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MASTERING EFFECTIVE BUSINESS COMMUNICATION WRITING SKILLS
BY FUTURE INTERNATIONAL RELATIONS PROFESSIONALS

The article under consideration is related to the problem of mastering writing skills by future
international relations professionals. The problemis that for the last ten years itsperformance has declined in
comparison withother foreign communication skills at all key stages. In our investigation, the history of
teaching-of-writing approaches over the last 50 years was characterised by five phases, some elements of
which have been and continue to be concurrent in the best practice. Modern review has differentiated six
types of every-day writing, important in real life business intercourse: personal writing, public writing,
creative writing, social writing, study writing, institutional writing. From a pedagogical point of view,
techniques for improving writing will includepractice in writing by the very teachers who are teaching it.
Dialogic teaching is identified as an important element in improving the quality of interaction and thought
on the part of students in the class. Also various types of barriers to effective writing communication were
cosidered as a first step in improving communication style in future international relations
professionals.Empirical teaching methods as well as creative context were outlined in the survey.
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professional, dialogic teaching, communication barriers, practical ideas, creative background.

Problem stating of the issue.Based on a number of measures, the standard of students’ writing has
been increasing at key stages 2 and 3in the last few years. The problem, however, is that for the last ten
years, with the exception of the recent improvement in writing, its performance has lagged behind reading at
all key stages. The gap is narrowest, though performance in writing has declined since 2003 because of a
change in the marking system — there has been a fall in the last two years.

The significance of the problem is at least twofold: a) that students are not developing the productive
skills of writing sufficiently well to aid their schooling in Englishand across the curriculum, and b) that if
students can attain advanced level, they are likely to have a good chance of gaining the generally accepted
level of a good working competence in the use of English at the end of compulsory schooling [1].

The problems noted above, along with the sticking points mentioned later in thispaper, provide the
challenges for the English curriculum, for teachers, teachertrainers, assessment designers and pupils. The
major challenge is to reinvigoratewriting practice and theory to increase engagement and to improve
standards. To do so requires understanding of the writing paradigm in which we now operate as pupils,
teachers, trainers and policy-makers.

Latest researches and publications analasys. According to our investigation, the history of teaching-
of-writing approaches over the last 50 years can be characterised by five phases, some elements of which
have been and continue to be concurrent in the best practice: 1950s-1960s: an approach to writing which set
high store by quality within a limited range of genres derived from 19th century rhetorical categories.

Little emphasis was on the processes of writing; more on the finished product and on a
distanced,’academic’ command of language types. 1960s-1970s to early 1980s: more emphasis was on
expressiveness and the emergence of a personal ‘voice’ in writing. 1980s to early 2000s: a greater
understanding of writing processes in expertwriters that can be modelled in novice writers, deriving from the
work of psycholinguistic and discourse modelling by Graves and Scardamalia andBereiter. Emphasis was on
drafting, editing, peer conferencing but still aiming to capture ‘voice’ in writing [2,3].

Mid-1990s to the present, and the model in need of development: a tension between the functions of
writing in wider society and those in schooling and assessment. Writing as text-box filling, but not always
briefly; much scope for extended writing, both in-depth and functional. The need for keyboarding skills [3].

The fifth phase, yet to arrive will probably see advances in speech recognition technology that might
or might not obviate the need for keyboards or writing implements. The emphasis on composing written text
(expression, articulation, framing, shaping) will shift towards oral composition, while not abandoning
writing. There will be a renewed dynamic relationship between speaking and writing, with each finding their
roles in a new economyof communication [3].

As E. Olshtain states, writing encourages thinking and learning for it motivates communication and
makes thought available for reflection. When thought is written down, ideas can be examined, reconsidered,
added to, rearranged, and changed. Successful written communication is extremely important in the modern



world as interaction takes the form of not only traditional paper-and-pencil writing but also the most advanced
electronic mail. According to its role in the process of communication writing is initiative (speaking), not
reactive (as reading and listening). Writing is a productive skill, a developed or acquired ability to produce and
reproduce some information in written form. The product of writing is a written text; the result is the ability to
produce a written text; the subject of writing is someone’s thought expressed in written form [1].

The purpose of the article. The aim of presented scientific survey is to give an account of general
theoretical information of modern approaches in teaching writing. Alongside the paper is characterized with
depicting practical features of writing, such as: dialogic teaching, writing communicative barriers, practical
ideas and supportive context.

Reporting of the main issues.Modern view on writing skills. To begin with, considering covered
ideas and views the elementary level in writing is categorized by two features. The first feature is the ability
to maintain interaction, getting across the information in a range of contexts. The second is the ability to
produce a range of texts on familiar matters. A student must possess such a vocabulary, grammar, spelling
competence to express himself/herself appropriately both in official documents (such as questionnaires,
blanks, forms and announcements), and in everyday writing (such as congratulatory forms, reports, informal
letters).

Besides, learner must avoid ambiguity and vagueness in his/her writing, delivering the message and
his/her opinion efficiently almost on any topic. Though the nature of writing as a skill used to be
underestimated in language teaching, the written aspect of a foreign language has gained more significance
nowadays [1].

In addition, T. Hedge differentiates six types of every-day writing, important in real life intercourse:
personal writing (diaries, journals, shopping lists, recipes), public writing (letters of
enquire/complaint/request, form-filling),creative writing (stories, poems, autobiography), social writing
(letters, invitations, notes, instructions), study writing (reviews, reports, essays, taking notes from lectures),
institutional writing (contracts, posters, specifications) [1].

Writing techniques.From a pedagogical point of view, techniques for improving writing will
includepractice in writing by the very teachers who are teaching it. In other words, English teachers will need
to be accomplished writers in themselves, not only of literary and fictional genres but in informational and
argumentative genres too. They will not only be able to produce final products in this range of genres, but
also to reflect on and model the processes of writing in the classroom.

Some of the excitement may have been lost from routine teaching, so a new balance needs to be struck
between meeting targets and outcomes on the one hand, and generating impetus and significant
communication on the other. Too much emphasis on atomistic targets out of context tends to devalue the
learning experience itself; we are more likely to attain targets if we concentrate on the substance and quality
of what we need and want to do [4].

Following from engagement will be a much greater willingness to go into depth in whatever kinds of
writing are being taught. This will require commitment, time and imaginative energy. It involves critical
engagement on the part of the teacher with the emergent written texts of students before and during the
compositional process as well as after it. It also requires the engagement of the students as thinkers,
establishing in them a purpose and giving them a sense of their independent choices and voices as writers.
Greater consideration to different types of planning and composition will be required [4,5].

However, dialogic teaching will be an important element in improving the quality of interaction and
thought on the part of students in the class. Dialogic approaches to teaching can support both speaking and
writing, though it is not always the case that productive and purposeful talk translates directly into writing of
such quality. As suggested earlier, we need to look not only at the transition from talk to writing (and vice-
versa), but also at dialogic forms of writing in themselves, thus adding to the repertoire of largely monologic
written forms that dominate the high-school curriculum and assessment regimes.

Finally, audiences and purposes need to be diversified so that communication has meaning rather than
a performance in empty or purely academic ‘school genres’ served up for assessment [1,5].

What is more it is that writing, together with reading, is both a useful mechanical skill and a learning
strategy on the one hand, and a means of communication on the other. While writing with an effort to
express some ideas, the constant use of eye, hand and brain is a unique way to reinforce learning. At the
same time the view of writing as purely ‘writing to learn’ reflects the principle of audiolingual theory, where
writing is seen as a written form of spoken language, the basis for oral fluency, not as a means of
communication in itself. Thus skill-using activities aimed at learning to write ‘are neglected by this



approach. Instead learners are proposed to produce correct texts or «products» in which accuracy is all-
important [4,5].

It is worth mentioning that this approach to writing is known as product approach. The limitations of
product approach are on its concentration on the result rather than on the process of writing. By focusing on
form and structure product approach at the same time neglects the process of composing this form and
structure. Modern researchers stress the shift from language-focused writing activities to learner-centered
tasks which help to create the atmosphere of communication in the language classroom. Writing is viewed as
an interactive language process where learners are guided and taught how to write rather than what to write.
This process approach focuses on discourse-level activities rather than sentence-level ones. Tasks for
process approach include story writing, cooperative writing, or peer correction of subsequent drafts.

On balance, different researches show that writing as a process includes the following activities:
setting the goal for the written communication; assessing the reader; gathering information and generating
ideas; organizing writing a draft; revising, editing and proofreading. Nowadays the distinction between these
two approaches seems to be less clear and teaching writing combines both approaches, with slight emphasis
on product writing as far as beginner learners are concerned. It is possible, then, to teach writing in
classroom using different approaches and a variety of activities. Moreover, the attention should be given both
to the linguistic-accuracy level and to the message-transmission level. It is the combination of content and
organization with accepted formal features that will lead learners to better utilization of the writing skill in
their future use of English [3,4].

Barriers of writing communication. Recognizing barriers to effective communication is a first step in
improving communication style in future international relations professionals.The process of selecting and
organizing symbols to represent a message requires skill and knowledge.Obstacles listed below can interfere
with an effective message.

1. Lack of sensitivity to receiver.A breakdown in communication may result when a message is not
adapted to its receiver.Recognizing the receiver’s needs, status, knowledge of the subject, and language skills
assists the sender in preparing a successful message.If a customer is angry, for example, an effective
response may be just to listen to the person vent for awhile.

2. Lack of basic communication skills.The receiver is less likely to understand the message if the
sender has a trouble choosing the precise words needed and arranging those words in a grammatically-
correct sentence.

3. Insufficient knowledge of the subject.If the sender lacks specific information about something, the
receiver will likely receive an unclear or mixed message.

4. Information overload.If you receive a message with too much information, you may tend to put up a
barrier because the amount of information is coming so fast that you may have difficulty comfortably
interpreting that information.

5. Emotional interference.An emotional individual may not be able to communicate well.lf someone is
angry, hostile, resentful, joyful, or fearful, that person may be too preoccupied with emotions to receive the
intended message.

6. Lack ofinterest.If a message reaches a reader who is not interested in the message, the reader may
read the message hurriedly or listen to the message carelessly.Miscommunication may result in both cases.

7. Lack ofknowledge. If a receiver is unable to understand a message filled with technical information,
communication will break down.Unless a computer user knows something about the Windows environment,
for example, the user may have difficulty organizing files if given technical instructions.

8. Lack of communication skills.Those who have weak reading and listening skills make ineffective
receivers.On the other hand, those who have a good professional vocabulary and who concentrate on
listening, have less trouble hearing and interpreting good communication.Many people tune out who is
talking and mentally rehearse what they are going to say in return.

9. Emotional distractions.If emotions interfere with the creation and transmission of a message, they
can also disrupt reception.If you receive a report from your supervisor regarding proposed changes in work
procedures and you do not particularly like your supervisor, you may have trouble even reading the report
objectively.You may read, not objectively, but to find fault.

10. Physical distractions.If a receiver of a communication works in an area with bright lights, glare on
computer screens, loud noises, excessively hot or cold work spaces, or physical ailments, that receiver will
probably experience communication breakdowns on a regular basis.



11.No provision for feedback.Since communication is a two-way process, the sender must search for a
means of getting a response from the receiver.If a team leader does not permit any interruptions or questions
while discussing projects, he may find that team members may not completely understand what they are to
do.Face-to-face oral communication is considered the best type of communication since feedback can be
both verbal and nonverbal . When two communicators are separated, care must be taken to ask for meaningful
feedback.

12.Inadequate feedback.Delayed or judgmental feedback can interfere with good communication.If
your supervisor gives you instructions in long, compound-complex sentences without giving you a chance to
speak, you may pretend to understand the instructions just so you can leave the stress of the
conversation.Because you may have not fully understood the intended instructions, your performance may
suffer [2,3].

Empirical teaching methods. Taking mentioned above barriers in business writing, we have defined
verbal communication skills we should all strive to master in our future international relations
professionals.What follows are some practical ideas for teachersto support high school writers in the
audience. Thus, assist students to generate ideas for writing by the following techniques:

— asking students to close their eyes while you take them on a ‘guided journey’, describing a scenario
such as a hike up a mountain or entering a deserted house. Take the opportunity to feed pupils with
ambitious vocabulary which can be noted on theboard for later use. At the end of the process, give them time
to verbalise what they saw and how they felt;

—giving future international relations professionals a word, such as storm and asking them to write
down as many associated words as they can think of in one minute. Repeat the process, using a different
stimulus word, encouraging them to generate more words and phrases each time;

—asking students, in small groups, to think of points for and against an argument, writing each point on
a sticky note. Then ask each group to display its sticky notes on a table, and invite them, in their groups, to
visit each other’s tables and trade their sticky notes. Pupils should be encouraged to read as many ideas as
possible before they start to trade [2];

—giving them a writer’s journal in which to record powerful words, ideas and observations. Remind
them that all good writers observe, borrow and store ideas until they have a use for them.

In addition teacher should create a supportive context for writing with help of such tools as:

—drawing on students’ own experiences and interests, allowing them to write about what they know
and are interested in. Provide them with real or simulated experiences as a basis for writing in more formal
or less familiar genres, for example, setting up a mock trial in the classroom prior to writing a balanced
argument helps pupils to get inside the mind of the opponent and anticipate objections;

—using a shared text as a stimulus for writing, for example, asking future professionals to write from
the point of view of a different character in a class novel or writing an extra section in the same style as the
author. Invite them to produce a non-fiction text in response to an issue in a novel, play or poem or ask them
to recast a text in another form, such as rewriting a scene from a story as a newspaper report or an
explanation text as a Power Point presentation;

—using drama techniques, such as placing ‘texts’ within a tableau created by selected pupils. Ask the
rest of the class, in pairs, to create a piece of text that could appear in the frozen scene, for example, a
crumpled letter or a telegram bearing bad news. Two identical versions of the text are produced, one of
which is placed within the scene. Once all the texts have been placed, the frozen characters ‘come to life” and
pick up each text, then freeze whilst the writer reads aloud from the second copy [5].

Conclusions. To sum up, writing is enormously important communicative skill which should be
shaped in future international relations professionals. As a result, modernized and optimized approaches have
to be applied due to achieve satisfactory results. Nowadays there are a lot of new models and methods of
reaching the goal, but there is no an ideal one. Thus, in our piece of scientific investigation we have
attempted to outline such helpful theoretical and practical advances as: dialogic approach, writing barriers,
practical ideas and creative context implementation of which can be effective and overrated. Further surveys
can be made in discovering peculiarities of email business writing.
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H. M. Bacunuwuna

OBosiogiHAs BMiHHAMHM e(eKTHMBHOI AiT0BOI NMHCHLMOBOI KOMYHiKamii Maii0yTHiMu daxiBugmmn
MiKHAPOIHUX Bi/THOCHH

Ilpeocmasnena cmamms cmocyemoca npodremMu 080N00IHHA GMIHHAMU NUCLMA MAUOYMHIMU
Qaxieyamu 3 MmixcHapoonux eioHocuH. Ilpobaema nonsgeae 6 momy, wjo 3a OCMAHHI Oecsimb POKi6 iXHA
OeMoHCmpayii 3HU3ULACA NOPIGHAHO 3 [HUWUMU [HUOMOBHUMU KOMYHIKAMUBHUMU BMIHHAMU HA 6CIX
KII0YosUx emanax. B pamxax mawioco Oocniddicenns icmopisi HaeuanHs nucvma 3a ocmauni 50 pokis
oxonuna n’simv cmaoii, O0esKi eleMeHmu aKux Oyau i € NPUCYMHIMU K HAUKpawa npaKkmuka cb0200eHHs.
Cyuachuil ananiz npooeMoHCmMpPY8as Wicmv MUNi6 Cy4acHo20 NUCLMA, K € 8ANCTUBUMU Y NAPMHEPCOKUX
83AEMOCHOCYHKAX: 0COOUCIE NUCbMO, 2POMAOCHKE NUCbMO, MBOpYe NUCAHHS, COYIANbHe NUCbMO, HABUAIbHE
ma iHcmumyyitine nucemo. 3 nedazo2iuHoi mouku 30py, 800CKOHANEHHS NUCbMOBUX BMIHb 00CA2AEMbCS
uiiaxom Oe3nocepeonvboi akmuenoi yuacmi euxnadaua. Jlianociyune HABUAHHA 68AHNCAEMBCS OCHOBHUM
haxmopom miscocobucminoi 63aemo0ii ma OCHOSHUM SUOOM OisIbHOCIE cmydenmis 6 ayoumopii. Taxooic
Oynu posensuymi pizHi 6ap’epu epexmusHo20 NUCLMOB020 CRIIKYS8AHHA, K OOHI 3 NEpuiux Kpokie 00
NOKPAWEHHST KOMYHIKAMUBHO20 CIMUTIO MAUOYMHIX (Daxieyis 3 MIdCHAPOOHUX GIOHOCUH. Y 00CHIONCEHHS
maxoic 6yau UOKPeMAeH] eMRIPUYHI MemOoOU HABYAHHS MA KPeAMUBHUL KOHMEKCI.

KarouoBi ciioBa: mnuceMOBI BMIiHHS, KOMYHIKamis, MiAXOAW, TEeXHIKH, MaiOyTHI ¢axiBms 3
MDKHApOJHUX BIIHOCHH, JiaJlOTi4HE HAaBYaHHS, MOBJICHHEBI 0ap’€pH, MPaKTUYHI i7ei, KpeaTuBHUN (OH.

H. M. Bacunuwiuna

Opaanenne ymeHussMH J3(deKTHBHONH [1€JI0BOIl NHCbMEHHOH KOMMYHHMKaNuM OyaymiuM#
CIENUATHCTAMY MEKTYHAPOTHBIX OTHOIIEHHUI

Ilpeocmasnennas cmamvsi Kacaemcsi npooOaemMvbl  081A0CHUS YMEHUAMU nucoma  0yoyuumu
CReYUAIUCTNAMU NO MENCOYHAPOOHLIM OMHOWIEHUSAM. [JuneMma 3aKaouaemcss 6 mom, 4mo 3a NocieoHue
decamp Jem ux 0eMOHCMPAYUs CHUZULACL NO CPABHEHUIO C OPYeUMU UHOSAZbIYHBIMU KOMMYHUKAMUGHLIMU
VMEHUSIMU HA 8cex KIo4esblX smanax. B pamkxax maweeo uccnedosanusi ucmopusi 0OyueHuss nucomy 3a
nocneonue 50 nem oxgamuia nsames CMAadull, HEKOMOPbIE NEMEHNMbL KOMOPBIX ObLIU U NPUCYIMCMEYIOM KAK
ayuwwas npakmuka Hawezo epemenu. CospeMenHblil anaius npooeMOHCMPUPOs8all uecms Munog nucbmd,
KOmMopbvle AGNAIOMCA BANCHLIMU 68 NAPMHEPCKUX B3AUMOOMHOULEHUSX: JTUYHOe RUCLMO, O00WEeCNEeHHOE
NUCbMO, MBOPHEeCKOoe NUCbMO, COYUAIbHOe NUCbMO, YueOHoe u uncmumyyuonaivvoe nucomo. C
nedazocuyeckol MOYKU 3PeHusi, COBEPUICHCMBOBAHUE NUCBMEHHbIX YMeHUll J0ocmueaemcs nymem
HeNnocpeOCmeeHH020 AKMUBHO20 yuacmus npenooasamens. /fuanocuieckoe obyyenue cCuumaemcs 0CHOGHbIM
akmopom MeAHCTUUHOCTHHO20  83AUMOOCUCMBUS U OCHOBHLIM GUOOM O€AMEeNbHOCMU CHYOeHMO8 8
ayoumopuu. Taxowce Ovliu paccmompensvl pasiuunvle bapvepvl IPPEeKmueHo20 RUCMEHHO20 00UjeHUs, KaK
OOHU U3 NEPebIX WA208 K VAYYUEHUIO KOMMYHUKAMUBHO2O CMUIL OVOyWux CHeyuanucimos no
MENCOYHAPOOHBIM OMHOWeHUAM. B uccredosanuu makce OblIU blOENEHbl IMNUPUUECKUE MemOoObl
00yUYeHUst U KpeamueHblll KOHMEKCH.

KiawueBble cj10Ba: MHUCHMEHHBIC YMEHHUS, KOMMYHHKAIMS, TOAXO/bI, TEXHUKH, OyIyIIne
CHEIMATUCTBl 110 MEXJIYHAapOJHBIM OTHOIICHHSM, JHAJOTHYecKoe OOydeHHe, pedeBble Oapbepsl,
MPAKTUICCKUE UJICH, KPEATHUBHBIH (OH.



