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Agenda

Speaking vs.
Writing

What makes a
good piece of
writing?

Developing
written subskills

After writing

Practice makes
perfect?




“A good speaker does not always
make a good writer (and a good
writer does not always make a
c00d speaker).”



Differences between speaking and writing

Temporary
Instant interaction

Often spontaneous and takes little
thought

Mistakes more acceptable

Expressive features (Intonation,
stress, etc)

Focus on pronunciation
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Permanent
Delayed interaction

Takes more thought and
planning

Mistakes not as acceptable

Expressive features
(Punctuation, underlining, etc)

Focus on spelling



Why write In class?

The teacher can be on hand to help.

The students can help each other.

An opportunity for peer correction

Can be communicative and interactive
Exam practice

To ensure that students ACTUALLY write

Can be fun
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Teamwork helps students to develop the SKILL
of writing.
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What makes
a good plece
of writing?




A possible
writing task:
An e-mail /

letter of
application
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require

Do you love outdoor life and campmg?

\X/e need friendly, outgomg young people with lots of energy
and some knowledge of English.

- You must know how to swim. ertlng task

Expenence with children

and knowledge offirstaid an advantage.  You have seen the advertlsement in Exercise 7 in
HAVEAGREATSUMMER IMPROVEYOUR ENGLI the Intemattonal Student Times and want to apply

 EARNSOME MONEY ATTHE SAME TIME! for the job. Write a letter of application for the
- job. .

~ Please apply to Ross Field, mss@wsc.neg_

= A Write your letter in 80-130 words. Include these
th S e points.

H

» Say where you saw the advertisement.

s Say what you are doing now and give reasons why
you are interested in the job.

» Mention your CV and any relevant work experience.

¢ Say when you are available for an interview.

Focus 2



What do students need to know about
what they are going to write?

Purpose To inform, persuade

Target audience Potential employer

RegiSter Formal

@P eeeeee



Possible criteria for marking writing

Content
- Task Achievement

Communicative Achievement
- Functional Language; Register

Organisation

- Paragraphing

- Linking, sequencing
Language

- Accuracy

- Range

- Spelling & Punctuation



Dear Sir / Madam,

| saw you advertisement in the internet and | would like to apply on
the position of a summer camp supervisor. | am from Slovakia and
speak sevral languages. Right now | am studying on university. |
have over eighteen and have loads of appropriate experience. | have
worked with children. | like outdoor life. | have a sound knowledge of
first aid. | have lots of good gualities to the job. | believe | would be a
suitable candidate. Please send me further details of the job including
the salary. | enclose my CV and can’t wait to hear from you soon. |
have only three weeks left of my university term, so after that time |
will be free if you want me to come on an interview.

Yours sincerely, Content
Emil Tischbein. Communicative Achievement
Organisation

Level B1 Language
@Pearson



Dear Sir / Madam,

| saw you advertisement in the internet and | would like to apply on
the position of a summer camp supervisor. | am from Slovakia and
speak sevral languages. Right now | am studying on university. |
have over eighteen and have loads of appropriate experience. | have
worked with children. | like outdoor life. | have a sound knowledge of
first aid. | have lots of good qualities to the job. | believe | would be a
suitable candidate. Please send me further details of the job including
the salary. | enclose my CV and can’t wait to hear from you soon. |
have only three weeks left of my university term, so after that time |
will be free if you want me to come on an interview.

Yours sincerely, Content
Emil Tischbelin.



Dear Sir / Madam,

| saw you advertisement in the internet and | would like to apply on
the position of a summer camp supervisor. | am from Slovakia and
speak sevral languages. Right now | am studying on university. |
have over eighteen and have loads of appropriate experience. | have
worked with children. | like outdoor life. | have a sound knowledge of
first aid. | have lots of good gualities to the job. | believe | would be a
suitable candidate. Please send me further details of the job including
the salary. | enclose my CV and can’t wait to hear from you soon. |
have only three weeks left of my university term, so after that time |
will be free if you want me to come on an interview.

Yours sincerely,
Emil Tischbein. Communicative Achievement



Dear Sir / Madam,

| saw you advertisement in the internet and | would like to apply on
the position of a summer camp supervisorll am from Slovakia and
speak sevral languages. Right now | am studying on university. |
have over eighteen and have loads of appropriate experience. | have
worked with children. | like outdoor life. | have a sound knowledge of
first aid. | have lots of good gqualities to the job. | believe | would be a
suitable candidate.IPIease send me further details of the job including
the salary. | enclose my CV and can’t wait to hear from you soon. |
have only three weeks left of my university term, so after that time |
will be free if you want me to come on an interview.

Yours sincerely,

Emil Tischbein.
Organisation



Dear Sir / Madam,

| saw you advertisement in the internet and | would like to apply on
the position of summer camp supervisor. | am from Slovakia and
speak sevral languages. Right now | am studying on university. |
have over eighteen and have loads of appropriate experience. | have
worked with children. | like sports. | have a sound knowledge of first
aid. | have lots of good qualities to the job. | believe | would be a
suitable candidate. Please send me further details of the job including
the salary. | enclose my CV and can’t wait to hear from you soon. |
have only three weeks left of my university term, so after that time |
will be free if you want me to come on an interview.

Yours sincerely,

Emil Tischbelin.

Language



o  Dear Siror Madam, . e
P rOVI d I n g a - With reference to your'advertiserhent in yest_er.day’sDevonshire
Times, | would like to apply for the position of part-time office
mo d o I helper. At the moment, | am in my final year at school and | -

will be available to start work from 1 June. | really need this job
because | want to earn some money to go on holiday.

| am particularly interested in your company because | hope
to study architecture at university. | enclose my CV for your
‘information. As you will see, | worked on a building site last
summer. It was a bit hard, but | got a really good suntan.

- 1 do not have much experience of office work, but | am afast
learner. | have good communication skills and | enjoy working -
as part of a team. For these reasons, | feel | would be a suitable

_candidate for the job you are advertising.
"1 can be available for interview at any time. | have listed my

Read the letter and check your ideas in Exercise 2.

Then cross out the three sentences in the letter which
are not appropriate.

@ Pearson - Richard Da'wsonv
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Developing
Written
Subskills:

Content and
Task
Achlevement




Dear Sir / Madam,

| saw you advertisement in the internet and | would like to apply on
the position of a summer camp supervisor. | am from Slovakia and
speak sevral languages. Right now | am studying on university. |
have over eighteen and have loads of appropriate experience. | have
worked with children. | like outdoor life. | have a sound knowledge of
first aid. | have lots of good qualities to the job. | believe | would be a
suitable candidate. Please send me further details of the job including
the salary. | enclose my CV and can’t wait to hear from you soon. |
have only three weeks left of my university term, so after that time |
will be free if you want me to come on an interview.

Yours sincerely, Content
Emil Tischbelin.



The Importance of Pre-Writing —
Gathering Ideas

What?
Where?
When?
Who?
Which?
How?




summer school charity work

sensible

part-time work methodical

types of experience and personal
qgualities

organised volunteering

effective
communicator

@ Pearson
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SHOW WHAT YOU KNOW

1 Write the noun forms of these adjectives.

1 courageous — courage S honest —

2 determined - 6 loyal —

3 enthusiastic - 7 modest -
4 generous - 8 optimistic —

2 In pairs, discuss these questions about the human qualities listed in
Exercise 1.

nich three human gqualities do you value most?
nat other human qualities can you think of?
nich human qualities do you have or would you like to have?

= = =

Activating Vocabulary through

o Personalisation

Focus 3



Developing Content:

A An A skill A job
personal | academic
attribute | subject

Beginning with... S
@Pearson




Developing
Written
Subskills:

Functions
and Register




Dear Sir / Madam,

| saw you advertisement in the internet and | would like to apply on
the position of a summer camp supervisor. | am from Slovakia and
speak sevral languages. Right now | am studying on university. |
have over eighteen and have loads of appropriate experience. | have
worked with children. | like outdoor life. | have a sound knowledge of
first aid. | have lots of good gualities to the job. | believe | would be a
suitable candidate. Please send me further details of the job including
the salary. | enclose my CV and can’t wait to hear from you soon. |
have only three weeks left of my university term, so after that time |
will be free if you want me to come on an interview.

Yours sincerely,
Emil Tischbein. Communicative Achievement



T:mes | would hke to apply for the posmon of part-tlme office

: helper. At the moment, | am in my final year at school and |
~ will be available to start work from 1 June. | really need this jOb

because | want to earn some money to go on hohday

Complete the WRITING FOCUS with the words in
purple in the letter.

| am writing in response to your advertisement in/

With 'reference to your advertisement in ...
| am writing to express my interest in the position of/

| would like to 2 the position of ...

@ Pearson
Focus 2



Job position
right now at the moment
that’s why for these reasons
soon In the near future
I’'m sending | enclose

lots of a great deal of






Developing
Written
Subskills:

Organisation:
Linking




Dear Sir / Madam,

| saw you advertisement in the internet and | would like to apply on
the position of a summer camp supervisorll am from Slovakia and
speak sevral languages. Right now | am studying on university. |
have over eighteen and have loads of appropriate experience. | have
worked with children. | like outdoor life. | have a sound knowledge of
first aid. | have lots of good gqualities to the job. | believe | would be a
suitable candidate.IPIease send me further details of the job including
the salary. | enclose my CV and can’t wait to hear from you soon. |
have only three weeks left of my university term, so after that time |
will be free if you want me to come on an interview.

Yours sincerely,

Emil Tischbein.
Organisation



Step-by-step...

On the one hand, there are several arguments for

‘making contact. First of all, the people in these

tribes could enjoy a better standard of living. For

, 'example they could get access to electricity and

_running water. Furthermore, the young people of the

tribes could go to school an¢ 3 Complete the box with the linkers in pink in
education. They would probe  the essay.

~about modern technology ar . | orc 1o

the W0f|d e listarguments:' , firstly, secondly,
£ __, finally ‘ .
» give examples: for example, 3
¢ show contrast: however, * ,on the
other hand T

® give a personal opinion: in my opinion,

Text Analysis :

e introduce a conclusion: in conclusion, @
@Pearson

Focus 3



Step-by-step...

E:ﬂ:péﬂ:é say there a re ﬂE’HI‘l‘f 7,000 la nguages in the world
‘today. ‘Huge amounts of money and time are spent on
learning and translating languages. It is not surprising
that some people believe life would be simpler if we all
spoke the same language. 'For example / However, other
people fee] that language is an essential part of identity;
and that a global language would not make the world
a 5_1mpler_ place. | '

Distinguishing
@ pearson

Focus 3 Workbook



Step-by-step...

| went to town... 1 despite
It was raining... 2 because
I’m looking forward to Easter... 3 Dbut
Teachers earn very little... 4 and
The UK will soon leave the EU... 35 although
My students always arrive late... 6 so

Personalisation
@Pearson




Developing
Written
Subskills:

Language




Dear Sir / Madam,

| saw you advertisement in the internet and | would like to apply on
the position of summer camp supervisor. | am from Slovakia and
speak sevral languages. Right now | am studying on university. |
have over eighteen and have loads of appropriate experience. | have
worked with children. | like sports. | have a sound knowledge of first
aid. | have lots of good qualities to the job. | believe | would be a
suitable candidate. Please send me further details of the job including
the salary. | enclose my CV and can’t wait to hear from you soon. |
have only three weeks left of my university term, so after that time |
will be free if you want me to come on an interview.

Yours sincerely,

Emil Tischbelin.

Language



. Common Areas of Difficulty

L

sound / spelling relationships
articles s
question tags

timey/ tense (dis)aieement

prepositions




Aou Complete the questions with the correct prepositions.

Infervuewer So Sara, wi

siwantiovea+ 1 What sort of things are you interested ?
terviewer: A IN\ 2 What after-school activities are you involved ?
’;;,;;;,Tjus';"‘m,he, 3 What bands and singers are you keen ?

keen on journalists. He t

anamesonsoe. 4 What sports or games are you good ?
interviewer: Davie, why B \What sort of things are you serious ?
X eoly koot g \\/hat jobs at home are you responsible ?

ipeople have a lot to sa

Theyjust think teenaget 7 Wh|Ch marks 1N your Iast exXams were yOU

Intervlewnr Why An va

Dav:d aS C

{I'm not 8 What are you most passionate

.speoklng I'm only sixtes

disappointed ?

'serious about politics.
ilnterviewer: Rani, why do you want tobe a 3 ?

1 ; ; :
:MWell. most surgeons in the UK are men and | think that's

iunfair and wrong in the twenty-first century. | think my generation
lis responsible for getting more women into important jobs.

Interviewer: What special qualities do you think you need to be
Q surgeon?

{

MI think | need fo be caring, sensible and very hard-working.

Focus 2
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REMEMBER THIS

= ™
It is DK for questson% to end in a preposxt:m

What are you interested in?

] -

‘
2

REMEMBE"R TH|§

i o O e e -n-o‘-v-'-“'--\

take/do an exam
 pass an exam v v v ©

|
i

o e

5
|
|
|
|

L fail an exam XXX@

REMEMBER THIS
;get home ]
; get to schoaol !
oo e i BRI

A A At 1t e s e P e A Sl <l by Sy o e o S e S

| ; mb + @ person or a piace
| He robbed me. They robbed a bank.

' steal + a thing |
Hc C;w/e my | mobnp 778; stu,e F rrmhon |

A P Attt e e e e e A £ P I S s o i e

Focus 2 Word Store



Collocations with Prepositions

150

@ Pearson




~_mun ::a

. Complete the questlons with the correct prepositions.
Infervnewer So Sara, wi

swantionea 1 What sort of things are you interested ?

E'nferv-ewef m\ 2 What after-school activities are you involved ?

§ “No, not
inmy house, My fother 3 What bands and singers are you keen ?

keen on journalists. He t

anamesonsoe. 4 What sports or games are you good ?
interviewer: Davis, why B \VWhat sort of things are you serious ?
DXy mrecly dioex g \\/hat iobs at home are you responsible ?

'people have a lot to sa

Theyjust think teenager 7 Wthh marks N your |ast exXams were yOU

Intervlewnr Why An va

disappointed ¢
Dawd C
{I'm not @ 8 What are you maost paSSionate e o sl ft

.speckmg I'm only sixtes

'serious about politics.

ilnterviewer: Rani, why do you want to be a 3 ?

it otweraire I pairs, ask and answer the questions

lis responsible for getting

'Interviewer: What special qualities do you think you need to be
i
I’o surgeon?

|

ml think | need fo be caring, sensible and very hard-working.

Focus 2



Things Students Write

(at the start of a letter) ’Expensive Maria, ...’
| spent Christmas in the Turkey.

My sister is having three cats.

You must sing your name on the form.

In the holidays | tripped on the mountain.

(at the end of a formal letter) ‘With best regrets...’



Developing the writing skill: a reactive

approach
Well done!!
[ have worked as a volunteer on numerous .
pccasions. Praising /
| would consider myself sensible and reliable ENCOUrag Ing
L wouldl be willing to carry out any kind of t
duties
oo Differential Feedback
Please write me soon 1
L very like windsurfing. Chal |enging

[ Was on hoL’w{ag oy s;sa’w\,.

@ Pearson



After Writing:
What Next?

NOT quite...




Read the following sentence only once.
How many letter K’s are there?

FINISHED FILES ARE THE RESULT OF YEARS
OF SCIENTIFIC STUDY COMBINED WITH THE
EXPERIENCE OF YEARS.

There are 6



Read the following sentence only once.
How many letter K’s are there?

FINISHED FILES ARE THE RESULT OF YEARS
OF SCIENTIFIC STUDY COMBINED WITH THE
EXPERIENCE OF YEARS.

There are 6



Check.

v/ Have you mentioned all the points in the question?

v/ Have you used the correct opening and closing for

a formal letter?

v Have you used phrases from the WRITING FOCUS?

v Have you divided your
v Have you used linking '|

v Have you checked you' .;

Focus 2

[SHOW THAT YOU'VE CHECKED |-

. 1 have ended the ﬁs’f paragraph wath a statement;:t_}::ffz_:alffﬁ:””-'-.
~ mentioning both sides of the t0p|c s

e lhave presented arguments for and agamst the e

~ other paragraphs GO o L
e h have mcluded a summansmg statement and my G i
A personal opmlon in the fmal paragraph G

In my ’for and agamst’ essay

. I have started the ﬁrst paragraph Wlth gen erai or o

 topic and supported them wath examples in the :‘ o b

Ol have wntten at Ieast 140 words.

Focus 3 Workbook



The Materials




FIVE levels: A2 — C1



W4 Writing

An email/A letter of application

| can apply for a summer job

1 Read the job advert and answer the questions.

Z SN204

What kind of jeb is it advertising?

Is it a permanent job?

Is it 2 well-paid job?

How old do you have to be to apply?

What characteristics should the candidate have?

oW AW N -

What are the working hours?

ARE YOU LOOKIN.G FORA
summer job?

Johnson's Builders requires
an office helper - €10 per hour

sixteen or over? ®
friendly ang

excellent conditl
a chance to learn office skills

No previous experience necessary!

2 If you saw this job advert in your local paper, would

you be interested? Why?/Why not? Discuss in pairs.

3 Imagine you want to apply for the job. Tick five pieces

of information you should include in your letter of
application.

1 Say where you saw the advert

2 Say what you are doing now.

3 Say how you intend to spend your salary,

4 Give reasons why you are interested in the job.

.

§ Mention your CV and any ralevant werk experienca [
6 Say why you liked or didn't like previous jobs.
7 Say when you are available for an interview.

Oodd

8 Warn them not to call you at certain times.

& * Give reasons why you are interested in the job.

4 Read the letter and check your ideas in Exercise 2.

Then cross out the three sentences in the letter which
are not appropriate.

Dear Sir or Madam,

With reference o your adverti iny y's Dy hi
Times, | would like to apply for the position of part-time office
helper. At the moment, | am in my final year at school and |
will be avaitable: to start work from 1 June. | really need this job
because | want to eam some money to go on holiday.

I am particularly interested in your company because | hope
to study architecture at university. | enclose my CV for your
information. As you will see, | worked on a building site last
summer. it was a bit hard, but | got a really good suntan.

I do not have much experience of office work, but | am a fast
learner. | have good communication skills and | enjoy working
as pa

Model Text

| look forward to hearing from you,

Yours faithfully,
Richard Dawson
Richard Dawson

5 Complete the WRITING FOCUS with the words in

purple in the letter.

WRITING FOCUS

An email/A letter of application

* Say where you saw the advert,
| am writing in rasponse to your advertisement in/
With 'reference to your advertisement in ..

* Say why you are writing
| am writing to express my interest in the position of/
I would like to* the position of ...

* Say what you are doing now.

Currently, | am/At * ,lam

Practice

* Give reasons why you are suitable for the job.
| would be a suitable candidate for the job because .../
¢ . H feel | would be a suitable candidate
for the job you are advertising.

* Say when you are available for an interview,

6 Complete the sentences from a letter of application
with phrases from the WRITING FOCUS.

1 lamwniting on our school

interview after 17 July or a

ekend

3 My
months fast summer
41

work outside.

working in a restaurant for two

ting bec:

the position of

receptionist

7 Read the advert and some sentences from different
candidatas. Ara tha paople right (R) or wrang (W)
for the job?

*  WILD WEST

Do you love out _
\We need friendly, outgoing young people with lats of energy
and some knowledge of English.
You must know how to swim.
v Experience with children
| and k led

ge of first aid an age.

HAVE A GREAT SUMMER, IMPROVE YOUR ENGLISH AND
| EARN SOME MONEY AT THE SAME TIME!

Please apply to Ross Field, ross@wwsc.net.

nd I'm very fit

6 | haven’t worked with children before, but | think
I'd be good at it

7 I'm good at planning things, although I'm a bit
shy vath people

ny
Y

se | would like to

candidate for the job because |

[v]

[

Writing task

You have seen the advertisement in Exercise 7 in
the International Student Times and want to apply
for the job. Write a letter of application for the
job.
A Write your letter in 80-130 words. Include these
points,
» Say where you saw the advertisernent.
* Say what you are doing now and give reasons why
you are interested in the job
* Mention your CV and any relevant work experience
» Say when you are available for an interview.
B Use the ideas in the WRITING FOCUS and the
model to help you.

C Check.
v Have you mentioned all the points in the question?

v Have you used the correct opening and closing for

Focus: A Product Approach to Writing



Practice Makes
Perfect...




Z POLSKIE PIEROGARNIE

hand-made dumplings since 1913
pierogi lepimy recznie od 1913 roku

Tyskie beczkowe
keg beer

piérogi podé)n\aiane podajemy na goracych patelniach
a migsa i nalesniki na rozgrzanych zeliwach

@ Pearson
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Thank You
- and Happy
Teaching

robdeantraining@gmail.com



