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Paragraph Writing

1. Read the paragraph below and identify the parts of the TEEL structure.

Paragraph
[  T  ] Using data to make business decisions improves efficiency and reduces risk. Many businesses now analyse data to guide pricing, stock levels, and planning. [  E  ] Research from McKinsey Global Institute (2017) found that data-driven organisations are significantly more likely to acquire customers and be profitable than those that rely on intuition. [ E ] This shows that using data can directly improve business performance.              [ L ] It is not just about collecting information. [   T ] Additionally, businesses must also use the data to make informed decisions. [  E  ] For example, data can highlight which products are selling well and which are not. [ E  ] This allows managers to adjust quickly and reduce waste. Over time, these small decisions can lead to higher profits and better use of resources. [ L ] Overall, using data supports more accurate and effective business decision making.

2. Locate the linking words in the previous paragraph and underline or highlight them. Then, provide the answers for each section below.

	Device
	Purpose

	Additionally
	To present a new related idea or transition smoothly to the next part of the discussion.

	Also
	To add further details and emphasize how it connects to the previous idea

	For example
	To give a concrete example or a particular case that illustrates the topic being discussed

	Overall
	To show that the text is ending by summarizing the key points into a final thought.



3. Answer the multiple-choice questions below.


I. Choose the strongest topic sentence from the options below.

A) Time management is important.
B) Time management is important because it helps people organise their work.
C) Time management is important because it helps employees prioritise tasks, meet deadlines, and reduce workplace stress, leading to higher productivity.
Justification: Introduce a clear, specific point with a precise scope to show exactly which ideas will be developed throughout the paragraph
II. Choose the strongest explanation sentence
Topic Sentence:	
 Good teamwork is important in the workplace because it helps employees achieve shared goals efficiently.
Which is the best explanation?
A) Teamwork happens in many workplaces.
B) When employees collaborate effectively, they can share ideas, solve problems faster, and support each other’s strengths.
 C) Some people prefer to work alone.
Justification: This sentence clarifies the main idea by exploring the concept of successful teamwork and its specific advantages.
III.  Choose the strongest evidence/example
Topic Sentence:
 Workplace training is essential because it helps employees improve their skills and performance.
Explanation:
 When employees receive proper training, they become more confident and capable in their roles.
Which is the best evidence/example?
A) Training is something companies often provide.
B) A study by LinkedIn (2023) found that 94% of employees said they would stay longer at a company that invests in their learning.
C) Employees go to work every day.
Justification: Include concrete facts from a reliable source (LinkedIn, 2023) and clear statistics that directly support the main argument.
IV.  Choose the best linking sentence
Topic Sentence: 	
 	Flexible working hours can improve employee satisfaction and productivity.
Explanation + Evidence:	
 When employees can manage their own schedules, they are better able to balance work and personal responsibilities. For example, many companies report increased performance after introducing flexible working policies.
Which is the best linking sentence?
A) Flexible working is becoming more common.
B) Employees like flexibility. 
C) Overall, flexible working hours contribute to a more productive and satisfied workforce.
Justification: This part uses a proper closing connector (Overall) and successfully summarizes the core message, linking it back to the opening sentence.
4. DRAFF - Motivation and its importance in the workplace.

[ T] Workplace motivation is the fundamental engine that drives the success and sustainable productivity of any modern organization. [ E ] When employees feel genuinely valued and find a deep purpose in their daily tasks, their commitment to the company increases significantly, transforming the work environment into a highly innovative space. [ E ]For instance, implementing personalized recognition programs, flexible schedules, and clear professional growth opportunities leads to a measurable increase in daily performance and drastically reduces staff turnover rates. These tangible and intangible incentives clearly demonstrate that companies investing strategically in their team's emotional well-being and development achieve much more ambitious business goals.  [ L ] In conclusion, fostering a highly motivating environment should not be considered a secondary or dispensable expense, but rather a vital corporate investment that is essential for achieving operational excellence and market leadership today.
[image: ]



5. Motivation and its importance in the workplace
[ T ] Workplace motivation is the most important engine for the success and productivity of any modern company. [ E ] When employees feel valued and find a real purpose in their daily tasks, they become much more committed. This changes the office into a very creative space.
[ E ] To prove this with real facts, a famous global study by the research company Gallup shows that highly motivated teams achieve a 23% increase in profitability. They also show an 81% reduction in absenteeism, which means workers miss much fewer days of work. Additionally, researchers from the University of Oxford discovered that happy employees are 13% more productive than unhappy ones.
[ L ] In conclusion, creating a highly motivating environment is not a secondary or waste expense. It is a vital corporate investment that is necessary to reach excellence because it boosts employee productivity, improves teamwork, and helps businesses keep their best talent.
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