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ES 103:  Essential Skills - Have You Used Yours Today?   
 

This book belongs to _____________________________ 

                   
Reading Text  

 
Document Use  

 
Oral Communication  

 
 

Writing  

  

 

 

 

 

 

 
 

Tutor Information:  This book is to be used with the Tutor Guide for ES 103.  This is the third book in 
the series Essential Skills - Have You Used Yours Today?  Lessons in this series are based on Essential 
Skills.  To familiarize your student with Essential Skills, please read and discuss with your student the 
information on the following two pages.  We hope you both enjoy this learning experience. 

 

Numeracy  

Thinking Skills  

Computer Use  

Working With Others  

Continuous Learning  
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Welcome to Book Three of Essential Skills - Have you Used Yours Today? 

This book contains lessons introducing the Essential Skills that 

are of practical use to you in your everyday life - at home, in 

school, in the workplace, and in the community.  

 

What are Essential Skills?   

Essential Skills are the basic skills that are needed that make it possible to learn 

other skills. They allow us to fully take part in the workplace and in the 

community. There are nine essential skills - Reading Text, Document Use, 

Numeracy, Writing, Thinking Skills, Oral Communication, Working with Others, 

Computer Use, and Continuous Learning.  Descriptions of these Essential Skills 

are found on the next page. 

 

Glossary:  On page 53 you will find a Glossary (a list of words 

and meanings) which contains some of the words listed in the 

lessons.   

 

My Notes:  You can use these pages (page 55 and 56) to write new words or to 

record information that can be used as a handy reference.   

 

Objectives:  At the end of the last lesson, you will find a list of objectives that 

you will meet as you go through the book.  If you want to keep track of your 

progress, you can put a check in the box next to each objective as you do it; or 

you can go through them after you complete all the lessons to see how much 

you have accomplished! 
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Essential Skills 
 

(The following information on the nine Essential Skills is taken from the 
Government of Canada website at www.hrsdc.gc.ca) 

 
Reading Text:  Reading materials in the form of sentences or 
paragraphs. 

 

Writing:  Writing text and writing in documents, such as filling in 
forms.  Also use of non-paper-based writing such as typing on a 
computer. 

 

Numeracy:  Using numbers and thinking in amounts to complete 
tasks (calculation, measurement, budgeting, and using money) 
 

Document Use:  Tasks that involve a variety of information displays in which 
words, numbers, symbols, lines, colours, and shapes are given meaning by the way 

they are arranged.  Some examples are:  reading signs, labels, or lists; 
interpreting information on graphs or charts; and entering 
information on forms. 

 

Thinking Skills:  Problem solving, decision making, job task 
planning, organizing, and finding information. 
 

Computer Use:  Using different kinds of computer applications and 
other related technical tools (using software to create letters, sending 
emails, operate a computerized cash register, using cell phones and 
GPS) 

 

Oral Communication:  Using speech to give and exchange 
thoughts and information (greet people, take messages, seek or 
obtain information, solve problems by discussion) 

 

Working with Others:  Working with other people to carry out tasks 
(as part of a team or with a partner, working independently, or taking a 
lead role in group activities) 

 

Continuous Learning:  An ongoing process of learning skills and 
knowledge (workplace training, as part of regular work activity, re-
training, independent learning) 

 

http://www.hrsdc.gc.ca/
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Lesson 1 

David Plans His Future 

David White comes from a family of five children.  His parents both work at the 

neighbourhood local grocery store.   They have worked there for many years 

and earn little more than minimum wage.  David's father, Bill, works in the 

warehouse.  He makes $12.50 per hour.  His mother, Lisa, works in the deli and 

makes $11.25 per hour.  They both work forty hours per week. 

David has been working part time at a coffee shop for the 

last two years.  He earns $10.00 per hour plus tips.  He is 

saving money for his education.  David would like to become 

a Guidance Counsellor.  He will take some courses at the 

local college before going away to university to complete his 

studies.  By doing this, he can live at home and still work part time at the coffee 

shop.  He is pleased that he will not need to apply for a student loan this year.  

He will wait until just before he goes to university. 

 On his way to work, David stops by the college and picks up an 

application for enrolment.  He is very excited.  He will fill it out after work and 

take it to the college the next morning.   

 David enjoys working at the coffee shop.  His co-workers and customers 

all like him. Today he is happier than usual because he has made a decision to 

register for college.  

 Mr. Green, one of David's former high school teachers, is a regular 

customer.  He comes in every afternoon after school.  He is very pleased that 

David will be continuing his education.  Each day Mr. Green orders an extra 

large coffee and a bagel, which totals $3.25.  Each day he gives David $5.00 and 

tells him to keep the change.  David thanks him.  Mr. Green is a very kind man. 
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How long has David worked at the coffee shop? ____________________ years. 

Why does he work there? ___________________________________________ 

________________________________________________________________ 

Why does David enrol in college instead of going away to university?  

________________________________________________________________ 

________________________________________________________________ 

Mr. Green gives David $5.00.  His snack costs $3.25.  The remainder is David's 

tip.  How much is the tip?  _________________________ 

Why do you think Mr. Green gives David such a large tip?   

_________________________________________________

_________________________________________________

________________________________________________________________ 

There are seven people in David's family.   

How many siblings (sisters and brothers) does he have?  ___________________   

Both of David's parents work.   

Mr. White makes $ ______ per week working in the   _____________________ 

What sort of work do you think he does there? ___________________________ 

________________________________________________________________ 

Mrs. White makes $ ______ per week working in the ____________________ 

What sort of work do you think she does there? __________________________ 

________________________________________________________________ 

What is their total weekly income before deductions?  ____________________ 

David earns $10.00 per hour.  Check the correct box to show if that is different 

from the minimum wage where you live.       More   Less           Same 

I live in ____________________ where the minimum wage is $_____ per hour. 
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David's College Application 

David must fill out the application form below to register for two college 
courses in Counselling 101 and Leadership 100.  Pretend you are David and 
fill out the document below.  Use an imaginary information for address, 
telephone number, and date of birth.  
 

Application for Admission to NL College  
 

Name: Previous last name: 
Address: Phone:                             Cell #: 
City:                                                        Province:                                    Postal Code: 
Email address: 
Gender:  Male   Female       Date of Birth:                                 MCP#:  123 456 789 
Out of Province/International Student:  Yes    No         Health Care ID #:   
Student ID number if you have attended this college before:   
Emergency Contact (In case of an emergency contact this person) 
Name:                                                        Telephone:                                Cell #: 
  Application for Program 
Full-time program for which you are applying: 
 

Application for Individual Courses Only 
Part-time course(s) for which you are applying: 
Course Name:                                                          Day    Evening     Distributed Learning 
Course Name:                                                          Day    Evening     Distributed Learning 

Previous Education 
Have you attended college or university in this province before?     Yes    No      
If yes, please fill in the following information: 

Program Institution Dates (beginning to end) 
   
   
   

Do you have any special requirements?   Yes       No 
If yes, please list here: 
 
Primary source of funding to attend this institution: 
 Student Loan     Personal Resources     EI (Employment Insurance)     Other: 
Are you working now?   Yes     No 
Are you receiving or are you eligible for EI?   Yes      No 
I authorize the NL College to access my academic record from the Department of Education 
or any other educational institution.   
To the best of my knowledge, I believe I have completed this application accurately. 
 
Signature:  _________________________________   Date: __________________________ 
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Look at the form you just filled out.  Who would fill in the section marked 

Previous Last Name?    ____________________________________________ 

________________________________________________________________ 

What is meant by gender? __________________________________________ 

What do you think is meant by special requirements?  ___________________ 

________________________________________________________________

Why is it important to list special requirements if a person has any? 

________________________________________________________________

________________________________________________________________ 
 

Computer Skills Exercise 

To find out the present minimum wage throughout Canada, do a search by 
typing provincial minimum wages in Canada in your Google toolbar.  Explore 
some of the sites that display on the screen.  
 

If you are unable to locate the information this way, type the following in your 
address bar:   www.canadaonline.about.com 
Type minimum wage in Canada by province in the Search bar in the top right 
of your screen.  Select Search. 
The following site is one of the first to display.  Double click to select it.   
http://canadaonline.about.com/library/bl/blminwage.htm 
 
Fill in minimum wages for the following: 
Alberta  ____________  British Columbia  ________________ 
Manitoba  ___________  New Brunswick  _________________ 
Ontario _____________  Newfoundland and Labrador  _______ 
Nova Scotia  _________  Northwest Territories  _____________ 
Nunavut  ____________  Prince Edward Island  _____________ 
Quebec  _____________  Saskatchewan ____________________ 
Yukon  ______________ 
 

Supplementary computer skills exercise  
 

For extra practice filling out applications for school, search online at various 
colleges and universities for applications that you can download and print.   

http://www.canadaonline.about.com/
http://canadaonline.about.com/library/bl/blminwage.htm
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Lesson 2 

Comparison Shopping 

Jason and Keith are university students.  They have just 

moved into an apartment.  This is their first time living away 

from home.  Today they will go shopping for groceries and other items for their 

apartment.  They have a limited amount of spending money so they must buy 

wisely.  Here are some of the items on their list: 

Milk  Lettuce   Oranges 
Coffee Tomatoes  Apples 
Chicken Jam   Paper towels 
Yogurt  Peanut butter  

  

They compare grocery store flyers to decide which store is the best place to 

shop.  Can you help?  Look at the grocery store flyers on the next page.  Write 

in the cost per item in the chart below.  Total the columns to see which is the 

best place for them to shop.  Sometimes the least expensive item is not the best 

buy because you may be getting a smaller amount.  Compare sizes when making 

your choice.  

Item Sam's Mini-Mart Bud's Grocery & Deli 
 

Milk (2 Litres) 
Coffee 
Chicken 
Yogurt 
Lettuce 
Tomatoes 
Jam 
Peanut butter 
Oranges 
Apples 
Paper towels 
 

 

___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
___________________ 

 

___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
___________________ 
 

Total prices ................ $ $ 
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Bud's Grocery & Deli 

 

 Oranges 
$169 lb / 3.73/kg        

$.99 lb / 2.18/kg  

    8 mini yogurt for 4.99 

 

 

 

$169 each  iceberg lettuce   hot-house tomatoes  $249 lb / 5.49/kg
  

 
$1.00/roll                            2 litres for $3.00         $3.99  (975g.) 

 

$4 lb / 8.82/kg chicken breasts         $1.99 /500 g.           $3.19/500 g.  
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After comparing both flyers, where do you suggest they do their shopping?  

Check one:  

   Sam's Mini Mart    Bud's Grocery & Deli 

Why?___________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

While they are at the store, Jason sees a sign 

advertising a sale on his favourite cereal.  The 

sale price is four boxes of 400-gram cereal for 

$8.00.   

How much is the cost per box?  $ __________ 

How many grams of cereal are in four 400 g.  

boxes? __________ 
 

The larger size (800 g.) of the same cereal 

costs $3.50 per box.    

How many grams of cereal are in two 800 g. 

boxes? ___________ 

How much would two boxes cost?  $ _________ 

Which do you think is the best buy?  Check the correct box below: 

  4 boxes of cereal @ 400 g. per box         2 boxes of cereal @ 800 g. per box 

 

Oats & Blueberry 

 

400g. 
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Most grocery stores have different departments.  Some of these departments are 

Produce (fruits and vegetables); Dairy (milk and milk products); Meat 

(chicken, beef, pork); Deli; and Frozen Foods.   

In which department of the store would you find the following items? 

Ground beef    _______________________ 

Bananas    _______________________ 

Cheese    _______________________ 

Ice Cream     _______________________ 

Fresh Barbequed Chicken   _______________________ 

 
 

Computer Skills Exercise  

Keith decides to buy orange juice.  He will buy a package of twelve 200 ml 

boxes for $ 5.40.  What is the cost per box?  $ __________________ 

What is the total number of litres in the 12-pack package?  ________ 

Go to the following website for help.   

www.calculateme.com 

 Select Volume  

Select Millilitres from the Convert from chart 

Select Litres from the Convert to chart  

Type the amount in the box and select Convert 

The answer appears in the pink bar below the Convert box 
 

This site has valuable information on converting temperature, mileage, and 

much more!   

 

 

 

http://www.calculateme.com/
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Lesson 3 

Time to Move to the City 

 Mark and Sarah Johnson live just outside the 

city.  They have a 2-year-old daughter named Madison.  Every morning, they 

drop Madison off at day care on their long drive to work.   During the week, 

their life is very hectic.      

 Sarah has just been offered a new job in the city.  She will start work in 

one month, which is on September 1.  There is a day care facility in the building 

that Madison can attend.  The building is also near Mark's place of work.  The 

Johnsons have decided to look for an apartment nearby.   They are tired of the 

long drive to and from work.   

Looking for an Apartment 

Mark and Sarah look at many ads for apartments.   There are 

certain features that they need.  They draw up the list below.  

Consider this list when choosing the best apartment from the 

ads on the next page. 

Here are some of the features Mark and Sarah are looking for in an apartment: 

 Less than $1200 per month with utilities  

 No more than $1100 per month without utilities 

 Available as soon as possible 

 Preferably 3 bedrooms 

 Appliances included 

 24-hour security 

 Parking included 

 Within walking distance of Sarah's workplace 

 Within walking distance of a park or playground 
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Apartments for Rent 

#1. 
3 bedroom apartment.  Downtown area. 
$1150 per month plus utilities.                      
Appliances included.  Parking extra. 
Available October 1.  Call 555-1234 
 

 #2. 
2 bedroom apartment.  $1100 per 
month plus utilities (average of 
$250/mo.)  Parking included.  
Available Nov. 1.  Call 555-2345 

  
#3. 
2 bedroom apartment.  Extra room for 
office/den.  $1300 per month.  Utilities, 
appliances, and parking  included.  
Playground nearby.  Available Sept. 1.    
Call 555-3456. 

#4. 
3 bedroom apartment.  Downtown.  
$1200 per month.  Utilities included.  
Parking extra.  Available September 
15.  Call 555-4567 

 

In order to choose the best apartment, Sarah and Mark need to call the number 

given in each ad and ask questions.  If they decide that the apartment may be 

suitable, they will set up a time with the property owner to look at it.  What 

question (or questions) would you ask when calling about each apartment? 
 

Apartment 1:  _____________________________________________________ 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

Apartment 2:  ____________________________________________________ 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 
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Apartment 3:  _____________________________________________________ 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

Apartment 4:  _____________________________________________________ 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 
 

Choosing an Apartment 

Use the information from the ads to fill in the table below.  Based on this 

information, which apartment do you think is the best choice?  Why?  (Use the 

amount given for utilities for Apt. 2 and allow $100.00 per month for parking). 

________________________________________________________________ 

________________________________________________________________

________________________________________________________________ 
 

 Apartment #1 Apartment #2 Apartment #3 Apartment #4 
Rental cost     
Number of rooms     
Utilities     
Parking     
Appliances?     
Park/playground     
Date available     
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Change of Address 

Mark and Sarah have chosen an apartment.   To make sure they continue to 
receive their mail, they will go to the post office and get change of address 
announcement cards.  They will send them to friends and others from whom 
they currently receive mail.  Once the cards are completed and the correct 
postage applied, they will drop them off either at the post office or in a mailbox.  
 

Use the following information to fill out the document below:    
Name:  Mark and Sarah Johnson 
Old address:  25 Kings Road, Elmdale, Ontario.  Postal Code K2C 1X1.   
Telephone (555) 555-6543.   
New address:  Apt. 101, 252 South Street, Ottawa, Ontario.   
Postal Code K2M 2Y1.  Telephone 444 555-9876.   
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Computer Skills Exercise    
 

Mark and Sarah fill out an online change of address with 

Canada Post.  Follow these directions to find out how to do this: 

 Type www.canadapost.ca  in the address bar.  Enter. 

 Move  your cursor to the right of the tab marked Track and highlight  

the section marked More.   

 Scroll down and click on Change Your Address Online   

 Read the information.   

 Under Get started, choose Family or Individual  

 Click on AGREE AND SUBMIT 

 This is the first of seven steps to complete your change of address 

form.  (You can exit here or continue if you need to change your 

address) 

http://www.canadapost.ca/
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Lesson 4 

The Johnsons make a monthly budget. 

 Sarah and Mark have just moved to their 

new apartment in the city.  Sarah is very happy 

at her new place of work.  Madison loves going 

to daycare in Sarah's building.  Mark is happy because he does not have to spend 

so much time driving.  They are all pleased with the move.  Every evening, they 

all go to the playground.   

 The Johnson family plan to buy their own home in a few years.  To save 

money for a down payment, Mark and Sarah will deposit $500.00 per month 

into a savings account.   

 Sarah and Mark try very hard to save money.  They don't go out very 

often.  They believe in quality family time and spend their free time at the 

playground with Madison.  They compare prices before buying.  They walk to 

work when the weather is good.   

Can you think of other ways they can save money?  ______________________ 

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

Use the following information and fill in the blank spaces in the budget sheet on 

the next page.  (Definitions for highlighted words below are in your glossary) 

Sarah is paid every two weeks.  Her net income is $1200.00 bi-weekly.  Net 

income is another term for "take-home" pay.  It is the money you take home 

once your employer takes out mandatory employment related costs (MERC) 

and other deductions.  To find out how much Sarah's net income is per month, 

multiply the bi-weekly amount by 2.  Fill this amount in on the budget sheet.   
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Mark is paid monthly.  His net income is $2620.00 per month.  Add both 

amounts to get their combined monthly income.  Enter it in the budget sheet. 

Fill in the rental amount of the apartment you chose for them in Lesson 2.  Total 

their expenses.   

Deduct the expenses from the income to find how much money they have left 

each month.  

Mark and Sarah's Budget Sheet 

Income    Per Month 

Sarah's Net Income   
($1200.00 bi-weekly)  _________     

Mark's Net Income     2 620.00 
 

Total Income per month       $ _________  ---  $ _________ 

Expenses 

Rent (plus utilities)  _________   

Food        600.00 

Car Loan and insurance     300.00 

Day Care        800.00 

Clothing       300.00 

Transportation/gas /repairs    400.00 

Telephone/Cell phone     190.00 

Television         90.00 

Other (medical, gifts, etc)    400.00 

Savings account               500.00 
 

Total Expenses per month   $ ________   ---  $  _________ 

Remainder (Income less Expenses) ........................................  $  __________ 
 

 



21 
 

No matter how large or how small your income, it is very helpful to have a 

budget.  With a budget, you can see where you spend your money.  You will be 

able to pay your bills on a regular basis.  Also, you can save money for what you 

need for the future.  Use the document below to make your own budget.   
 

My Monthly Budget 
 

Income 
  
  
  
  
  
 
Total Income .............................................................  $ 
Expenses 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
 
Total Expenses............................................................. $ 
 
Remainder (Income less expenses).............................. $ 
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Bi-weekly or monthly - which is best? 

There are 12 months (52 weeks) in a year.  If you are paid bi-

weekly (every two weeks), you will get 26 paycheques per year.  

If you are paid monthly, you will get 12 paycheques per year. 

Fill in the blanks below: 

If you earn $1000.00 bi-weekly, how much will you earn in a year?  _________ 

If you earn $2000 per month, how much will you earn in a year?  ____________ 

By getting paid ___________________ I will earn $__________ more per year. 
 

 

Computer Skills Exercise  

One way to cut down on expenses is to compare prices when shopping.  Check 

out online flyers from various stores where you shop at www.flyerland.ca 

Here you can find flyers for your area.  You can print your flyers or make a 

shopping list while viewing them on your computer screen.  Compare prices at 

each store. 

 In the address bar, type www.flyerland.ca 

 Select your city or type your postal code in the box "Enter your city 

or postal code below to get started"  

 Select Enter 

Note:  Not all flyers for your area are listed at flyerland.ca.  If you cannot find 

the store you want, do a search to find out if a store you use has online flyers 

available.   

 In your Google bar (or other search bar), type the name of the store 

and the word flyer.   

 Press the Enter key or select Search.  

http://www.flyerland.ca/
http://www.flyerland.ca/
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Lesson 5 

A Weekend Trip to the City  

Nicole and her younger sister, Tara, are planning a 

weekend trip to the city.  They will stay in a 

downtown hotel that was recommended by one of 

Nicole's friends.  The girls check out the hotel's website online and are very 

pleased.  They will use the pool and the gym at the hotel.  They will go shopping 

in the nearby stores.  The girls are very excited about their trip. 

Nicole calls the hotel to book a room.  The reservations desk clerk asks Nicole 

for her credit card information.  She is given a confirmation number that she will 

give the front desk clerk when they check in.  The confirmation number is proof 

that she has booked the room.   

Can you think of some questions to ask when booking a hotel room? 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

________________________________________________________________

________________________________________________________________

________________________________________________________________

Why is it important to get a confirmation number when booking a hotel? 

________________________________________________________________

________________________________________________________________ 
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Packing for the Trip 

The girls pack their bags.  They are leaving early in the 

morning.  They hope they have not forgotten to pack anything 

important that they might need.  In addition to their regular 

clothing, what other items do they need to pack for their trip?  

List them below. 

 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

______________________________ 



25 
 

Checking In (Registering at the hotel) 

After driving for four hours, Nicole and Tara arrive at 

their destination.  They go to the front desk in the 

lobby to register.  The front desk clerk greets them as 

follows:   

Clerk:   Hello, may I help you? 

Nicole:  Yes, please.  My name is Nicole Brown.  My sister and I have a  

     reservation. 

Clerk:   Do you have a confirmation number and proof of identification? 

Nicole:  Yes, here is my driver's licence.  My confirmation number is 1234567. 

Clerk:   Will you be paying by credit card? 

Nicole:  Yes, I will. 

Clerk:   Please sign this form.  Here are your keys.  You will be staying in      

     Room 304.  It is on the third floor.  The elevator is just around the       

     corner.  I hope you enjoy your stay. 

Why does the front desk clerk ask for identification? 

________________________________________________________________

________________________________________________________________ 

Why does the front desk clerk give Nicole more than one key? 

________________________________________________________________

________________________________________________________________ 

When Nicole booked the hotel room over the telephone, the reservations clerk 

asked for credit card information.  This included the name of the card (Visa, 

MasterCard), the number on the card, and the expiry date.   

Why does the front desk clerk ask if Nicole will be paying by credit card? 

________________________________________________________________

________________________________________________________________ 
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Role Play 

With your tutor, use role-plays to book a hotel and to check  

in at a hotel.  You and your tutor can take turns playing the 

role of clerk and customer.  Have fun! 

 

Important notes:   

 If you find you will arrive late, call the hotel and inform them.  

 Most hotels now use electronic key cards instead of keys.  They are the 

size of a credit card.  Do not hesitate to ask for instructions if you are not 

sure how to use your key card.  If your key is not working, it may need to 

be re-programmed.  See the front desk clerk for help.   

 Many (not all) hotels have coffee percolators, irons, ironing boards, and 

hair dryers in the room.    

 If you find you have left something behind such as a toothbrush or a hair 

dryer, call the front desk.  They may have these items on hand or be able 

to direct you to where you can get them. 

 If the hotel has bellhops, be sure to give them a tip if they help you with 

your luggage.   
 

Computer Skills Exercise  

To find information on how much to tip, visit the website 

www.ehow.com 

Type How much to tip a bellhop in the search bar and look through the 

information on tipping.  If you are having trouble finding the information you 

need, go directly to the following link: 

www.ehow.com/how_2214699_tip-bellhop.html 

 

http://www.ehow.com/
http://www.ehow.com/how_2214699_tip-bellhop.html
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Lesson 6 

Shopping Spree 

Tara and Nicole are enjoying their weekend trip to the city.  They spend all day 

Saturday shopping in the downtown stores.  They buy several pieces of clothing. 

Tara bought the items below.  Fill in the missing amounts and add the amounts 

to get her sub-total.  Calculate the Provincial Sales Tax (PST) and add to the 

sub-total to get the total amount she paid for her purchases. 

 2 blouses @ $25.00 each  _____ 
 1 pair of jeans    36.00 
 1 dress     42.00 
 2 pairs of shoes @ $30.00 _____ 
 1 pair of boots    55.00 
 2 t-shirts @ 7.50   _____ 
 Sub- total             _____ 
 PST @ 7 %      _____ 
 

 Total           $  _____ 
 

Nicole bought the following items: 
 1 suit      125.00 
 2 pairs of jeans @ 36.00  ______ 
 1 pair of shoes      35.50 
 1 pair of shoes     40.00 
 3 t-shirts @ 7.50    _____ 
 1 swim suit       55.00  
 1 dress      45.00   
 Sub- total             _____ 
 PST @ 7 %      _____ 
 

 Total           $   _____ 
 

Fill in the missing amounts and add the amounts to get her sub-total.  Calculate 

the provincial sales tax (PST) and add to the sub-total to get the total amount she 

paid for her purchases. 
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Let's Order Pizza! 

After a long day shopping, the girls were too tired to go out 

to eat.  Should they eat in the hotel dining room, call for 

room service, or order out for pizza?  They didn't feel like 

getting dressed up for the dining room.  They compared the room service menu 

and the pizza delivery menu and decided to order pizza.   

They did not have much money left over from their shopping spree, so they 

looked for best deal.  They agreed on the following toppings for their pizza:  

peppers, onions, ham, pineapple, salami, and pepperoni.   

Compare the choices in the menu.   

Which combo do you think is the best deal?  Combo # ___________________ 
 

Call 555-2222                 Bob's Pizza 
 

Combo #1 

Large 15" pizza with choice of 3 

toppings.  12" garlic cheese fingers. 

2 litre bottle of pop.       $21.99  

 

Combo #2 

15" pizza with choice of 6 toppings.  

12" garlic cheese fingers.   

4 cans of pop.     $26.99 

 

Combo #3 

Two 6" pizzas with choice of 6 

toppings.  9" garlic cheese fingers. 

2 cans of pop.  $22.99 

 

Combo #4 

Two 9" pizzas with choice of 3 

toppings.  9 " garlic cheese fingers.   

2 litre bottle of pop.    $ 25.99 
 

Add extra toppings to each combo for an extra $1.00 per topping. 
Delivery charge to local area - $3.00 
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Suggestion:  Restaurant prices vary from one place to another.  Look at take-out 

menus from restaurants in your town and compare prices.    

 

 

Computer Skills Exercise  

Don't forget to tip the pizza delivery person! 

Check out the website below and fill in the amount that Nicole and Tara should 

tip the delivery person.   

To find information on how much to tip, visit the 

website www.ehow.com 

Type How much to tip for pizza delivery in the 

search bar and look through the information on 

tipping.  If you are having trouble finding the 

information you need, go directly to the following 

link:  http://www.ehow.com/facts_5150753_much-tip-pizza-delivery.html 
 

The amount that Nicole and Tara should tip the pizza delivery person is $ _____ 

 

   

http://www.ehow.com/
http://www.ehow.com/facts_5150753_much-tip-pizza-delivery.html
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Lesson 7 

Chocolate Cake for Dessert! 

Bob and Janice Collins have invited their neighbours, 

John and Mary Hope, to dinner.  Janice will bake a 

chocolate cake for dessert.  She is using a packaged 

cake mix.  The recipe on the back of the box requires the following ingredients:   

  Packaged cake mix 
  3 eggs 
  1/2 cup (125 ml) milk 
  1/2 cup (125 ml) water 
  1/2 cup (125 ml) oil 

 
Janice opens her refrigerator to find only one egg left in the carton.  She will 

have to substitute something in place of the other two eggs.  What do you 

suggest?  ________________________________________________________ 

________________________________________________________________ 

Janice wants to cut down on calories so she will make some substitutions.   

Using the same packaged cake mix, write some lower calorie suggestions below. 

 

 

 

 

 

 

 

 

 

 

 Packaged cake mix 
 _________________________________________ 

 _________________________________________ 

 _________________________________________ 

 _________________________________________ 

 _________________________________________ 

 _________________________________________ 
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Which Topping? 

Janice has finished baking the cake and she is having a problem 

deciding which topping to use - whipped cream or vanilla ice 

cream.  Which would you choose?  _____________________ 

Read the labels on the next page and answer the following 

questions.  Put a check mark in the correct box.   
 

1. Which has the least amount of calories per serving?   
    Whipped Cream     Ice Cream 

 

  
2. Which has the most calories per serving?   

    Whipped Cream     Ice Cream 
 

3. Which has the least amount of saturated fat per serving? 
    Whipped Cream     Ice Cream 

 

  
4. Which has the most saturated fat per serving? 

    Whipped Cream     Ice Cream 
 

5. Which has the least amount of sodium per serving? 
    Whipped Cream     Ice Cream 

 

  
6. Which has the most sodium per serving? 

    Whipped Cream     Ice Cream 
 

7. Which has the least amount of sugar per serving? 
    Whipped Cream     Ice Cream 

 

  
8. Which has the most sugar per serving? 

    Whipped Cream     Ice Cream 
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Nutrition Labels 

 

 

 
 

"Nutritional data and images courtesy of www.NutritionData.com" 

 

The chart on the next page is a document which is called a column chart.  This 

chart shows the percentage of saturated fat, sodium, cholesterol, total 

carbohydrates, and dietary fibre in each dessert topping and compares the 

amount of nutrients contained in each food.

 

Vanilla Ice Cream 
(Serving size = 1/2 cup) 

 

 

Whipped Cream 
(Serving size = 1 cup) 
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Look at the chart and fill in the blanks.   ____________________________ has 

the highest amount of cholesterol per serving.  ___________________________ 

has the highest amount of total carbohydrates per serving. 

 
For information on nutrition labelling, go to 

http://www.hc-sc.gc.ca/fn-an/label-etiquet/nutrition/index-eng.php 
 

Computer Skills Exercise  

For common ingredient substitutions go to www.allrecipes.com 

You will see tabs marked Recipes, Ingredients, Articles, More >> 

Click on the tab marked Articles (an arrow will appear next to the word) 

Type the following in the box:  Common ingredient substitution.  Click on 

Search. Choose one or more of the options to find substitutes you can use in a 

recipe if you find you have run out of something.  

http://www.hc-sc.gc.ca/fn-an/label-etiquet/nutrition/index-eng.php
http://www.allrecipes.com/
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Lesson 8 

Saving for the Future 

David White has been working all summer at Ron's 

Coffee Shop.   He receives his earnings bi-weekly by 

direct deposit.  This means that every two weeks his employer directly deposits 

his pay into a chequing account.   

What are some advantages of having direct deposit? 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

_______________________________________________________________ 

 

David is saving money to go to university in September.  He 

works 40 hours per week and makes $10.00 per hour.     

How much money does he earn per week?  David earns $________ per week. 

How much does he earn in 2 weeks?  David earns $ _________ every 2 weeks. 

How much does he earn in 4 weeks?  David earns $ _________ every 4 weeks.  
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Transferring money 

In addition to his chequing account, David has opened a savings account.  He 

transfers 3/4 of what he earns every 4 weeks into his savings account.  David 

does his banking online and transfers money from his chequing account to his 

savings account at the end of each month.   

What other ways can you transfer money from one account to another? 

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

The document below is a pie chart.  A pie chart is a circular chart that is 

divided into sections that represents a part of the whole "pie".     

 
Each section of the pie chart shows David's weekly earnings.  Fill in the blanks: 

David deposits $____________ into his savings account every 4 weeks?     

David works full-time hours from June to August.  This is a period of 12 weeks.   

David will have a total of $ ____________ in his savings account at the end of 

his work period.
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Over the summer, David made $660.00 in tips.  The chart below shows how 

much he received weekly.  Match the colours with the legend on the right of the 

chart.   The legend identifies colours assigned to sections of the chart. 

 
Fill in the correct amounts below.   

David received $_______ in tips in Week 2.  He received $_______ in Week 5, 

$_______ in Week 7, $_______ in Week 10, and $_______ in Week 12. 

 

Making a Deposit 

At the end of Week 5, David deposited some of the money he received in tips 

into his savings account.  Fill out the deposit slip on the next page using the 

following amounts:  Five $10.00 bills, one $20.00 bill, and $12.50 in coin.   
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 BANK OF THE PEOPLE 
 
 

Date: 
 

Name (please print): 
 

Cheques Cash Deposits 
  Account number 

 
Amount 

$ ¢   
    x     5  = 
    x   10  = 
    x   20   = 
    x   50   = 
    x 100   = 
    Coin    = 
 
Total cash 
Total cheques 
 
TOTAL  
 

 
____ 
____ 
____ 
____ 
____ 
____ 
 
____ 
____ 
 
____ 

 
____ 
____ 
____ 
____ 
____ 
____ 
 
____ 
____ 
 
____ 

 
_________________ 
_________________ 
 
Total deposits 
 

Withdrawals 
   Account number 
_______________ 
_______________ 
 
Total withdrawn 

 
_________ 
_________ 
 
________ 
 
 
 
 
__________ 
__________ 
 
__________ 

 
_______ 
_______ 
 
________ 
 
 
 
 
________ 
________ 
 
________ 

 
 
Depositor's Initials   ______ 

 
Signature for cash received: 
___________________________________ 
 

 

 

Computer Skills Exercise  

David has a day off from work and plans a day shopping for 

clothes for university.  He will withdraw some money from his account.    

Pretend you are David.  Go to the interactive ATM at the following link and 

withdraw $500.00:  http://community.ca.uky.edu/moneyville/?q=node/116 

Follow the prompts on the screen to withdraw your money.   

http://community.ca.uky.edu/moneyville/?q=node/116
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Lesson 9 

Applying for a Credit Card 

David fills out an application for a credit card.  He 

will need this as proof of identification and in case of an 

emergency.  David chooses a card that has no annual fee  

because he does not plan to use it unless it's really necessary.   

Using David’s name, fill out the credit card application below.  Make up 

an address, telephone number and other requested information. 
 

Credit Card Application  
 

Applicant Information 
Name: Previous last name: 
Address: Phone:                            Cell #: 
City:                                                        Province:                                 Postal Code: 
How long have you lived at this address? 
Gender:   Male   Female            Date of Birth:                                                SIN#:  123 456 789 
Co-applicant’s name and address: 
Rent/Mortgage per month  $_______ 
How long?  ____________________ 
 

Driver’s Licence # 
_______________ 

Status    □ Separated    □ Married 
□Single   □Divorced      □ Other 

Employment and Income 
Check all that apply:  □Full Time    □Part Time    □Unemployed     □ Retired    □Self Employed 
Name/Address of Employer: 
___________________________________________________ 
_____________________________________ 
 

Occupation 
 

How long? 
 
 

Annual Salary 
$ 

Previous employer (if above less than 2 yrs.) 
 
 

Other sources of income:   
Total annual income:   
Financial Obligations and Credit References 
Bank Name and Branch: 
Savings account #:                                              Chequing account #: 
Loans:                                                                  Amount owing: 
Other loans:   $                                   Amount owing:        Financed by: 
 Sign below and return for processing. 
Date: 
___________________ 

Applicant’s signature: 
_________________________ 

Co-applicant’s signature: 
___________________________ 
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Why must you provide financial information about your rent or mortgage? 

________________________________________________________________

________________________________________________________________ 

________________________________________________________________ 

Why do you have to include other income besides your salary?  _____________ 

________________________________________________________________

________________________________________________________________ 

Why must you provide information about what you owe?  _________________ 

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

Why should you read the terms and conditions before signing and dating the 

form?  __________________________________________________________ 

________________________________________________________________

________________________________________________________________ 

 

Computer Skills Exercise 

To compare various credit cards available in Canada, go to: 

http://canada.creditcards.com/ 

Under Select the type of credit card you are interested in, select Best 

Canadian Credit Cards.  This opens a new window with various cards to 

explore and compare.   

Look at the chart.  Which card has the lowest interest rate and no annual fee?  

The credit card with the lowest interest rate of ________% and no annual fee is 

________________________________________________________________ 

http://canada.creditcards.com/
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Lesson 10 

Applying for Work 

You are applying for a job at Mike’s Service Station.   

Fill out the application form below.   
 

 
Application For Employment  
Last Name                               First Name                       Middle Initial 
_______________________  _____________________  _________ 
Street address:  __________________________________________ 
City/Town:  ________________ Province ___ Postal Code:  ______ 
Telephone:  ___________________  Cell Phone:  _______________ 

Date of Application 
________________ 
 
Date Available to Start 
 __________________ 
 

Position applying for:       Gas attendant     Parts Department            Front counter  
      Mechanic           Accounts Department     Sales          

Employment History 
     Company:  ______________________________________________________________ 
     Start date:  ________________________   End date:  ____________________________ 
     Reason for leaving:  ______________________________________________________ 
     Position:  _______________________________________________________________ 
     Duties:  ________________________________________________________________ 
     Supervisor:  _____________________________   Telephone:  _____________________ 
     May we contact this employer?   Yes          No  

     Company:  ______________________________________________________________ 
     Start date:  ________________________   End date:  ____________________________ 
     Reason for leaving:  ______________________________________________________ 
     Position:  _______________________________________________________________ 
     Duties:  ________________________________________________________________ 
     Supervisor:  _____________________________   Telephone:  _____________________ 
     May we contact this employer?   Yes          No 

     Education:  _____________________________________________________________ 
     Volunteer work/activities:  _________________________________________________ 
     References: 
     Name:  _________________________________   Telephone:  ___________________ 
     Name:  _________________________________   Telephone:  ___________________ 
     Name:  _________________________________   Telephone:  ___________________ 
 
     Signature:  _________________________________   Date:  ____________________ 
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The Interview 

You have received a call from Mike’s Service station 

asking you to come in for an interview.  How will you 

prepare for the interview? 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

List some questions you may be asked at the interview. 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 
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Usually, interviewers give you a chance to ask questions at the end of the 

interview.  What are some questions you may want to ask?  List them below. 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 
 

Role play:  Use the questions you have just developed and role-play an 

interview with your tutor.  Take turns being the interviewer and the person being 

interviewed.  
 

Computer Skills Exercise - Searching the Job Bank 

In your address bar, type www.jobbank.gc.ca 

On the home page, select choice of language - English or French 

On the next page, select Job Search 

On the next page, select your province or the province where you would like to 

find work. 

Under Location select the area where you would like to find a job. 

Select your Job Category.  If you don't have a preference, leave All 

Occupations in the box.   

Select Search.   

Click on a job posting to get information about the job. 

http://www.jobbank.gc.ca/
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Lesson 11 

Writing a Thank-You Business Letter 

It is a good idea to send a thank-you letter to the 

interviewer thanking him or her for taking the time to talk to you about the job 

for which you have applied.   With your tutor, discuss why this is a good idea. 

 

Tips for writing your letter 

 Put your return address on the first two lines.  Enter the date on the next 

line.  Since this is a type of business letter, you should include the inside 

address (the address of the person or company to whom you are sending the 

letter).  The greeting line should read Dear Sir, Dear Sirs, Dear Sir/Madam, or 

Dear Mr. or Mrs. .....  (Use surname).   

 In the first paragraph, thank the interviewer for taking the time to meet 

with you. 

 In the second paragraph, use this opportunity to mention your strengths 

again and say that you are looking forward to the possibility of working there.   

 In the third paragraph, state that you would welcome a call if the 

interviewer or the company had further questions.  Close by saying you are 

looking forward to hearing from him/her soon.   

 The complimentary closing line should read Sincerely or Sincerely 

Yours.  If you are typing a letter, include a signature line (your typewritten 

name four spaces below the complimentary closing line).   Your handwritten 

signature goes in this space.  If you are enclosing other papers with your letter, 

type the word Enclosure two spaces below your signature line.   If you are 

sending a copy of the letter to someone else, type cc Person's Name two spaces 

below the enclosure. 
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Look at the sample letter below.  Then use the form on the following page to 

write a thank-you letter to Mike’s Incorporated.   
 

Sample letter 
 
Apt. 10, 233 Second Street 
St. John's, NL 
A1C 7P1 
January 15, 2010 
 
 
 
 
 
 
Janet's Deli 
155 Main Street 
St. John’s, NL 
A1C 5B9 
 
 
Dear Ms. Brown: 
 
 Thank you for taking the time to interview me for the job of casher at your store.  I 
really appreciated the opportunity to meet with you face to face. 
 
 I feel that my previous ten years of experience as a cashier has prepared me to do a 
good job for your company and for your clients.  I am really looking forward to the possibility 
of working at your store.  
 
 Please call me if you need further information about my past experience.  I look 
forward to hearing from you in the near future. 
 
Sincerely, 
 
Tanya Bennett 
 
Tanya Bennett 
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_______________________ 

_______________________ 

 
_______________________ 
 
 
Mike’s Incorporated 
155 Main Street 
St. John’s, NL 
A1C 5B9 
 
 
Dear ______________________ 
 
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

 

Sincerely, 
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Role Play 

If you do not hear from the company within four working days, 

follow up with a telephone call.   State who you are and why 

you are calling.   

 Using your own words, role-play the situation with your tutor.  

Use the example below as a guide.  If you haven't sent a 

thank-you letter, this would be a good time to thank him/her 

for interviewing you. 

Hello, my name is ………  I spoke to you last week about the (job title).   I’m 

calling to see if you have made a decision on hiring. 

Note:  Thank the interviewer even if you do not get the job - you may get the 

next one that comes up! 
 

Computer Skills Exercise             

Go to the home page of Service Canada by typing the following in your address 

bar:  www.servicecanada.gc.ca/eng/home.shtml 

  Select "Finding a Job" under Life Events on the left hand side of the page. 

On the next page, select Job Bank. 

On the next page, select Job Search. 

On the next page, select your province.   

On the next page, type mechanic in the space under Search text.  (If there are 

no mechanic jobs listed for your province, select another province). 

Scroll down and select Search.  Select one of the jobs that are available.   

What is the job number?  __________  What is the start date?  ______________        

What are the Terms of Employment?  __________________________________ 

What essential skills are needed for the job?  ____________________________ 

________________________________________________________________ 

http://www.servicecanada.gc.ca/eng/home.shtml
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Lesson 12 

Cover Letters and Resumes 

Cover Letter:  A cover letter gives you the opportunity to let 

the employer know why you should be the person hired for the job.  The letter 

should be no longer than one page and include the following:  the job for which 

you are applying and where you saw it advertised; a brief account of your 

experience in that field; a request for an interview; a line saying that you are 

enclosing a resume; and information on how/where you can be contacted.  Use 

the same format as the Thank-You letter in Lesson 11 or follow the sample letter 

below.   Write your own cover letter on the next page.   

Sample cover letter 
 
3 Pine Street 
Stephenville, NL   
A2N 1B9 
 
April 27, 2010 
 
 
ATTENTION: Human Resources Manager 
 
RE: Cashier Position 
  
Dear Human Resources Manager: 
 
I am applying for the position of cashier that was advertised in The Western Star newspaper on 
January 12, 2010.    
 
I am easy to get along with, reliable and willing to learn any aspect of the job that will be needed. I am 
hard working and take pride in doing the best job I can. As indicated in my résumé, I have experience 
operating cash, processing credit/debit card payments and in providing good customer service.  
 
I would appreciate an opportunity to meet with you for an interview to discuss the possibility of 
working with you. I can be contacted at (709)-555-9876 or email  jondoe@nf.sympatico.ca.   I look 
forward to hearing from you soon. 
 
Sincerely, 
Jonathan W. Doe 
Jonathan W. Doe 
 
Enclosure 
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You need to develop a resume to go with your cover letter.  Use the sample 

below as a reference and write your resume on the next page. 

 
3 Pine Street, Stephenville, Newfoundland and Labrador, A2N 1B9 

Telephone (709) 555-9876.  Email jondoe@nl.sympatico.ca 
 

Jonathan W. Doe 
 

 
OBJECTIVE______________________________________________________________ 
    To obtain employment as a cashier in the Stephenville area. 
 
 
 
EDUCATION____________________________________________________________ 
April 2010   Office Administration Graduate Northern College 
         Stephenville, NL 
 
 
  
INTERESTS AND ACTIVITIES         
    Walking, Reading, Camping 
 
 
 
WORK EXPERIENCE          
January 2009 - April 2010 Cashier    Mike's Superstore 
         Stephenville, NL 
 

 

VOLUNTEER EXPERIENCE         
October 2008 - April 2010 Volunteer Tutor, Local Literacy Council, Stephenville 
August  2007 - April 2010 Boy Scout leader, Stephenville 
 
 
 
REFERENCES           
Ms. Roberta Black  Mr. Jim Green   Mr. Lloyd Price 
Former Instructor  Supervisor   District Commissioner 
Northern College  Mike's Superstore  Stephenville Boy Scouts 
(709) 555 - 8855  (709) 555-1231  (709) 555-7021 
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Discuss these questions with your tutor; then fill in the blanks. 

Why do you need to include references on your resume?   

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

What should you do before you include people's names as references on your 

resume?  _________________________________________________________ 

What is the purpose of the Enclosure line in a cover letter? 

________________________________________________________________

________________________________________________________________ 

 

Some job postings ask that you contact them by telephone.  What should you do 

to prepare yourself before making the call?  

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

 

Computer Skills Exercise  

With your tutor, explore various resumes online. You can do this 

by typing Resume formats in your Google or other Search Bar. 

If you have access to Microsoft Word, open a New Document.  On the left-hand 

side under Templates, select Resumes and CVs.  Explore templates to study the 

many formats available.  
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Congratulations - You have completed ES 103!    
 
I have completed ES 103 and I am able to: 

 use numeracy skills to calculate wages 
 fill out an application for post-secondary education 
 understand minimum wages  
 use computer skills to find minimum wages throughout Canada 
 compare prices when shopping 
 identify various store departments and contents 
 compare prices when looking for an apartment 
 choose apartments based on overall cost and location 
 ask key questions when choosing an apartment 
 enter information in a table and use it to make comparisons 
 understand mail forwarding and how to fill out change of address cards 
 fill out a change of address form online 
 identify ways to save money and manage income 
 compose a budget sheet 
 compare bi-weekly to monthly pay 
 book a hotel room and obtain booking confirmation 
 pack for a short hotel stay 
 register at a hotel 
 calculate how much to tip for hotel services 
 calculate provincial sales tax on purchases 
 get the best deal when ordering take-out 
 calculate how much to tip a delivery person 
 use substitutions in baking  
 identify healthier food choices 
 obtain information from a nutrition label 
 obtain information from a comparison chart 
 understand advantages of direct deposit 
 understand how to transfer money from one account to another 
 realize the importance of saving for the future 
 obtain information from a pie chart 
 fill out a bank deposit slip 
 fill out a credit card application and understand associated responsibilities 
 compare credit cards 
 fill out a job application 
 prepare for and experience a less stressful job interview 
 write a thank you business letter 
 locate online information about job listings 
 write an employment cover letter and a basic resume 
 use a computer to locate various online information 
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Glossary of Words and their Meanings 
 
 

Academic    formal education; not (only) what has been learned   
    through life experience 
 
Accurately   free from error (no mistakes) 
 
Appliances   a piece of equipment, usually operated electrically,   
    especially for use in the home or for performance of  
    domestic/household chores; such as a refrigerator,   
    washing machine, toaster 
 
Bellhops   People who are hired to carry (hotel) guests’ luggage and run 
    errands. 
 
Bi-weekly pay   getting paid at the end of each 2-week pay period  
 
CV’s     curriculum vitae; similar to resumes but using only the  
    biographical format outlining the course of one’s life or career 
 
Distributed learning  learning through the internet while registered with a  
    school, college or university; a way of learning that   
    allows the teacher, students and content    
    (resources/books) to be in different locations; students  
    can study based on their schedule, not the schools 
 
Educational institution a school, college or university that formally teaches in  
    academic and/or vocational/trade studies 
 
Essential    necessary, needed to be able to do something (else) 
 
Gram    a metric measurement that equals  1/1000  of a kilogram 
    (British spelling gramme; abbreviation  g or gm) 
 
International   between or among nations (national would be within the  
    nation / country) 
 
Mandatory    definite, no choice; Mandatory Employment Related  
    Costs = MERC the costs which your employer must pay  
    to government (and you) 
 
Net income   the money you receive once the employer takes out MERCs and 
    other deductions 
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Quality family time  (quality = high standard) spending time with your family to do 
    the important things in your lives.  Some say it’s not how much 
    time you spend with your family that counts, but how you  
    spend it - quality family time. 
 
Resume formats   the layout of a resume; the organization, plan, and/or style and 
    often samples that will help guide resume writers 
 
 
Sub-total    under the total amount; not complete; the sum/total of a group 
    of figures that must be added to others in order to make the total 
 
Supplementary   additional (extra tools for learning or working) 
 
 
Templates   similar to formats; in typing a resume, a template would have 
    the required headings so the typist would have to only fill in 
    personal information.  
 
Utilities   something useful; a public service for which we pay,  
    such as lights and telephone services 
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My Notes 

 
You can use this page to write new words and meanings and to record information you want 

to keep on hand for quick reference.  

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________
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My Notes 

 
You can use this page to write new words and meanings and to record information you want 

to keep on hand for quick reference.  
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Sources of Information  
(as found in corresponding pages in the ES103 Tutor Guide) 

 

 

About.com Canada Online - Minimum Wage in Canada.  Viewed January 9, 2011.  
 http://canadaonline.about.com/od/labourstandards/a/minimum-wage-in-canada.htm  

 
Allrecipes.com - the top web site for recipes, food and cooking tips.  Viewed January 9, 2011. 

http://allrecipes.com/Default.aspx 

 
CalculateMe.com - Comprehensive Conversion Utility.  Viewed January 9, 2011.  
 http://www.calculateme.com/Volume/index.htm  
 
Canada Post - Mailing, Shipping, Marketing, Shopping, Sharing.  Viewed January 9, 2011.  

 http://www.canadapost.ca/cpo/mc/default.jsf 
 
Credit Cards - Compare the best Canadian credit cards at CreditCards.com.  Viewed January 9, 2011. 

http://canada.creditcards.com/ 

 
Flyerland.ca:  Online Flyers, Deals and Printable Coupons for....  Viewed January 9, 2011.  

http://www.flyerland.ca/?ChangeLocation=Y&lg=en 

 
Government of Canada (1998).  Plain Language Clear and Simple.  Canada Communication Group  
 Publishing, Ottawa, Canada 
 
How Much to Tip for Pizza Delivery/eHow.com.  Viewed January 9, 2011 

http://www.ehow.com/facts_5150753_much-tip-pizza-delivery.html 
 
How to Tip a Bellhop/eHow.com.  Viewed January 9, 2011.   
 www.ehow.com/how_2214699_tip-bellhop.html  
 
Job Bank - Home.  Service Canada/Welcome to Job Bank.  Viewed January 9, 2011. 

http://www.jobbank.gc.ca/Intro-eng.aspx 
 
Nutrition Labelling-Food and Nutrition-Health Canada.  Viewed January 9, 2011. 
 http://www.hc-sc.gc.ca/fn-an/label-etiquet/nutrition/index-eng.php 
 
Service Canada - Programs and Services for You.  Viewed January 9, 2011. 

http://www.servicecanada.gc.ca/eng/home.shtml 
 
Virtual ATM Machine/Moneville.  Viewed January 9, 2011.   

http://community.ca.uky.edu/moneyville/?q=node/116 
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