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Unit One An Overview of Effective Writing

Unit One

An Overview of Effective Writing
TEF5 0 5 1A

In this unit we are going to look at various features of academic
writing. The basic characteristics of effective writing include clarity,
accuracy, accessibility, conciseness and correctness. Five major
steps of the writing process refer to preparation, research,
organization, writing the draft and revision.

1.1 Introduction

This textbook is designed to help graduate students (non-native speakers of
English) with their academic and technical writing. What is academic writing?
What is technical writing? Are there any differences between the two? Readers
may have these questions in mind.

Academic writing usually refers to various forms of written communication
in the academic world, such as research papers, degree theses or dissertations,
journal articles, essays, and reports. Technical writing is generally defined as
written forms of communication in the working or business world, like e-mail
messages, memos, proposals, progress reports, technical articles, manuals or
instructions, and business letters. However, notions of academic and technical
writing sometimes overlap. For instance, a proposal for a research project by a
scientist is considered academic, whereas a sales proposal by a business firm is

regarded as technical. To some people, technical writing means the written
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Unit One An Overview of Effective Writing

message that conveys specific information to a specific audience for a specific
purpose. In this sense, technical writing becomes a much broader category
which may cover academic writing.

It seems that there is no clear demarcation between academic and technical
writing. The most obvious difference between the two terms may be that the
former sounds more theoretical, whereas the latter sounds more practical. The
writing principles and skills we are going to discuss in the following sections

apply to both of them.

1.2 Characteristics of Effective Writing

As mentioned above, academic or technical writing is meant to convey
specific information to a specific audience for a specific purpose. To achieve

this goal, keep in mind these five characteristics of effective writing:

® Clarity

® Accuracy

® Accessibility
® Conciseness
® Correctness

1.2.1 Clarity

Clarity is one of the essential elements of effective academic or technical
writing. The writer should strive to make all of the writing direct, orderly, and
precise. Many factors contribute to clarity just as many others can defeat it.
Logical development, unity, coherence, emphasis, subordination, pace,
transition, and word choice contribute to clarity. Ambiguity, awkwardness,
vagueness, and inappropriate level of usage detract from clarity. The reader
must be able to understand the meaning of the written document easily.

Unclear writing is expensive. The cost of a research paper or a business
letter, counting the time and effort of the writer and the cost of equipment,
stationery, and postage, is considerable. Every time an unclear paper or letter
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