3 | Prifysgol Cymru
| ‘ Y Drindod Dewi Sant
\ ' University of Wales

.~ Trinity Saint David 1822 - 2022

International Hotel Management
Academic Writing Basics

Man Geni Addysg Uwch yng Nghymru
Where Higher Education Began in Wales

www.uwtsd.ac.uk



Content and Grammar

Write in the third person as if writing a newspaper article,
except when you are writing a personal reflective account.

Provide a short(!) introduction saying what you are going to
talk about (required) and a conclusion (if it seems relevant
and appropriate).
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Content and Grammar

Use correct punctuation and don’t have endless sentences
which are essentially a collection of phrases separated by
commas.

Use ‘conjunctions’ (joining words) such as ‘and, but, also,
because, so’ instead of too many commas and consider using
shorter sentences when appropriate.
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Content and Grammar

Take care when using proper nouns (names of people, places

or things). Use Capitals and spell Company and Product names
correctly.

Examples include Apple, iPad, iPhone, Microsoft, Amazon,
eBay etc.

(This also includes local businesses and places of course).

Do not write in the ‘chatty’ familiar tone and language that
you would use with friends. There is no need to be too formal
and ‘stiff’ in your tone though.
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Content and Grammar

Past Tense
Right
|/You/We/He/She/They did some research
|/You/We/They have done some research
He/She has done some research V

|/He/She was going out for dinner
We/You/They were going out for dinner

Wrong

|/We/He/She/They done some research x
We/You was going out for dinner
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Content and Grammar

Think of your assignment (if asked for a report) as a
professional business report that you would produce for your
Manager and use an appropriate tone and language. Even if
asked to produce an essay, similar professional standards
apply.

You will learn more about this during the course.

Avoid offering a personal opinion unless specifically requested
to do so.

Try to remain detached and impartial in your writing, providing

evidence of different viewpoints if relevant to the assignment
brief.

Ensure you proofread your final submission for ‘readability’.
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Content and Grammar

Students often have a tendency to begin well but become
more rushed towards the end and some sentences either
don’t make sense or appear disjointed when read over again.

Have you used the same adjectives too many times in one
paragraph, for example?

Avoid using words such as ‘great’ as a positive adjective.
Substitute this with good, excellent, useful, helpful etc.
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Content and Grammar

Read your sentences aloud to yourself.

> Do they make sense?

> Have you repeated yourself?

> Does it sound interesting?

> Would you enjoy reading this assignment yourself?
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Punctuation
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Apostrophes

An apostrophe denotes possession

(belonging to) so only use an apostrophe
if you are talking about possession, as in
the following examples:

* The boy’s dog barked
e The teacher’s book
e One week’s experience




Apostrophes

Plurals (more than one) DO NOT
NEED Apostrophes!!

Two Coffee’s X WRONG

(this is actually saying something belongs to the
two coffees!)

Two Coffees V' CORRECT
100’s of Free CD’s X  WRONG
100s of Free CDs  / CORRECT




	Slide 1:   International Hotel Management Academic Writing Basics  
	Slide 2: Content and Grammar
	Slide 3: Content and Grammar
	Slide 4: Content and Grammar
	Slide 5: Content and Grammar Past Tense
	Slide 6: Content and Grammar
	Slide 7: Content and Grammar
	Slide 8: Content and Grammar
	Slide 9: Punctuation
	Slide 10: Apostrophes
	Slide 11: Apostrophes

