeline


7.1.3.7 Highlighting 

7.1.3.8 Paraphrasing 



 

 

 

 

 

 



7.1.3.9 Flow charts 



7.1.3.10 Pie charts 
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http://www.edrawsoft.com/flow-chart-design.php


7.1.3.11 Bar charts 
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7.1.3.12 Venn diagrams 

7.1.3.13 Mindmap 

 

 

 

 

 

 

 

 



7.1.4 Reading, viewing, interpreting and explaining instructions and directions 

7.1.4.1 Procedures 



7.1.4.2 Games 

 

 



 

 

 

  
 

 

 

 

 



7.1.5 Structural features of text 

 

 

 

 

 

 

 

 

 

 

 

 

http://lensaticcompasspro.blogspot.com/2012/02/definition-and-purpose-of-map.html


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://en.wikipedia.org/wiki/Advertisement


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



7.1.6 Using reference materials to clarify meanings 

 

 

 

 

 

 

 

 



 

 

 

 

 
 

 

 

 

 
 

 

 

 

7.1.7 Following an effective research process 

7.1.7.1 Research and research methodology defined 



 

 

 

 

 

7.1.7.2 Identifying and defining the scope of the topic 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

7.1.7.3 Planning and sequencing information gathering and research steps 



7.1.7.4 Research and information gathering techniques 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 



7.1.8 Sifting information for relevance 

7.1.9 Classifying, categorising and sorting information 

 

 

 

 

 

 

 

 

 

7.2.1 Techniques for identifying and representing main ideas 



7.2.2 Identifying and explaining socio-cultural issues 

7.2.2.1 Idioms 

7.2.2.2 Proverbs 



7.3.1 Categories of text 



 

 

 

 

 



7.3.2 How points of view are shaped 

 

 

 

 

 

 

 

 

 

 

 



 

(http://www.theonion.com/articles/i-just-want-to-begin-this-audition-by-saying-that,18390/)

http://www.sarcasmsociety.com/sarcasticquotes/ashleighbrilliant
http://www.sarcasmsociety.com/sarcasticquotes/paulnewman
http://www.sarcasmsociety.com/sarcasticquotes/stephenbishop
http://en.wikipedia.org/wiki/Prejudice
http://www.theonion.com/articles/i-just-want-to-begin-this-audition-by-saying-that,18390/




http://wparticle.net/category/family
http://wparticle.net/author/itha/


7.3.3 Responding to texts and supporting your own ideas and opinions   



7.3.4 Evaluating the relevance of texts 

 

7.3.5 Identifying implicit and explicit messages  

 

 





  

  

  

 

 

 

 

 

  

 

 

 

  

 



 

 

 

 

 

 

 

 



 

8.1.1 Identifying your learning needs 

 

 

 

 

 

 

8.1.2 Developing a model for learning 

 

 

 

 

 

 

 

 

 

8.1.3 Specifying your learning objectives: 

 



 

 

 

 

 

 

 

8.1.4 Identifying relevant learning resources 



 

 

 

 

 

 

 

Selecting books 

Doing a quick preview of books 



 

 

 

 

 

 

 



 

 

 

8.1.5 Effective use of learning resources 

8.1.5.1 Reading for meaning in books and articles 

 

 

 

 

 



8.1.5.2 Making useful notes from text in books and articles 

 

 

 

 

 

8.1.5.3 Acknowledging resources 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



8.3.1 Organising learning material 



 

 

 

 

8.3.2 Understanding layout and features of learning material 

8.3.3 Engaging with technical language and terminology 

http://en.wikipedia.org/wiki/Vocabulary


8.4.1 Meetings and discussions 

8.4.1.1 Basic rules for planning learning meetings 

 

 

 

 

 

 

 

 

 

8.4.1.2 Running meetings and discussions 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

8.4.2 Applying group work conventions in learning situations 

 

 

 

 

 

 

8.4.3 Mentoring 



8.4.4 Meaningful products and outcomes  

  

 

 

 

 

 

8.5.1 Sector and organisation type 

http://www.wikihow.com/Form-an-Opinion
http://www.wikihow.com/Speak-to-a-Group
http://www.wikihow.com/Use-a-Dictionary


8.5.1.1 Industry focus 

6

8.5.1.2 Organisation type 

 

 

  

http://www.businessdictionary.com/definition/service-industry.html#ixzz15XEXGO4i

http://www.investorwords.com/2292/heavy_industry.html#ixzz15XZGp4t6

http://www.businessdictionary.com/definition/earn.html
http://www.businessdictionary.com/definition/revenue.html
http://www.businessdictionary.com/definition/intangible.html
http://www.businessdictionary.com/definition/product.html
http://www.businessdictionary.com/definition/services.html
http://www.businessdictionary.com/definition/final-good-service.html
http://www.businessdictionary.com/definition/transport.html
http://www.businessdictionary.com/definition/distribution.html
http://www.businessdictionary.com/definition/food.html
http://www.investorwords.com/2447/industry.html
http://www.investorwords.com/2708/labor_intensive.html
http://www.investorwords.com/2708/labor_intensive.html
http://www.investorwords.com/2442/industrial.html
http://www.businessdictionary.com/definition/steel.html
http://www.investorwords.com/7188/petroleum.html
http://www.businessdictionary.com/definition/service-industry.html#ixzz15XEXGO4i
http://www.investorwords.com/2292/heavy_industry.html#ixzz15XZGp4t6


 

 

 

 

 

8.5.2 Features of the occupational environment 

http://www.answers.com/topic/capital-1
http://www.answers.com/topic/heavy-industry
http://www.answers.com/topic/consumer
http://www.answers.com/topic/business
http://www.answers.com/topic/end-user
http://www.answers.com/topic/natural-environment
http://www.answers.com/topic/zoning
http://www.answers.com/topic/residential-area-1
http://www.answers.com/topic/manufacturing
http://www.answers.com/topic/arthur-o-sullivan-economist
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http://www.answers.com/topic/arthur-o-sullivan-economist
http://www.pearsonschool.com/index.cfm?locator=PSZ3R9&PMDbSiteId=2781&PMDbSolutionId=6724&PMDbCategoryId=&PMDbProgramId=12881&level=4
http://www.answers.com/topic/upper-saddle-river-new-jersey
http://www.answers.com/topic/upper-saddle-river-new-jersey
http://www.answers.com/topic/prentice-hall
http://www.answers.com/topic/international-standard-book-number
http://en.wikipedia.org/wiki/Special:BookSources/0-13-063085-3
http://www.ruf.rice.edu/~bioslabs/tools/report/reportform.html
http://pareonline.net/getvn.asp?v=6&n=13
http://www.tracomcorp.com/training-products/model/style-descriptions.html
http://www4.uwm.edu/cuts/bench/commun.htm#princ
http://www4.uwm.edu/cuts/bench/commun.htm#oral
http://www4.uwm.edu/cuts/bench/commun.htm#VISUAL


  

http://www4.uwm.edu/cuts/bench/commun.htm#write
http://www.writeexpress.com/request-letter.html
http://www.ehow.com/how_5074036_listen-understand.html#ixzz149jxZmBO
http://www.ehow.com/how_5074036_listen-understand.html#ixzz149jxZmBO
http://businesscasestudies.co.uk/hmrc/getting-the-message-across-the-importance-of-good-communications/methods-of-communication.html#ixzz2p8crweZR
http://businesscasestudies.co.uk/hmrc/getting-the-message-across-the-importance-of-good-communications/methods-of-communication.html#ixzz2p8crweZR
http://www.grammar-monster.com/lessons/using_bullet_points.htm#HiMHG1r8UQWDjU3q.99
http://www.grammar-monster.com/lessons/using_bullet_points.htm#HiMHG1r8UQWDjU3q.99
http://www.vocabulary.com/
http://www.north.stokes.k12.nc.us/departments/mediacenter/Technology/chapter_5__nonlinguistic_repres.htm
http://www.ereadingworksheets.com/point-of-view/
https://sites.google.com/a/qmu.ac.uk/






www.chinavista.com/database/.../research_sample.html

Market Report of  

  



 1996 1997 2000 demand 

Refrigerators 9,282 9,746 14,000 

Washing Machines 10,689 11,972 16,800 

Cookers/Cooktops 14,240 20,000  

Dryers 406   

Range hoods 2,640   

 

  



 

 

 

 



 

 

 

 



 Unit 1991 1992 1993 1994 1995 1996 

Per Capta Rural 
Household Net Income 

RMB yuan 708.55 783.99 921.62 1220.98 1587.00 1926.07 

Color TV 
Set / 100 
Households 

4.72 8.08 10.86 13.52 16.90 22.91 

Washing Machines 
Set / 100 
Households 

9.12 12.23 13.82 15.30 16.90 20.54 

Refrigerators 
Set / 100 
Households 

1.22 2.17 3.05 4.00 5.10 7.27 





  

 




