
 
 
 

Week Topic  Content  Assessment  

Week 1 Essay Writing  What an essay is and 
why we write. 
 
Types of essays: 
narrative, descriptive, 
expository, 
argumentative. 
 
Parts of an essay: 
introduction, body, 
conclusion. 
 
 Writing clear, 
connected 
paragraphs. 
 
Common mistakes to 
avoid 

Write a short essay 
on a given topic.  
 
Graded on structure, 
clarity, and grammar 
 

Week 2  Letter Writing  What a letter is and 
why we write it. 
 
Types of letters: 
formal, informal, 
semi-formal. 
 
Format and important 
parts of a formal 
letter. 
 
 Using correct tone 
and language. 
 
 Practical examples: 
job letters, requests
​  

Write a formal letter 
following the correct 
format. 
 
 Graded on layout, 
tone, and language 
 

Week 3 Curriculum Vitae  What a CV is and 
why it is important. 
 
Types of CVs: 
chronological, 
functional, 
combination. 
 

Create a complete 
professional CV.  
 
Graded on clarity, 
organization, and 
presentation 
 
 



 Parts of a 
professional CV. 
 
Using clear language 
and good formatting. 
 
Common mistakes to 
avoid​  

 
 


