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Writing Task and Activities 

  

  

Writing Task 

  

During the past few weeks, you have read about different 

aspects of career and college life, done some reflection and 

writing about your own goals and plans, and participated in 

research about your personal vision for the future. The final 

expression of all this reading, research, and writing will be 

the development of a letter or essay you will use to apply 
for acceptance into the community you wish to enter. 

  

------------------------------------------------------------ 

If you believe you are more inclined to pursue a career or 

enter the work force, write a “letter of introduction” to the 

work community or job that you wish to pursue. 

  

OR 

  

If you plan on entering college, write a personal essay for 

your college application. 

------------------------------------------------------------ 

  

Remember, the final letter or essay needs to be around 1,000 

words, typed, proofread, and ready to send out to either a 

school or employer. 

  

Consider the following questions as you begin to plan your 

writing. 

● What do you think is your job in this assignment? 

● What do you think may be most difficult about writing 

this piece? 

●  Who is the audience for this writing? 
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Activity 1: Getting Ready to Read 
For the last few years of your life, high school has made several demands on 

your time and energy. Many people—teachers, family, school figures, and 

others—have worked hard preparing you for life after high school; and while you 

may or may not have devoted as much time and attention as you would like to 

life after high school, the fact is that this stage of your life is drawing to 

a close and you are confronted with the age old question: What’s next for me? 

  

Life after high school can take many forms—some of you may be preparing for 

college, and others may be preparing for work of another kind. Regardless of 

your readiness as a student and an individual, thinking about how ready you are 

to enter the next stage of your life and making a few decisions about how to 

get started on that path are important tasks that support your potential 

successes. This module invites you to do just that—figure out what it is you 

want to do next, consider how well prepared you are for the next stage of your 

life, and then begin to develop plans for making the transition into life after 

high school. 

  

During the next few weeks, you will be looking into your past experiences, 

figuring out where you excel and where you need more preparation, and then 
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putting together a portfolio that will represent the work you have done to 

identify, assess, and then express your goals, plans, and readiness for 
whatever avenue of life you intend to pursue. The final expression of your 

research will be the development of one or two pieces of writing. 

  

If you believe you are more inclined to pursue a career or enter the workforce, 

write a “letter of introduction” to the work community or job that you wish to 

pursue—OR--if you plan on entering college, write a personal essay for a 

college application. 

  

At the end of this module, you will have read about different aspects of career 

and college life, done some reflection and writing about your own goals and 

plans, and participated in research about your personal vision for the future. 

These activities will be documented in your portfolio, and the information you 
generate during these activities will help you as you compose the final text 

for the module—a letter of introduction for work or a personal application 

essay for college. 

  

Your portfolio will include the following items: 

  

● A collection of shorter writings you develop to help you generate ideas, 
think about your ideas, and finally make decisions about— or evaluate—the 

ideas you have 

 

● Frequently Asked Questions (FAQs) in which you provide answers to 
important questions regarding your application for a school or career 

opportunity 

 

● Your letter of introduction for work or a personal application essay for 
college 

  

Work in this module provides guidance and support as you investigate not just 

your own hopes for the next few years but also the requirements schools and 

workplaces will put on you as you enter the next stage of your life. 

  

  

Activity 2: Activating Prior Knowledge 
In this activity, you are using writing to collect ideas. In a way, you are 

taking inventory of your general thoughts about your future. Respond to the 

questions below. Write in your packet. If you need more room, use binder paper. 

  

1.  If you are going to college, why did you make this decision, and where will 
you go?  What do you want to get from your college experience? 
  

  

  

  

  

  

  

2.  If you are going into the work world or the military, why are you choosing 
that option?  What do you want to get from working or entering the military or 
any other career you might be considering? 



  

  

  

 

  

  

  

  

Now, reread what you have written for the question(s) above and begin to list 

reasons why you are ready for the next stage of your life, or list questions 

regarding what you need to know about your plans. 

  

REASONS & QUESTIONS: 

  

  

  

  

  

 

  

  

  

Activity 3: Exploring Key Concepts 
Words are more than lists to memorize for a test; they are concepts, the ideas 

that allow us to distinguish ourselves from one another. Some of us feel 

“courageous,” others feel “cautious,” and yet others may feel “indifferent” or 

“unconcerned.” The tasks here are: 

  

(1) to find the words that best match ideas about who you think you are at 

this stage of your life;  

  

(2) to begin to unpack these words for the information they provide about your 

attitudes and assumptions, skills and abilities, plans and goals; and 

  

(3) to find out how others perceive you by getting their input on the words 

you chose to describe you. 

  

The more language you have to describe yourself and what you are bringing to 

the next stage of your life, the more opportunities you have to represent 

yourself accurately.  

 

Step 1: With a partner, read through the “Character Traits Chart” (on the next 
page) and define any of the words you don’t know. Please note that this is a 
brief list, and certainly not an exhaustive list, of words which will help you 

name the values and abilities you are bringing to the next stage of your life. 

 

Step 2: Now that you know the meanings of the words, identify 10 words from the 
chart that best fit your sense of self.  Write them down in the margin or on a 

separate sheet of paper. 

  

CHARACTER TRAITS CHART 



ambitious 

adventurous 

analytical 

angry 

appreciative 

artistic 

arrogant 

boorish 

charismatic 

complicated 

crafty 

curious 

dependable 

determined 

dutiful 

disciplined 

respectful 

responsible 

scientific 

self-aware 

critical 

self-reliant 

self-starter 

selfish 

serious 

shallow 

shy  

conscientious 

compassionate 

conceited 

enterprising 

enthusiastic 

family person 

fearful 

goal-setter 

habitual 

hungry 

impatient 

 empathetic 

introspective 

incompatible 

inarticulate 

indispensable 

influential 

inquisitive 

intellectual 

humorous 

tenacious 

talkative 

trustworthy 

truthful 

underachiever 

valiant 

warrior 

impulsive 

worrier 

leader 

light-hearted 

 level-headed 

mindful 

motivated 

optimistic 

organized 

outgoing 

passionate 

patient 

persuasive 

pessimistic 

procrastinator 

realistic 

dreamer 

logical  

vivacious  

cynical 

corrupt 

fair and just 

  

Step 3: Now list the 10 most important and accurate words/traits in terms of 
describing who you are right now. Use the right column to explain/justify WHY 

each word/trait best describes you right now. 

  

MOST IMPORTANT AND 

ACCURATE TRAITS 

EXPLAIN/JUSTIFY WHY THIS TRAIT IS IMPORTANT and ACCURATE 

1.  

2.  

3.  

4.  

5.  

6.  

7.  

8.  

9.  

10.  

  

Activity 4: Making Predictions and Asking Questions 



Now, take some time to write about your word choices from the prior activity. 

Writing during this activity should help you consider the significance of the 

words you chose by asking questions and then making predictions about what you 

will need to do to best represent yourself in your letter of introduction or 

your application essay. Write your answers here, and use binder paper if you 

need more space. 

  

● Why did you rank them as you did? Was the ranking process easy? 

Difficult? Tedious? Discuss. 

 

 

 

● What do your words tell you about your opinion of yourself in terms of 

readiness for work or college? 

 

 

 

●  What would someone who knows you well think of the words you chose? 

Explain. 

 

 

 

 

 

● Predict what you might need to learn more about in order to achieve your 

goals. In other words, what words/traits NEED to be on your list that 

aren’t? 

 

 

 

 

 

● Predict how well your words/traits will work for you as you move into the 

next stage of your life. For example, if one of your words is “stubborn,” 

write about how that concept may work for you or against you as you 
consider your future. The more you reflect on the significance of the 

words you choose to identify yourself, the more information you will have 

as you build your final portfolio. 

  

 

 

 

 

  

Activity 5: Understanding Key Vocabulary  
As homework, discuss your 10 words/traits with someone you trust, and ask them 

about the words you have chosen. As they talk about your words, take note of 

their comments by letting them talk for a while and then writing down the gist 

of what they say. For example, if someone says that your selection of 

“trustworthy” as a key word is good, but that there are times that you may not 

be so trustworthy, don’t argue—just listen. Then write down the gist of their 

point—what they are saying, not what you are thinking. 

  



Your job is to try to capture their thinking and extend your understanding of 

the word you have selected as representing your values, beliefs, or goals. This 

information may become a useful chunk of writing for your final letter or 

essay. 

  

Remember: It is difficult to represent yourself well if you don’t have a 

fairly solid sense of who you are or what you believe about yourself. 

  

Capture at least three reactions from what someone else said about your words, 

and bring them to class tomorrow. 

  

 

Text #1: 

“Want to Succeed in College? Learn to Fail” by Angel Perez 

   

Activity 6: Surveying the Text 
Before we read Angel Pérez’s article, take a little time to preview it by 

responding to the following questions: 

  

1.  Look at the title, and make predictions about what you think will be Pérez’s 
message. Write your 1-2 sentence prediction here. 

 

 

  

2.  Take a look at the length of the article, and decide if your predictions can 
be fulfilled in this length of the article—752 words. 

  

 

 

3.  Skim through the first two paragraphs, and read the final paragraph. Once you 
have done that, can you add anything to your predictions about Pérez’s message? 

 

 

 

  

Activity 7: Reading with the Grain  
We are always reading to gather information for our writing but sometimes we 

read to extend our thinking. Just as you did when you shared your key words 

with another person to get more information for your writing, you are using 
reading as a stimulus for more thought. Good reading should cause you to 

consider ideas or perspectives that you may not have considered on your own. 

  

That will be the case when we are “playing the believing game” to understand 

the specific advice Pérez offers about how to represent ourselves to an 

audience. As you read, underline (or put a check next to) the best advice 
Pérez gives about how to represent yourself, believing that the advice he 

gives is good advice. During the first read, simply mark the ideas or sentences 
where you think Pérez is giving advice you can use as you consider the best way 

to represent yourself to the community you want to enter. 

  



After reading the essay the first time, go back through it again and choose 

three of the sentences you marked. Copy them down on the left side of the 

dialectical journal provided below. Once you copy the sentence in the left-hand 

box, write for a few minutes on the right side about what the quote made you 

think about or why you chose the quote. Be prepared to discuss. 

  

DIALECTICAL JOURNAL 

Advice Pérez gives about how 

we represent ourselves to others 

 What his comments make me think,  
and why? 

    

 

 

 

 

 

    

 

 

 

 

 

    

 

 

 

 

 

  

Activity 8: Responding to Pérez  
After you have filled out the dialectical journal, write a one-paragraph 

description of an event or moment when you were less than perfect and explain 

to the reader what your response to that moment says about your character, 

values, or potential as an employee or student. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Text #2: 



“Hidden Intellectualism” by Gerald Graff 

   

Activity 9: Getting Ready to Read and Exploring Key Concepts  
1.  Take out a sheet of paper, and write down three people you feel are 
intellectuals. 

  

2.  In groups of three or four, share your list and choose three from the 
combined list that all of you can agree are intellectuals. 

  

3.      After a class discussion, write down your definition of an intellectual. 
  

4.  Your teacher will now pass out three quotations about intellectuals. Select 
the quote that best matches your definition of an intellectual. 

  

5.  Why did you select this quote? Share your answer in your group or as part of 
a class discussion. 

  

Activity 10: Understanding Key Vocabulary  
Understanding selected key vocabulary BEFORE we read is crucial to the concepts 

of the text and then applying that understanding as you read is an important 

strategy for all successful readers. Knowledge of word meanings can 
significantly shape how well you read a text and comprehend the writer’s 

message as well as the arguments the writer makes in support of that message. 

  

The list of words and phrases below should support reading comprehension by 

allowing you to address unfamiliar or difficult concepts prior to reading the 

text. This list features several key ideas, difficult phrases, or challenging 

words that may present some obstacles to you as you read. 

  

Working in groups, predict what you all think each word you are assigned may 

mean before you go to the paragraph where you will find the word or phrase. As 
a group, complete the following: 

  

1.      Predict the meaning of the word or phrase by discussing what you all believe 
it may mean. 

  

2.  Once you have predicted a possible meaning for the word or phrase, go to the 
paragraph listed and find the word or phrase. 

  

3.  Once you find the word or phrase, read the sentences or section that 
surrounds the word and see if you can figure out the meaning of the word or 

phrase as it is used in context. 

  

4.  Then look at the function of the word or phrase (what it is doing in the 
section where it is used). See if you can add to your understanding of the word 

or phrase. 

  

5.  Finally, if needed, use a dictionary or other resource to finalize your 
understanding of the word or phrase. The dictionary definition you select for 

the word should match the context for the use of the word or phrase in the 

passage where it is located. 



6.  After you have filled out your part of the vocabulary worksheet, prepare to 
inform the rest of the class about the meaning of the words or phrases you have 

been assigned. 

  

Your job is to come away from this work with a sense of what others need to 

know about the words or phrases your group is looking into and how these words 

relate to what you think Graff might be saying about “intellectualism.” 

  

 

  

The word or phrase Our prediction Its meaning in 

the essay 

Group 1 

educational depth and weight (¶3) 

 

retrospect (¶8) 

 

interminable (¶9) 

 

to exploit its game-like element and turn it 

into arresting public spectacle (¶12) 

 

domain (¶16) 

    

Group 2 

cogitations (¶3) 

 

it’s more complicated (¶8) 

 

philistine (¶9)  

 

intellectual thirst (¶11)  

 

school culture (¶11) 

    

Group 3 

life of the mind (¶2) 

 

anti-intellectualism (¶5)  

 

negotiating this class boundary (¶6) 

 

public argument culture that transcended 

the personal (¶12) 

 

a sociologically acute analysis on an issue 

(¶18) 

    



Group 4 

book smart (¶6)  

 

egghead world (¶9)  

 

propose a generalization (¶10) 

 

analysis (¶11) 

 

literacy training (¶16) 

    

Group 5  

inarticulate (¶7)  

 

ambivalent (¶8)  

 

Adlai over Ike (¶8)  

 

rudiments of the intellectual life (¶10)  

 

school culture (¶11) 

    

Group 6 

the trouble with this assumption (¶3) 

 

grist for their mill (¶3)  

 

the intellectual bit (¶8)  

 

invidious (¶14) 

 

see those interests through academic eyes 

(¶16) 

    

  

  

Activity 11: Reading for Understanding—Stop and Respond  
Gerald Graff’s essay “Hidden Intellectualism” poses questions about the way we 

see “intellect” in and outside of school. In this essay, Graff argues that a 

student’s intelligence may be “hidden” when viewed only from the perspective of 

school learning. He prompts all of us to look again at the intellectual 

abilities we possess, even if a person is not so proficient at school learning. 

  

As you and your classmates read this essay together, your teacher will stop at 

various points and ask you to respond, not by talking but by writing on a 

separate sheet of paper. You will be given a few minutes to write down whatever 

thoughts you have—questions, observations, ideas, comments, stories, things the 

text reminds you of, whatever comes to mind as you read 

  

Allowing yourself to actively respond to the text is important— thinking about 

what it means and how you are responding. Once you have had a few minutes to 

write a response to the reading, you will discuss what you have written with 



the class. This discussion will give you the opportunity to say what you are 

thinking about the reading. 

  

Don’t wait for your teacher to answer or respond to what you have to say. He or 

she is simply reading the essay and providing you with places to stop, write, 

and then discuss the reading. The more you say about the reading, the deeper 

your understanding of what Graff has to say and how this work relates to your 

own writing project will be. 

  

You will repeat this process several times during the reading. At the end of 

your reading, you will discuss with the class what you have discovered and how 

the text relates to your thinking about the next stage of your life. 

  

If you do this with an open mind about making sense of the text, your writing 

should provide plenty of information for you to use in the development of your 

letter of introduction or your college application essay at the end of this 

module. 

  

 

 

Activity 12: Thinking Critically  
In response to Pérez’s and Graff’s essays—as well as your list of key concepts 

and key vocabulary—write three separate “idea chunks” that respond to these 

thoughts. Idea chunks are short pieces of writing, maybe one to three 

paragraphs long, that attempt to capture an idea you have, find some support 

for that idea, and explain the importance of the idea. These are not essays; 

you are still writing to figure out what you are thinking. In this activity, 

you are primarily making connections between what Pérez and Graff have written 

and aspects of your own life and experience. 

  

Idea chunks are just that—chunks of ideas that you are trying out for the 

purpose of using in your writing. The more you write about the idea you have 

chosen, the easier it will be to understand and explain its significance. Push 

yourself to be as specific as you can be. 

  

 

 

Activity 13: Summarizing and Responding  
Without really worrying about how well you spell or whether you are making 

complete sense, write a letter to a trusted person about how well you are—or 

are not—prepared for the next stage of your life. 

  

 

Texts #3 through #6: 

“10 Rules for Going to College When Nobody Really Expected You To” by Joe 

Rodriguez 

“Not Going to College is a Viable Option” by Lawrence B. Schlack  

“Why Go to College?” from EveryCircle.com 

“The 10 Most Common Excuses for Not Going to College and Why They’re All 

Wrong” from University of North Texas 

 



Activity 14: Surveying the Text  
The class will be reading four essays that address decisions about whether to 

start working or go to college. You will be assigned one text to read, analyze, 
and then summarize for its relevant information. In preparation for reading, 

survey the text and then make predictions about its value in terms of the 

usefulness of the information it provides. 

 

● What kind of information do you think the article will provide? 

 

● What value do you think the article will have in relation to your own 

research needs? 

 

● What do you think is the purpose of the article? 

 

● Who do you think is the intended audience for the article? 

 

●  What do you think the writer wants you to do or believe? 

   

 

 

Activity 15: Reading for Understanding  
As we have discussed, the activities in this stage of the module signal a shift 

in focus and emphasis in the module.  Our work is moving away from the kind of 

self-assessing, identification, and generative qualities of the first part of 

the module to a more research driven focus—a focus that requires you to 

continue to gather information about your plans and draw conclusions about your 

own readiness for life after high school as it also emphasizes learning about 

the requirements, processes, and expectations of work or college communities. 

  

In short, this segment exposes you to the social requirements you will 

encounter as you move to the next stage of your life. You are going to begin 

your investigation into these questions by taking part in a jigsaw activity. As 

a class, we will be reading four documents that provide information and 

opinions about both going to college and entering the workforce. You will break 

into groups of five or less, read the document you have been assigned, and 

prepare a report for the class that delivers the following: 

  

● A brief summary of the document’s argument 

● Important quotes or information the writer provides 

● An explanation of what you think is important about the document. 

  

Once you have completed your reading and discussion of the text, be prepared to 

present your information about the article to your class. 

  

 

 

Activity 16: Summarizing and Responding  
After all groups report their findings, spend some time writing about whether 

it is best to go to college right away or move into work. This should generate 

some comments about what you are carrying away from the discussion and how it 

relates to your sense of what you want to do next. 

  

 



Texts #7 & #8: 

“Web Site Resources” by Rick Hansen 

“FAQ Guide for College or Work” by Rick Hansen 

  

  

Activity 17: Making Predictions and Asking Questions 
Read “Web Site Resources,” and generate questions you believe can be answered 

by a Web site. Now consider which sites seem like they may provide information 

about some of the questions you have raised and list them in your notes, or 

mark them on the “Web Site Resources” handout. 

 

   

Activity 18: Considering the Structure of a Web Site 
Your teacher will be demonstrating effective searches on web sites of interest            

for career or college information. You will be doing your own search for your              

paper, so take notes on: 

 

● The process of an effective search 

 

 

● Staying organized 

 

 

● Finding relevant information 

 

 

● Skills and strategies that support effective searches 

 

  

Activity 19: Reading for Understanding and Collecting 
Information  

Review the “FAQ Guide for College or Work,” and select four topics for 

research. 

  

Now select sites that seem to offer the best chance of providing the 

information you need. As you research questions or issues that are important to 

you, the personal FAQ you develop will help you know as much as you can about 

getting the job you want or getting into the college you want. 

  

 

Activity 20: Summarizing Research Findings 
In this activity, you will be writing a personal FAQ for your portfolio. The 

FAQs will be fairly simple. You will list at least 10 questions about your 

college or career choice and provide simple answers to the questions. We are 

also going to read one another’s FAQs. So you will need to make your answers to 
your questions accurate, helpful, clear, and concise. Remember, FAQs are 

resources that help people understand problems and gather information that 

helps solve problems. 

 

  

Example FAQ 



  

When is the deadline for applying for the CSU? 

  

➢ All CSUs have the same application deadline for freshman. For the fall 

term, the application deadline is_____________. 

➢ Go to csumentor.edu for up-to-date information. 

  

How much money will I make if I want to be an auto mechanic? 

  

➢ In 2011, the average salary for an auto mechanic was $43,050.00, but that 

was not what new mechanics made. The starting salary was around $23,000 

for full-time work. As far as getting a job is concerned, it looks like 

the next year will bring about 530 job openings due to growth and about 

1,440 replacement jobs. 

  

Once you have finished writing your FAQ, you will need to bring two copies to 

class. In our next class, we are going to do a “read-around,” in which we read 

one another’s FAQs. You will need to bring a hard copy to class. Make sure 

whatever you bring is legible and ready for someone else to read. 

  

  

Activity 21: Reflecting by Reading One Another’s Findings  
We will circulate the FAQs through class, so you will have the opportunity to 

read what others have discovered about entering the work world or college. 
During the read around, keep a separate sheet of paper handy to write down any 

helpful information you find on someone else’s FAQ. Also, write down the name 

of the writer so you can meet with him or her later to see if he or she has 
more information you might find useful. 

  

  

Activity 22: Considering the Writing Task  
During the past few weeks, you have read about different aspects of career and 

college life, done some reflection and writing about your own goals and plans, 

and participated in research about your personal vision for the future. The 

final expression of all this reading, research, and writing will be the 

development of a letter or essay you will use to apply for acceptance into the 
community you wish to enter. 

  

If you believe you are more inclined to pursue a career or enter the 

workforce, write a “letter of introduction” to the work community or job that 

you wish to pursue, OR if you plan on entering college, write a personal essay 

for your college application. 

  

Remember the final letter or essay needs to be around 1,000 words, typed, 
proofread, and ready to send out to either a school or employer. 

  

Consider the following questions as you begin to plan your writing. 

1.  What do you think is your job in this assignment?  
2.  What do you think may be most difficult about writing this piece?  
3.   Who is the audience for this writing? 
  

Activity 23: Taking a Stance by Considering Elements of the 
Rhetorical Framework 



 

 PURPOSE: Identifying the purpose of your writing means that you are able to 
say what you are trying to do to an audience through your writing. What effect 

do you want your writing to have on the reader? 

  

Here are some questions you can use to figure out your purpose: 

➔ What are you trying to accomplish in this essay? 

➔ What do you want your readers to experience when they read your essay? 

➔  What do you want this audience to understand as a result of reading your 

writing? 

  

Here is some important information to remember about purpose:  

➔ Sometimes purpose isn’t clear until after you have done some writing. 

➔ Purpose is always related to your sense of audience. 

➔ Sometimes analyzing audience in detail helps you figure out purpose. 

➔ Sometimes writing about purpose before you draft your response can help 

you find a thesis, or a structure, or a plan. 

➔ Your sense of purpose can change as you move toward your final draft and 

understand more about what you are writing. 

  

 

 AUDIENCE: Identifying and analyzing audience help you develop a clearer 
understanding of your purpose. Your knowledge about your audience functions as 

an important guide for you when you are trying to decide what to put in your 

essay and how you are going to sequence your information. 

 

Here are some questions to ask about audience: 

➔ What do they know about your topic? 

➔  What do you want them to know about your topic and your message? 

➔ What interests do they have in your topic? 

➔ Why do they need to read your writing? 

➔ What does your audience believe about the topic? 

➔ What makes your audience a group or a community? 

  

Here is some important information to remember about audience analysis: 

➔ Be specific as you take inventory of their interests, their knowledge, 

their sources, their agenda, and their worldview. 

➔ Try to summarize their argument or the ideas they contribute to the 

conversation about your topic 

➔ Be aware of the language and knowledge the audience favors: what kind of 

facts they like, what sort of values they insist upon, what their 

expectations are? 

➔ Remember that your writing moves from a kind of internal focus (where you 

are writing more to yourself) out to a specific focus on audience (where 

you are focused on how your writing affects the reader). How is your 

writing supporting a shared understanding of what you want to 

communicate? 

  

 

SITUATION: Understanding the situation in which you are producing writing 
helps you understand the kind of rules you need to follow or the genre 



conventions that are most important to your writing. We always write in a 
specific context; understanding how the writing takes place in a particular 

context helps you understand what you need to show through your writing. For 

example, you may write to simply summarize a reading for yourself, or you may 

write to prove to the teacher that you have read something well; these two 

scenarios constitute two different writing situations and call for different 
processes and different products. Thus, the context, or situation, of the 

writing will influence the way you perform the writing. 

  

 

Here are some questions that will help you analyze the writing situation: 

➔ What does this writing have to do with your current situation as a 

writer/student? 

➔ How does your writing relate to what others have written? 

➔ How does your writing relate to the curriculum in your class? 

➔ How does your writing relate to other work in the class? 

➔ For whom are you writing? 

➔ Are you supposed to demonstrate anything through this writing? 

➔ What in this situation has prompted you to choose your topic? 

  

 

Here is some important information to remember about the value of analyzing 
situation: 

➔ Understanding situation helps you develop a clearer sense of purpose. 

➔ Knowing the context for your writing helps you develop better ideas for 

the writing, allowing you to write in relation to some other ideas; it 

helps with topic selection, research, composing, and revision. You need 

information about the writing situation to be able to make key decisions 

about both the content and the sequence of information you choose. 

➔ Analyzing audience helps you understand the influence situation has on 

your writing choices. 

  

 

PERSONA/ETHOS: This simply refers to the way you are representing yourself in 
the writing. As people who write, we have lots of ways of presenting 

ourselves: as experts on family, as experts on law, as someone searching for 

truth. There is an infinite number of ways we present our identity through 

writing. Ethos refers to the way you build credibility through your writing. 

It is the way you represent yourself in the writing to gain trust from the 

reader. 

  

 

Here are some questions to ask about ethos: 

➔ What impression do you want to make on the reader? 

➔ What tone of voice do you want to use? 

➔ Who are you speaking for when you write? 

➔ Are you part of a larger community when you write? 

➔ How can you let the reader experience your competence? 

  

Here is some information to remember about ethos: 



➔ Readers will pay attention to the language you use in making a judgment 

about your credibility. 

➔ Readers will notice the kind of examples you use as those examples say 

something about your level of engagement with the topic, about your 

expertise, or about the amount of research you have done. 

➔ Readers will notice how well you explain things. Your ideas find their 

clearest expression in your explanations. The more developed your 

explanations about the truth-value of your claims, the more credibility 

you have with the reader. 

➔ Readers will detect inaccuracy or lack of engagement with a topic 

 

 

 MESSAGE: In its most elemental form, message consists of what you want to say 
about a particular topic, event, or idea. It is the controlling idea of the 

essay. Message is the product of your thinking about purpose and audience; it 

is what you want to say to the reader or the point you want to get across. It 

is your most dominant claim. 

 
  

Here are some questions to ask about message: 

➔  Can you summarize the main point of your essay in a short paragraph? 

➔ Does your message support the purpose of your writing? 

➔ Do all the evidence and explanations you use in your writing relate to 

your message? 

➔ Does the audience need to hear your message? 

➔ Is your message meaningful? 

➔ Is your message self-evident? 

➔ What happens when you apply the “So what?” question to your writing? 

  

Here is some important information to remember about message: 

➔ Remember to ask the age-old question about your writing: So what? 

➔ Message is often not discovered until after you have done quite a bit of 

writing 

➔ Another way to think of message is as the largest claim of the writing. 

➔ Remember that we pass along a lot of messages in our writing, but in 

academic writing, one message seems to prevail as the most important. 

  

Now that you have considered the “rhetorical framework” for your writing, 

develop a set of instructions for yourself about how you will use this 

information in your first draft. 

  

Activity 24: Composing a Draft  
Today you are going to write a first draft. You have two choices for how to 

proceed, but you have one responsibility—you must bring a first draft of your 
writing to class tomorrow. 

  

Option 1: Just start writing. In this option, your plan is to just write and 
then figure out, once you have written, what your structure and organization is 

going to be. Writers who take this route should feel like they are ready to 

write, which means you have done plenty of thinking and have a good sense of 

how you want your letter/essay to develop. Writers who take this route should 

be able to describe their paper to another person, telling them what the paper 



is going to say and what it is going to do to the reader. After you have 

completed your draft, you should be able to fill out the organizational 

planning chart we are using to identify what you want to write about in each 

section of your paper and what effect you want that section to have on the 

reader 

  

Option 2: In this option, you take a little time, maybe 20 minutes, to sketch 
out your paper using the planning chart provided below. This option is good for 

writers who have a sense of what they want to say but may need a little 

rehearsal for their paper by getting some ideas down before they begin 

composing. Using the chart below, think about the different sections of your 

paper and write to yourself about what each section is going to say and what 

effect you want each section to have on your reader. Filling out this chart 

should help you reach a point where you can describe what you think your paper 

is going to say after you have completed your first draft. 

  

Planning Chart 

  

What I will write about in this 

section… 

The effect this section will have on 

the reader… 

What I will write about in this 

section… 

The effect this section will have on 

the reader… 

What I will write about in this 

section… 

The effect this section will have on 

the reader… 

What I will write about in this 

section… 

The effect this section will have on 

the reader… 

  



Activity 25: Considering Structure—Read Around Activity  
In today’s class, we are going to do a Read Around.  A Read Around is an 

activity during which we read, very quickly, each essay in the class. If we 

don’t read all the essays, that is okay, but we will run at least four cycles 

of reads to get a good sense of what our writing looks like. After we have 

finished our reading, we will develop a list of the best qualities we saw in 

the writing, identifying what we are doing well. Then we will make a list of 

things we need to work on, and perhaps provide some advice about what to do to 

improve our writing. 

  

 

As you read papers, give some attention to the effectiveness of beginnings, 

middles, and ends of the paper. Making observations about how these sections of 

your writing are working may lead to more specific advice about improving your 

writing. 

 

  

Follow these steps: 

 

1. Organize into groups of four or five and face your desks together. 

2. Get out your paper. 

3. Cross out your name, and write a four-digit number above it (for example: 

5577). 

4. Elect a table leader. 

5.  The table leader collects the papers. 

6. The table leader passes papers to the group on the teacher’s left. 

7. The table leader hands out the papers to his or her own group. 

8. On the signal, read the paper quickly with no marking. 

9. Once the teacher stops the reading, pass the paper to the left. 

10.Start reading when the teacher tells you to. 

11.Repeat last two steps until your group has read all the papers. 

12.Discuss which paper is best; the table leader takes notes on your reasons 

that paper is best in the group. 

13.The table leader writes down the number of the best paper. 

14.Table leader collects papers and passes them to the next group. 

15. Repeat steps 7-14. 

  

The key here is to read fast, read for content, and then make sure you have 
good reasons for choosing the best paper in each grouping.  

 

 

During the discussion of the writing, take notes on the information you need to 

improve your own writing, paying particular attention to beginnings, middles, 

and ends of the writing. 

 



 

Qualities of the papers that work What I need to work on 

Beginnings   

 

 

 

 

 

 

Middles  

 

 

 

 

 

  

Ends   

 

 

 

 

 

 

  

Activity 26: Revising Rhetorically  
Today the class will work in small groups to assess the openings to your 

writing. We are going to look for two key elements as you evaluate the 

effectiveness of your openers: 

  

1.  How introductions invite the reader to get to know you 
 

2.  How effectively your introduction will help your readers distinguish you from 
the rest of the letters or applications they are reading 

 

Homework: Revise your draft and bring a hard copy to class. 

  

Activity 27: Editing  
Editing is different from revising. When you edit, you are paying attention to 

sentence level concerns in the writing. That does not mean you ignore any 

content or organizational issues that surface, like problems with continuity 

between sentences or the development of ideas. 

  

We are going to edit our papers for two important elements: 

 

● Spelling and word choice 

● Sentence variety 

  

  



Activity 28: Reflecting on Your Writing Process  
Now that you have completed your writing, having improved it as much as you 

could over the past few weeks, it is time to put the final touch on your 

portfolio. After you have assembled your portfolio, take 15 minutes or so to 

discuss with a partner what you have learned during this unit about some of the 

following ideas: 

 

1.  What are some things that good writers do as they prepare, generate, 

draft, and revise writing? 

 

 

 

2. What have you learned about being an effective reader? 

 

 

 

3. What have you learned about using writing to discover what you think? 

 

 

 

4. What have you learned about writing as a process of decision-making? 

 

 

 

5. What have you learned about reading and its relationship to effective 

writing? 

 

 

 

  

Once you have discussed some of these questions in small groups, compose your 

own “cover letter” for your portfolio in which you explain what you have 

learned about reading and writing during this module. Answering any or all of 

these questions will not only provide your teacher with an understanding of the 

learning you are carrying away from this module but also give you the 

opportunity to say what you are learning and keep a record of the strategies 
and assumptions that shape the habits of effective readers and writers. 

 


