|
= // i 5 //J/ -
[ ) i (/ / ) o o ( ]"J
st Ul ) S ae
fuf !
N H
i¥ B
Sl : B 05 1%
I-
F= Zhi

S — .__‘




Graduate English Language Skills Series
MATRFEREARRANAR
BER Tk

Writing Skills for Career Success

% R % &S5 e

X G KR

% B ATk
R
FA
R R4

WIAERFE RO AR



BlBERREE (CIP) ¥R

BRI S R R/ BRI 35 . — L L B

AR it , 2002, 6
WF 5T 4 s 5 R R Y HUE
ISBN 7-5352-2816-X

Lo LLBR DLEE—BFE—HRE—H

¥ N.H315

T E A B 1E CIP F BB F (2002) 4 004581 5

DR AR R S e R I B R
BRFIES e b

O s F4

iR Fi ALY 4

BT £

iR A7 AL B BOR it
o b REUHTR B R 75 B

HL1H: 86782508
BR4R . 430077

B R B R S B R B R T

HR4R . 430071

787mm X 1092mm 16 F+
20024F 6 HAY 11

21 Figg 500 T
2002 4F 6 H 55 1 Y ETH

EI4Y.0 001—3 000
ISBN 7-5352-2816-X/G + 653

AT .31, 50 5T

ABWRENRAEEE TTHAH Eif



Fow

COFFAE HEIBAE SRR R BN EORE V2 LU ACH SR B CE B T U BT 9 A Sl 207 KD
KR, AR IPR ARG S TR TR SRR REE ST HR A S ENINE S BF UL
Ao S 2K EM FRE R ’

% EIBELE, OF T ENER. BREZ], BREZ, 240k T LAFRL,
BOERHEE, KESEARFK, BRIMH&T], SEMEM . BOERRmW, AT RE L
i, %, REEEA, £ERAY, FmiESiEHEEEhE. ARIZERERSG SRS RS
BUAFROE T2 S0 SO, BORIE S I, BaRANBE T RE, B RAMET S ANE, &
e s sMEs R . DRI, BRSREEMAUR fish, SEHEMZ fishing.

e RN HOREAT 00 S

e RFRE S 20 2. hse b R S AME, WRIAE. S, EilksRg,
L A BN LS. R, 8. MBS, B TEHAW, g, T8, Bl
Hegmess, MU Osk OgsE, EERGETF D, Wi, BREaHIT, "9 —ia kv, m
R BT S, ITRAE W7 PEAT, T U AR WA B R M. AR
- EG A, IS AN “HR7 W, ALAIEs S B, AU E W <R,

HHEH . EE AR TR, ARSI R F IR AOE N R A B R IUE R,
508, RASHEHCE, TARY . 3. B R4 B9 S 38 o s & D2
EHE T S, E ATl A S — NS ST E S — B E I, R R A
18 KT TR

FnESERE. 0N BRI E A, ORI TS e, IS RgY,
PUBR A X, ST, HES IR, ARSI AR AT Behe, BT RERIR &
B HESHE.

A BB (RS R ALY, (RS SRR, (RgssisWy A i (i
SR VL I TE AR . EMELIEE AN T, AR = EEIAR. TR
TR I AR, LOASIE R IR & IS SRR H 0 AR EOR n R AR i T AL
R -EWT AR, A T WA AR S 6 475 L /KPR g0 115

(THRIGEGIEHRE) MLy )\, Sl g, HIBAEH . g Sk
3. CEAY BOASERE, BEARS, S, EIRIARETE, BETE T, BT .
RS, MBS AR E SN, Sy AT, X, B N ENIE T
EENAT T RGN, A TAESM R E. (B KW T¥. 5. E5DTF.
—E “27 A DR RS S B AR, BERAE S/, EMAMWAE, AR



B2 — WM. BERAIEHATEFERS, R BN T SEMBEIS R
the BT UHY, FUERNEAY, T HEKEME, “Practice makes perfect”. 4351 T
WEZHNAMEANEH. F=F 97, EERERE. FRATEHH, B5EY R
REGE. AARET, NEREE. EREXSCEMLOAR, SRS E K, Sk
THEREEYy, MBI Z 5. BT SRR, ft ST E S SRR .

(PRI (g BB PR A T SN R KA SRR, K5 HE A
FRRBARAE RN A B G T T 2B RN, REE . M KB, 5% 5L A 15 0
R A HHMECT KRR, Rk — IR BOs . U R AR AT W R R AR B A
AT RBE, FEARDMGRB R IR T KRB . @i a LR,

RRINBIREZ IENWI R ASMNEHE R — Wb, BESERE, W EE, Wit
RIEHEMMBMBET — A ER, BRTHREKCEEH, KBAL, T4 U4,
T ROBR S L P BTAE o BN IR I ORI A R R R R, LI E R4
HMALEA T AETT A W73 B gt A g 3%

177 k4
200243 A1 H T



Contents

Chapter One Getting Started coevcecreree e
I AUdIence  sececcercereereettittmiiiai i ittt it teece te e cre e e e (1)
II. Purpose, tone, style remsrseesssieenes (3)
II. The writing process e
IV. Reading practice (14)
V. Writing assignments (17)

Chapter Two  Writing a General Paragraph < (21
I Writing a tOpiC SENTIEIICE ==+ =c==eseverresessesrracmtorasoiocanectescorcnnnssioosssssasss (25)
II. Writing the middle - (28)
III. Writing the concluding sentence -(50)
IV. Reading practice (54)
V. Writing assignments - (67)

Chapter Three = Writing Three Other Categories of Prose (72)

I. Narrative writing ............................................................
II' Descriptive writing .........................................................

III. Persuasive writing

IV. Comparison of different types of writing = ++ereeeeeseseerreerarennes
V. Reading practice ............................................................

VI. Writing assignments

Chapter Four  Expanding Paragraphs into Essays ---cocoeeeeeeeenee
I. Expandlng paragraphs lnto essays .....................................
II. Writing an introduction and a conclusion = -eeseseeeseeeresrenneeeees
1. Writing transition paragraphs S R T LR TT T

IV. Reading practice

V. Writing assignments .......................................................

Chapter Five  Techniques of Writing

I‘ Unity ...........................................................................

m



II. Coherence © (162)
1L Variety .................................................................................... (166)
V. Reading practice ........................................................................ (167)
\/. ertlng assignments .................................................................. (170)
Chapter Six  Writing the Research Paper < (172)
I.  Functions and purposes : - (172)
II.  The writing process \ - (172)
III. Format of writing references  srresresersiiiiiian A (190)
IV. Some advice on style .................................. v eririanacisrer e reresanraas (197)
V' Reading practlce ........................................................................ (203)
V1. Writing assignments .................................................................. (219)
Chapter Seven Specialized Writings ................................................ (22 1)
1. Letters and resume  cceereerseereiteii i i e s e i e e e e sn e as (221)
II.  Summary(précis), abstract, synthesis, memorandum  -+«+++++ssssesesevessas (232)
1. Reading practice R R T T R (241)
JAVA Writing assignments .................................................................. (246)
Chapter Elght Mechanics OfertlIlg errretessseseai i e (D55)
[ Margin and indention SRRRLIIRE © (255)
L. Capltahzatlon .. ....... (255)
I1I. Syllabiﬁcation ........................................................................... (259)
TV, PUNCHUALION MALKS v =rrosrrsrosresrrmuentmneterttrsriesersaeeeoneaeraanssrsneansensn (259)
V. Writing assignments .................................................................. (279)
Appendices D T N (284)
I. Answers to writing skills for career success - (284)
1I. Bibliography ==+ (330)

12}



Chapter One  Getting Started

Before you start to write, the hardest part of writing is getting started sometimes.
To get started, you are advised that you have in mind the answers to four basic
questions: Who am [ writing to (writing for)? Why am I writing to these readers?
What do [ want to say? How do I get from 1deas to finished form? The first of these
questions involves a sense of audience — that is, the ability to imagine the persons
who will read your writing and to know what is important to them. The second
question concerns your purpose. Do you want to entertain your readers, tell them a
story, inform them or persuade them? Or is your purpose some combination of these
aims? The last two questions deal with the writing process — that is, finding ideas,
putting them down on paper, and polishing them so that your thoughts are clearly and
effectively explained to your readers.

I. Audience

While you are thinking about your writing, you should think about your audience
— vyour readers who read or “hear” your thoughts, either spoken or written.
Developing a sense of audience is a mark of maturity and the ability to put yourself in
your audience's place because your writing will be shaped by your perception of what
your readers know about your topic. For example, if you are writing a story for
children, you will choose a subject that interests them, use simple words and keep
your sentences short. If, however, you are writing for your colleagues or your teacher,
you will choose a topic of interest to adults, use a natural vocabulary and vary your
sentence structures to fit the ideas you want to convey. If you want to argue that TV
turns us all into consumers you will expect that your readers will readily agree instead
of distrusting TV commercials. To write effectively, you must try to consider the
subject to your writing, vocabulary to use and style to adopt and how your readers are
likely to think and feel about your subject.

As an adult, you must write for a variety of audiences — your family, employers,
consumers or clients, business associates and perhaps all the citizens of the
community. You might also write for a professional journal, addressing people who
share interests in your profession but you have never seen. There may be times when
you write only for yourself — your grocery list, your memorandum, your diary but
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most of the writings you do in life is intended for others to read.

Whether your audience is a general one, such as the readers of a professional
journal, or a specific one, such as your tutor, you should consider the needs and
expectations of your readers or at least acknowledge before expressing yourself.
These considerations will affect the ideas you include and the words you choose to
express them. Until you become so accustomed to thinking about your audience that
you do this automatically, your writing has become mature. Here arec some questions
to keep in mind as you shape your draft.

(1) Who are you writing for? Are your readers similar to you in age, background,
culture, and education?

(2) How much do your readers know about the topic? You consider this question
in order not to underestimate them that you are talking down to their heels, or
ovcrestimate them that you are talking over their head. Try to tell your
readers only as much as they need to know.

(3) How do your readers feel about the topic? Are they likely to have feelings for
or against your topic? If they are quite different from you, you should
understand and respect the feelings of readers who disagree with you.

(4) How do your readers expect you to treat the topic? Another way of asking
this question is, How does your teacher expect you to treat the topic? Not
only students but some professional writers, especially journalists work
under instructions. They work under instructions from editors who tell them
not only what to write about but how to treat it. When you are given a writing
assignment, you should find out as much as you can about the approach you
are expected to take. For example, are you going to write in the first person I
or We or in the third person He, She or They, to present a fact or opinion or
both, and to shape it formally or informally? How much information (facts,
details, examples, explanations) will be enough for the readers, but not too
much?

To develop the sense of audience is to put yourself in your readers' place. It could
enable you to plan, right from the start, to answer any questions you might have about
the topic or to explain things they are not likely to know. This skill is especially
important in a persuasive paper. If you hope to get your readers to agree with you, or
to change their minds on a controversial issue, you must look at all sides of the issue
and answer the objections of those with a different point of view. Although later
lessons will focus on this point in greater detail, you should form the habit now of
thinking about your audience before you begin to write,

(3]



II. Purpose, tone, style

The second important step to get started before you begin to write concerns your
purpose for writing. Defining your purpose in advance will help you choose what to
include and how to approach your subject. For example, if you write on “A
Prospective Renewal of EFL Teaching”, you must be sure to explain the necessities,
reasons and expectations fully. If you are giving directions, you must state all the
necessary information and nothing that would distract. If you want to enfertain, you
might choose humorous events and informal language to achieve the goal. If you
intend to persuade, you might choose ideas and words that appeal to both reason and
emotion.

As a student, your first response to the question is that your paper is an
assignment in a required course. If you think ahead to your future, however, you will
see that the assignments are intended to prepare you for some situations you will mect
later on. Even if your purpose is determined by a given assignment, it will be good
practice to think about it before writing, because that purpose will control what you
decide to say and how you say it.

The tone of the author's writing is similar to the tone of a speaker's voice. For
listeners it is fairly easy to tell the difference between an angry tone and a romantic
tone by noticing the speaker's voice. In writing, distinguishing between humor,
sarcasm and irony, however, may be more different. Humorous remarks are designed
to be comical and amusing while sarcastic remarks are designed to cut or give pain.
Ironic remarks, on the other hand, express something other than the literal meaning
and are designed to show the incongruity between the actual and the expected. You
may wish at some time to express some positive tones: happiness, love, delight,
amazement, surprise and so on; at others you may need to express some negative ones:

anger, irritation, depression, disappointment, fear, worry and so on. Take the extract
from a letter for example.

and T must confess I never expected to be so charmed by Rolf
— I didn't meet him, before Lynn's marriage to him — but
he's very charming and cultivated. In fact the whole family
have been very sweet. It's so lovely to see Lynn so happy
and looking so “green and fresh”, as if life is all cream
and roses. The house here is rather sweet, too — small but
cosy, with a log—fire burning permanently in the old grate.
The furniture is all glossy mahogany. Actually I find the
house a bit over—heated, but who cares when the company 1s
so convivial.

[/\/////”\l




The extract expresses the positive tone while the following extract from a letter by
someone expresses a negative tone since he is both irritated and depressed by a
personal situation involving friends.

__—"and when I got back I felt depressed about the whole
ghastly situation. T hate the way Chris and Susi just refuse
to talk to each other — it has an awful effect on the
children. I know these days this sort of break—up is common,
but being so close to it makes me feel very miserable.
There's a sinking, empty feeling in the stomach as you
realize that a part of young life is being destroyed.
Actually, I get very angry just talking to Chris but I don't
think that really helps anyone.

— - v e ]

Now look at the list of pairs in the following where some qualities of two men are
described by adjectives:

Mike is ambitious; John is pushy.
Mike is tough-minded; John is ruthless.
Mike is foresighted; John is calculating.
‘Mike 1s firm; John is stubborn.

The words describing “Mike” are positive and complimentary, making him seem
ideally suited for high responsibility in business or government. On the other hand,
the words describing “John” are loaded with negative sense, making him seem almost
disqualified for any responsibility at all.

So, no matter what you are writing, you must have your tone, either factual, angry,
humorous, hopeful, or optimistic. Therefore, you have to decide your tone before you
make your choice of words in writing.

Apart from the tone, other differences between different types of writing are to be
observed. Letters to friends, for instance, are regarded as informal personal
communication. In them, words are usually those used in daily conversation, easy and
even slangy, and sentences are short, simple and even incomplete. Research reports,
on the other hand, are considered formal professional communication. As such, the
primary goals are accuracy, clarity, and completeness. The rough draft of any research
report should be edited to ensure that all data is correctly presented, that all equipment
is listed, and that all results are properly detailed. Beyond checking the report for
clarity and accuracy in the presentation of technical data, the author of a research
report should review for basic grammatical and mechanical accuracy. Therefore, in
research reports, special terms are presented, and full forms, such as does not, must
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not, etc. are used instead of such contractions as doesn't, mustn't in informal personal
communication, Similarly, sentences are complete and the passive voice is preferred.

Special features like these in writing are a matter of writing style — a matter of
formal or informal writing style. Before writing, you have to decide which kind of
writing style is appropriate so that you can avoid using an informal writing style
where a formal writing style is required, or the other way round.

II1. The writing process

The writing process can be divided roughly into five steps or stages, although
these are not meant to be rigidly applied. This general description oversimplifies the
complex process of writing, but it does give a framework for talking about how most
writers compose. Professional writers may become skilled enough to take shortcuts,
but these five steps are a good system for less experienced writers to start with.

The following are the five steps in the writing process:

1. Planning a composition: Choosing a topic; prewriting, generating ideas,
deciding upon audience and focus, deciding what to include or leave out; data
gathering, and organizing, deciding the order in which to make points or
present information

2. Drafting: Putting ideas into sentences and paragraphs

3. Revising: Evaluating earlier drafts; rearranging to improve organization;
adding, cutting, replacing, and recasting sentences to improve effectiveness

4. Editing: Checking correctness of facts, grammar, spelling, usage,
punctuation,and mechanics

5. Proofreading: Reading final copy for typing errors, handwriting legibility,
and words left out

Almost all kinds of writing involve the same steps, but certain kinds of writing
require more attention to various stages in the process. For example, a note to your
family explaining where you have gone and why you won't be home for dinner
involves very little prewriting thought, and revising might be little more than checking
to make sure you have included all the necessary information. A technical report, on
the other hand, may require extensive preparation, data gathering, and organizing
before the actual writing begins, and revisions may be quite extensive before you are
satisfied that the paper represents your best work.

Planning a composition

Planning a composition means making preparations for the composition. Writing
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without sufficient preparation will spoil it. So planning a composition 1s the first
necessity. The preparation involves the following steps:

* Choosing a topic
* Prewriting

* Data gathering

* Organizing

* Choosing a topic

If you are free to choose your own topic, choose a topic you really want to think
about. You can pick one in which you are genuinely interested and about which you
want to know more. Or you might well try to find something from your own
experience, something that will let you explore yourself, perhaps something that you
have never fully described or analyzed to anyone, even to yourself. The richest
moments of your experience are often born out of conflict. Suppose you recall a time
when you were made or asked to do something you did not want to do. When and
where did it happen? How did you feel about having to act against your will? How did
you feel about the person who asked you to do so? What did you lcarn from the
episode?

When a topic is assigned, find a way to make it your own. Most of the writing
you do in college will be on assigned topics. The way to get started on an assigned
topic 1s to discover how it connects with what you already know, with your own
interests and experience. By this means you begin to make the topic your own.

Suppose you are asked to write an essay on any one of the following general
topics:

computers crime
education sports
farming music
housing assembly-line manufacturing

an open-heart surgery

If you are asked to write on “Farming”, start by asking yourself if you have ever
had any experience in farming, what kind of farming work you did, how it affected
you and how you felt about it. Any one of these personal experiences could be the
wedge that opens up the topic for you.

But one of the biggest obstacles to the success of a short essay is an oversize



topic and one of the commonest phenomena for a freshman writer is to choose too
broad or general a topic, such as “crime”, “education”, “music”. If you were asked to
write a five-hundred-word essay on the general farming, you will probably find that
you have no room to make it fully developed or it is too general to get started. So you
should cut the topic down to a specific one that you can manage in a short essay. Take

“Crime” of the general topics listed above:

General topic: ~ Crime

Specific topic:  Shoplifting

Questions: How did the shoplifting happen, how much should shoplifters
be punished, and why?

You will certainly find the specific topic “Crime: a Common Shoplifting” is easier to
develop than the general topic “Crime”.

* Prewriting

Prewriting, as the term implies, is the activity you engage in before beginning to
write your paper. You must think about your topic and explore all the possible things
you might say on the subject. The simplest form of prewriting is making a list of the
things you know about the subject or brainstorming (free association), which is
similar to listing but the purpose is to generate ideas rather than a list of objects or
details. With these methods, you jot down as many facts or thoughts as you can about
the subject, without stopping to consider whether or not a particular idea will be
useful or arranging them in any particular order. Later you can cross out the thoughts
you don't plan to use, but don't rule anything out now, because even a weak idea may
lead to other ideas. Your jottings need not be full sentences — just a few words to
remind you of the thought. ‘

The following is a sample of brainstorming by a class on the comparison of the
similarities of doctors and teachers.

Doctors: Teachers:
professionals professionals
need a longer time of college education  need 3 4-year college education
treat patients t each students
do operations earn a.little money
respected by their communities important in the community
earn much money respected by the community
important in the community




After the initial brainstorming, you can decide to cross out the items about the
period of time of college education, earning money because those show the
differences rather than the similarities. But you can find all the other items
comparable, showing the similarities: they are professionals, they help others, and
they are important in the community. And you are then ready to organize and write
your papers.

The following is an example of comparing the similarities between doctors and
teachers based on the brainstorming above:

There are many similarities between doctors and teachers. First, both
doctors and teachers are considered professionals by their communities.
The classification of professional is the highest socio-economic rank an
individual can achieve in this society. Second, both doctors and teachers
help others: doctors heal the bodies of sick people and return them to
health, and teachers mold the minds of young people and turn them into
responsible, educated adults. Last, both doctors and teachers are essential
members of a community. It is difficult to imagine 3 city or town that has
no need of either a doctor or a teacher. Such a place would truly be
primitive.

A variation of brainstorming is mapping or clustering. With this method, you
write your topic in the center of a blank page and branch out all directions with
various thoughts on the topic. Mapping uses the creative part of your brain, drawing
on assoclations and seeing relationships in weblike pattern. Later you can select from
the ideas generated, and use the organizing part of your brain to convert them to
sentences and paragraphs.

Below you will see some first thoughts of a student who was asked to write an
cssay on the subject of “The Influence of Television on Young People”. These notes
were made before he did any research into the subject.

Educational TV

TV and censorship LTV in schools
How much TV do children [TV and Children” Programmes
watch? Youth
TV and reading habits
Violence on TV Effect of TV on children’s
behaviour




Another kind of prewriting activity is Asking questions. One useful set of
questions is the “5 W's and the H” — Who, What, When, Where, Why and How.
Answering these questions may help you to realize that you have a great deal to say
about your subject. For example, if you are writing about a change made on your
campus, you might ask these questions:

Who would be affected by the change?

What exactly would happen?

When would you like to see it happen?

Where will it take place?

Why is it likely to happen, or why is it desirable?
How can it be accomplished?

You can use these general questions to generate further questions. These
questions are particularly helpful for persuasive papers and reports. You might need to
gather more information in order to write such papers authoritatively, and these
questions can guide your research and notemaking. But you need one question to
focus on, to point you toward a specific writing goal. So after you have put down all
the questions you can think of, read the whole list over and look for the question that
strikes you as most important, most interesting, or most unusual. It may be one of the
questions you have actually written down, or it may be a new question that grows out
of those you have before you. In either case, this is the basic question you will hope
to answer for yourself and your reader as you write the paper. Make it as sharp and
specific and pointed as you can.

Of course you will have other prewriting techniques, such as free writing, using
analogies, which are also helpful to generate ideas or thoughts.

During the prewriting, you have to keep in mind your audience and purpose
which were briefly discussed in Parts I and II because they will affect the way you
approach your writing task.

* Data Gathering

Whether you have been assigned a topic or have chosen one of your own, a good
way of getting started is to read about it to gather more data. You may go to the
library to get more information. In the newspapers and magazines you will find
articles on a variety of subjects to enrich your thoughts on the subject. Then
re-examine your earlier thoughts, to see whether you now take a broader view of your
subject. In the age of rapidly expanding information, data gathering is essential for
keeping up-to-date and for making informed decisions or recommendations.

Reading with a purpose is a fine way to fertilize your mind, to help you choose
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your topic, define it, enrich it, or enlarge it. Reading gives you not only a departure
but a continuous supply of information.

* Organizing

The fourth step in the writing process is organizing your ideas. As you look at the
results of your prewriting, you may see certain items or ideas that seem to belong
together logically. You will also see that some are more important than others. Select
the most important points, and cross out the unimportant ones. You may also discover,
as you focus on a main idea that some of the items do not relate to that main idea.
Take those out, too. When the collected information is sufficient and you are
somewhat sure of your subject, you can work out your outline to help eliminate
repetition or rambling.

Your outline should begin with an indication of your writing goal — the basic
question you are trying to answer. Under that question you can outline your prewriting
in one of two ways: by a vertical list or by a tree diagram. The vertical list is the more
common kind of outline and a simple version of it looks like this:

The vertical list

Basic question: What are the ways in which a student can acquire information?
[.  From his tutors
A. By lecture
B. By tutorial
C. By handouts
II.  From other experts outside his college
A. By reading
B. By listening
(1) Radio
(2) Cassette recordings
C. By watching educational TV programmes
[II.  From his fellow students
A. In seminar
B. In tutorial
C. In informal conversation
IV, From himself — can develop new ideas

An outline like this will help you to write a clear, efficient essay paper. By
organizing your points in advance, you will save time and make sure that you cover
everything once and only once. It also lets you see the structure of the essay you are
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