EFFECTIVE READING AND WRITING SKILLS

Introduction


Reading is one of the two of the receptive or primary skills of human language (the other being listening) while writing is one of the two of the expressive or secondary skills of human language (the other being speaking).  One receives information through reading (and listening) and one conveys one’s ideas to other people through writing (and speaking). According to the great philosopher essayist, Sir Francis Bacon, (cited in Oguine, Gowon and Gochal 1998:367), “Reading maketh a full man; and writing an exact man”. It is reading therefore, that makes one ‘full’ and ready to write to convey one’s thoughts precisely, correctly and accurately.

Both reading and writing, which is our concern in this chapter, must be ‘effective’, that is, “producing result that is wanted or intended; producing a successful result” (Hornby 2001: 371). Greenall & Swan (1986: 1) asserted that effective reading connotes “being able to read accurately and efficiently, understanding as much of the text as one needs in order to achieve one’s purpose”. Effective writing, adopting Bean’s (2001:3-4) theory on the link between writing and critical thinking, is the writing, that is ‘interesting’, ‘showing a mind actively engaged with a problem’, a writing which ‘makes an argument’ and ‘brings something new to readers’. Both reading and writing are, therefore, skills that must be learnt and practised to be able to attain the highest possible proficiency in them to become ‘full’ and ‘exact’ men and women. The aim in this chapter, therefore, is to show how students would so master their reading and writing skills that they would produce the type of proficient and successful reading and writing desired for their academic excellence in the university and in their subsequent professional engagements after graduation.

This chapter is divided into four main sections. These are Introduction, Effective Reading Skill, Effective Writing Skill, and Conclusion. We shall discuss Effective Reading Skill next.
Effective Reading Skill 


As mentioned in the introduction, reading effectively is being able to read accurately and efficiently. It is for one to understand as much of the text as one needs in order to achieve one’s purpose.  Purposes for reading vary and some of these are highlighted below. In this section we shall discuss creating the correct context for effective reading and some phases of the reading process namely, purpose, strategy, outcome and review. We shall also highlight some reading cues and reading faults.

Creating the Correct Context for Effective Reading


To read effectively, one must create the correct context. Close attention to the physical and psychological contexts are sine qua non. The place and time of reading must be considered. The place should be right, that is, free of distractions and be well lit. The time must also be right depending on individual choices. Some people prefer to read in the morning or late at night. Psychologically, to read effectively, one must get into the right mood and be involved actively with what one reads. This is one of the reasons why reading should not be left to the last minute, when one may not have the proper frame of mind for reading.  

4.2.2
Four Phases of the Reading Process

Students are expected to read in order to prepare for lectures, be able to participate in group discussions, write assignments, examinations, etc. When students wish to read effectively, the four concepts as proposed by Harri-Augstein, Smith, & Thomas (1982) (See also, Reading Effectively http://www.lc.unsw.edu.au/onlib/read.html), that is, Purpose, Strategy, Outcome, and Review (P – S – O – R) must be adhered to. We shall discuss each of these terminologies in turn.

4.2.2.1 Purpose
There must be a purpose for reading any text. Before you begin, make sure you have identified the purpose for doing the reading. Purpose is very vital to any reading. You should be able to identify if you are reading, among others, for any of the following purposes to:

a) locate a single item in a text;

b) locate several items in a text;

c)  locate specific information;

d) understand difficult ideas; 

e) gain an overview of something;

f) grasp a theory; or

g) prepare for tutorials, seminars or examinations. 

4.2.2.2 Strategies
Your purpose for reading would determine which strategy or strategies to use. Some reading strategies are highlighted in i) - vii) below: 

i) 
Previewing a Text to get an Overview

Previewing a text means that you get an idea or overall impression of what it is about without actually reading the main body. This method assists you to know if a book or journal is useful for your purpose or to obtain a general sense of the structure or to find relevant information or to aid you to identify the sections of the book or journal relevant to your specific need. To preview, you could, look at the title and author details, the abstract (if it contains one), and the first chapter, where “the writer sometimes outlines what topics he is going to deal with in the book” or the last chapter, where “the writer may summarise his main arguments and list his conclusions” (Wallace 1989: 21). For a chapter or a larger passage in a book, main headings and sub-headings, chapter introductions and summaries, and topic – sentences may be previewed.

ii) 
Scanning

Scanning entails looking “quickly but not very carefully” at a reading material (Hornby 2001: 1048). Scanning is sweeping one’s eyes over part of a text to find specific pieces of information such as names, places, dates, symbols, or numbers (e.g. whole numbers, fractions, percentages, decimals, time, measurement, etc.). 

iii) 
Skimming

Skimming involves running one’s eye very quickly over the paragraphs in a text without reading the text in full. It helps one to pick up some of the main ideas without paying attention to details. Skimming is used to quickly locate relevant sections from a large quantity of material. It is a way to familiarise oneself with a text before reading in detail. Bean (2001, p.134) submitted that we skim to get the “gist”.
iv)
 Intensive Reading

Intensive reading is comprehensive, thorough, meticulous, and in depth. It is a ‘study’ reading of a reading material and the number of readings depends on the complexity of the text.  During intensive reading one, 

a) could underline or highlight important or unfamiliar portions of the text as one reads on;

b) must take careful note of the main ideas presented in the topic-sentence of each paragraph, which could be the first or last sentences or may be in the middle of the paragraph;

c) should make notes; and

d) should look up the meanings of unfamiliar words and phrases in a dictionary after reading the text.

v)  
Extensive Reading

 Extensive reading deals with reading widely and quickly unlike intensive reading when one concentrates on a smaller number of texts that are not too easy thereby, making one to read carefully. Extensive reading is undertaken for general understanding and to obtain greater knowledge as well as with the intention of enjoying the reading materials chosen by the students themselves based on their interests. Extensive reading enhances reading fluency. Dictionaries are also, not often used while reading extensively because constantly stopping to look up the meanings of words would affect fluent reading. (See Day & Bamford 1998:7-8).

vi)  
Critical Reading

Critical reading involves understanding and evaluation. One must be able to intensely understand the text including how ideas relate to one another. One should be able to form one’s opinion on the quality of the ideas of the author. One should also be able to recognise the writer’s purpose and line of argument in the text and maybe in comparison with similar texts. One must ask oneself questions on the author’s intention, the content, organisation, and style of the text (Reading Effectively. http://www.lc.unsw.edu.au/onlib/read.html). The questions would be specific on the following:

a) the author’s purpose for writing the text; 

b) the author’s point of view;

c) the main themes or argument;

d)  the major points, minor  points and supporting details; 

e) if the  explanations, examples, etc are adequate and convincing;

f) if there are assumptions, prejudices made by the author, 

g) the organisation of the structure of the material, the relationship between its introductory and concluding paragraphs as well as paragraph development;

h) how sentences are joined together;

i) if the paragraphs obey the laws of unity, coherence, emphasis, and completeness; 

j) if the style of the material is formal, semiformal or informal;

k) if the material is descriptive, narrative, expository, persuasive or argumentative, didactic.

vii) 
The SQ3R Method of Study Reading 
The SQ3R (Survey, Question, Read, Recall, Review) strategy helps in reading for tutorials, seminars or for examinations. Before one starts to read, one should survey the material to gain an overview of the contents.  Title(s), abstracts, subheadings and any summaries should be scanned to know the main idea. One should formulate questions from the reading material using especially titles and subheadings, which would help one to remember what one has read. The material should be read first for main ideas, answers to the questions raised, tables, figures, and diagrams would be closely studied, the reading speed for complex materials should be reduced, difficult words and phrases ought to be looked up in the dictionary, difficult parts of the material should be re-read. One should read the material the second time and take notes on the main ideas from the topic-sentences and also on vital details. One would then recall what one has read by making notes or reciting the main points aloud. The final activity is to review what one has read by checking the correctness of what one has read against the original text. One should also attempt to answer one’s formulated questions. Review continues over the period before the seminars or examinations. Indeed, revision could continue throughout the semester. (Reading Effectively. http://www.lc.unsw.edu.au/onlib/read.html)

4.2.2.3 Outcome


Outcome is the result of one’s reading. The purpose of reading ought to be met for a satisfactory outcome. Harri-Augstein, Smith, & Thomas (1982: 7) define outcome as the changes which take place in what we know, think and feel as a result of a  particular piece of reading…  It is, in the end, the outcome of our reading that provides the criterion of its effectiveness. For it to do that, we must be able to measure outcome, or at least specify it precisely, and we must be honest about it.
4.2.2.4 Review

For Harri-Augstein, Smith, & Thomas (1982: 8), review involves “a wholesale appraisal of all the other phases of the reading process”, that is, purpose, strategy, and outcome.  For example, one should review if the strategy accords with the purpose or the outcome accords with the purpose, etc. or the strategy and if the strategy was right. 

Exercise 1

 Which reading strategies would you use for the following reading purposes?

a) To find some of the main points in a text before reading it in detail _______

b) To locate specific pieces of information in a text _______

c) To prepare for the end of semester examination in a course ______

d) To get the overall impression of a book or journal ________  

e) To evaluate a text _______ 

f) To read for pleasure _______

4.2.3  Some Reading Cues

Reading cues, citing Harri-Augstein, Smith, & Thomas (1982: 52), are “signposts planted by the author to tell the reader how to get to the content of the text”. According to them, some of these signposts are obvious, while some are buried in the text. We have mentioned some of the obvious ones under the section “Strategies”. They include the title, sub-title, table of contents, abstract, summary, conclusion, index, etc. Signposts that are buried in the text include those: (a) that tell the reader where the author is going: ‘I shall discuss the theory of…’ (b) that tell the reader where the author is coming from: ‘I have already presented the main principles…’ (c) that are signposts along the route: ‘My next point is…’ (Harri-Augstein, Smith, & Thomas (1982: 53).  Some other signposts, which point to “the ways in which parts of the text are to be taken”, include the following:

· ‘The inferences are clear’ (they are inferences not facts)

· ‘There is a circularity in this proposition’ (the proposition may be of interest but it is not the one to be seriously advanced)

· ‘To summarise the main ideas’ (fairly accepted principles)

· ‘My own feelings are …’ (this is opinion – but it may be soundly based)

· ‘Put this in another way’ (a re-statement, and so logically equivalent to the passage being re-stated) (Harri-Augstein, Smith, & Thomas (1982: 53).

Some other signposts include “I must stress … Remember … In my opinion… Little is known about… Moreover … Since… Anyway…The argument is important… You will see that what I am building up is the proposition that… etc. (Harri-Augstein, Smith, & Thomas (1982: 54).

Exercise 2

What are the following reading cues telling the reader?

a) Besides   ( ________________________________  )

b) Another more reliable method is… (_____________________________________ ) 

c) Our main aim … ( ___________________________)

d) I propose that what women need most ( _____________ )   

e) The steps suggested here, (_________________________ ) 

4.2.4  Some Reading Faults

Wallace (1989: 13) observed that “There is no rate at which people ought to read”, it depends on one’s purpose for reading, the level of language difficulty, how unfamiliar the reading material is, etc. However, one reading fault identified by Wallace, (1989: 13), is that “most people read everything at the same slow speed, and do not seem to realise that they can read faster or slower as required”. Another reading fault is saying the words to oneself or moving the lips. Wallace, (1989: 13), noted that “ these habits slow the reader down to something near speaking speed, which is, of course, much slower than reading speed.”  Yet another reading fault that slows reading down is following the line with one’s finger or with a pen. Indeed, some people oscillate their heads while reading instead of using their eye muscle to read.  In addition, some people keep going back over words just read to reassure themselves that they understand the meanings of the words or stop reading frequently to check unfamiliar words. These too are reading faults. 

Exercise 3

(A) Scanning

Read the following questions, then scan the passage for the answers in not more than two minutes:

(a) When did Scientists begin to attempt to make synthetic diamonds?
(b) For how long did they fail to solve the diamond riddle?

(c) In which laboratories was the first real success attained?
(d) When the first artificial diamonds were finally made the temperature used was _____.
(e) What is the pressure needed to make artificial diamonds? 

(f) The density of artificial diamond was _____ grams per cubic centimetre.

(B) Skimming

Now run your eyes quickly over the passage and answer the next set of questions.

(a) Why did alchemists fail to turn plain lead or iron into gold?
(b) Carbon is a __ and __ substance while diamond is __ and __.

(c) Graphite is made of _____?
(d) Write three explicitly stated qualities that proved that the artificial diamonds were really diamonds.
(e) Were they in any way different from real diamonds?


‘It should be possible to make a precious stone that not only looks like the real thing’, but that is the real thing’, said a chemist many years ago. ‘The only difference should be only that one crystal would be made by man, the other by nature.’

At first this did not seem like a particular hard task. Scientists began to try making synthetic diamonds towards end of the 18th Century. It was at this time that a key scientific fact was discovered: diamonds are a form of carbon, which is a common element. Graphite, the black mineral that is used for the ‘lead’ in your pencil, is made of it, too. The only difference, we know today, is that the carbon atoms have been packed together in a slightly different way. The chemists were fired with enthusiasm: Why not change a cheap and plentiful substance, carbon, into a rare and expensive one, diamond?


You have probably heard about the alchemists who for centuries tried to turn plain lead or iron into gold. They failed because gold is completely different from lead or iron. Transforming carbon into diamond, however, is not illogical at all. This change takes place in nature, so it should be possible to make it happen in the laboratory.


It should be possible, but for 150 years every effort failed. During this period, none the less, several people believed that they had solved the diamond riddle. One of these was a French scientist who produced crystals that seemed to be the real thing. After the man’s death, however, a curious rumour began to go the rounds. The story told that one of the scientist’s assistants had simply put tiny pieces of genuine diamond into the carbon mixture. He was bored with the work, and he wanted to make the old chemist happy.


The first real success came more than sixty years later in the laboratories of the General Electric Company. Scientists there had been working for a number of years on a process designed to duplicate nature’s work. Far below the earth’s surface, carbon is subjected to incredibly heavy pressure and extremely high temperature. Under these conditions the carbon turns into diamonds. For a long time the laboratory attempts failed, simply because no suitable machinery existed. What was needed was some sort of pressure chamber in which the carbon could be subjected to between was 800,000 and 1,800,000 pounds of pressure to square inch, at a temperature of between 22000F and 44000F.


Building a pressure chamber that would not break under these conditions was a fantastically difficult feat, but eventually it was done. The scientists eagerly set to work again. Imagine their disappointment when, even with this equipment, they produced all sorts of crystals, but no diamonds. They wondered if the fault lay in the carbon they were using, and so they tried a number of different forms.


‘Every time we opened the pressure chamber, we found crystals. Some of them even had the smell of diamonds’, recalls one of the men who worked on the project. ‘But they were terribly small, and the tests we ran on them were unsatisfactory’,


The scientists went on working. The idea was then brought forward that perhaps the carbon needed to be dissolved in a melted metal. The metal might act as a catalyst, which means that it helps a chemical reaction to take place more easily.


This time the carbon was mixed with iron before being placed in a pressure chamber. The pressure was brought up to 1,300,000 pounds to the square inch and the temperature to 29000 F. At last the chamber was opened. A number of shiny crystals lay within. These crystals scratched glass, and even diamonds. Light waves passed through them in the same way as they do through diamonds. Carbon dioxide was given off when the crystals were burned. Their density was just 3.5 grams per cubic centimetre, as is true of diamonds. The crystals were analysed chemically. They were finally studied under X-rays and there was no longer room for doubt. These jewels of the laboratory were not like diamonds; they were diamonds. They even had the same atomic structure. The atoms making up the molecule of the synthetic crystal were arranged in exactly the same pattern as they are in the natural.

‘The jewels we have are diamonds’, says a physicist, ‘but they are not very beautiful. Natural diamonds range in colour from white to black, with the white or blue-white favoured as gems. Most of ours are on the dark side and are quite small.

(From The Artificial World Around Us by Lucy Kavaler culled and adapted from Wallace 1989, pp. 35-36)

( C)    Critical Reading

Now, read the passage above carefully and answer the following questions.

(a) What do you think was the author’s purpose for writing this passage?
(b) What is the main line of argument in the passage?

(c) Why did the author think that “Transforming carbon into diamond is not illogical at all”?
(d) Give the passage an appropriate title.
(e) Do you think the French scientist’s assistant did the right thing by putting tiny pieces of genuine diamond into the carbon mixture? 

(f) Why do you think the author italicised like and were in “These jewels of the laboratory were not like diamonds; they were diamonds”? 

(g) With the use of the phrases “the ‘lead’ in your pencil, is made of it” and “Imagine their disappointment”, would you describe the passage as formal or informal?

(h) Is this passage argumentative or expository?

(i) Do you think the result achieved was worth the trouble taken by the scientists in the laboratories of the General Electric Company?

(D)       Reading Cues

What are the following underlined cues telling the reader?

(a) You have probably heard about the alchemists 
(b) It should be possible, but for 150 years 
(c) Some of them even had the smell of diamonds’, recalls one of the men who worked on the project.
(d)  At last the chamber was opened.

(e) They even had the same atomic structure.

4.3
Effective Writing Skills


There are many types of writing, Brookes, Groves, Munro, Robertson, & Wild (2010: 775), listed seventy types of writing, which are by no means exhaustive. However, the types of writing engaged in by university students generally include term papers, articles, reviews, technical reports, essays, theses or dissertations, and examinations.  Each of these types of writings has specific peculiarities and clear-cut demarcations from the others but a study of these specific idiosyncrasies is outside the scope of this section in this chapter. The essentials of academic writing will be treated generally and they can be exploited for whichever type of writing one wishes to engage in.

Writing, according to Bean (2001: 3), is “both a process of doing critical thinking and a product of communicating the results of critical thinking”. A writer engages in critical thinking and its results are passed on in writing to other people.  Writing is “a process that begins as a journey into disorder, a making of chaos, out of which one eventually forges an essay” (Bean, 2001: 16). Writing has a process which must be followed for it to be effective. Can you think of the process you would follow to produce a write-up? Quickly make a list of the writing process in the box below:  

Exercise 4

	1
	2
	3
	4

	5
	6
	7
	8


Many people (probably including you as shown in your answer above)  are used to an older ‘positivist’ model of the writing process, which Bean (2001: 29), identified as follows:

4.3.1
A Positivist Model of the Writing Process

1. Choose a topic.

2. Narrow it.

3. Write a thesis. 

4. Make an outline.

5. Write a draft.

6. Revise.

7. Edit.

Elbow (1973), as cited by Bean (2001: 30), called the above, the “think, then write” model in which “writers discover and clarify their ideas before they start to write”. Bean (2001: 30) observed that not many academic writers would start an article by choosing a topic, narrowing it, writing a thesis statement, making an outline, “before on extensive exploration, conversation, correspondence with colleagues, and even, on some occasions, writing one or more drafts”.  There is a “new rhetorical” or problem-driven model of the writing process. It is a type of writing whose writers are motivated by their engagement with questions and problems and by “their need to see their writing as a contribution to an ongoing conversation” (Bean 2001: 31). He identified the process of the model as follows:

4.3.2
The Composing Process of Expert Academic Writers

1. Starting point: perception of a problem

2. Exploration

3. Incubation  

4. Writing the first draft

5. Reformulation or revision

6. Editing

We shall discuss the six processes above one after the other.

4.3.2.1 Starting Point: Perception of a Problem

The starting point of writing is the discernment of a problem. The writer would “feel an uncertainty, doubt a theory, note a piece of unexplained data, puzzle over an observation, confront a view that seems mistaken, or otherwise articulate a question or a problem” Bean (2001: 30). Consider the following discipline-specific questions and problems:

i.
Can there be end to drug trafficking?  (Sociology)

ii.
What is wrong with African leaders? (Political Science)

iii.
The tribulations of the Third World Countries in respect to the Olympic Games (Human Kinetics & Health Education)

iv.
Global warming continues to pose a worldwide momentous environmental threat. (Geography & Environmental Management)

Exercise 5

Articulate one question and one problem in your discipline.

	

	


4.3.2.2 Exploration

At the exploration stage, data is gathered through the library, internet authentic sources, laboratory, interviews, and field research. Films could be watched or audio tapes listened to. Also, brainstorming that is, thinking about the research problem in order to solve it or to create good ideas about it as a form of data gathering could be engaged in. The writer rapidly drafts potential pieces of the write-up by making notes or tentative outlines 

When taking notes, the main/key ideas, subordinate and further details would be recorded. On note taking, Ofuya (1996: 74) emphasised that:

you must be equipped with writing devises that will help you to achieve brevity. These include the use of incomplete sentences, phrases, listing (of examples and details), diagrams (that may encompass all the contents of whole sections at the same time), abbreviations, acronyms and other mnemonic devices and punctuations.

 After the perception of the problem and exploration, the thesis statement, that is, the argument or main point in a nutshell would be written. It should be noted that on some occasions, a thesis statement is written after one or two drafts. It is also a good practice to begin examination answers with a thesis statement. Citing Bean (2001: 115), the thesis is “a one-sentence summary of an essay’s argument”. Bean went on to identify both brief and elaborated theses as follows: 

Question: “According to Robert Heilman, what is the difference between a tragedy and a disaster?”

Brief thesis. According to Heilman, a disaster is caused by an accident or outside force, whereas a tragedy is caused by the hero’s wrong choice.


Elaborated thesis. For Robert Heilman, both disasters and tragedies bring about suffering or death; a disaster, however, is caused by an accident or outside force so that the hero’s physical suffering is not accompanied by guilt, whereas a tragedy is caused by the hero’s wrong choice leading to an agonizing discovery of personal responsibility, consequence, and spiritual suffering.

An example of a brief thesis statement to the question “Can there be end to drug trafficking?” is “Drug trafficking is a canker that has eaten too deep into human affairs.”

Exercise 6

Write a brief thesis and an elaborated thesis on either the question or problem you provided in Exercise 5.

	

	


4.3.2.3   Incubation  

At the incubation stage, the writer takes time off from the problem to do other things and allows ideas “cook in the subconscious” Bean (2001: 30). It should be noted that during the ‘cooking’ period, the writer’s view of the problem may change. This period of mental formulation may not be too long for some write-ups with limited time allotment.

4.3.2.4 Writing the First Draft

The first draft is now written using the revised outline. This should be written “fairly rapidly, with little or no regard for grammatical or mechanical correctness. Your principal aim here is content – getting your ideas down as spontaneously and as naturally as possible”. (Wilson & Locke 1964: 4) The first draft would be neither highly coherent nor perfect.

4.3.2.5  Reformulation or Revision

After writing the first draft, another look is taken at the problem and thought through. New outlines could be made. The writer also takes the audience into consideration, that is, “making the essay work for readers”. At this stage, writers turn out several drafts, as much as time permits. Why several drafts are written is put succinctly by Bean (2001: 4).

Writers produce multiple drafts because the act of writing is itself an act of discovery or… “wrestling with the conditions of a problem” at hand. Behind the scenes of a finished product is a messy process of exploratory writing, conversation, discarded drafts, midnight agony. 

4.3.2.6  Editing

At the editing stage, “craftsmanship takes over from the initial creativity” Bean (2001: 31). Writers worry about (a) unity, (b) coherence, (c) paragraphing, and (d) sentence structure. Bean asserted further that they begin polishing by correcting spelling and punctuation. Clarity is important in academic writing.

(a) Unity: A paragraph or essay must have unity. For example, a paragraph should be concerned with one main topic or idea and all the sentences therein must be related to the topic or idea. One main subject matter/ thesis would also be developed in an essay.

(b) Coherence: Coherence must be maintained among the sentences that make up a paragraph or paragraphs that make up an essay. Coherence would be achieved through time sequencing, space ordering, comparison, repetition of key words, using pronouns as references and transitional words and phrases such as ‘from the foregoing’, ‘later’, ‘nevertheless’, ‘in addition’. (see Alabi, 2009: 158).

(c) Paragraphing: An introductory paragraph/introductory paragraphs would state the thesis of the piece of writing. The following paragraphs would systematically develop the subject matter/thesis of the work. A concluding paragraph/ concluding paragraphs would conclude the work.  Points should be well developed in separate paragraphs. One sentence or too short or clumsy paragraphs should be avoided.

(d) Sentence structure: The use of sentence types should be varied. Long and incomplete sentences, faulty parallelism or subordination, etc must also be avoided.

(e) Spelling and Punctuation: The final draft must not contain spelling and punctuation errors.

(f) Clarity: There must be agreement of subject and verb, as well as of pronouns and their antecedents. Too many words, unnecessary jargon, long or overtly-technical terms should not be used where fewer or simpler words will be adequate. Examples of long  versus simple words cited by Brookes, et al. (2010: 201 & 495) include the following:

‘at this moment in time’
instead of   ‘now’

‘on a daily basis
’
instead of   ‘daily’ or  ‘ every day’

‘by virtue of the fact that’
instead of   ‘ because’

‘due to the fact that’         instead of  ‘because’

‘to all intents and purposes’ instead of ‘practically’ or ‘essentially’ ‘within the timescale of’  instead of  ‘ during’

‘when all is said and done’   instead of   ‘finally’ or  ‘ultimately’ or ‘in the end’

It should be noted that the summary of the thesis could form the title of a piece of writing e.g.  “The Evil of Drug trafficking” could be formed from the thesis “Drug trafficking is a canker that has eaten too deep into human affairs.”  The title could also be a two-part title with a colon, which could be got from “key words from the issue to the left of the colon and key words from the thesis to the right e.g. ‘Money and Growth: An Alternative approach’ ” (Bean 2001: 209).

Exercise 7

Within a space of two weeks, perceive a problem, engage in exploration and incubation, write the first draft, revise and edit it. Submit your first draft, revised and edited work to your teacher.

Exercise 8

Look at the fourth paragraph of the passage in exercise 3. It begins with “It should be possible, but for 150 years”
(a)  What is the topic sentence of the paragraph? 

(b) Does the paragraph obey the law of unity? 

(c) Mention 4 ways in which coherence has been achieved in the paragraph. 

Exercise 9

Pick the correct options in 1-14:

1. A correct context for reading takes cognisance of the following except_____.

A. place of reading
B. time of reading
C. the reader’s mood


D. the reader’s socio-cultural background

2. The four phases of reading that must be adhered to are called_____.

(A). P – S – R – O
(B). P – S – O – R  (C). P–R–O – S


(D).  P – S – R – R

3. When previewing a text you should look at the following except_____.

A. linking devices
B. topic sentences
C. abstract


D. author’s details

4. When skimming a text one is looking for _____.

A. symbols
B. subordinate ideas
C.  main ideas



D. numbers 

5. You could often look at a dictionary while engaged in_____.

A. extensive reading
B. intensive reading
C. scanning


D. skimming

6. The questions about assumptions and prejudices of an author could be asked while engaged in _____.

A. previewing a text 
B. scanning
C. critical reading


D. skimming

7. In the term ‘SQ3R’ ‘R’ means _____.

A.  Read, Recall, Review 
B. Review, Read, Recall


C. Read, Read, Recall            D. Read, Read, Review

8. Which of the following is a reading cue that is buried in the text? _____

A. Index 
B. Title
C. Summary
D. Moreover

9. When writing, the incubation period _____.

A. takes a long time 
B. takes a short time


B. depends on the time available for the writer’s mental 

     formulation  D. depends on the time available to the 

      writer 

10. ‘SQ3R’ means _____.

A.  Survey, Question, Question, Question, Read


B. Survey, Question, Read, Recall, Review
C. Survey, Question, Read, Read, Read  D. Survey, Question, Read, Review, Recall 

11. Which of these is not true of a first draft? _____

.
A. Its content is perfect.
B. It is written fairly rapidly.


B. It has little or no regard for grammatical correctness.


D. It has little or no regard for punctuation.

12. Which of these is most correct about writing several drafts? _____

A. Drafts are written thrice 
B. Several drafts are written.


C. Several drafts are written depending on time allotment.


D. Several drafts are written continuously.

13. The title of a piece of writing could be a summary of the _____.

A. exploration 
B. thesis
C. first draft


D. editing

14. An academic writer would start a write-up by _____.

A. choosing a topic  B. writing a thesis  C.  perceiving a problem


D. making an outline

15. Use one word to replace the following definitions.

A. “A process of doing critical thinking and a product of communicating the results of critical thinking” is called  _____

B. “A one-sentence summary of an essay’s argument” is called _____


C. “A time when craftsmanship takes over from the initial creativity” is called _____

4.4
Conclusion

We quoted Bacon in the introduction that “Reading maketh a full man; and writing an exact man”. Reading and writing are so vital in the life of a modern literate man that Pearson (1977: 270) also, says “writing is so pervasive in modern society that it is difficult to imagine life without it”. It is therefore, a sine qua non that you must engage in reading and writing effectively. To read effectively, this chapter has shown that you have to create the correct context, be mindful of the Purpose, Strategy, Outcome, and Review phases of reading. You should note reading cues and avoid reading faults. To write effectively, you, furthermore, must perceive a problem, explore the problem, let it ‘cook’ in your subconscious, write a first draft, revise it, and edit it thoroughly. If you are painstaking about all the aforementioned, you would surely become ‘full’ and ready to write to convey your thoughts precisely, correctly and accurately.
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