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FOUR TYPES OF SKILLS

 Active Skills:

1. Writing 

2. Speaking

Passive Skills: Passive Skills:

1. Reading 

2. Listening

The first step is always the hardest 
(unknown)



ACTIVE SKILL OF WRITING

 Four modes of discourse or rhetorical modes

1. Expository Writing.

2. Narrative Writing2. Narrative Writing

3. Persuasive Writing

4. Descriptive Writing

‘A good style must first be clear’ (Aristotle, The Art of 
Rhetoric, 350 B.C.E.)



ACADEMIC WRITING

 Basically two modes of discourse fall under academic writing;

1. Expository Writing.

2. Persuasive Writing.

 "I am the acoustic type. I learn by ear and give by word. Writing is 
difficult.“ Einstein



MECHANICS OF WRITING

Sequence of stages in academic writing

 Prompt

 Pre-writing Pre-writing

 Draft

 Editing (Comprehensive edit, Line edit, copy-edit)

 Proof-Reading

 Publishing

Mystification is simple; clarity is the hardest thing of all.     

Julian Barnes



RECURSIVE WRITING

Draft

EditingCopy-
editing



PRE-WRITING TECHNIQUES

 Cubing

 Clustering

 Tree-diagram

Brain storming (individual, group or in circle) Brain storming (individual, group or in circle)

 Free-writing    

Having knowledge but lacking the power to express it 
clearly is no better than never having any ideas at all.     

Pericles

H1
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H1 Avoid King's Jumper cables during each pre-writing act as well as during the actual act of writing.
HP, 05-03-2019



DIFFERENCES BETWEEN 
TYPES OF EDITING

 Editing

 Line-editing

 Copy-editing

(Feedback from colleagues, peers, tutors)

The road to hell is paved with works-in-progress.  Philip 
Roth



DIFFERENCE BETWEEN LINE 
EDITING AND COPY EDITING
 Original passage:

 She reluctantly handed over her purse, and nervously waited to have it placed back in to 
her hands. She felt a rush of relief as the Security Guard finished his search after 30 
seconds and handed it back to her.

The same passage, after a line editor has helped the author rewrite it so that it reads more 
fluidly:

 She was reluctant to hand over her purse, and felt a rush of relief as the Security Guard 
finished his search and placed it back in to her hands 30 seconds later.

And the same passage, after it’s been copyedited for grammar and usage (with edits in bold):

 She was reluctant to hand over her purse, and felt a rush of relief as the security guard 
finished his search and placed it back into her hands thirty seconds later.



EXAMPLE 2

 Another Original passage:

 The rising light of the sun was quickly brightening. Dawn was turning into morning. Alex finished 
reading her copy of the “New York Times” and put the paper down on the table, and then grabbed 
her ipod and put on Beyoncé’s Crazy in Love and went out for her mourning run.

After a line editor has helped the author to rework it so that it reads more fluidly:After a line editor has helped the author to rework it so that it reads more fluidly:

 The dawn light brightened, giving way to morning. Alex tossed the “New York Times” onto the table, 
grabbed her ipod, and then put on Beyoncé’s Crazy in Love as she headed out for her morning run.

*Notice here, the line editor caught and fixed a couple of technical errors, like the typo on the 
second use of “morning”. But even more is fixed…

After the passage has been copyedited for grammar and usage:

 The dawn light brightened, giving way to morning. Alex tossed the New York Times onto the table, 
grabbed her iPod, and put on Beyoncé’s “Crazy in Love” as she headed out for her morning run.



SOURCES AND REFERENCING

 Different kinds of sources

(Primary, Secondary, Tertiary)

Source versus reference

Quote Quote

 Paraphrase

 Summary

The road to hell is paved with adverbs.  (Stephen King)



Occam’s Razor: A Principle from 
philosophy useful in Writing. Law 
of briefness.
More things should not be used 
than are necessary.
Minimum guess work and speMinimum guess work and spe
culation.
Example: Tree broken during n
ight; or running nose;
Medical science “if you hear 
hoof-
beats think horses not zebra.”



 PROOF-READ AND PUBLISH

 {Six rules of proof reading}

(Legal review, market, book body or paper body)

We are all apprentices in a craft where no one ever 
becomes a master. Ernest Hemingway



PARAGRAPH: BUILDING 
BLOCK

Topic sentence
(Controlling idea)

Body (Defining, 
classifying, explaining, 
illustrating, examples)

Conclusion (Rounding up)
Marking transition.



HOW DO I ORGANIZE A 
PARAGRAPH?

 There are many different ways to organize a paragraph. 
The organization you choose will depend on the controlling 
idea of the paragraph. Below are a few possibilities for 
organization, with links to brief examples:

 Narration: Tell a story. Go chronologically, from start to 
finish. finish. 

 Description: Provide specific details about what something 
looks, smells, tastes, sounds, or feels like. Organize 
spatially, in order of appearance, or by topic. 

 Process: Explain how something works, step by step. 
Perhaps follow a sequence—first, second, third. 

 Classification: Separate into groups or explain the various 
parts of a topic. 

 Illustration: Give examples and explain how those 
examples prove your point. 



MODEL PARAPGRAPH

 Slave spirituals often had hidden double meanings. On one level, 
spirituals referenced heaven, Jesus, and the soul, but on another 
level, the songs spoke about slave resistance. For example, 
according to Frederick Douglass, the song “O Canaan, Sweet 
Canaan” spoke of slaves’ longing for heaven, but it also expressed 
their desire to escape to the North. Careful listeners heard this 
second meaning in the following lyrics: “I don’t expect to stay / 
their desire to escape to the North. Careful listeners heard this 
second meaning in the following lyrics: “I don’t expect to stay / 
Much longer here. / Run to Jesus, shun the danger. / I don’t expect 
to stay.” When slaves sang this song, they could have been speaking 
of their departure from this life and their arrival in heaven; 
however, they also could have been describing their plans to leave 
the South and run, not to Jesus, but to the North. Slaves even used 
songs like “Steal Away to Jesus (at midnight)” to announce to other 
slaves the time and place of secret, forbidden meetings. What 
whites heard as merely spiritual songs, slaves discerned as detailed 
messages. The hidden meanings in spirituals allowed slaves to sing 
what they could not say.



FORMAL LANGUAGE

 You can make your writing more formal through the 
vocabulary that you use. For academic writing:

 choose formal instead of informal vocabulary. For example, 
‘somewhat’ is more formal than ‘a bit’, ‘insufficient’ is ‘somewhat’ is more formal than ‘a bit’, ‘insufficient’ is 
more formal than ‘not enough’.

 avoid contractions. For example, use ‘did not’ rather than 
‘didn’t’.

 avoid emotional language. For example, instead of strong 
words such as ‘wonderful’ or ‘terrible’, use more moderate 
words such as ‘helpful’ or ‘problematic’.

 instead of using absolute positives and negatives, such as 
‘proof’ or ‘wrong’, use more cautious evaluations, such as 
‘strong evidence’ or ‘less convincing’.



OBJECTIVE LANGUAGE

 To express your point of view and still write in an objective style, you can use the following 
strategies.

 Move information around in the sentence to emphasize things and ideas, instead of people 
and feelings. For example, instead of writing ‘I believe the model is valid, based on these 
findings’, write ‘These findings indicate that the model is valid’.

 Avoid evaluative words that are based on non-technical judgements and feelings. For 
example, use ‘valid’ or ‘did not demonstrate’ instead of ‘amazing’ or ‘disappointment’.

 Avoid intense or emotional evaluative language. For example, instead of writing ‘Parents 
who smoke are obviously abusing their children’, write ‘Secondhand smoke has some 
harmful effects on children’s health’.

 Use modality to show caution about your views, or to allow room for others to disagree. For 
example, instead of writing ‘I think secondhand smoke causes cancer’, write ‘There is 
evidence to support the possibility that secondhand smoke increases the risk of cancer’.

 Find authoritative sources, such as authors, researchers and theorists in books or articles, 
who support your point of view, and refer to them in your writing. For example, instead of 
writing ‘Language is, in my view, clearly something social’, write ‘As Halliday (1973) argues, 
language is intrinsically social’.

Note: Different disciplines often have quite different expectations about how objective or 
subjective your writing can be. For example, in some fields it is fine to use first person, such as 
'my view is that...', while in other fields this is not acceptable. You should look at the convention 
used in published articles in your discipline area, and check with your lecturer.



GENERAL ISSUES IN 
ACADEMIC WRITING

 New and original or valuable?

 Communicating or changing?

"Write. Rewrite. When not writing or rewriting, read. I 
know of no shortcuts.”

—Larry L. King



MODELS OF KNOWLEDGE

 Linear, incremental; an accumulation of ‘new’ 
information.

 Value based knowledge.

“The difference between the almost right word and the 
right word is … the difference between the lightning bug 
and the lightning.”

—Mark Twain



RECOMMENDED BOOKS ON 
ACADEMIC WRITING
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