
Knowledge Organiser  PC  ESOL– Applying for a Job/ Simple Past Tense– Summer 1

Different formats : Section A Everyday actions in the simple past 
tense: Section C

Homework:
1. Look/cover/write/check to learn 
the vocabulary in Section A.
2. Look/cover/write/check to learn 
grammar rules in Section B.
3. Look/cover/write/check to learn 
grammar in Section C. Find words 
you don’t recognise in a 
dictionary. 
4. Use a bilingual dictionary to 
translate the new words in Section 
D.

To write about previous work 
experience: Section D

Simple Past Tense: Section B

Type of 
format

What does it look like?

A form: you 
use a form 
to provide 
personal 
details 
about 

yourself.

A letter: 
you use a 

letter to say 
something 

about 
yourself to 

another 
person.

A job advert: 
a notification 

to hire 
somebody to 

perform a 
specific 
work. 

Verbs to 
describe 

previous job 
experiences 
should be in 

the past 
tense.

You can use 
verbs like:
created, 

designed, 
conducted, 
proposed, 

worked on, 
supported 

5. Write a paragraph about all the 
things you did yesterday. Make 
sure to use verbs in the simple 
past tense.

Writing Extension:
Imagine you are applying for a job 
as a receptionist at a hotel. What 
can you write about yourself that 
will help you get the job?

Model answer: What past 
experience and skills do you have 

to offer?
I am writing to apply for the 
receptionist job at the hotel. I have 
excellent _________ and customer 
service skills because I _______ as 
a shop ________ for two years. I 
also worked as a babysitter and 
________ at all the school plays, I 
have great people skills. 

communication     worked       
receptionist      performed    

assistant

I answered 
the phone

I typed a 
document 

and booked 
an 

appointment.


