. 3 A o

1oi® VISION INSTITUTE OF TECHNOLOGY, ALIGARH
= AT SUBJECT- SOFT SKILLS
UNIT-III Reading and Writing Skills:

Reading style: Skimming; Scanning; Churning &
Assimilation:

Skimming, scanning, churning & assimilation are all techniques used in reading
comprehension, each with its own purpose and approach:

1. Skimming: This involves quickly glancing over a text to get a general idea of its
content without focusing on every detail. Skimming is useful for understanding the
overall structure, main ideas, and key points of a text. It helps to get a sense of what
the text is about before delving deeper into it.

2. Scanning: Scanning involves rapidly searching through a text to locate specific
information or keywords. Instead of reading every word, the reader's eyes move
quickly across the page, looking for relevant information. Scanning is useful when
you need to find particular details or answer specific questions within a text.

3. Churning: Churning is a more active form of reading where the reader engages
deeply with the text, but at a rapid pace. It involves reading attentively while also
synthesizing and analyzing information as you go. Churning requires cognitive effort
to understand the text's meaning, identify patterns, and make connections between
ideas. It's useful for gaining a deeper understanding of a text while still covering a lot
of material in a short amount of time.

4. Assimilation: Assimilation involves integrating new information from a text into your
existing knowledge or understanding. It's a reflective process where you consider
how the information fits with what you already know, and you may mentally organize
or categorize the new information to make it meaningful. Assimilation helps to retain
and apply the knowledge gained from reading, turning it into usable insights or skills.

Effective writing tools and methods:
Effective writing relies on a combination of tools, methods, and techniques to convey
ideas clearly, engage readers, and achieve the desired impact. Here are some
essential tools and methods for effective writing:

1. Clear Communication: Ensure your writing is clear, concise, and free of ambiguity.
Use simple language, active voice, and straightforward sentence structures to make
your message easily understandable.

2. Audience Analysis: Understand your audience's demographics, interests, and
knowledge level. Tailor your writing to resonate with them and address their needs,
concerns, and preferences.

3. Purposeful Planning: Before you start writing, clarify your purpose and objectives.
Outline your main points, organize your ideas logically, and create a structure that
guides the reader through your content.
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4. Research Skills: Conduct thorough research using credible sources to gather
relevant information, evidence, and examples to support your arguments or claims.
Properly cite your sources to enhance the credibility of your writing.

5. Effective Introduction: Grab the reader's attention with a compelling hook or
opening statement that sets the tone for your piece. Clearly state your main idea or
thesis to provide context and establish the direction of your writing.

6. Engaging Body Content: Develop your main points with supporting evidence,
analysis, and examples. Use transitions to smoothly connect ideas and maintain
coherence throughout your writing. Incorporate storytelling, anecdotes, or vivid
descriptions to captivate your audience.

7. Persuasive Techniques: If your goal is to persuade or convince your audience, use
persuasive techniques such as appeals to logic (logos), emotions (pathos), or
credibility (ethos). Anticipate and address counterarguments to strengthen your
position.

8. Revision and Editing: Review your writing for clarity, coherence, and consistency.
Eliminate unnecessary words or phrases, tighten up your sentences, and ensure
proper grammar, punctuation, and spelling. Consider seeking feedback from others
to gain fresh perspectives.

9. Adaptability: Be flexible in your writing approach and adapt to different formats,
styles, and platforms based on the context and requirements. Whether it's an
academic essay, business report, blog post, or social media content, tailor your
writing style accordingly.

10. Continual Learning: Keep improving your writing skills by reading widely, studying
exemplary writing, and seeking opportunities for feedback and professional
development. Stay updated on language trends, writing best practices, and
technological tools that can enhance your writing process.

Inductive Deductive:
1. Inductive Writing Skills:

o Captivating Introductions: Use inductive reasoning to begin your writing
with specific examples, anecdotes, or observations that draw the reader's
interest and curiosity.

« Building Cases or Arguments: Present specific evidence, examples, or case
studies first to build a foundation for broader conclusions or generalizations.
Gradually lead the reader to infer overarching principles or theories based on
the accumulated evidence.

o Exploratory Writing: Approach topics with an open mind, exploring specific
instances or details to discover patterns, trends, or themes. Allow your writing
to evolve organically as you uncover new insights through observation and
analysis.
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e Creative Writing: Employ inductive reasoning in storytelling or creative
writing by starting with concrete details or scenes that gradually reveal larger
themes, emotions, or messages as the narrative unfolds.

2. Deductive Writing Skills:

o Thesis-Driven Essays: Begin your writing with a clear thesis statement or main
argument, outlining the general principle or premise that your writing will
explore. Use deductive reasoning to support your thesis with specific
evidence, examples, and logical reasoning.

e Analytical Writing: Break down complex topics or concepts into smaller
components, starting with general principles or theories and then applying
them to analyze specific cases or situations. Use deductive reasoning to derive
conclusions from established principles.

e Persuasive Writing: Present a logical sequence of arguments that lead the
reader from general principles or premises to specific conclusions or
recommendations. Use deductive reasoning to demonstrate the validity of
your arguments and persuade the reader to accept your viewpoint.

e Technical Writing: Use deductive reasoning to provide clear and precise
instructions or explanations, starting with general rules or principles and then
applying them to specific procedures or tasks. Ensure that each step logically
follows from the preceding ones.

Exposition; Linear; Interrupted :
Exposition, linear, and interrupted are three different approaches to structuring
writing, each with its own characteristics and applications in developing effective
writing skills:

1. Exposition:

« Definition: Exposition is a writing style that focuses on explaining, describing,
or presenting information in a straightforward and informative manner. It aims
to convey facts, concepts, or ideas clearly and concisely without necessarily
engaging in argumentation or narrative.

o Characteristics:

e Clear and direct presentation of information.

e Emphasis on clarity, accuracy, and objectivity.

e Organized according to logical patterns such as chronological order,
spatial order, or order of importance.

e Applications:

o Educational materials, textbooks, and technical manuals.
e Reports, summaries, and informative articles.
e Expository essays or research papers that aim to inform rather than
persuade.
2. Linear:
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o Definition: Linear writing follows a sequential or chronological order,
presenting information or events in a straightforward and progressive manner.
It typically moves from beginning to end without significant deviations or
interruptions.
e Characteristics:
o Logical progression from one point to the next.
o Each section or paragraph builds upon the previous one, contributing
to a coherent narrative or argument.
e Minimal digressions or tangents, maintaining a focused trajectory.
e Applications:
« Narrative writing such as fiction, memoirs, or biographies.
e Persuasive essays or arguments that require a clear and structured
presentation of ideas.
e Procedural writing such as manuals, instructions, or guides.
3. Interrupted:

o Definition: Interrupted writing incorporates breaks, shifts, or disruptions in
the linear flow of the text. It may include flashbacks, digressions, alternate
perspectives, or nonlinear narrative structures to create complexity or engage
the reader in a different way.

o Characteristics:

e Disruptions to the chronological or sequential order, creating a sense
of surprise, tension, or intrigue.

e Flashbacks, foreshadowing, or shifts in perspective that add depth or
complexity to the narrative.

« Nonlinear narrative structures such as parallel storylines, fragmented
narratives, or nested narratives.

e Applications:

e Literary fiction, experimental writing, or postmodern narratives that
challenge traditional storytelling conventions.

e Essays or articles that incorporate anecdotes, case studies, or
alternative viewpoints to enrich the narrative.

e Creative nonfiction that blends factual information with narrative
techniques to engage the reader emotionally or intellectually.

Interrupted; Spatial & Chronological :

interrupted, spatial, and chronological structures in the context of writing skills:

1. Interrupted Structure:

o Definition: Interrupted structure in writing involves breaking the linear flow of
the narrative or argument with disruptions such as flashbacks, digressions, or
shifts in perspective.

e Characteristics:
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e Introduces breaks or interruptions in the chronological or sequential
order of the text.
o Often used to create suspense, tension, or complexity in the narrative.
e Allows for the exploration of multiple storylines, perspectives, or
thematic layers.
o Applications:
e Fiction: Incorporating flashbacks to reveal characters' back stories or
key events that shape the plot.
e Creative nonfiction: Using digressions or asides to provide additional
context, insights, or reflections on the main topic.
e Essays: Introducing counterarguments, alternative viewpoints, or
tangential discussions to enrich the argumentative structure.
2. Spatial Structure:
o Definition: Spatial structure in writing organizes information based on
physical space, location, or arrangement rather than chronological sequence.
o Characteristics:
o Describes settings, environments, or physical spaces in detail, often
using vivid sensory language.
e Emphasizes the relationships between elements within a spatial
context, such as proximity, distance, or orientation.
e Allows for the exploration of themes related to place, identity, or
geography.
o Applications:
e Travel writing: Describing landscapes, landmarks, and cultural sites to
evoke a sense of place for the reader.
o Environmental writing: Examining the ecological, social, and cultural
dimensions of specific geographic regions or ecosystems.
o Architectural writing: Analyzing buildings, urban spaces, or landscapes
to explore their design, history, and significance.

3. Chronological Structure:

o Definition: Chronological structure in writing organizes information in the
order of time, typically following a linear sequence from past to present or
from beginning to end.

o Characteristics:

e Presents events, actions, or developments in the order in which they
occurred.

e Provides a clear and straightforward narrative trajectory, guiding the
reader through a series of interconnected events or stages.

o Facilitates the understanding of cause-and-effect relationships,
progressions, or timelines.

o Applications:
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e Historical writing: Narrating historical events, periods, or biographies in
the order of their occurrence.

e Personal narratives: Telling stories of personal experiences, journeys, or
life events in chronological order.

e Procedural writing: Providing step-by-step instructions or explanations
that follow a logical sequence of actions or processes.

Official and Business Letter writing:
Official and business letter writing requires attention to detail, professionalism, and
adherence to certain conventions. Here are some key guidelines to keep in mind
when writing official and business letters:

1. Formatting:
e Use a standard business letter format, including your contact information, the
date, the recipient's contact information, a salutation, body paragraphs, a
closing, and your signature.
o Align all text to the left margin and use single spacing within paragraphs.
Leave a blank line between paragraphs.
o Use a clear, readable font such as Arial or Times New Roman, in 10-12 point
size.
2. Content:
e Address the recipient formally using appropriate titles (e.g., Mr., Ms., Dr.) and
their last name unless you know them well.
o Clearly state the purpose of the letter in the opening paragraph. Provide
context and background information if necessary.
e Use concise and professional language. Avoid jargon, slang, or overly complex
vocabulary.
e Provide relevant details, facts, or evidence to support your message. Be
specific and avoid vague or ambiguous statements.
e Use a polite and respectful tone throughout the letter, even if addressing
difficult or sensitive topics.
e End the letter with a courteous closing (e.g., "Sincerely," "Best regards,")
followed by your typed name and signature if sending a physical letter.
3. Clarity and Conciseness:
o Keep the letter focused and to the point. Avoid unnecessary details or
irrelevant information.
e Use clear and straightforward language to ensure the recipient understands
your message without confusion.
e Break up long paragraphs into shorter, more manageable chunks to improve
readability.
e Proofread the letter carefully for grammar, punctuation, and spelling errors
before sending it. Consider asking a colleague or friend to review it as well.
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4. Professionalism:
e Maintain a professional demeanor in all aspects of the letter, from the
language you use to the overall presentation.
e Demonstrate respect for the recipient's time by keeping the letter concise and
relevant.
e Use formal titles and address the recipient with courtesy and respect,
regardless of your relationship with them.
e Avoid using humor or informal language that may be misinterpreted or
inappropriate in a business context.
5. Purpose and Call to Action:
e Clearly articulate the purpose of the letter and what action, if any, you expect
the recipient to take.
e Provide clear instructions or next steps for the recipient to follow, if applicable.
e Express appreciation for the recipient's time and consideration.

Agenda, Notices, Minutes of meeting:
each of these documents commonly used in business meetings:

1. Agenda:

e Purpose: An agenda outlines the topics or items to be discussed during a
meeting. It serves as a roadmap for the meeting, ensuring that participants are
informed about the agenda and can prepare accordingly.

o Content:

o Title of the meeting.

e Date, time, and location of the meeting.

o List of topics or agenda items to be discussed, along with estimated
durations for each.

« Names of presenters or facilitators for each agenda item, if applicable.

e Any materials or documents required for discussion or review.

e Format: Typically organized in chronological order, starting with introductory
items such as welcome and introductions, followed by discussion topics, and
concluding with any additional business or next steps.

o Distribution: Agendas are usually distributed to participants before the
meeting to allow them time to review the topics and prepare any necessary
materials or contributions.

2. Notices:

e Purpose: A notice formally announces the date, time, location, and purpose of
a meeting to its intended recipients. It serves as an official invitation and
provides essential details to ensure participants can attend or prepare
accordingly.

o Content:

Page 7 Faculty: VARSHA SIDDHARTH




= VISION INSTITUTE OF TECHNOLOGY, ALIGARH
SUBJECT- SOFT SKILLS

UNIT-III Reading and Writing Skills:
Title of the meeting.
Date, time, and location of the meeting.
Brief description or purpose of the meeting.
Any special instructions or requirements for attendees.
Contact information for RSVP or inquiries.

o Format: Notices are typically concise and to the point, providing essential
information in a clear and easily readable format.

o Distribution: Notices are sent out to all intended participants well in advance
of the meeting, usually through email or other formal communication
channels.

3. Minutes of Meeting:

e Purpose: Minutes of meeting (often abbreviated as "minutes") provide a
formal record of the discussions, decisions, and actions taken during a
meeting. They serve as a reference document for participants and
stakeholders and ensure accountability and follow-up on agreed-upon tasks
or resolutions.

o Content:

Date, time, and location of the meeting.

List of attendees, including names and roles.

Agenda items or topics discussed, along with any presentations or
materials used.

Summaries of discussions, including key points, arguments, and
decisions made.

Action items or tasks assigned, along with responsible parties and
deadlines.

Any announcements, updates, or additional business discussed.

e Format: Minutes are typically organized by agenda item or topic, with clear
headings and subheadings for each section. They should be concise but
comprehensive, capturing essential details without unnecessary elaboration.

o Distribution: Minutes are circulated to all meeting participants and
stakeholders shortly after the meeting for review and approval. Once
approved, they may be archived for future reference or dissemination.
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