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Doa starting class

رَبِّ زدِْنيِ عِلْمًا وَارْزُقْنِيْ فَهْمًا

Oh Allah, increase me in knowledge and understanding



Understanding the writing
process for:

Essay writing

Formal letter 

Resume



Students will be able to identify and explain key components
of essay structure.

Students will be able to recognize the format and structure of a
formal letter.

Learning outcomes

1

2

Students will be able to identify the essential components of a
resume.

3



Essay Writing



An essay is a short piece of writing that focuses on a particular

topic and expresses the writer’s ideas, arguments, or analysis. It

gives your opinion or explains something about a topic in an

organized way.

What is an Essay?



Overview of an essay

Introduction
1. General statements and
information about the topic.
2. Thesis statement: lists the main
ideas in the essay.

Body paragraphs
1. Support the main ideas of the
thesis statement.
2. Begin with topic sentences.

Conclusion
1. Brief summary of main points
of the essay.

Hamburger Method



Planning Your Essay

1. Brainstorm ideas

3. Organize points
logically4. Decide on main

arguments for body
paragraphs

2. Create an outline

1. Write down all ideas
related to the topic.
2. Think of examples,
arguments, or
experiences. 
3. Tools: Mind maps,
bullet points, or
freewriting.

Basic Essay Outline:
1. Introduction
2. Body paragraph 1 
3. Body paragraph 2
4. Body paragraph 3
5. Conclusion

How to do it:
1. Group related ideas together :
Combine similar points under
one main idea.
2. Use a clear order :
Order of importance (most to
least important or vice versa) or 
Chronological order (time
sequence)

Each body paragraph should
focus on one main argument
that supports your thesis.
How to decide:
1. Choose the strongest, most
relevant points from your
brainstorm.
2. Avoid repeating the same
idea in different words.



Rule 1 : Introduction

General
Statements 

a few sentences
about your

subject that catch
the attention of

your reader.

An introductory paragraph is the first paragraph in an essay. It contains two parts:

A Thesis
 Statement

one sentence that tells
your reader the main

points of your topic and
states the overall “plan”

of your essay.



Example for Introduction

Topic: The Benefits of Reading Books

           In today’s fast-paced digital world, many people are turning to screens for
entertainment and information, often overlooking the simple joy of reading a book.
While technology has changed how we access stories and knowledge, traditional
reading remains a powerful tool for personal growth and development. Reading
books regularly improves mental focus, expands vocabulary, and stimulates
imagination, making it an essential habit for lifelong learning.

Thesis StatementGeneral Statement (Hook)



Rule 2: Writing Body Paragraphs
The body consists of one or more paragraphs following the introduction. Each paragraph
supports the main idea of your essay by breaking it down into smaller ideas or sub- topics.

Each body paragraph consists of a topic sentence and several supporting sentences. A
conclusion sentence draws the paragraph together.

Topic Sentence

 main idea of the
paragraph

1
Supporting Details 

 facts, examples,
explanations

Concluding
Sentence 

 wrap up and
transition

2 3



Rule 3 : Conclusion

The conclusion paragraph is the last
paragraph in the essay. It completes the

essay by summarizing or repeating the most
important ideas. The conclusion can also

include an opinion, a prediction, or a solution
to a problem.



Tips for writing: Use Transitions

1 2 3

Help the essay
flow smoothly

Use between
and within

paragraphs

Examples:
Firstly, 

In contrast,
 As a result,

However



Activity: Identify parts of essay
Introduction, body paragraph or conclusion? 

One of the main reasons English is important is because it gives people access to

more information. A large percentage of books, websites, and academic materials

are written in English, especially in areas like science, business, and technology.

People who understand English can take online courses, read international news,

and study from a wider range of sources. This gives them a great advantage in

school, work, and everyday life. Therefore, knowing English allows individuals to

learn more and stay informed in a fast-changing world.



Activity: Identify parts of essay
Introduction, body paragraph or conclusion? 

Language is one of the most powerful tools humans use to connect, share ideas, and

build relationships. In today’s globalized world, English has become the most widely

spoken and studied language. Learning English is important because it improves

access to information, enhances career opportunities, and helps people

communicate across cultures.



Activity: Identify parts of essay
Introduction, body paragraph or conclusion? 

In conclusion, learning English is a valuable skill that offers many personal and

professional advantages. It helps people gain knowledge, increase career

opportunities, and connect with a global community. In my opinion, English will

continue to grow in importance, especially as more communication and learning

happen online. I believe that in the future, knowing English will be as essential as

knowing how to use a computer.





Task

1.Form a group of 8–9 students.
2.Each group will receive one type of essay.
3.Your group needs to identify the following:
Purpose of the essay
Important elements
Keywords/signals in the essay question
Keywords/phrases to use when writing the essay
Example essay question

4.Create a mind map based on your discussion.
5.Upload the completed mind map to Padlet.



Break



Formal letter



3

Use cases 

What is formal letter
A formal letter is a written message used for official or professional communication,
such as applying for a job, making a complaint, or requesting information.

1
2Job applications

Business
communication

Letters to institutions
(schools,

government, etc.)



Sender’s Address

Date

Receiver’s Address

Salutation (e.g., Dear Sir/Madam)

Body of the Letter (Introduction, Main Content, Closing)

Complimentary Close (e.g., Yours sincerely)

Signature and Name

7 structure of a Formal Letter





2

Tone and language

Polite and respectful language

Formal vocabulary

Clear and concise sentences

Use1 Avoid

Slang, emojis, or contractions

(e.g., don’t → do not)

Overly casual language



Resume



To market yourself to
employers

To get invited for an
interview

What is a Resume?
A resume is a brief document that

summarizes your education, skills, work
experience, and qualifications for a job or

opportunity.

Purpose



Contact Information

Summary or Objective

Education

Work Experience

Skills

Optional Sections (certifications, languages, etc.)

1

2

3

4

5

6

Basic Structure of a Resume



1. Contact Information
Include:

Full name
Phone number
Professional email
LinkedIn (optional)

Your contact info should be easy to find. Make
sure your email is professional. No nicknames or
old gamer tags.

2. Professional Summary or Objective
Summary: Brief statement highlighting your top qualifications
Objective: Statement of your goal, ideal for students/new job seekers



3. Education
Include:

Degree/Diploma
School Name
Graduation date or ‘Expected’ date
Relevant coursework or GPA (optional)

4. Work Experience
Include for each job:

Job Title
Company Name
Dates worked
Bullet points (responsibilities & accomplishments)

Use strong action verbs like ‘Managed,’ ‘Organized,’ ‘Led.’ 
Focus on what you did and what you achieved, not just the task.



5. Skills
1. Hard Skills: measurable skills (e.g., Microsoft
Excel, graphic design)
2. Soft Skills: personal traits (e.g., teamwork,
communication)

6. Optional sections
You can also add:

Certifications
Languages
Awards
Volunteer work
Projects
References



1

2

3

Keep it clear and concise
Aim for 1 page, use bullet point

Use a clean, simple format
Choose a professional font,
consistent format

Start with a strong summary 
Focus on what you can offer

4 Tailor your resume to each job
Keywords from the job description,
highlight experiences

5 Focus on achievements
Say what you accomplished, use action
verbs

6

7

8

Include relevant skills
List both skills, prioritize skills
relevant to the job
Check for spelling and
grammar errors
Proofread before sending

 Don’t lie or exaggerate
Be honest about your experiences
and skills.

9 Avoid common mistakes
Unprofessional email, outdated  jobs,
personal details 

10 Update regularly
Add new skills, achievements, and jobs
as you go

 Effective tips for writing a strong resume



Examples of resume



Task

1.  Based on the tips, start building your own
resume using a template on Canva. 

   2. Upload in Google Classroom.



Thank you
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