
Unit 5 writing skills  

 5.1 Resume Writing  

Email Address (professional-looking)   

LinkedIn or portfolio link (optional)   

2. Objective or Career Summary:   

A short statement describing your career goals or what you aim to contribute to the organization.   

Tailor it for the job you are applying for.   

Example:  

“Motivated BBA graduate seeking an entry-level marketing role to apply strong 

communication and analytical skills to drive brand growth.”  

3. Educational Qualifications:  

List your education in reverse chronological order (latest first).   

Include degree, institution, year of passing, and percentage or CGPA.  

4. Work Experience / Internships:   

Company Name, Position, Duration   

Use bullet points to highlight your responsibilities and achievements.  

5. Skills:   

List technical skills (e.g., MS Office, Python, Tally) and soft skills (e.g., leadership, 

communication, time management).   

6. Projects / Certifications (Optional):   

Highlight relevant projects, online courses, or certifications (e.g., Coursera, Google, etc.).   

7. Achievements / Extracurricular Activities:   

Include awards, competitions, volunteer work, sports, etc., that show a well-rounded profile.  

8. Languages Known:   

Mention languages you can speak or write fluently.   

9. References (Optional):   

Can be added if the job specifically asks for them.  

Tips for Effective Resume Writing:   

Keep it concise (1 page for freshers, 2 for experienced professionals).   

Use professional fonts like Arial or Calibri (10–12 pt).   

Avoid spelling and grammatical errors.   

Tailor your resume for each job application.   

Use action verbs like “led,” “developed,” “managed,” “analyzed.”   

Avoid long paragraphs—use bullet points for easy reading.  

Common Mistakes to Avoid:   



Including irrelevant or outdated information   

Using unprofessional email addresses What is a Resume?   

A resume is a formal document that provides a summary of your qualifications, skills, 

experience, and accomplishments. It’s often the first impression you make on an employer and 

is crucial for job applications, internships, or academic opportunities.  

Key Elements of a Good Resume:   

1.  Contact Information:   

Full Name   

Phone Number   

Making the resume too long or too flashy   

Lying or exaggerating qualifications   

5.2 The Art of Condensation  

What is Condensation?   

Condensation is the process of reducing a longer piece of text into a short, concise form while 

retaining the core meaning and main ideas. It is often referred to as summary writing or précis 

writing.  

Why is Condensation Important?   

Enhances reading comprehension   

Improves writing clarity and precision   

Saves time for readers by presenting only essential information  Develops 

critical thinking and the ability to identify important content  

Steps in the Art of Condensation:   

1.  Read the Text Thoroughly:   

Understand the main message, tone, and structure of the original text.  

2.Identify Key Ideas:  

Pick out main points, supporting facts, and avoid examples, repetitions, or extra details.  

3.Eliminate Unnecessary Information:  

Remove descriptions, statistics (unless essential), and examples.  

4.Rephrase in Your Own Words:  

Rewrite using your own language and structure.  

Avoid copying whole sentences.  

5.Maintain the Original Meaning:  

Don’t change the tone or message.  

Avoid personal opinions.  

6.Use Clear and Concise Language:  

Be direct.  



Keep sentences short and meaningful.  

Qualities of a Good Condensed Text (Précis):   

Concise: Short and to the point   

Complete: Contains all major points   

Clear: Easy to understand   

Coherent: Logically structured  

Neutral: Free from personal bias or opinion  

Example of Condensation:  

Original Passage (approx. 80 words):   

Technology has significantly transformed modern education. With the rise of digital platforms, 

students can now access learning materials anytime and anywhere. Online classes, virtual labs, 

and e-books have replaced traditional methods of instruction, making learning more flexible 

and efficient. Moreover, digital assessments provide real-time feedback, allowing students to 

identify their strengths and weaknesses quickly.  

Condensed Version (approx. 30 words):   

Technology has revolutionized education by offering flexible access to resources, online 

learning tools, and real-time feedback, making modern learning more efficient and 

studentcantered.  

5.3 Business Reports  

What is a Business Report?  

A business report is a formal document that presents information, analysis, and 

recommendations to help in decision-making within an organization. It is often written to 

investigate an issue, evaluate performance, or propose solutions.  

Types of Business Reports:  

1.Informational Reports:  

Present data or facts without analysis.   

Example: Sales reports, attendance reports.  

2.Analytical Reports:  

Include data and interpretation.   

Example: Market analysis, feasibility reports.  

3.Recommendation Reports:  

Suggest action based on analysis.  

Example: Proposal to launch a new product.  

4.Progress Reports:  

Update on the status of a project or task.  

Structure of a Business Report:  

1.Title Page:  



Report title, date, author, organization.  

2.Table of Contents:  

Organized list of sections and page numbers.  

3.Executive Summary:  

A short summary of the entire report (for busy readers).  

4.Introduction:  

Purpose, scope, and background of the report.  

5.Methodology: (if required)  

How the data was collected (survey, observation, etc.).  

6.Findings / Body:  

Present the facts and data, often using tables and charts.  

7.Analysis / Discussion:  

Interpret findings, identify issues or patterns.  

8.Conclusion:  

Summarize the results or findings.  

9.Recommendations:  

Suggest practical steps or actions.  

10.Appendices & References:  

Supporting documents or sources used.  

Tips for Writing Business Reports:  

Be clear, concise, and formal in tone.  

Use headings, bullet points, and visuals (charts, graphs).  

Focus on objectivity and accuracy.  

Avoid personal opinions unless asked for.  

  

5.4 Email Writing  

What is Email Writing?  

Email writing is a formal or informal form of written communication sent through electronic 

mail. In a professional context, emails should be clear, polite, and purposeful.  

Structure of a Professional Email:  

1.Subject Line:  

Be specific and informative.  

Example: Request for Leave – 21st July to 24th July  

2.Salutation (Greeting):  

Formal: Dear Mr. Sharma / Dear Sir/Madam  



Semi-formal: Hello Mr. Roy  

3.Opening Line / Introduction:  

State the purpose of the email briefly. Example: 

I am writing to inform you…  

4.Body of the Email:  

Provide details in short paragraphs or bullet points.  

Be polite and to the point.  

5.Closing Line:  

Express thanks or readiness to assist further.  

Example: Thank you for your time and consideration.  

6.Sign-Off:  

Sincerely, Regards, Best wishes  

Then add your full name, designation, and contact info (if needed).  

Example of a Formal Email:   

Subject: Application for Internship – Marketing Department   

Dear Sir/Madam,  

I am writing to express my interest in the internship opportunity in the Marketing Department 

at ABC Pvt. Ltd. I am currently pursuing my BBA at XYZ College and am keen to apply my 

academic learning in a professional setting.   

I have attached my resume for your review. I would be grateful for the opportunity to contribute 

to your team and learn from your experience.   

Thank you for your time and consideration.   

Sincerely,   

Ananya Sharma   

BBA 3rd Year, XYZ College   

Tips:  

Avoid spelling and grammar mistakes.   

Avoid slang, emojis, and informal phrases in professional emails.   

Use professional formatting and tone.  

5.5 Blog Writing  

What is Blog Writing?  

A blog is a regularly updated website or section of a website that contains informal or 

conversational articles (called posts) written on various topics such as education, technology, 

lifestyle, travel, etc.  

Structure of a Blog Post:  

1.Title:  



Catchy and relevant. It should grab the reader’s attention.  

Example: “5 Smart Study Tips for Exam Success”  

2.Introduction:  

Introduce the topic and explain why it matters.  

Hook the reader with a question, fact, or quote.  

3.Main Body (Organized in Subheadings):  

Break the content into clear sections using subheadings.  

Use bullet points, lists, and examples.  

Include personal opinions or experiences if the tone allows.  

4.Conclusion:  

Summarize the post.  

End with a call-to-action (CTA) like “Leave a comment” or “Share your thoughts below.”  

Example Blog Topic:  

Title: Why Reading Every Day Can Change Your Life  

Intro:   

In a world full of distractions, taking time to read can feel like a luxury. But did you know that 

daily reading can improve your brainpower, vocabulary, and even your mood?   

Body:   

Boosts Focus and Concentration   

Builds Better Vocabulary   

Enhances Emotional Intelligence   

Reduces Stress   

Conclusion:   

So, whether it’s a novel, a news article, or a biography, reading daily is a habit worth building.  

What book are you reading right now? Share in the comments!  

Tips for Writing a Good Blog:   

Know your audience and write in a friendly, conversational tone.   

Keep paragraphs short (2–4 lines).  

Use images, links, and formatting to make it visually appealing.   

End with a CTA (Ask a question, suggest sharing, etc.).  

Would you like a blog writing assignment or sample topic to try writing one yourself? I can 

review and give feedback too!  



  

  



  



  



  



  



  


