
To improve your writing skills it’s helpful to read frequently. Use authentic materials to see how language is used in a real context. Choose a newspaper/journal article which interests you and try out the following exercises:

· Underline useful phrases by their function in the text, e.g. phrases which introduce a concept/argument, link paragraphs/ideas, contrast one idea with another, propose an alternative, disagree with a previous statement etc. 

· Build up your own database of these phrases and use them when writing yourself. Whenever you do use a phrase from your list, put a tick beside it so you can keep a running record.

· To learn how to avoid repetition in your writing, choose a key concept or word in an article and find out how many different words or expressions are used to convey the same essential meaning in the rest of the article. Write down the alternatives in your vocabulary booklet.

· To develop a sense of style, think about the whole article and decide who its intended readership is. Is it directed at a particular intellectual level, subject interest group, professional group etc? Ask yourself what range of technical or subject specific vocabulary is used. How simple and straightforward is the sentence structure? Or how complex is it in incorporating additional relative and subordinate clauses? What effect does such a choice create? What tenses are used and what effect do they have?

· Having deduced some principles in this way, try and practise them in your own writing by creating different versions of, for example, a film review; one directed at an 8-year old, one in a letter to a friend and one in a TV listings magazine.

· To see whether your reviews are successful, show them to a friend and ask him/her to identify the intended readership. Note their comments and how you can develop your sense of style further as a result.

· When you have to write a report, an essay, a summary, a letter etc., identify the exact task you have to complete, e.g. give your opinion, discuss a point, inform someone about something, request information. Bear this in mind to ensure you keep to your main purpose.

· The following steps are intended to guide you in your writing:

· planning

In a brainstorming session, write down words and ideas which are connected to your topic. You might have to do some research to include facts, figures, famous quotes etc. If necessary, use a dictionary to find more technical vocabulary. Think of what should go in the introduction, the main body and the conclusion (for essays).

p.t.o. 

· writing (first draft)

Use your notes and start writing your first draft. You might have to reorganize some of your original ideas. Pay attention to how to link your individual ideas. Develop a logical order of your individual points. Decide on the most appropriate style and register for your text. Once finished, leave your draft for a couple of days before working on it again.

Then check:

- Is what you have written relevant to the topic/title?

- Are your ideas well-organised and linked?

- Are you being repetitive? Can you find another way of saying something rather than just

  repeating it?

- Have you checked carefully for mis-spellings and/or grammatical mistakes? 

- Reread it again to check the register – does it read appropriately formally/informally? 

- Have you kept a copy of your work?

For essays: Have you quoted your sources? Have you listed the books you have read, and referred to, in the bibliography?

· Once you have worked on your first draft again, write your second/third/fourth draft until you are satisfied with your text. Never hand in your very first draft without having checked and revised it!

· Mistakes are part of the learning process. But don’t ignore them – try to learn from them. Rather than just counting your mistakes, try to classify them (spelling mistakes, word-order mistakes, wrong tenses, wrong words (lexis), inappropriate style etc.). This will give you a better idea of where your weaknesses lie and what you need to practise. 

· Once you have identified some common mistakes, use reference materials (grammar  book, dictionary, your own notes) to identify the correct form/structure.  You might want to re-write your sentences or practise the correct form/structure in a different context.
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You are welcome to make an appointment with the Learning Adviser if you wish to receive more individual advice on your language learning. Please send an email to e.c.leue@wmin.ac.uk or ring 020 7911 5000 ext. 2680.
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