Oxford

Writing
Tutor

Only available witn Oxford Advanced Learner’s
Dictionary, 8 edition

The dictionary that develops your language skills
Choose it use it love it



OXFORD

UNIVERSITY PRESS
Great Clarendon Street, Oxford ox2 6pp
Oxford University Press is a department of the University of Oxford.

1t furthers the University’s objective of excellence in research,
scholarship, and education by publishing worldwide in

Oxford New York

Auckland Cape Town Dar es Salaam Hong Kong Karachi
Kuala Lumpur Madrid Melbourne Mexico City Nairobi

New Delhi Shanghai Taipei Toronto

With offices in

Argentina Austria Brazil Chile Czech Republic France Greece
Guatemala Hungary Italy Japan Poland Portugal Singapore
South Korea Switzerland Thailand Turkey Ukraine Vietnam

OXFORD and OXFORD ENGLISH are registered trademarks of
Oxford University Press in the UK and in certain other countries
© Oxford University Press 2010

Database right Oxford University Press {maker)

2015 20I4 2013 20I2
987654

No unauthorized photocopying

All rights reserved. No part of this publication may be reproduced,
stored in a retrieval system, or transmitted, in any form or by any
means, without the prior permission in writing of Oxford University
Press, or as expressly permitted by law, or under terms agreed
with the appropriate reprographics rights organization. Enquiri
concerning reproduction outside the scope of the above shou!
sent to the ELT Rights Department, Oxford University Presst
address above

You must not circulate this book in any other bindis ‘over and

you must impose this same condition on any acq

Any websites referred to in this publication ar€
and their addresses are provided by Oxford Univs
information only. Oxford University Press disclaims\g
responsibility for the content

ISBN: 978-0-19-4799058



1.

[

3

@

Oxford Writing Tutor

Using the Oxford Advanced Learner’s Dictionary
to improve your writing

Whether you are writing a business email or a long research essay, your dictionary
can be a powerful tool to assist you in becoming a better writer in English.

Using the main part of the
dictionary

You can use the main A—Z of the dictionary to
help you:

Choose your words carefully. Many words in
English have similar or related meanings, but
are used in different contexts or situations.

Look carefully at the example sentences
provided in the entries for words you want
to use. Also look at any synonym notes,
vocabulary notes and topic notes to help
you choose the most appropriate word. If
you need academic vocabulary, look for
the YT symbol.

Combine words naturally and effectively.

In English, certain pairs of words go together,
and sound natural to native speakers (for
example, heavy rain)—and others dong
(strongrain). Thisis called collocatig

times in your work, try to'X
express your ideas.

Look for the symbol to find synonyms
and also study the synonyms notes. Look
for word families and try using words in
the same family that are different parts of
speech (e.g. different, adjective and differ,
verb). For example, you could write: French
is different from English in this respect. You
could also express this: French differs from
English in this respect.

Edit and check your work. You can use
your dictionary to check any problem areas
such as spelling, parts of speech, irregular
forms, grammar, phrasal verbs and
prepositions.

°

2. Using the Writing Tutor

In the following pages you will find examples
of essays and practical types of writing that
you can use as models for your own work.
You will also find advice about planning,
organizing and writing each type of text.

Examples of written texts.
Look carefully at:
e the structure 2

ese ahe Nick remindérg and advice

>

in your reading. In the main part of
/€ dictionary there are more notes like
this which give you further phrases and
examples to show you how to use them.
(For example, look at the note at ‘however’)
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The writing process

The Writing Process

Each individual writer has their own aims and needs and their own way of approaching
various parts of the writing process. However, whether you are writing a short essay, an
article, areport or a research paper, the overall process is generally the same.

Preliminary Phase Organize
Ask yourself some planning questions that After carrying out your research, you
will help guide the rest of the process. can draft a thesis (your main argument,

statement or idea) to guide you.

What is the purpose of this piece of Then, using your notes, make a detailed outline

writing? ofthelogical plan of your essay, article orreport
For example: to support this thesis, giving a structure to your
e To answer a specific essay, examination or writing before you begin to write.
research question
» To convince others of your point of view > Decide roughly how many words youwill
» To communicate your knowledge or give to each part of your essay/report.
understanding to others, such as a teacher e Collect or prepare anywsual aidssuchas
T s charts or diagrgz

Who is my audience?

For example:

= Ateacher or professor

» Fellow students or colleagues
» An employer

= The general public

The answers (you may have more than one

purpose or type of audience) will help you fo
choose the appropriate level of formality
will also help you make decisions abg#

kinds of examples and supporti

youwill use. ofitinues to support the new thesis.

ollow your outline, modifying it if

necessary.

« In early drafts, concentrate on structure
rather than spelling and punctuation.

Pre-Writing

[Explore
Brainstorm for ideas ethod Review/Edit
suits you best: In this step, youread your writing with a
o Mind maps critical eye.
o Lists of interesting concepts, facts, In early drafts, ask yourself:
questions, etc. » Have you answered the question or
¢ Conversations with colleagues achieved your original purpose?
» Have you introduced your subject,
Research developed itlogically and come to a
Next, research your topic and gather conclusion?
information from a variety of sources: o Isyour supporting evidence appropriate
= Books and journals and complete? Do you need more examples,
s The media statistics or quotes?
» Websites = Have you used headings to help the reader, if
« Interviews or questionnaires appropriate?
s Scientific studies » Aretherelationships between ideas clear
and clearly signalled to the reader?
When you read sources, take detailed notes o Iseach partthe rightlength for the demands

and keep an accurate record of each source.

of the topic—with no part too long?
(Look atpage WT10.)



In later drafts, ask yourself: What makes wr iting formal?
e Have you used paragraph breaks well?

+ Isthelevel of formality appropriate for Whatever type of text you are writing, your aim

should always be to express your ideas clearly and

5 : :

yourreaders? ; inaway that your readers can easily understand.
» Have you chosen your words carefully, using -

correct collocations? When youread, notice the kind of language thatis

« Haveyou avoided repeating thesamewords ~ usedinthe type of writing youneed to do.
or phrases too often (except technical terms)?

: To make your writing more formal, consider:
o Have youmetanyword countrequirements?

1. Word choice.

If possible, ask someone else to read your text. » Itisusually best to use standard English words

After each review, return to the drafting aljld.phrases, fasisossethinolabeln she

step, revising and editing your writing as dicionan’

% = » Only use words and phrases marked formal if

necessary. 2

you are sure they are appropriate.

= Avoid anything marked informal, slang,
offensive, etc.

o Use suitable synonyms for common words
such asdo, put, get, make. e.g. Several
operations were carried out/performed
(notdone).

» Wordsthatarg

Ask yourself:

Have you quoted or mentioned sources to
support your points?

Have you used the citation style recommended
by your teachers or institution?

Have you listed your references in the style
recommended?

(Look also at page WT11.)

' Presentation Phase

. Proofread : ! )
When you have a final draft of your writipg 3 \ \ h .e;llte;: c::s usglg ge}anye
you will need to read it once more to fipd D IR SR hauns
correct surface errors. ; s (e.g. although, because, if) and
Tip

easier to see your mi#a

Check for
» Spelling
e Punctuation
¢ Grammatical mistakes.

This tends to be impersonal in style in order to
be objective. This makes it sound formal. When
you read in your subject, notice how the writers
express themselves. The following points may
help you in your writing:

s Limit the use of the first person pronouns (/
and we). Rather than In this study I aim to...,
write: This study aims to. .. or The aim of this

You may find it helpful to as

to proofread your final draft as

last step.

Format study is to... Look at how / and we are used in
Check with your teacher or tutor how you your subject area. Avoid using you.

should present your work in terms of: o Passive forms are often used as they focus

o Fontsize « Margins e Line spacing attention on the verb, not the person e.g. A

o Paper size study was conducted to see. .. It can be argued
- e that...

vExaminatiqn‘sw & ; o o Patterns with it and an adjective are often

In an exam, you will not have time for all these used: Itis clear that...; It is necessary to. ..
stages, but your answers will be more successful = Nouns are often used as subjects of active verbs:
if you: The results show that. ..

 brainstorm ideas ¢ Complex noun phrases with prepositions are
= organize and plan very common: The advantages of X are...; the

o re-read, check and edit use of light treatment in 95 patients with. ..

=
&

The writing process
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Answering the question

Answering the question

Atall times, you must ensure that you really understand an examination question

or assignment title and address all the required parts.

Questions can be considered in terms of three main components:
= Topic
s Scope and focus
o Question type

Topic

The topic(s) of the question will usually be clear from the question itself. For example:

Explain the process of photosynthesis.

When you write your answer think about why the examiner has chosen to ask about this topic.

Scope and focus

Often, the wording of the question will include a word or phrase that either limits or expands

the topicin a very specific way. These phrases show you the focus of the g
common mistakes, such as:

= Writing with too narrow a focus. For example, if you
change on South Amerlca you should not write abo @

as an energy source, you should not write about wind 0
e Only answering half of the question. Forg

need to discuss both questions.

Question types

These ask you to demonsgtryte understanding of concepts. You
must clearly show that yonul{derstand the ideas and theories that
underlie the facts.

3. Application Questions
Here you use your knowledge of facts and concepts to address a
specific problem. These questions require you to move beyond simple
recollection.

4. Analysis Questions
These examine relationships between/among various facts and
concepts.
5. Synthesis Questions
These ask you to create a new product or structure in written form.
6. Evaluation Questions
These ask you to make value judgments and present your own
opinions. Thiskind of question is very common in academic work. It
isimportant to support your opinions by citing the work and views of
experts in the field, if possible.

jon. Try to avoid

IELTS Academic

Writing

o Task1: Thisis usually
a combination of
comprehension
and analysis
questions: Summarize
the information...
and make
comparisons where
relevant.

o Task2: Thisis usually
an evaluation
question: At what age
should young people
be considered adults?
Explain your position.
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ing a comparison essay
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Writ

Writing a comparison essay

You may often need to compare and contrast things in exams, academic
essays, work and everyday life. Here is an example of a comparison essay.

Paragraph 1-—Introduction

1Sentences 1 and 2 catch the
reader’s interest.

2The next sentence gives
a definition of the two
types of school. (Note: a
definition is optional)

3The 4th sentence indicates
the scope of the essay and

leads to the next paragraph.

Paragraph 2—Similarities
Aims, teaching and
assessment

The writer notes 2 similarities
here before emphasizing 5

differences in paragraphs 3-5.

Paragraph 3—Difference 1
The curriculum

Despite these similarities
indicates that the writer
is now going to list the
differences.

Paragraph 4—Difference 2
Quality of teachers

Paragraph 5—Differencs
3-5 Class size, discipline and
academic standards

Paragraph 6-—Conclusion

1The first sentence
summarizes the findings in
paragraphs 2-5.

2The second sentence
gives the writer’s personal
opinion.

Are private schools better than state schools? Discuss.

For parents, few things are more important than their child’s
education. In many countries, parents of school-age children
can choose to send their child to a private school rather than to
astate school.! In this essay, state schools are defined as those
thatdo not charge tuition fees because they are funded and run
bylocal or central government; private schools, on the other
hand, are funded almost entirely by the fees that they charge.2
Before deciding where to educate their child, parents need

to examine the differences between the two types of school,
particularly as regards the curriculum, the quality of tuition and
student achievement.3

Private and state schools are comparahle jn some respects.

sovery
hssessment,

academic year.
Desplte these similar 1 t

general, itis true to say that while state schools have a high
dent-teacherratio, private schools tend to offer

gfaller classes. This maylead to better discipline in private
schools with the result that students may achieve somewhat
higher academic standards.

Itis clear, therefore, that there are significant differences
between private and state schools, and that private schools
may offer advantages.! The benefits of private schooling must,
however, be balanced against the cost involved and each
family’s budget priorities.2

Key Collocations: adjectives + nouns Collocations: prepositions
Blue shows ways of

introducing similarities

To find the correct preposition
to use after a verb or noun, look
up the word in the dictionary:
e.g. difference; balance

To find interesting and appropriate
adjectives to use with nouns, look
up the nouns in the dictionary: e.g.

Yellow shows ways of difference; expertise; ratio; standard

introducing contrasts



Preparing to write W17

Brainstorm ideas about similarities and differences. For example, arrange points in a table:

Characteristics ~ State Schools Private Schools I Similar or different?
| Bie oot ioness M) iies ok o e g 1 A

Funding Government Fees ‘ Different

Class size Usuallylarge Usually smaller l Different

Highlight the similarities and the differences and decide which are more important.

For this essay the differences are more important.

Choose which points to include in the essay and which to leave out.

Decide how to define the two things you are comparing. Here funding formed the basis of the
definition.

Choose the organization structure (see below). Here Type A1 was used.

o
Writing a comparison essay

Shorter essays

Type A1: to emphasize the differences | orRType B1:

Introduction ‘ Introduction

Similaritiesof XandY | Characteristics of X

Differences betweenXandY Characteristics g

Conclusion Show how Y is £iffilar to or Nffexent from X
or Type A2: To emphasize the similarities, Conclusion

reverse the second and third sections.

AT SRk T S
Longer essays OR

Type C1 Type bove.
Introduction

Aspect 1: compareXandY

Aspect 2: compare X and Y (and so on)

Conclusion

e GBS

&/%rences
X...Onthe other hand, Y... /Y, on the other

Similarities
X... Similarly, Y...

BothXandY... hand, ...
X E¥ealsos.s Unlike X, Y...
Both + plural noun...es B g X... Incontrast, Y.../WhileX ..., Y...
Like X, Y... e.g. Like state scR ] X...,whileY...
Xand Y are similar in that theyNpoN/.. X... However,Y.../X... Y, however,...
XissimilartoY in terms of / with'xeg | Xdiffers from Y in terms of / with regard to...
X resembles Y in that they both... (e.g. their sources of funding.)

| XisthesameasY. X is different from / contrasts with Y in that...

X..., whereasY... [WhereasX...,Y...

Being more precise:

Similarities

Xisalmost / nearly /virtually / just/ exactly / precisely the same as Y.
Xand Y are very [ rather / quite similar.

Differences

Xisslightly / a little / somewhat smaller than Y.

Xis much / considerably smaller than Y.

Xand Y are completely / totally / entirely / quite different.

Xand Y are not quite / exactly / entirely the same.
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Writing an argument essay.

Writing an argument essay

Many essays that you have to write, whether
during your school or college course or in an
examination, will require you to present a
reasoned argument on a particular issue. This
will often be based on your research into the

Paragraph 1—Introduction

T Introduces the topic.
2 States the focus of the essay.

Paragraph 2—Introduces
the argument

The first point (manned
missions are not cost
effective) with a quote from
an expert to give authority.

1 This is a useful way to
introduce a quotation.

Paragraph 3—Development

Reasons and data are given
to support the writer’s point
of view.

Paragraph 4—Development

Introduces the second point
{unmanned projects are more
scientifically productive).

Paragraph 5-—
Counterargument
1 Presents the argumenty
Some may argue suggést
the writer will go on to @
against this position.

2 Refutes it. However
introduces the argument
against 1.

QUE

Paragraph 6—Conclusion

Summarizes the writer’s points
and states his/her conclusion
on the title.

1 Thus introduces the
conclusion.

2| would argue that clearly
shows the writer’s position.

Linking words and
phrases guide the
reader through the
argument and show
the writer’s opinion.

Adverbs can be used
to show your opinion.

topic, but some questions may ask you to give
your opinion. In both cases your argument
must be clearly organized and supported
with information, evidence and reasons. The
language tends to be formal and impersonal.

‘Manned space missions should now be replaced with
unmanned missions.’ Discuss.

Itis clear that the study of space and the planets is by nature
expensive. Scientists and politicians must constantly attempt
to balance costs with potential research benefits.! A major
question to be considered is whether the benefits of manned
space flight are worth the costs.?

For Nobel Prize-winning physicist Steven Weinberg the
answer is clear. Ashe noted in 20071 in a lecture at the Space
Telescope Science Institute in Baltimore. ‘Human beings don’t
serve any useful funcmon in space. Theyr dlate heat, they’re

less fuel and launch eLl i
manned Space Shuttle

away so long, nor collect so much data while
e guaranteeing the astronauts’ safe return.
emay argue that only manned space flight possesses
lity to inspire and engage the general population,

ggvernmental funding and educational interest in
mathematics and the sciences.1 However, media coverage of
recent projects such as the Mars Rover, the Titan moon lander,
and the Hubble telescope’s photographs of extrasolar planets
demonstrates that unmanned missions clearly have the ability
to attract and hold public interest.2

Thus,! taking into account the lower cost, the greater
quantity of data and widepsread popular support, I would
argue that? for now, at least, unmanned space missions
undoubtedly yield the most value in terms of public spending.

These phrases make
the argument less
personal and more
objective.

Experts are quoted to
support the argument.



Preparing to write

@

Brainstorm your ideas on the question, read and research the topic (unless in an examination).

Which do you think are the strongest arguments? Decide what your viewpoint will be.

o

Select 2 or 3 strong ideas on each side, with supporting examples, ideas or evidence. For some

questions you can use evidence from your personal experience.

®

©

Decide how to organize your essay to persuade readers of your case.
Note down some useful vocabulary on the topic.

Structure 1 (used in the model essay)
Introduction

Arguments for your case + supporting evidence,
examples or reasons

Arguments against + evidence

Evaluation of arguments

Summary and conclusion

It is possible to reverse arguments for and
against.

Tips

o Look carefully at the title or question and
make sure you really answer it.

o Use general statements to convey the main
ideas, and then provide evidence, examples,

details and reasons to support these statements.

Showing your position

When you write an argument essay, you ca
what your opinion is on the issue or quesy
without using personal phrases such

Language bank s s

Structure 2

Introduction

Argument 1:+ supporting evidence, examples
or reasons

Counterargument

Argument 2: + supporting evidence, examples
or reasons

Counterargument  (and so on)

Evaluation of arguments

Summary and conclusion

.. You can do this by choosing
4s you write. Some examples are
Qw. Look out for more in your reading.

Adjectives

important, major, serlgus
e.g. An important point
a highly significant discove

Patterns with It + adjective

clear, likely, possible, surprising, evident

e.g. Itis clear that the study of space is expensive.
important, difficult, necessary, possible, interesting
e.g. Itis important to consider the practical effects
of these measures.

Adverbs and phrases

clearly, indeed, in fact, of course

generally, usually, mainly, widely

perhaps, probably, certainly, possibly

rarely, sometimes, often

e.g. Clearly, this is a serious issue that deserves
further study.

This book is generally held to be her greatest novel.

/Verbs

These help show how certain you are about a
point or an argument.

Modal verbs: can, could; may, might; will,
would (the first of each pair is most certain)
Compare: | argue that... (very certain). / | would
argue that... (not so certain)

It + verb: It appears that, It seems that...

It + passive verb: It can be seen that...; It
should/must be noted/emphasized that...
Showing verbs: show, indicate, demonstrate,
suggest, imply (These have a non-human subject)
Arguing verbs: argue, suggest, consider, conclude
(These can have a human subject e.g. )

Linking words and phrases

Firstly (= I have several points to make)
Furthermore...; In addition,... Moreover,...

(= I have another important point)

However,... (to introduce a counterargument)
Thus,... Therefore,... (to introduce a conclusion)

t essay

.

iting an argumen

.

Wr
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Writing a longer essay

Writing a longer essay or dissertation

When you have alonger essay or dissertation to write, you will go through
the same process of preparing and writing as for shorter essays.
(Look at page WT2.) However, there are additional things to bear in mind.

The title ‘When you plan your work, ask yourself:
If your title or a question has been given to you, ¢ Howlong should my textand each partbe?
check thatyou understand exactlywhatitmeans. ~ ° Havelorganized mynotes, grouping together
(Pages WT4-5). If you are writing the title yourself, writers who have made similar points?
choose a clear title with definite boundaries. ¢ Dolagree with their opinions?
o Whatis the pointIwant to make to my readers?
Askyourself: ) Wi o What doIwantmyreaders to know by the end?
e How can I define my subject so that it is not o HavelIplanned whattowritein the
too wide in scope?

introduction, body and conclusion?
e.g. Not How does Dickens reflect Victorian society
in hisnovels? but How does Little Dorrit reflect

! ; S - Using other people’s ideas
Dickens’s view of Victorian society?

When you have finished writing, look carefully

Reading and research:

evaluate your sources

The quality of your research will play a vital
partin the success of your writing. Keep the
question or title in mind when you look for
source material in books, journals or websites.

ideas.

Askyourselff

Ask yourself:
o Isthe contentrelevant?

o Isitreliable? Isit written by someone v
is an expert in the field?
Is it biased in any way?

way in which it is organized. Check with
Our tutor. A dissertation will usually have all or
some of the following chapters or parts:

e Title

= Contents

Abstract (a short text summarizing your

dissertation)

= Introductory chapter (broad to narrow focus:
to give the background, justify your research,
explain your approach, give major arguments
and current ideas on your topic and show the
structure of your dissertation)

o

information. Keep a note of the¥(ll reference for
your source (title, author, date, publisher and
page numbers).

Ask yourself: o Review of the literature

o Have Isummarized the information ¢ Methodology (how you carried out any
accurately? empirical research)

o Is this part particularly useful? If so, have o Results/findings
Iwritten down the exact words used and o Discussion
the page number, so that I can quote it? = Conclusion (narrow to broad focus: a summary

of your arguments and an evaluation of your
worl; further research needed)

Planning and organizing Bibliography or list of references

Along text is usually divided into sections with
subheadings and it has a list of references or a
bibliography at the end.

L]




Quoting and writing a bibliography

Ifyou use the words or ideas of another person,
you must always say where these have come from.
If you do not, you might be accused of plagiarism
(= copying another person’s ideas or words and
pretending that they are yours).

1. Author-date (Harvard) system
Used especially in social and physical sciences.

In the essay or dissertation

In your text, give the family name of the
author or editor of the book or article you
arereferring to and the year of publication in
brackets after your quotation or statement.
For example:

Dialects are not inferior. Most linguists

agree that ‘a standard language is not
linguistically better .’ (Swan, 2005:52).

Mason (1995) describes the procedure for
ateacher to evaluate each student quickly
during an oral presentation.

Give both authors if there are two, butif
there are more, cite the first author and add
‘etal.’ (= and others):

(Mason and Wood 2008) or (Masonetal., 2008).

Give the full reference in your bibliography.
The bibliography
In this system, it is often called Referg

Mention the author briefly in the essay and then at
the end write a full reference in your bibliography

or list of references. Different institutions have

different styles for this, so check to see the method

and punctuation to use, and be consistent.

e The edition number if itis not the first edition

= The place of publication (sometimes
omitted)
¢ The publisher

2. Footnote/endnote system

This is a common style to use in writing on arts

subjects. One version is described here.

In the essay or dissertation
Give details of the source in a numbered
footnote at the bottom of the page, or at the

Phillips , Guide to Rome, pp.56-60
The bibliography

text, in alphabetical order by the authors’
names. Use this order:

Phillips, Patrick, A Brief Guide to Rome.
London: Spire Press, 2001

Give a full list of references at the end of your

. Mmm:a‘!m S A

These apply to both systems, but in the author-date
system, the year will go after the author’s name.

Books

If the book is edited:

Wehmeier, S. ed. Oxford Advanced Learner’s
Dictionary. 7th ed. Oxford: Oxford University
Press, 2005

For an article in an edited book or journal:
Johns, A.M., and T. Dudley-Evans, ‘English
for Specific Purposes: International in Scope,
Specific in Purpose’, TESOL Quarterly 25 (2),
1991,297-314.

Newspaper articles
Fennell, E. ‘How is the recession hitting lawyers?’
The Times, 31 July 2008, p.54.

Electronic resources

Include as much detail as you can find.

In your text, cite by author if known, otherwise
by title or URL, and the year if possible:
(Directgov, 2008).

In your bibliography give the author, the title,
volume/page, type of medium, date and publishing
organization. Provide the URLand

the date you last accessed the page:

Directgov. 2008.< http://www.direct.gov.uk/
en/index.htm> accessed 27 October 2009.
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Oral presentations

You may have to give an oral presentation or talk as part of your academic course, for an
examination or at work. In many ways, preparing a talk is similar to preparing an essay.
The guidelines below apply to most types of talk.

Preparing an oral presentation

Good preparation is the most important factor for a successful presentation.

1. First steps

Check the time allowed for your talk and any guidelines you have been given.

Think about the purpose of your talk: is it to inform, to entertain or to persuade

your audience?

e Think about the audience. Who are they? How much do they already know?

How much do you need to tell them? What will interest them?

Decide on the topicif you do not know this already. If you do, decide on the specific area
that you will present. Be realistic about how much you can cover in the time allowed.
Collectyour ideas and gather more information if you need to.

@ @

e

L]

2. Writing your talk

¢ Make notes on what you want to include. Think about whafy¢u must tell the\a
you should tell them and what you would like to tell them if Yoy have time.
@ Produce an outline or a plan of your talk.

dience, what

Tips
o Structure your talk as you would an essay: have an inrogdd
o Use headings to show the different sectign

,a middle and a conclusion.

e Some people prefer to write out t
read this when you give your ta}, it make

. If you do this, itis better not to
azand talk from those.

3. Producing notes

Make notes in English on cards¥at ¥0ou can 1 o while you are speaking.
Openwithan int};du/)ﬁ.@x&e NleRnd, erview of what you want to say:

o

L]

The benefits gf'1
foreign language

rninga e benefits of learning a 2 Number note

foreign language card.

Show OHT/Slide 1 Show OHT/Slide 2

Note the

Jatro: - The first benefit I shall describe is number of the
Good.mormng. My.talkto yA practical —communicate with other visual you will
exarpmes the benefits of learning a nationalities show.
foreign language.

P Afurther benefit isincreased Witcoitnd
",V‘*r"'ew- ) . . cultural understanding — breaks AR
lintend to outline 3 imp. benefitsof | | 3. D highlight key
learning another lang. words and

cultures. phrases to guide

The final benefit that | shall describe |  youraudience
isimproved cognitive skills—research |  throughyour
shows =» brain power talk.

Try to get the attention of your audience at the beginning with e.g. a story, joke
or surprising fact.

Close with a summary and an invitation for people to ask questions.

Some people find it helpful to write out the whole introduction and conclusion.



4. Preparing visual aids

Visual aids help you to communicate your talk to the audience, if they are prepared
carefully and used well.

Tips

o If you use PowerPoint™ or OHTS (overhead transparencies), writing and diagrams must be
large and clear.

o Do not put too much information on each slide.

o Ifyou use posters or pictures, check that the people at the back of the room will be able
to see/read them.

o Avoid writing/drawing things on a whiteboard during your talk.

Examples of OHTs

The benefits of learning 2 Leave lots of white
a foreign language space.

Use headings and
bullets to show the
relationship s Travel
between ideas. SWerk

Use notes, not

The benefits of learning
a foreign language

Three main benefits: 1. Practical uses for:
e Practical uses

e Increased cultural understanding

» Improved cognitive skills

5. Practising your talk

The more you practise, the more confident you will

sentences.

¢ First, practise your talk alone several times until you §

¢ Ifyou can, practise at least once wit
® Use your dictionary or dictionary,
and grammatr.

6. Preparing for questions

¢ Tryto predict some st

Language ban

ation, vocabulary

may ask you and practise your answers.

Introduction
Good morning. My talk today
The subject/title of my talk/papers. .
Hello. Today I'm going to talk abou

Changing the subject

So, I have discussed. ..

Now Id like to turn to...

Moving on to the next/second/last benefit...

Explaining structure

In this talk I intend to outline...
In my talk I will discuss the main features of....
I am going to examine three benefits/advantages of...

Introducing each point

The first/second/next/last point/area.. .| would like to
discuss is....

I want to begin by looking at...

I'd now like to look at another/the second benefit of...

Concluding

So, 1 have talked about. ..

To sum up/summarize: in my talk | have...

In conclusion, I believe it is clear that...

To conclude: the benefits | have described in
my talk are important and therefore |
consider that...

Clarifying

In other words,...
That is to say...

Answering difficult questions

“I'm sorry, | don’t quite understand your
question. Could you repeat it?”
“Well, 'm not sure about that, but I think...”

WT13
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v Writing a summary

Asummary is a shortened version of a text containing only the key information. The aim s to
presentreaders with a short, clear account of the ideas in the text. Summary writing is an important
skill in both academic and business contexts. Follow the steps in order to write a successful summary.

Preparing to write
Select the key information:

= Read the text carefully, looking up words you don’t know. It is important to understand the
whole sequence of the argument. Ask yourself what the text is about. Think about the
purpose of your summary and what your readers need to know.

s Highlight the key information (the main ideas). Omit details such as examples, quotations,
information in brackets, repetitions, figures of speech and most figures and statistics.

o Underline any information which you are not sure about. Only include it in your summary if
you have space.

= Make notes on the key information in your own words.

Writing a summary

Are we living in a surveillance society?

grown enormously in recent years. There are now more than 4
makes an astonishing one camera for every 14 people.

airports, casinos and banks. However, since the 1990s\tI
huge increase in the surveillance of everyday locations 3
town centres, car parks, shops and traffic. Agded to this,

commercial use. The most common
the area in front of a house or busine

protect themselves.
For some peopl

surveillance in order to maxsj te, control or persecute the population, as
happens in George Orwell’s novel 1984.

Individuals and groups in favour of CCTV, including the police, believe
thatitis a valuable weapon against crime. In fact, there is no strong
evidence that CCTV reduces crime overall. It may act as a deterrent in certain
locations, but the crime is displaced to another location. It is not even always
a good deterrent. Many criminals aren’t afraid of CCTV because they know
that the cameras may not be running, or that no one is likely to be watching
the screens. Few crimes are solved through CCTV. Sometimes CCTV footage
is analysed retrospectively to identify criminals after a crime has taken place,
but even this process is enormously time-consuming and expensive. One
promising new development is the computer monitoring of CCTV, where
computers are programmed to notice unusual movements, such as those of a
car thiefin a supermarket car park, and sound an alarm. Meanwhile we can
expect the argument about the rights and wrongs of CCTV to continue.




Writing the summary

Write a first draft of your summary using the information you have selected.

o Organize the ideas in your notes into alogical order. This need not be the same order
asin the original text, but must show the same argument.

= Condense the information where possible.

= Express the ideas in your own words. This will usually be shorter than the original.
Rewrite phrases in the text, but keep any key terms from the subject area.

= Do not give your own opinion on the topic.

Your own words: try using
synonyms or rephrasing
words and expressions such

asadjective + noun phrases.

Use the dictionary to help
you.
e everyday = ordinary
e their own consumer
CCTV systems for
personal ... use
->» private systems
e nostrong evidence
~> no clear proof
e promising~> that may
be effective

Introduce new terms and
conceptsto condense and
clarify the argument. For
example, opponents and
supporters can be used to
refer to those against, and
those in favour of, CCTV.

Working on the\q

Ask yourself these questions:

o Isitthe right length?

Combine sentences in
new ways to condense the
argument, e.g. by linking
the key ideas with different
conjunctions and adverbs
from those in the

original text.

Britain has a very high number of
CCTV cameras. Originally used
for locations with an obvious
security risk, CCTV surveillance
has now spread to ordinary public
areas, while individuals are also
buying private systems to protect
themselves from crime.

Opponents of the growth in CCTV
surveillance base their arguments
on the threat to civil liberties and

the danger of government mignge
of the data acquired by surv§

Supporters of CCTV argue that\
reduces crime, althOw

can help.
e.g. passive = active verh:
Few crimes are solved
through CCTV ~> it does not
solve many crimes

noun > verb: One
promising new
development s ...

- the technology is
developing

If there is a word limit, try to stay as close to it as possible. If your summary is too long, you can
usually reduce it further by:
— cutting adjectives, e.g. locations with an obvious security risk = locations with a security risk; no
clear proof = no proof
—replacing phrases with shorter versions, e.g. a lot of/not a lot of = many/few
Ifitis still too long, go back and reduce your key information.
= Does it contain all the important points from the text?
Does it read well?
e Are the grammar and spelling correct?

L
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ws Reporting on data

Reporting on data

You should ask yourself these questions:

Preparing to write

Interpreting a line graph

Itis essential that you understand the information presented in the diagram before you
begin writing.

The most common types of graphs and charts are line graphs (showing developments
over a period of time), bar charts (comparing the proportions or amounts of different
things) and pie charts (comparing percentages of parts of a whole piece of data).

Household expenditure in the UK by category, 1957-2007

40

30

20

=== Housing

=== Transport and
vehicles

Percentage of total expenditure

0 T e T v T
1957 1967 1197755511987

(Statistics from Office for National Statistics)

What is the information about?

What do the numbers on each a

What changes do the lines show?

(on of their money that UK
spent on certain things, on
erage, over a period of 50 years

h ntal axis: years; vertical axis: percentages

0 show an increase and three show a
decrease.

Two almost always remain below the rest;
expenditure is always lower.

Expenditure on food shows a huge decrease.

Fatterns of household expenditure have
changed over 50 years; expenditure on food
has changed the most.

|
|

Writing the report

@ Language: accuracy and clarity are the essential features of a good report. The language

you use should be plain and simple, but academicin style.

Bank)

© Vocabulary: the range oflanguage you need for describing data is small. (See the Language

e Organization: organize the information so that you highlight the main trends or features.

There is usually more than one suitable way of doing this. For example, for the graph above,
you could focus on the relationship between the various spending categories, or you could
focus on the different directions each has taken over 50 years. (Look at the structure of the

report on the next page)



Summarize the information in the graph by selecting and reporting
the main features and make comparisons where relevant.

The graph shows what proportion of their total expenditure
households in the UK spent, over a fifty year period, in five different
categories: housing; transport and vehicles; food; clothing and
footwear; and fuel, light and power.

Between 1957 and 2007 expenditure in all five categories changed to
some extent, but the most marked change was in the food category.!
Atthe beginning of the period the proportion of expenditure on

food was more than three times as high as that in all the other
categories, representing more than thirty per cent of total household
expenditure.? However, by 2007 this figure had more than halved to
around fifteen per cent, and was slightly less than expenditure on
bothhousing and transport.>

The two other areas where proportions of expenditure fell over
the period are clothing and footwear, and fuel, light and power.1
However, the changes here were much less dramatic.2 Expenditure on
the former dropped steadily from ten per cent to five per cent, and on
the latter from six per cent to three per cent.® For most of the fifty-year
period, these categories used up a significantly smaller proportion o
the household budget than the others.*

In two categories, housing and transport, the proportions of

Language bank

Paragraph 1
—Introduction

Describes the subject of the
data.

Paragraph 2—Trends

Ta general comment on the
trends shown in the graph +
main trend.

23 provide supporting
detail on the main trend.

Paragraph 3—Trends
More detail on other trends
where expenditure has
fallen.

arizes the main
contrast in the trends.

Paragraph 5—Conclusion
This summarizes the report
with a general conclusion.

Core language for
describing graphs

General

The graph/chart show(s/
The figures show/indic
draw conclusions from e.
conclusions can be drawn fro

Koresents/indicaXes)..

50%...
The vast majority of...

(Spanish).

NS & TR y
ie charts: describing proportions of a
whole

More/Less than half of the total...
Only athird/a quarter... just/well under/over

The biggest/smallest proportion/sector...

As many (people were learning French) as

Bar charts: describing differences

between amounts over time

There were almost twice/three times/half as many

Far/slightly/20% fewer X... than Y...
Many/far/a few/20% more X...than Y...

A greater proportion of... than of...

20% of women..., while only 10% of men...
80% of (adults send emails), compared to 34%
(who prefer texts).

steady growth

Graphs: describing developments

a small/slight/gradual increase/decrease
..as a significant/marked/dramatic increase/decrease
a small/slight rise/fall/dip

to rise/increase/fall/decrease/decline/drop

to rise/fall steadily/dramatically/sharply/rapidly
Customer nhumbers have fluctuated.

(Online sales) reached an all-time high/low.

The graph shows a marked change in...
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Writing a report

Areport describes a study, an investigation, or a project. Tip

Its purpose is to provide recommendations or updates, and o Reports canvary in length buta
sometimes to persuade the readers to accept anidea. Itis good rule to remember is that they
written by a single person or a group who has investigated should be as long as necessary and
the issue. Itisread by people who require the information. asshortas possible.

Think about the reader

You need to make the objective of the report clear so that the people who are reading
the report know why they are reading. Thinking about the readers and what they
need to know will help improve your report.

= Is the purpose of the report clear throughout?

» Can the readers find the information they need?

« Will diagrams or tables make the information clearer?

= Should Ijust present the facts or include recommendations as well?

Organizing your report

1 Title

Your title should tell the reader exactly what
the report isabout.

2 Contents List
If your report has a number of sectiop

Qpiion. Tables, charts and bulleted lists
cax prake the information clearer. Some of
(B more detailed information can go into
Appendices and the Bibliography.

theywant. A good way to stré

isto use numbered headings:
2.0 Research
2.1 Focus group,

2.2 Technolg, Condlusions
This is where you give your opinions on the
3 Summary facts that you have discovered.
This section is ofte

Recommendations

If you have been asked to give
recommendations, they should be based
onyour conclusions. You should also let the
reader know what you predict will happen if

the main findings, conclusions and any
recommendations.

4 Introduction

This should give the reader the
background to the report: why you are
writing it. You should also include what
the report will cover (and what it won’t)
and how you got the information you have
based the report on.

your recommendations are followed.

Appendices

Inalong report, you should put very detailed
information in the Appendices with cross-
references to them in the body of the report.

Bibliography
If your report refers to a number of other

publications, you should list these in a
Bibliography.



Executive summary

The summary below gives some useful language in context. In the Language bank are some other
phrases that you can use in reports. Notice that the language used should be clear, accurate and
formal. We and I are often used in internal reports, for example for describing research.

Web Page Design

The purpose of this report is to compare two different web designs. The reason for
this is to decide what kind of web page is most likely to attract new customers and to
encourage existing customers to buy more products from us.

We asked two developers to produce alternative web pages for our company. We
asked Developer A to produce a simple, easy-to-use design and we asked Developer B to
produce a more sophisticated design with lots of eye-catching graphics. We conducted
ourresearch by asking a group of twenty existing customers and twenty non-customers
to use the web page over amonth. The group was made up of people with a range of
ages, professions, incomes, and computer expertise. We divided the group in two and
asked one sub-group to use Design A and the other to use Design B. We asked each sub-

group to log on once a day and to use the web page to perform certaintas

features from Design B.

Language bank e

Stating objectives

The purpose/aim/o
This report aims to...

/Giving Conclusions

In conclusion...

The research shows/demonstrates (that)...
The research shows/demonstrates + noun

Outlining research

We asked (two developers) to...

We conducted our research by... (e.g. asking
a group of...)

We examined/looked at/researched... (e.g. the
problem/the cost/several companies)

We surveyed... (e.g. a total of 250 employees)

We compared A and B.

The group was made up of...

ctNe of this repoxt ks to...
This reports presents/giveNnfmati .
\7

(e.g. the effect of...)
From the research/the evidence we conclude
that...

Presenting findings

We found that, on the whole,...

According to the majority of respondents...
Overall people preferred. ..

50% of those surveyed said (that)...

Giving recommendations

We recommend that...

It is recommended that...

The best solution is/would be to...
(e.g. to adopt design A)

The best solution is/would be + noun
(e.g. a reduction in office hours)

If we do A, we will see B.

This will have an impact on + noun
(e.g. costs/productivity/the business)

WT19

Writing a report



WT20

Writing a review

Writing a review of a book or film/movie

The main purpose of a book review is to give information to a potential reader so
that they can decide whether or not they want to read the book. A review of a film/
movie has the same purpose. You can approach it in the same way as a book review.

Asking a question
isone way to engage
the reader. Oryou
could start with a
personal opinion.

This is one of many
synonyms of
‘interesting’. Look
atthe note at the
dictionary entry
‘interesting’.

Itis usual to use the
present tense to
describe the story.

Most nouns can
be enhanced with
an adjective —
but make sure
itisanatural
collocation.

Linking words aid
organization and
can also give your
opinion.

Wuthering Heights by Emily Bronté

Isita darkly passionate tale of love? Or should we callita
highly original gothic story? The classic novel Wuthering
Heights by Emily Bronté is, in my opinion, a unique and
gripping blend of these genres. Written in 1847, itisan epic
family saga full of desire, hate, revenge and regret, focusing
on the main characters of Heathcliff and Catherine. The
atmospheric setting of the wild Yorkshire moors cleverly
mirrors these violent emotions.

When Catherine’s father adopts the starving orphan
boy Heathcliff, Catherine’s brother Hindley feels deep
hurt and resentful. She, on the other hand, develghga

her class and position in society. It is

leads to heartbreak and trg

many others.
Heathcliff could ¥

N ‘device which holds the complex plot together.
However, Wuthering Heights is not what Iwould call an ‘easy
read’. There is dense description and some of the dialogue is
written in dialect, which can be difficult to follow.

Nevertheless, I persevered and, allin all, I can highly
recommend Wuthering Heights. 1 challenge you to remain
unmoved after reading this exceptional book.

Writing your review

1. Read or re-read the book and make notes

Your notes should try to answer the questions a reader might have:
s Whatkind of book is it?

« Whathappens in the story?

o Who are the main characters?

o Isitwellwritten?

The title and
author’s name
should appearin
the introductory
paragraph.

Information
about the setting
and era can be
useful.

knowledge.
Look up hurt
adjective.

Including
information
on the style of
writing can be
helpful.

Conclusion. Restate
your opinion of

the book asa
recommendation to
read it or notto

read it.

¢ Whatis the main theme of the book?

» Would you recommend this book?



2. Organize your notes WT21

You can use the same plan as the model review (see below). A successful review will contain
these elements, but the order can be changed.

Paragraph 1— Introduction
General comments about the book.

Paragraph 2—Plot
A brief summary of what happens.

Writing a review

Paragraph 3—Characters
Briefly describe and comment on the main characters.

Paragraph 4—Other informatien
Anything else important that you want to say about the book.

Paragraph 5—Conclusion
Include your personal recommendation here.

3. Write your review

Remember not to include too many details and don’t give away,

Reviews of non-fiction books

The purpose of a non-fiction book 1¢
have different questions:
e Whatis the author’s reason

o
o Does the author sup#o;
e

Language bank

Beginnings \\7 Giving your opinion
It is a fascinating tale of... (e.g. rutal life) The writer excels at... (e.g. describing...)
This moving account of... (e.g. a young man’s I was impressed by...
experiences) One aspect | found a little disappointing was...
| found this story far-fetched and unconvincing. One possible flaw is that...
Details/plot Conclusions
Written in..., the story begins with... I would highly recommend this rewarding book.
The events unfold in... I thoroughly enjoyed this book. In fact |
The tale is set in... couldn’t put it down!

By the end of this book, you feel...

1 was left unmoved by this story.

The writer introduces us to... 1 would strongly advise against reading this book.
The principal characters are...

My favourite character is undoubtedly...
The story focuses on...

We experience all this through the eyes of...

Characters




wiz Discussing pictures and cartoons

This task may occur in written or spoken examinations. Describing photographs or
pictures can be similar to interpreting cartoons. There may not be a caption or any speech,
but the photo can still have a message. You can also discuss the effectithas on you.

Look at the cartoon and the interpretation below.

Another important element in the cartoon

is the factory and the pollution from its
chimneys. The cartoonist has exaggerated
the size of the factory in relation to the
surrounding houses and has also exaggerated
the pollution by blackening a wide expanse
of sky.® These aspects of the picture show

the way that the pollution from the factory
dominates the town and causes a serious
environmental impact.

tures and cartoons

. .

iscussing pic

b

"It is qood to see people doin -tlnelr'
bit for the environment!’

e people focus on small-
Xs, such as recycling household

es irony to show that we are becoming
placent about saving the environment.
his is done by contrasting what the factory
managers are saying with what is really
happening all around them: serious pollution
that they themselves are responsible for.

Personally, I believe that the cartoonistis
right. Many people are now very good about
NG recycling their household waste. But, because
colleague, because the focus of attentionison ~ we do this, we have become complacent
them and also on the man with the bottle: all about pollution and feel we are doing enough

three of them are drawn in detail? and they to protect the environment. We need also
also stand out because of the black clothing to address other more important sources of
they are wearing.? environmental damage.

Paragraph 1-—Description Paragraphs 2—4 — Artistic Paragraph 5—Message

1 General description techniques Tuse of irony

2 Detailed description 1 Technique 1—detail

3 Caption or speech bubble 2 Technique 2-emphasis Parag.raph 6—Personal

3 Technique 3—exaggeration reaction
Key 4 Technique 4-symbolism
shows the key language
in each section.

focuses on prepositions
and phrasal verbs.



Writing a description and interpretation

Follow these steps when you prepare for this task. Think about the questions and make notes; then,
when you write, use some of the phrases in the Language banks and take note of the tips.

Stage 1T—Description

The scene:
® What is the scene in the cartoon/picture?
¢ Whereisit?
@ What are the major features?
Details:
® Who/Whatis in the picture?
® What are they doing?
@ What is happening?

Language bank

detail? Where?

emphasis? What is emphasized? How?
exaggeration? What is exaggerated?
symbolism? Which objects or people are
symbols? What do they mean?

¢ @ & °

Language bank

The scene is of... (e.g. a café in which two people...)
The cartoon shows/depicts...

There is/are... (e.g. two people who look angry.)

In the centre of the cartoon is/are... , (who/which...)
At the top/bottom of the cartoon is/are...

On the left/right...

In the foreground/background...

The central feature of the cartoon is...

You can use prepositions e.g. behind the houses
Avoid using: #You-can-see... ; in-the-picture. ..

The focus of attention is on...

X is/are drawn in detail, (which shows/to show...)

X stand(s) out because of the...

The most important element in the cartoon is...

This aspect of the cartoon indicates. ..

The X symbolize(s)/represent(s)...

The cartoonist has exaggerated X (in order to.../
because...)

The reason for this j

Use your dictionary't D that you use
awide range of vgfcabulary, e.g. ciay/obviously;

Tips

o Only describe the details that are importan
for the message.

e Try to avoid using short simple sente
such as: : - ;
Relative sentences are particula
the centre is a man who is shouting.

The caption or speech b
¢ Whatiswrittenint
speech bubbles?

@ Who is talking and dQ Wi

Language bank

S (using a simple situation to
akda more complex situation clear)?

% cartoon is about/refers to/deals with...
The cartoon has to do with...

The cartoonist is obviously trying to show...
What the cartoon is saying is that...

| take/understand the cartoon to mean that. ..

The caption reads “..." \/

One man is saying to the other “..."

The woman is asking whether ...

He/She is commenting that...

He/She is wondering whether... (to go/he/she
should go...)

Stage 2—Interpretation

Tip
o Start a new paragraph for this section. Give
evidence and reasons for your interpretation.

Artistic techniques:
How does the artist draw attention to important
parts of the cartoon/picture? Does he/she use:

Stage 3—Personal reaction:

¢ Doyou agree or disagree with the message?
® Why?

Tip
o Start a new paragraph for this section.

Language bank

Personally, | believe that the cartoonist is right.

1 only partly/partially agree with the artist’s
message because...

In my opinion/view, the artist is wrong, because...

Use phrases such as / think...; In my opinion...;
or It seems to me that...

Do not use According to-tefmy-opinton—
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Writing a formal letter

Writing a letter of complaint

The important things to remember about writing formal letters are the layout,
which follows particular conventions, and the language, which must be formal or
semi-formal and polite, even when you are complaining.

Customer Services Manager
FlyHigh Airways

POBox 589

London W3 5NJ

1 August 2009
Dear Sir/Madam

6 Fore Street
Kensington
London W8 9NW

Booking reference: Porter POR 1359AZ

My wife and I and our two children, aged 2 and 4, were passengers op
LZ238 from London to Orlando, USA on July 23rd 2009. I am writingt,
complain about a number of aspects of the service we received.

Then, when we were finally able to board, f
board first, although we had paid for this. As

shortly.
Yours faithfully
SR Porter (Dr)

Writing the letter

Layout

Look carefully at the layout of the model letter
and note:

@

Your address, but not your name, goes at the
top on the right.

The name and address of the person you are
writing to goes on the left.

Ifyou donot know a name, use a position e.g.
‘Customer Services Manager’.

© The date goes under either address.

Give some kind of reference or use a heading
(e.g. Poor service levels)

°

L)

Paragraph 3
Explain any further
problem and the
consequences.

Paragraph 4

State clearly what
action you wish the
company to take.

Ending

General comment.
Say you would like
a quick reply.

Key Yellow = key language

Tips

o Tone: be polite and formal, but keep your
language simple and clear.

e Use short sentences rather than long ones.

o Trynotto be emotional; avoid you/you didn’t
if possible.

If you are writing in American English,
remember:

Use American spellingand punctuation e.g. Mrs.,
Dr,, etc.

End your letter Sincerely, Sincerely yours, or
Yours truly,.

°



Languagebank =~~~ = P

Openings and closings What do you want?

Dear Sir/Madam........... Yours faithfully Definite: a full/partial refund, a replacement, an
Dear Ms Walker........... Yours sincerely apology
More flexible: compensation, reimbursement,
Introducing the topic recompense
I am writing to complain about/to express my X
dissatisfaction with. .. Endings
The purpose of this letter is to express my I look forward to your swift reply.
disappointment with... I look forward to hearing from you at your earliest
convenience.
Describing the problem 1 look forward to hearing from you without delay.
Strong adjectives: appalled, distressed, I'very much hope to hear from you shortly.
disgusted, shocked I await your prompt reply.
Less strong: disappointed, dismayed,
dissatisfied.

Writing a letter to a newspaper

This should still be a formal letter, but because it is for the public, it she
opinion clearly or tell people something interesting or new. It can bg d#
quite personal — you can use I, we and you.

Atitle attracts the Sir

feaceslaticntion The craze for reality TV

Give information As astudentin my ear
about you if relevant. channels. Why the ¢r entertain me? One trend
y N1 ‘reality’ TV programmes such

ame but a few.

Use strong adjecti\fes i 4 QP s pEI'fOrming ridiculous and often

Oung people, who no longer feel any shame at watching or

Exclamation marks #is kind of disgraceful behaviour. A national survey recently

are acceptable to

Showhowyouiicek on asho¥ like this! The average British adult watches 26 hours of television

per week. Reality TV is not only a waste of time, but it is dangerous. I believe
it can and will affect our society, dragging it down into the gutter.

Achallenge to readers s ; ; ; :
o Itis time we made a stand againstreality TV, in favour of quality TV. How

canwe doit? Start by changing the channel.

Ending: No finishing RdarigFedora
phrase is needed. Madrid
Paragraph 1 Paragraph 3
Clear introduction of the topicand the writer’s Further point to support main one, with reasons and/
opinion. or examples.
Paragraph 2 Paragraph 4

Main point, with reasons. Repeats the writer’s opinion and offers a challenge.

3
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Writing emails

o Emails vary in formality depending on how
well you know the reader and what your
statusisin relation to them.

s All emails should be polite, but they vary in

level of politeness depending on who you are

writing to and what you are asking them.

Writers use level of formality and politeness to

achieve an appropriate tone.

e Emails between colleagues of a similar status
can be informal and personal, but should still
be polite and friendly.

£

Writing business emails

Email etiquette

o Always use a short, informative subject line,
not single general words e.g. Urgent or Enquiry.

o Mention attachments and say what they
contain. Don’t leave the body of the email
empty.

o Acknowledge email attachments you receive.
Thanks + your name is often enough.

e Re-read your email before you send it to make
sure itis understandable and not offensive.

Formal —An enquiry to a company — formal, polite

Tips

Formal business emails are shorter and less

formal than letters.

o You should not use very informal language,
incomplete sentences, exclamation marks or
emoticons.

Greeting: full name as
this is the first contact
with this company.

Abbreviations: promo
is acceptable in formal
emails, as are asap
(as soon as possible
ad (advertisement),
re: (regarding)

Language: formal
vocabulary: purchase
= buy, require = need.

Modal verbs (could,
would) make the request
more formal and polite.

Looking forward to your reply

Ending: formal and

friendly RIS

Renata Klein

Renata Klein, HR assistant
FeelGood Training plc
484 London Road,Uxbridge,UX3 6HO

www. fgt.com

Could you please send us some more
information regarding their content
as we are not sure which would be
the most useful for our staff.

We would also require a price list
and payment terms.

e You can usefoftracted vedg foxms, except

Clear subject line

Opening: introduce
yourself (use your
position, not your name)
and explain why you are
writing.

We rather than / makes
the message less personal
and more formal

Close: Most writers use
one before their name.
Give your full name

in the first email. The
reader can use Renata
or Ms Klein in a reply.

Signature: give your
position and contact
details.



A reply — Less formal (semi-formal), polite

Greeting and close:
Jim chooses to use first
names — correspond-
ence will now tend to be
less formal.

Language sets a polite,
semi-formal, friendly
tone:
» We're happy to...

OR We’re pleased to...
NOT:

To: Renata.klein@fgt.com

2 . Opening: a formal,
Subject: Re: Query about training DVDs

polite opening
sentence is appropriate

Dear Renata for the first reply.

Thank you for your interest

in our training material.

We’re happy to provide you with
more detailed information regarding
the contents of the DVDs. Attached
you’11 find a PDF containing a
brochure plus purchasing agreement
where you’l11l find terms and

Say what's in the
attachment.

Contracted forms
can be used as the

We're-defighted to... ey 2 language is less
: conditions are clearly explained.
—too formal for emails MR formal now.
» Please feel free to... Should you need help choosing a
NOT: product to suit your company’s needs,
Please-don’t hesitate please feel free to contact us again,
to... —too formal Either email me or alternatively
»Should you need you can speak to one of our custonfk
help: more formal service team by calling 05 471 3
Ehank/fyouts Best regards
Jim
Jim Baxter, Marketing Manager
Trainers-R-Us
j.baxter@trainersr
Language bank /
oy
Greetings v \>
Formal S(y@rmal Informal
Dear Ms Kiein/Dear Profess, r is\/ﬂ T Renata Hi/Hi Renata/Hello/
White (if you don’t kno Hello Renata

Dear All Hi everyone/Hello all

Closes

FAO/For the attention of

Best wishes/Best regards/Regards +Nour full name.
Add position and contact details.

All the best/Best/Yours/
Many thanks + your first
name or your full name.
(or formal closes)

Thanks/Cheers/Speak
to you soon
+ your first name.

Requesting action

Very polite Polite Informal request

Would it be possible (for you) to send me...?/ Could you (please) send Can you send me...?/

I would be grateful if you could send me... me...? Pls can you let me
have...?

1 was wondering if you have had a chance to do it yet? Have you had a chance Have you [done it yet]?

to [do it yet?]...?

Would it be possible for me to come...?

Could | come...? Canlcome...?

1 would really appreciate your help./I would be very
grateful (indeed) for your help.

Thank you./Many thanks — Thanks

WI27
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Writing emails

Writing academic emails

o Academic emails are usually personal, not
official. You are writing to a specific, named
individual, not to somebody in their official role.

& Thelevel of politeness you need will vary. If
you are asking a favour of an academic outside
your university, you need to express a higher

level of politeness than if you are asking
your own teacher for a meeting. Emails
between colleagues can be very informal.
¢ Remember to use a level of formality and
politeness to achieve an appropriate tone.

Formal — A request from a student to an academic from a different department
Low status writer to high status reader whom he does not know.
Tone: Personal, very formal, very polite

Greeting: use Dear +
academictitle and
family name, or Mr, Ms,
etc. and family name

Say why you are writing.

Mention any academic
contact.

Be specific about
what you want the
reader to do.

Give supporting details.

Ending: very polite
oR: I would really
appreciate your help.
(Not: Thank you for
yeourtime — official.
Not: Fhank you for
Your-attertion — very
formal spoken)

Subject: use? to show a
request

A polite indirect
question. Use it to
remind somebody of
higher status about
something.

Abbreviations can
he used as style is less
formal.

"~ As I need to use advanced statisfi

Subject: Request for statistical help
Dear Dr Barr

I am a first year PhD student in the
department of linguistics and my
research topic is a quantitative
study of verb forms in academic wy

tools for processing the data,

Would it be possible for
and see you to discuss wh
I attach a copy of my draf
proposal to gi
scope of my

Subject: Meeting this week?

Dear Ruth

I was wondering if you’ve had a
chance to Took at my paper yet. If so,
could we have a meeting some time this
week? The best day for me would be
Tues. I start my fieldwork at the end

| of the week and it would be very useful

to have some feedback before then.
Many thanks

Nicole

Clear subject line

Introduce yourself
by giving your position
i the university.

¥ould it be possible. ..
Very polite. or Could |
possibly. .. (Not Hereh-
requrest—too official)

Close: OR Best
regards, Regards. Give
your full name. Add
position and contact
details if necessary.

Greeting: first names
can be used asthey
know each other well.

Could, would: Less
abrupt/direct forms.
Use them to make a
suggestion/request to
somebody of higher
status.

Close: informal —
Nicole has the right
to ask for a meeting



Using American style in emails

e Ifyou are writing emails in an American English environment, the points about formality,
politeness and tone on pages WT26—27 still apply. The language you use will be very
similar. However, there are one or two things that you should be aware of, as shown below.

Formality

The main difference between American and British style in emails is that US emails do
not use the very formal language that British emails often do and can be more direct.

Look at these examples:
British (formal)

I would be grateful If you could send your payment to...
Alist of fees can be found on our website.
Please don’t hesitate to contact me...

Business emails

Notice how the date is
written. (BrE: 19/8/2009)

Notice the use of full stops
and commas in these
emails. Use full stops after
abbreviations.

Use US spellings (e.g.
customize, flavor, center,
etc.) consistently.

Direct but polite questions
using “you” are fine when
writing to Americans.

Close: Sincerely yours, or

Sincerely, are good ways tg

close a business email.

Academic emai

Short, clear subject line

Attachments should be no

larger than 2MB, if possible

Use full stops after short titles

Close: courteous and fairly

formal

American
Please send your payment to...

Please feel free to contact me.

To: kmiller@charitytrainers.org
From: risai@ewgreenspaces.j
Date: 08/19/2009

Subject: Request for custg

Dear Ms. 'M?ﬁé?,’

a group of five of ourY
would be interested in
about staff
fundraisi

ng options are
vog course fulfilling these

jacobi@bussch.clemson.edu
rwagner@stud.clemson.edu

Date: 8/23/2009
Subject: Proposed meeting this week
Attachments: mif.doc

Dear Dr. Jacobi,

I’m planning to submit the attached paper to
‘Markets in Focus’ next week. I wonder if it might
be possible for us to meet to discuss it before I
send it off? I'd be very grateful for your comments
and advice. I'm available every day after 3p.m., or
in the mornings on either Tuesday or Thursday.

Many thanks,
Ross Wagner

You can find a list of fees on our website.

WT29
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Writing a CV or résumé

Awell-written, well-produced, appropriate CV (British English) or résumé (American English) is vital
for getting you to the interview stage for a job. Use the examples and advice here to help you. On
page WT32 you will find an example of a good covering (cover) letter.

Tips

o Adaptyour CV/résumé so that it isappropriate for the job you are applying for.

o Keep your CVshort - no more than 2 pages if possible.

o Presentyourself positively and accurately.

o Make your CV attractive and easy to read: use capitals, bold type, spacing and underlining.
o Choose a typeface such as Times New Roman, Arial or Verdana. Use at least 10 pt.

British style CV (curriculum vitae) — new graduate

Personal information. You can

Name Pamela Janet Mason . .

. omitthe labels. There is no need
Adldre;s 29 Greenlands Ave11u$, London, SW3 6RF to mention your age, gender,
Tel ep_ one 01924786512 Mobile 07799238182 natlonallty, race, reI|g|on or
e-mail pam_mason@scapenet.com -

Objective To find arole in a film or TV production company that will
enable me to acquire and develop the skills required for a career in fil
or television.

Profile Anoutgoing and articulate graduate with work expg
both television and teaching

Education and qualifications
2009 - MA in Media Studies. Bristol Universi
2005-2009 BAinMedia Studies with French (28
1997-2004 Beacon School, London
3 Alevels: Drama (A); French
5ASlevels 9 GCSEs

Work experience

duties.
June—September 2004:
groups of teenagers of diffe
activities.
July—August 2003: Host at Adventure Camping holiday campsite in
France. Led the children’s club for 4-10 year olds and performed
various practical duties on the campsite.

Skills

Languages: French—near native-speaker fluency (CEF C1);
German (B2).

Good keyboard skills. Familiarity with Word, Excel and film editing
packages.

Clean drivinglicence.

Anda Drama Workshops. Led

ngekgrounds in dance and drama

Interests
Drama, both acting and directing; singing (was member of university
choral society). Regular volunteer at alocal centre for the homeless.

References —attached

Education. Put the most recent
jrst. Add prizes and awards.
Omit primary school. Try to
give British equivalents of your
qualifications.

Work experience.

Put this in reverse order.
Experienced candidates:
put this before Education
and write more about your
most recent post.

Skills. Your practical abilities.
Include exams passed.

Write more here if you are
experienced.

Interests. Keep this short.
Include a sport, a creative and
a community activity, if you
can. Avoid vague subjects such
as reading or travel.

References. Give the names,
titles, and addresses when you
send your CV, either here or on
a separate page.



American style résumeé — new graduate

These are similar to British style CVs. But notice:

© For new graduates your résumé should be only one page.
¢ Describe your work experience in terms of self-motivation,
teamwork, organization, problem-solving, and enthusiasm.

Provide your college

or temporary
address if you have
one. Present Address:

508 Blackbird’s Roost
Objective. To Flagstaff, AZ, USA 86011
summarize your goals Tel +19295551212
and customize your
résumé for specific OBJECTIVE

positions. State a
realistic short-term

goal and/orajob EDUCATION
forwhich you are
currently qualified.

EXPERIENCE

Kokopelli Extreme Tours, Sf
Organized adventure packaf

Use bold to highlight
key information.

Use US spelling and HONORS

punctuation.

SKILLS &
INTERESTS

Tip

o Thestandard US paper size is
not A4 (210 x 297mm) but 216 x
279mm.

Jane Q. Student

jgstudent@mba.nau.edu

Permanent Address:

50, rue de Vaugirard
Saint-Sulpice, France 75006
Tel +33 1234567 890

To obtain an entry-level management position within an
international hospitality organization.

Masters in Business Administration (M.B.A.), 2006-2008
Northern Arizona University, Flagstaff, Arizona, USA
B.A. in International Hospitality, 200

advised, arranged, compiled, consyfted,
coordinated, created, designed, developed,
devised, distributed, evaluated, examined.
executed, implemented, increased, introduced,
instructed, liaised, managed, mentored,
monitored, negotiated, organized, oversaw,
prepared, recommended, reduced, researched,
represented, solved, supervised, trained.

Positive adjectives

Use positive adjectives to describe yourself.

Examples: active, adaptable, committed,
competent, dynamic, effective, efficient, enthusiastic,
experienced, flexible, (highly) motivated, organized,
professional, proficient, qualified, successful.

Other useful phrases
skills

Native French speaker

Near-native command of English

Good spoken and written German
Computer literate Familiar with HTML
Experienced trainer and facilitator

Education and experience

Baccalauréat, série C (equivalent of A levels in Maths
and Physics)

The qualifications described below do not have exact
equivalents in the British/American system.

Four weeks’ work experience at...

Summer internship at a marketing firm.

Personal qualities

Work well as part of a team

Work well under pressure

Able to meet deadlines

Welcome new challenges Can-do attitude
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Writing a covering letter

Writing a cbvering letter

Acovering letter (NAmE cover letter) accompanies a CV/résumé or an application form. In Britain
and North America they are usually typed on a single page. A good letter uses formal language
and presents some key arguments for why your application should be taken seriously.

Flat3
19 Strangelands Road
London
Mrs F Hunter NE23 6ZB
Human Resources Manager Tel: 0207 337 34589
Timson Office Supplies 20January 2010
Unit 5 Males Industrial Estate
Cambridge CB7 9HD
Dear Mrs Hunter

Senior Accounts Clerk
Iam writing to apply for the post of senior accounts clerk
advertised in the Cambridge Evening News of 17 January.

Asyouwill see from my enclosed CVIam currently an accounts
clerk in a medium-sized printing firm. In addition to my normal
bookkeeping duties, Iam responsible for invoicing and chasing

For advice on layout see
Formal letters pages

The date could also be
January 20, 2010, 20/1/10
(BrE), or (NAME) 1/20/10

In a cover letter use the
words post, position or
vacancy, not job.

up late payments. I also deal with credit checks on potentja

customers.

Yours sincerely

Dilip Patel
Dilip Patel
Enc.CV

Paragraph? states your purpose for writing. Say
which job you are applying for and how/where you
heard about it.

Paragraph 2 outlines your current job and
responsibilities. Make it relevant to the post you are
applying for.

Paragraph 3 says why you want the job and what

you can bring to the company. It is very important to
say what you can do for them.

Paragraph 4 gives other relevant information and
when you are available for interview.

ghtracted forms
ach as I'm.

Use Yours faithfully here
if you have begun Dear Sir
or Madam.

Sign your name and print
itin full underneath.

Enc. or encl. shows you
have enclosed something.

Key phrases

Language bank

Since graduating from... , I have...

1 have considerable/extensive experience in (the field
of...)

| consider/feel that my qualifications and work
experience could/might be of interest to the
company.

if called for (an) interview, | would be available at
any time convenient for you.

Please find attached a copy of my curriculum
vitae/résumé for your consideration.

I look forward to hearing from you in due course.
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