
Contents 

Introduction 1 

How to Use This Book 3 

Part 1 - General Writing 5 

1. Style 7 

2. Simplicity 10 

2.1 Why Complicate Life? 10 

2.2 How to Keep It Simple 11 

3. Planning 13 

3.1 What's the Purpose of Your Writing? 13 

3.2 Who Are You Writing For? 14 

3.3 What Structure Will You Use? 15 

3.4 What Style Will You Use? 15 

3.5 How Will You Conclude? 16 

4. Structure 17 

4.1 Breaking Writing Down 18 

4.2 Presenting Information at the Right Time 19 

4.3 Repeating Information 20 

5. Building Sentences 21 

5.1 Starting Sentences 22 

5.2 Rearranging Clauses 25 

5.3 Parenthetical Information 26 

6. Paragraphs 27 



Advanced Writing Skills for Students of English _ 

6.1 Paragraph Length 27 

6.2 Paragraph Structure 28 

6.3 Formatting Paragraphs 31 

6.4 Connecting Paragraphs 31 

7. Vocabulary 32 

7.1 Using Advanced Words 32 

7.2 Specialist Vocabulary 34 

7.3 Synonyms 36 

7.4 Avoiding Repetition 39 

7.5 Regional Variations 42 

8. Descriptions and Details 44 

8.1 Using Describing Words Carefully 44 

8.2 Positioning Describing Words 46 

9. Spelling 49 

9.1 General Spelling Rules 49 

9.2 Spelling from Sound 55 

9.3 Regional Spelling Variations 59 

9.4 Tips for Spelling 64 

10. Perspective 65 

10.1 First Person 65 

10.2 Second Person 66 

10.3 Third Person 66 

10.4 Non-fiction Perspectives 67 

10.5 Fiction Perspectives 69 

11. Choice of Tense 75 

11.1 The Past 75 

11.2 The Present 75 

i i  



11.3 The Future 77 

11.4 Choosing the Best Tense 77 

12. Passive and Active Writing 79 

12.1 When to Use the Passive Voice 79 

12.2 Avoiding the Passive Voice 81 

13. Formal Language 84 

13.1 The Passive Voice in Formal Language 84 

13.2 Formal Vocabulary 85 

13.3 Salutations and Valedictions 86 

13.4 The Right Level of Formality 89 

14. Emphasis 90 

14.1 Punctuation and Formatting 90 

14.2 Structural Emphasis 93 

14.3 Rearranging Sentences 96 

14.4 Repetition for Emphasis 97 

14.5 Other Emphasis Techniques 99 

15. Punctuation 100 

15.1 Apostrophes 100 

15.2 Commas 102 

15.3 Ending Sentences 111 

15.4 Semi-Colons Ill 

15.5 Quotations 111 

15.6 Capital Letters 113 

16. Numbers and Dates 115 

16.1 Date Formats 116 

17. Bolder Writing 119 

17.1 Becoming More Engaging 121 

i i i  



Advanced Writing Skills for Students of English 

18. Offensive Language 124 

18.1 Swear Words 124 

18.2 Gendered Language 125 

18.3 Racial Slurs 126 

18.4 Disabilities and More 127 

19. Editing 128 

19.1 Clarity 129 

19.2 Correctness 132 

19.3 Consistency 136 

20. Practice 137 

20.1 Tips for Faster Writing 138 

20.2 Bending the Rules 139 

Part 2 - Practical Areas of "Writing 141 

How to Use This Section 142 

21. Academic Writing 143 

22. Profiles 146 

23. Exam Essays 148 

24. Journalism 152 

25. Online Articles 155 

26. Headlines and Titles 159 

27. Business Writing 163 

27.1 Business Vocabulary 164 

28. Copywriting 167 

29. Cover Letters 169 

29.1 The Tone of a Cover Letter 172 

iv  



30. Emails 173 

30.1 Opening and Closingan Email 173 

30.2 Email Subject Lines 174 

31. Storytelling 176 

31.1 Show Don't Tell 177 

31.2 Genres in Fiction 178 

32. Social Media and Texts 183 

Afterword 185 

Recommended Reading 186 

v 


