Activity 1

1. When writing an academic essay or report, how do you structure a body paragraph? What should you be sure to include?
2. What is a topic sentence? How many ideas should it contain?
3. When writing a cover letter, what topics should you include? How would you organise these ideas?

Activity 2 

Which paragraph is better written? Why? What are the differences between the two? 

With experience across various fields, I believe I can contribute effectively. I graduated from Edinburgh University with a degree in Business Administration. My education provided a strong foundation in marketing principles. I've also completed professional development courses in project management and digital marketing. I'm a hard worker, always open to learning. In past roles, I've shown adaptability and handled challenges well. My creativity and innovative thinking could offer a fresh perspective to your team. With experience in customer service and sales, I've developed strong interpersonal skills. Additionally, I'm proficient in data analysis and report generation, enhancing my ability to make informed decisions. 

In my previous role as a Marketing Specialist at Little, Brown Company, I honed my skills in digital marketing and campaign management. For instance, leveraging my expertise in SEO optimization and content creation, I successfully increased website traffic by 30% within six months. This involved implementing targeted keyword strategies and optimizing website content, which resulted in higher search engine rankings and increased organic traffic. Additionally, my strong analytical skills enabled me to track campaign performance and identify areas for improvement, leading to a 20% increase in lead generation. Moreover, my ability to collaborate cross-functionally with the sales team resulted in a streamlined lead nurturing process, ultimately boosting conversion rates by 15%. With a proven track record of driving results and a passion for innovative marketing strategies, I am eager to bring my talents to your team at Papadakis Company, where I can contribute to achieving your marketing objectives and driving business growth.

Activity 3
What is the ‘good’ paragraph about? How do you know?
Find three examples of linking language and underline/highlight/italicise them. What does each linking/signposting word do?
Are there any examples given? What are they?
Activity 4

In writing, we use structuring acronyms such as TEEL or PEEL to ensure paragraphs stay on topic and include the necessary components. This can be used for essays or reports or cover letters-even emails! Really most forms of semi-formal to formal writing use them. What do you think the TEEL stands for?
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Activity 5
Can you identify each part of TEEL in this paragraph? Highlight each in a different colour

My extensive experience in project management positions me as a valuable asset to your team at Papadakis Company. Over the past five years, I have led numerous projects from conception to completion in various industries, including technology and healthcare. For example, in my previous role as a Project Manager at Bloomsbury Corporation, I successfully managed a complex software implementation project, coordinating with cross-functional teams to ensure timely delivery and adherence to budget constraints. Additionally, I spearheaded a process improvement initiative that resulted in a 25% reduction in project delivery time and a 15% increase in client satisfaction ratings. With a proven track record of delivering projects on time and within budget, I am confident in my ability to contribute to the success of your team at Papadakis Company.

Activity 6
Look at a paragraph you have written within the last few months for UWTSD or for an application. Does it follow TEEL? Does it include linking language? Does it include signposting language? How many topics does it include? Edit it according to what you have learnt today. If you do not have a paragraph to look at, then plan one for your assessment using TEEL.
