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Basic (4):
Workplace writing tips
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Recently a professional acquaintance said to me, "Schools
teach us how to write creative essays and novels, but they don't
teach us how to write for the workplace.” Unfortunately, this
observation is true for many professionals who find themselves
ill prepared to compose workplace documents
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Here are business writing tips guaranteed to help you to do
better business through better writing.
Be assertive and forthright byuiibang Lajla ys
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Be assertive and forthright in your business writing. Customers
and prospects become distrustful of evasive writers.
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Business letters Jasdl spila alillas
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Keep your business letters concise, factual, and focused. Try
to never exceed one page — generally 350 to 450 words. '
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Avoid gender bias:

P23

UJ-L JJU.GYJJLLyaJJLw_m_:La.\S?MU'l L“Luutuna_g das )LA
d—u.lL})-” JD-J t)" Y..L: (aj:ﬁ” u.u.l:r_n) d..m'l_\).“ ua:u.u J)L:J JL‘“ J_\_u.n

(24 3

Aie ga u.A'A’J..: L,.m/}m '._.uS\ QL.«.\Y‘; 954&‘2’.;.1 eLuLuqu ‘3.1_::_:...“1
cland s Jamy 08 pandl B350 1 555 51 L cne gl S 1 5,0y
ol gl Jpaiie a3l a3 )8 JS gaill SSlasoy

Avoid gender-biased nouns and pronouns in your business
writing. It is more appropriate and ‘politically correct’ to use
gender-neutral words instead. For example: Replace “chairman”
with “chairperson”; use “humanity” instead of “mankind”; write "he/
she” instead of “he" when referring to both genders, or change

to plural form "they”. Gender-neutral nouns and pronouns make
everyone feel included.
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Avoid using “weasel” words
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Avoid using “weasel” words such as “seems”, “perhaps”,
“apparently”, “usually”, in your business writing. They give the
impression of your being insecure or insincere. For example: It
seems that perhaps we may be able to have our meeting on Monday’
may better be written as: ‘We will have our meeting on Monday'.
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Keep husiness letters formal and factual
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Keep the tone and content of your business letters formal and
factual. Feelings and emotions have no place in business letters.
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Avoid use of jargon and buzzwords
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Avoid use of jargon (highly specialized technical writing) or

buzzwords (words used primarily to impress laypersons) in your

business writing. They only prevent your message from getting
across as most people do not understand them.
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Correspondence with foreign clients
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Business correspondence with foreign clients needs a great
deal of care. Not everyone speaks the same language, so express
yourself in short, simple, and concise terms.
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Fonts in business writing
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Avoid fancy fonts in your business writing. They may look
innovative, but also give an unprofessional look.
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Emphasis in academic writing
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In academic writing, emphasis is expressed only through

words. ltalics, boldface, all-capitals or other devices cause the
writing to appear flashy or loud.
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Make your proposals persuasive
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Make your proposals persuasive by presenting your evidence

in quantifiable terms. Make good use of statistics and published
results.
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Select the right tone in your business correspondence. How
you write something is just as important as what you write in
order to get the right message across. The tone in writing is how
you “talk” to the reader. Inappropriate tone may put the reader
off and have the opposite effect to what your intention was. For
example:
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“We have implemented a change in the policy and you are

"

requiredto .......
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“Taking certain points into consideration, the Management has
decided to make changes in the policy. itis, therefore, requested
that you ....."
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The first sentence sounds authoritative, as if an order is
being given. This tone may cause the reader to either ignore the
message, or close the deal off altogether. Obviously this is not
the intention, but the tone is giving that effect. On the other hand,
if the second approach is taken, the reader will take your request
seriously.
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One Writer to Another \
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Professional writers have much to tell us about the writing
process, from overcoming writer's block to revising and editing.
Let's see what advice we can pick up from the pros.
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Ten Quick Tips to Improve Your Writing
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Whether we're composing a blog or a business letter, an e-mail
or an essay, aur goal should be to respond clearly and directly
to the needs and interests of our readers. These ten tips should

help us to improve our writing whenever we set out to inform or
persuade.
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1-Lead with your main idea.
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As a general rule, state the main idea of a paragraph in the first
sentence--the topic sentence. Don't keep your readers guessing.
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2-Vary the length of your sentences.
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in general, use short sentences to emphasize ideas. Use
longer sentences to explain, define, or illustrate ideas.
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3-Put key words and ideas at the beginning or end of
a sentence.
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Don't bury a main point in the middle of a long sentence. To

emphasize key words, place them at the beginning or (better yet)
at the end.
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4-Vary sentence types and structures.
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Vary sentence types by including occasicnal questions

and commands. Vary sentence structures by biending simple,
compound, and complex sentences.
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Don't overwork the passive voice or forms of the verb “to be.”

Instead, use active verbs in the active voice.
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6-Use specific nouns and verbs.
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To convey your message clearly and keep your readers

engaged, use concrete and specific words that show what you
mean.

7-Cut the clutter soall aasa, 7
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When revising your work, eliminate unnecessary words.
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B-Read aloud when you revise.
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When revising, you may hear problems (of tone, emphasis,
word choice, and syntax) that you can't see. So listen up!
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9-Actively edit and proofread.
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It's easy to overlook errors when merely looking over your

work. So be on the lookout for common trouble spots when
studying your final draft.
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When proofreading, don't trust your spell checker: it can tell
you only if a word is a word, not if it's the right word.
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The Write Attitude and Your Writing Goals
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Let's be honest: how do you feel about having to write? Do
you tend to view a writing project as a challenge or as a chore?
Or is it merely a dull duty, one that you have no strong feelings
about at all?
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Whatever your attitude may be, one thing is certain: how you feel
about writing both affects and reflects how well you can write.
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You might be wondering, «What can | do if | don't especially

enjoy writing? Is there any way | can change the way | feel about
having to write?»
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«Yes,» is the simple answer. Certainly you can change your
attitude--and you will, as you gain more experience as a writer.
You get the point. As you begin working to become a better writer,
you will find that your attitude toward writing improves along with
the quality of your work. So enjoy! And start writing.
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Writing Suggestion: Defining Your Goals
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Spend some time thinking about why you would like to
improve your writing skills: how you might benefit, personally and
professionally, by becoming a more confident and competent
writer. Then, on a sheet of paper or at ydur computer, explain to

yourself why and how you plan to achieve the goal of becoming
a better writer.
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Once we've made the decision to work to improve our writing,
we need to think about exactly what we will be working on. In
other words, we need to consider how we handle the various
steps involved in the whole process of writing: from discovering

ideas for a topic, through successive drafts, to a final revision
and proofreading.
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