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About This Book
The writing part of the IELTS test is often quite confusing for

candidates. “IELTS General Writing Task Masterclass” by
Marc Roche and IDM Business & Law ®, is a complete

IELTS preparation self-study book, which focuses on practical
English writing skills for the official IELTS exam. This is an

excellent book for preparing the IELTS Writing Task 1 &
IELTS Writing Task 2 within the IELTS General Training

exam.

You will be shown step-by-step how to answer the different
questions and avoid the most common mistakes in the exam
through a series of easy to follow instructions, exercises, and

examples. By the end of this book, you will know how to
achieve outstanding results in IELTS Writing Task 1 & IELTS

Writing Task 2.

“IELTS General Writing Task Masterclass ®” from the IELTS
Writing Masterclass series is perfect for Upper-Intermediate

and Advanced students, and it is based on years of real
classroom experience and years of research into second

language writing skills acquisition. It contains IELTS writing
exercises and specialised IELTS exam strategies to quickly

improve your IELTS General Test results.
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The 12 Rules of IELTS
General Writing

1. Use correct spellings.

2. Avoid contractions like we’re; use we are.

3. Never use ‘slang’ words like ‘gonna’.

4. Use formal English words, such as ‘discuss’ rather than ‘chat’.

5. Use correct punctuation: avoid very long sentences.

6. Write a mixture of short and longer (complex) sentences.

7. Use your own words, or give a clear reference to the source.

8. Write so that the reader understands exactly what you mean.

9. Connect your ideas clearly (e.g. Finally/In
conclusion/However)

10.  Use correct grammar that makes your meaning clear.

11.  Do not write informally or in a very friendly way

12.  Only give true data; do not invent or change it.
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IELTS General Writing
Overview

Length: 60 minutes

General Writing Test

Source: IELTS.org

TIP: The exam says to write a 'minimum of 150/250 words
but don't write much more. Aim for 10 or 20 words more at the
most. 
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IELTS General
The Writing component of the IELTS General includes

two tasks. Topics are of general interest to and suitable for
candidates entering work and postgraduate studies or seeking
professional registration. 

 

Task 1

You will be presented with a problem or an issue and
asked to describe, summarise, or explain the information in
your own words. You may be asked to write a letter of
application, a letter of recommendation, a letter concerning
accommodation, or a letter of complaint, among other
possibilities.

 
Task 2

You will be asked to write an essay in response to a
point of view, argument, or problem. Responses to both tasks
must be in a formal style.

 
 

11



Chapter 1: Formal Letters in
English

 

 

 

PLAN: 5 min

WRITE: 12 min

REVISE: 3 min
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We will examine the formal letter tasks in the IELTS
General Training exam in this section.

Firstly, we will practice identifying key information in
the question. Next, we will suggest ways to organise formal
letters, and then we will look at the kind of language you
should be using. Finally, we practice functional language,
grammar, and vocabulary, which are essential and will help
you gain lots of marks in the exam.

We will examine two formal letter and email types: the
letter of reference and the application letter. These aren't the
only types of standard letter or email you might be asked to
write about in the exam, but they will serve as perfect
examples here.
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Letter of Reference

In this type of formal letter, you're asked to provide a
reference for a colleague or friend to a prospective employer or
educational institution.

You may find it helpful to note down useful expressions
which you can include,

 

Some Useful Language for this type of letter or email

I have known X for ….

I am confident that ….

I have no hesitation in recommending him ….

X is sociable, reliable, self-confident, outgoing

X possesses a thorough grounding in …

stand him in good stead

as is shown by the fact that …

 

As you may know, your writing will be assessed in
terms of:

Task Achievement

Coherence and Cohesion

Lexical Resource

Grammatical Range and Accuracy

 

Including all the relevant content in your letter and
presenting it clearly will contribute hugely towards you
scoring well as the target reader will be fully informed.

Candidates often lose marks in the exam, either because
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they have included irrelevant information, they've forgotten to
include something important, or misinterpreted the question.

Here is a typical example of a formal letter question. We
will practice identifying key content to avoid losing marks.
We’ll work through the task chronologically.

 

Read the example and answer the following question.

1. What is the first key piece of information you need
to refer to in your answer?

A friend of yours is applying for a job in a popular shop
as a retail shop assistant for English speaking tourists visiting
your city. The shop has asked you to provide a character
reference for your friend.

The reference should indicate

how long you have known each other.

It must include a detailed description of the person’s character

the reason why he or she would be suitable for the job.

 

Write at least 150 words

 

This seems like an obvious question, but it’s vital to
understand that they ask you to write a reference. Firstly,
this indicates that we need to be thinking about a formal
register, and it also helps us start the letter.

For example:

“To whom it may concern,

Mary and I have been working together at J&J Retail
for ten years.

…………..”

2. What is the next vital information?
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We need to pay attention to the type of job we are
writing the reference for. The job, in this case, is a retail
assistant for a popular shop. It is important to remember that
the information we provide must be relevant to this position.

 

3. What qualities or skills does a suitable candidate for
almost any job need to have?

You can use the following ideas for any job reference.

i. Personal and social skills (people skills/inter-personal
abilities): The successful candidate will need to have good
personal and social skills, so we must emphasise the person's
personal and social skills in the context of their application.

ii. English language skills: we must emphasise his or her
English language skills, as all jobs that you will be asked to
write references for in this exam will require the candidate to
speak good English to communicate with customers, clients,
tourists, guests, etc.…

iii. Time-management ability is another skill that every
person needs for a job, so regardless of the job they present
you with, you can talk about this.

 

4. So what's next?

Previous experience. We need to mention any relevant
work the person has done in the past that will support their
application. Again, we could link this with the earlier part
about their people skills or their time-management skills.

We need to show the person is suitable for the post, but
this doesn’t necessarily need to be in a separate paragraph.
You can write about their experience in the same section while
you describe their character and skills.

Alternatively, it could be something you include at the
end of the letter, but either way, you always need to emphasise
the person's suitability for the post.

16
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Organisation (Reference and Application):

 

Reread the example and answer the following questions.

 

1. How many paragraphs would you have?

 

2. Which sections would deal with which issues?

 

Example Question
A friend of yours is applying for a job in a popular shop

as a retail shop assistant for English speaking tourists visiting
your city. The shop has asked you to provide a character
reference for your friend.

The reference should indicate

• how long you have known each other.

• It must include a detailed description of the person’s
character

• the reason why he or she would be suitable for the job.

 

Write at least 150 words

One idea is to organise this around two or three content
paragraphs along with an opening and closing paragraph, so
four or five paragraphs in total.

 

 

Paragraph 1

The first paragraph is going to deal with our reason for
writing. In this case, our motivation is to write a reference for a
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friend (or in the letter of application to apply for something).
In a letter of reference or a letter of application, the first main
content paragraph usually outlines the person's skills and
experience, perhaps including any relevant qualifications they
might have.

 

Paragraph 2

Then, we could move on to look at the person's character
and their personal qualities.

We could deal with our friend’s suitability for the post in
these two paragraphs if we wanted to, or we could choose to
have a third content paragraph where we emphasise the
person's strengths once again.

 

Finally, we would end the letter with a closing remark
such as: “Please do not hesitate to contact me if you have any
questions. “

Organising your paragraphs logically like this would
make the letter coherent overall. It would give the reader a
visual guide to your organisation, especially if you leave a line
of space between each paragraph. It would also help you deal
with the main sections of the letter in a logical order.
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Expressing Ideas

But what about how you express ideas within
paragraphs? How can you link ideas in and between sentences?
Let's look at some of the ways you can do this.

Linking Words:

The first method is linking words that you've probably
used in your writing for a while. Words or expressions like
firstly or in addition, or for instance, enable you to link ideas
simply and effectively.

Discourse Markers:

The assessment criteria often refer to discourse markers.
These are just slightly higher-level linking words or
expressions such as moreover, furthermore, or by way of
example.
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Exercise 1:
 

Look at the gaps in the sample answer below:

 

Where could you use these linking words and discourse
markers to complete the text? You will not need to sue all of
them.

 

Firstly, in addition, for instance, moreover,
furthermore, or by way of example.

 
To whom it may concern,

 

Mary and I worked together at J&J Retail for ten years.

It is my pleasure to recommend her for the position of
Shop Assistant.

 

1………………….., Mary is a self-confident and
outgoing person who finds it easy to relate to people from all
kinds of backgrounds.

 

During her time at J&J Retail, Mary proved to be
friendly, communicative, hard-working, and excellent at
managing her time. 2.……………….., Mary is the kind of
person who works well with others, as she displays excellent
sensitivity and sympathy. She was always willing to contribute
and help her colleagues. 3………………. at J&J Retail, she
was popular and fully committed to the organisation’s
objectives.
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4……………….. at J&J Retail, Mary demonstrated
excellent English language skills dealing with English-
speaking customers daily. She passed her English exams
around six months ago and has a keen interest in fashion,
which I am sure will stand her in good stead when she is
helping customers in English.

 

I recommend Mary without reservation — she would be
an excellent asset to your company.

 

Please do not hesitate to contact me if you have any
questions.

 

Sincerely,

 

Your Name and Surname
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Sample Answer (Letter of Reference):
 

To whom it may concern,

Mary and I worked together at J&J Retail for ten years.

It is my pleasure to recommend her for the position of
Shop Assistant.

Firstly, Mary is a self-confident and outgoing person
who finds it easy to relate to people from all kinds of
backgrounds.

During her time at J&J Retail, Mary proved to be
friendly, communicative, hard-working, and excellent at
managing her time. In addition, Mary is the kind of person
who works well with others, as she displays excellent
sensitivity and sympathy. She was always willing to contribute
and help her colleagues. Moreover, (Furthermore) at J&J
Retail, she was popular and fully committed to the
organisation’s objectives.

By way of example, (For instance) at J&J Retail, Mary
demonstrated excellent English language skills dealing with
English-speaking customers daily. She passed her English
exams around six months ago and has a keen interest in
fashion, which I am sure will stand her in good stead when she
is helping customers in English.

I recommend Mary without reservation — she would be
an excellent asset to your company.

Please do not hesitate to contact me if you have any
questions.

 

Sincerely,

 

Your Name and Surname 
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(Word count: 197)

 

Notes: Well done if you answered correctly, but be
careful when you write, as there is always the danger that you
can overuse devices like these. This makes your writing seem
unnatural and demonstrates to the examiner that you do not
understand how to use them.

To avoid this issue, let's look at some other cohesive
devices you can use to help you organise your ideas.

 

Reference pronouns:

Reference pronouns like this, that, they, or it are
commonly used to refer back to something or someone
recently mentioned.

 

Relative clauses:

Relative clauses can be used to give added information
to a statement, and they allow you to link ideas together in
well-formed sentences.

 

Substitution:

Other forms of cohesive devices include things like
substitution. This is where you use a synonym, for example, to
refer backwards or forwards to a connecting point in the text.

E.g., Replacing a verb phrase:

The management team at J & J Retail were delighted
with Mary, and so were the rest of the staff (and the rest of the
staff were also very happy with her).

Using paragraphs and a variety of cohesive devices
effectively will help you score well in the “Coherence and
Cohesion” and “Task achievement” parts of the assessment
criteria. Tip: When you're reading, make a point of looking out
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for cohesive devices like those we've looked at in this section.

 

 

25



Letter of Application

In this type of formal letter, you're asked to write a
formal letter or email applying for a job, accommodation, or
place on a course. Again, the recipient of this letter is a
prospective employer or educational institution.

Cover letters, sometimes called letters of application, are
crucial parts of your application, whether you're a university
student or a candidate looking for a job. While there are
virtually no limits to the different designs you can use for your
letter of application, there are some general guidelines you will
want to apply to make sure it is appropriate for the exam. It is
first essential to make sure your cover letter has an excellent
appearance regarding both structure and language.

Ensure you learn the name of the person or organisation
you're writing if they appear in the instructions. The name
must always be spelled correctly.

The next thing you want to do is to demonstrate your
qualifications for the job. It is best to write two powerful
sentences explaining why you have the necessary skills to
perform the job you are interested in. After this, you will want
to let the potential employer know that your resume is
enclosed. It is also essential to make sure you don't end the
letter incorrectly.
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Sample Task
You see this advertisement in an international student

magazine.

Write an application to become a volunteer.

Volunteers needed

We are looking for volunteers to help out at a famous
international sporting event. We’re looking for friendly,
respectful people with good language skills, good team skills,
and a ‘can-do’ attitude. We need people to welcome delegates,
provide customer service, and solve problems.

If you think you have what it takes, apply now.

You should write at least 150 words.

Spend around 20 minutes on this part.

 

The first key piece of information in a letter of
application is the fact you've seen the advertisement and where
you saw it. This will be the perfect way to start the letter.

Remember that you also need to confirm which position
it is you're applying for. This exam is designed to be as
realistic as possible, but there may be more than one position
in real life. If you didn't mention the specific job, the reader
would not be fully informed.

 

For example:

Dear Sir or Madam,

I am writing to apply for the Volunteer position
advertised in the International Student Magazine.

 

Language Skills

27



In this example, the international sporting event will give
you the chance to emphasise your language skills, such as your
ability to speak English fluently.

As with the letter of reference, language skills are
something you can and should always mention in a letter of
application in the IELTS General exam. All positions
advertised will require the candidate to speak or write in
English. 

 

Suitability for the job

You need to explain your suitability for the job. The
question will sometimes state what the required skills or
knowledge are, but typically you'll have to include your
experience, your qualifications, if any, and personal qualities.

Finally, it would be a good idea to point out that you're
available for an interview and perhaps to state any times when
you're not available. If you cover all these points in your
answer, logically, persuasively, and in an appropriate format,
you should score well in terms of content and communicative
achievement.
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Sample Response (Letter of
Application)

Dear Mr./Mrs./Miss/Ms. [Hiring managers name –
“Dear Sir or Madam” if name or gender are unknown]

I wish to apply for the role of [Volunteer] advertised in
the [International Student Magazine]. Please find enclosed my
CV for your consideration.

As you can see from my attached CV, I have over [time
period, e.g., five years] experience in [e.g., volunteering or
customer service], and I believe the knowledge and skills built
up during this time make me the perfect candidate for this
position. I am also keen to keep improving my English, as this
is not only a hobby but also a real need.

In my current role as a [job title] at [employer name], I
have been responsible for [e.g., a 5% increase in revenue],
which when coupled with my enthusiasm and dedication
[insert skills relevant to the role – usually found in the job
description], has helped the business to [measure of success].

I am confident that I can bring this level of success to
your organisation and help [company name] build upon its
reputation as an outstanding company. With my previous
experience and expertise, I believe my contribution will have
an immediate impact on the business.

Thank you for your time and consideration.

I look forward to meeting with you to discuss my
application further.

Yours sincerely/Yours faithfully,

[Your name]

(Word Count 222)
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Organisation & Essential Language: Formal

Letter of Complaint

As the title suggests, in this section, we will focus on the
features of organisation.

In the last section, we looked at two common types of
formal letter, which often appear in the exam: the letter of
reference and the letter of application.  As previously
mentioned, both of these tasks are very similar in structure and
ideas. In this section, we will use a different example to see the
slightly different tone and style required in each type of letter.

Up until now, we have concentrated on spotting the
critical content. The essential content is the information we
need to respond to in our letter. If you haven't done this yet,
stop for a second and note the key points in the letter of
reference and the letter of application.

As we saw in the previous section, we need to respond to
all of these critical points in our letter to score well in the
exam.

Your overall organisation of the piece of writing is vital.
This includes using logical paragraphs, for example, and the
precise organisation of ideas within paragraphs. You do this by
using linking words, discourse markers, and other devices. The
examples in the previous section show you exactly how to
organise your letter of reference and letter of application. Still,
they do not show you how to organise other types of letter.

This section will look at paragraphing a letter of
complaint and at these additional organisational features.

Read the letter of complaint task below and answer the
following question:

Question to think about:

How would you organise the paragraphs in your letter if
you were answering this question? Think about how you might
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organise the underlined points into logical, coherent
paragraphs.
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Formal Letter of Complaint Task
Read this extract from a letter you have recently sent to a

friend:

 

“.... I forgot to say, don't go to Dino's Bar for your
birthday. We went there last night - the service was awful; the
food was cold, and it was so expensive for such a bad meal! I
complained to a member of staff, but he asked me to put it in
writing ...”

 

Write your letter of complaint to the manager of
Dino´s bar

 

In your letter:

Introduce yourself
Explain the situation
Say what action you would like the company to take

 

Write at least 150 words

 

Question to think about:

How many paragraphs would you have, and which
power graphs would deal with which issues?

 

There are several ways to approach this letter, but one
suggestion is to organise this around four content paragraphs,
one for each problem and one at the end for suggestions. 

 

The answer to this question can be planned and
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organised as follows:

 

The letter can be divided into 4 paragraphs:

 

1. Formal “hello” and state general problem, saying why
you went to Dino´s in this case and that you are dissatisfied.
State problem 1 (the service was awful)

2. Detailed explanation of problem 2 (the food was cold)

3. Problem 3: the price was high

4. Conclusion, what you want Dino´s to do- offer some
suggestions for improvement here.

 

A bit more on each paragraph:

OK, so the first paragraph is going to deal with your
reason for writing. In a letter of complaint, the first main
content paragraph is used to outline the problem, say why you
went to the business you are complaining about, and make sure
you say that you are dissatisfied.

Then, we could look at the specific details of the
problem, using appropriate adjectives.

Finally, in the last paragraph, we could offer some
suggestions or recommendations to improve the business. You
can use language such as:

I must insist that you…

I must urge you to…
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Essential Language for a Letter of
Complaint: 

LETTER OF COMPLAINT

I am writing to complain about…

I would like to express my dissatisfaction with …

I am writing to express my concern about the.…

I must complain in writing about…

I feel I must complain to you about…

I wish to complain in the strongest terms about…

I am writing to inform you of an apparent error in your
records…

 

Paraphrasing exercise:
Example:

0) Basic Problem: “I want to complain about the lousy
service in the restaurant. “

ii. Key Language: I would like to express my dissatisfaction
with …

iii, Key Word you must use: POOR (Bad is too informal, so
we can use poor instead)

iv. Final Product: “I would like to express my
dissatisfaction with the poor standard of service in the
restaurant. “

 

Now try to complete the process using the following
language:
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1)

i. Basic problem: “The cinema is far away from
everything.”

ii. Key Phrase: I wish to complain in the strongest terms
about…

iii. Key Word: ACCESSIBILITY

 

…………………………………………………………………………………………………………………………………………………………………………………….

 

 

2)

i. Basic problem: “During my course, there were too
many students in the class.”

ii. Key Phrase: I am writing to express my concern about
the.…

iii. Key Word: NUMBER

 

…………………………………………………………………………………………………………………………………………………………………………………….
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Answers:
1) I wish to complain in the strongest terms about the
accessibility of the cinema.

2) I am writing to express my concern about the number of
students in the class during my course
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Topic-specific phrases

• Poor standard of service/slow service

• I am asking for/I would like to request a replacement

• No accommodation/Travel delays/Rather rude staff

• Badly scratched/dented wrapping/packaging

• To claim/demand for a refund

• I am returning … to you for correction of the fault/for
inspection/repair/servicing

• Defective/faulty goods/defective item/machine

• The… may need replacing

• To restore an item to full working order…

• I am enclosing the broken radio in this package; please
send me a replacement..

• You said that … I feel sure there must be some mistake as
I am sure that…

 

Ending the letter

• I do not usually complain, but, as an old customer, I hope
you will be interested in my comments.

• We look forward to dealing with this matter without delay.

• I feel that your company should consider an appropriate
refund.

• I would be grateful if you would send me a complete
refund as soon as possible

•We feel there must be some explanation for (this delay)
and expect your prompt reply.

• Will you please look into this matter and let us know the
reason for …
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• Thank you for your assistance.

• I look forward to hearing from you at your earliest
convenience.

• I am returning the damaged goods/items… and shall be
glad if you will replace them.

• Please look into this matter at once and let me know the
delay.

• Please recheck your records.

• Thank you for your cooperation in correcting this detail…

• I wish to draw your attention to…

• I would suggest that…

• I suggest that immediate steps be taken.

• I want to complain about…

• I look forward to a prompt reply and hope that you will
take into

consideration…

• I am dissatisfied with…
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Look at the sample answer for the question from earlier in
this section. Pay special attention to the language and
structure used.

 

Sample Answer

Dear Sir/Madam,

I would like to express my dissatisfaction with the poor
standard of service we received during our recent visit to Dino
´s Bar.  Firstly, the staff were generally quite rude and
unhelpful, they seemed to lack basic food knowledge, and they
did not seem interested in the job. For instance, none of them
could offer any advice to me on choosing a dish.

A further cause for complaint was that the food was cold when
it arrived at our table. I understand that it was a busy night,
but we booked the table and the menus the day before, so I feel
that they should have been ready.

Finally, not only did we receive substandard food and
unfriendly, unhelpful service, but we were also charged full
price for our meals after we complained. In my opinion, the
prices seem to be very expensive for the quality of the food and
the service provided.

I do not usually complain, but, as a loyal customer, I hope you
will be interested in my comments. Perhaps it would be
appropriate to offer some training courses to the staff at Dino
´s Bar, to avoid this from happening again. I feel that customer
service was a big issue, as was the quality of the food. If these
two problems were fixed, then the price might not be such an
issue in the future, as customers would be happy to pay a little
more for a better experience. I hope you will take these points
into consideration

I look forward to your reply.

Yours faithfully,
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Name and Surname

 

Formal Letters: Structure Rules

Greeting

Name unknown: Dear Sir/Madam,

Name known: Dear Mr.…/ Dear Mrs.… / Dear Ms..+
surname

 

Reason for writing

I am writing to … I am writing concerning…

I am writing on behalf of …

 

Asking questions

I would be grateful if … I wonder if you could ….

Could you …?

 

Referring to someone else´s letter /points             

As you stated in your letter, …. Regarding …/
Concerning …

With regard to ….

 

Finishing the letter

If you require any further information, please do not
hesitate to contact me.

I look forward to hearing from you.

 

Signing
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If Dear + name = Yours sincerely,

If Dear Sir/ Madam = Yours faithfully

 

Your first name + surname must be written clearly under
your signature.

 

 

Formal Letter IELTS General Exam Checklist.

When you have written your letter, check:

1. It is a formal letter

2. It includes all the information necessary

3. You have asked all the questions you need to

4. The questions are correctly formulated indirect  questions

5. The letter is divided into paragraphs

6. You have checked the letter carefully for mistakes
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Formal Letters: Language Practice

Letters can be anything from very formal to very
informal. The IELTS General Writing paper will never ask you
to write a specialised business or legal letter requiring a
professional knowledge of business words, structures, and
expressions. However, they might ask you to write a formal,
semi-formal, or informal email or letter.

In this section of the chapter, we will focus on your use
of language and, in particular, your ability to create a formal
register. This will help you do well in two of the assessment
criteria: Language, by using a range of formal vocabulary and
grammatical structures and communicative achievement by
creating an appropriate formal tone that has a positive effect on
the reader. We will identify some of the features of formal
English that we often find in formal letters.

At the end of this section, you will find a list of useful
formal-informal equivalents. This list will save you a lot of
time in your preparation for the exam. For example, in a letter
of complaint: “I was rather disappointed” is a formal way of
saying, “I was furious” or “I was furious.” See how many more
formal and informal equivalent items you can learn next.
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Exercise 1:
Transform the informal or semi-formal version of each

phrase from a letter of complaint into a formal style. You can
make small changes to the sentences' content if you think it´s
necessary, and you can use a dictionary. 

Example: I thought I’d write = I am writing

 

a. state of the playground =
………………………………………………………………

 

b. I have noticed loads of rubbish =
………………………………………………………………

 

c. I reckon =
………………………………………………………………

 

d. The teacher I’m talking about =
………………………………………………………………

 

e. On top of this =
………………………………………………………………

 

f. a load of problems =
………………………………………………………………

 

g. You could =
……………………………………………………………

 

h. stop =
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………………………………………………………………

 

i. What’s more =
………………………………………………………………

 

j. better =
………………………………………………………………

 

k. To finish =
………………………………………………………………

 

l. I´m looking forward to hearing from you = 
………………………………………………………………
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Answers:
a. state of the playground = condition of the playground

b. I have noticed loads of rubbish = There is a great deal
of litter

c. I reckon = It is my opinion that…

d. The teacher I’m talking about = The teacher in
question OR The teacher I am referring to

e. On top of this = Furthermore

f. a load of problems = several problems

g. You could = it may be possible for you

h. stop = prevent

i. What’s more = In addition,

j. better = more suitable OR more adequate

k. To finish = In conclusion,

l. I´m looking forward to hearing from you = I look
forward to your reply, OR I look forward to hearing from you
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Exercise 2:
 

Now here are some full sentences from formal letters.

Complete the sentences using only one word.

 

a. I am writing in ……………. to your job advertisement
in the ABC newspaper

 

b. I would like to ……………. for the position of
translator.

 

c. I am ……………. to come for an interview at any
time convenient to you.

 

d. I would be ……………. if you could send me further
information regarding the position.

 

e. Please find my CV   …………….

 

f. I would like to express my ……………. with the poor
standard of service we received during our recent visit to your
cinema.

 

g.   For ……………., none of them could offer any
advice to me on choosing a dish.

 

h. Finally, not only ……………. we receive substandard
food and unfriendly, unhelpful service, but we were also
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charged full price for our meals after we complained.

 

i. I look forward ……………
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Answers:
a. I am writing in reply/response to your job

advertisement in the ABC newspaper

b. I would like to apply for the position of translator.

c. I am available/ able to come for an interview at any
time convenient to you.

d. I would be grateful if you could send me further
information regarding the position.

e. Please find my CV attached (email)/ enclosed
(letter).                

f. I would like to express my dissatisfaction with the poor
standard of service we received during our recent visit to your
cinema.

g.   For instance, none of them could offer any advice to
me on choosing a dish.

h. Finally, not only did we receive substandard food and
unfriendly, unhelpful service, but we were also charged full
price for our meals after we complained.

i. I look forward to your reply.
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Use of the Passive (Sometimes)
 

Okay, the next example is one where the passive has
been used instead of an active form. This is a common feature
of formal writing but should not be overused. In real life
(business and university included), you should try to avoid the
passive, as it needlessly complicates sentences. However, in
the IELTS exam, you can use it once or twice to demonstrate
versatility to the examiners.

 

This sentence is an example of how we might structure a
sentence formally.

 

Informal: “The waiter did offer us another dish, but
when it arrived, it was cold again.”

 

Formal: “Although we were offered an alternative dish
when it was delivered to the table, it was cold again.”

 

Notice two clauses in the informal version are joined by
but whereas in the formal version, the two clauses have been
reversed and but is replaced with although which starts the
sentence. This is a more formal way of saying the same thing.

Within the formal sentence, “Although we were offered
an alternative dish, when it was delivered to the table it was
cold again,” there are further examples of vocabulary that has
been made more formal. For example, alternative dish is a
more formal way of saying another dish.

As we saw above, phrasal verbs are most typical of
informal letters —although there are some which have no more
formal equivalents and are common in all types of letter (look
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forward to, for example). However, most phrasal verbs do
have formal equivalents, and these would be preferred in most
formal letters, whereas the formal equivalents would be very
rarely used in an informal letter.
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6 Quick Rules of Formal VS Informal:
 

1. We tend to understate our feelings and say I was
rather disappointed, or I was somewhat surprised instead of
saying how we really felt.

 

2. For the same reason, we do not use exclamation
marks.

 

3. We often use the passive to emphasise the action
when the person is of less importance

 

4. We avoid contractions in formal letters.

 

5. We use formal equivalence of idiomatic language and
phrasal verbs

 

6. Particular sentence structures can be used to create a
formal tone. Inversion is one example of this “Although we
were offered an alternative dish when it was delivered to the
table, it was cold again.”

 

 

51



Exercise 3:
 

Rewrite the following sentences using formal
equivalents for the phrasal verbs. Use a dictionary if
necessary. You might need to make other changes to the
structures.

 

1) I’m so chuffed that you’ve been talked into coming to
the meeting.

…………………………………………………………

…………………………………………………………

 

2) The football club’s facilities have been done up, so
this should make our performances better.

…………………………………………………………

………………………………………………………

 

3) As our town is quite cut off, perhaps we could arrange
for you to be put up in a hotel in the city for a few days.

…………………………………………………………

…………………………………………………………

 

4) We will make up for the inconvenience of having to
wait for so long.

…………………………………………………………

…………………………………………………………
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Answers:
 

1) I am thrilled that you have been convinced to attend
the meeting.

 

2) The football club’s facilities have been refurbished,
which should improve our performances.

 

3) As our town is relatively isolated, we could arrange
hotel accommodation in the city for a few days.

 

4) We will compensate you for the inconvenience of
having to wait for so long.
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Chapter 2: Informal Letters
 

 

PLAN: 5 min

WRITE: 12 min

REVISE: 3 min
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Example Task
An English-speaking friend is visiting your region for a

couple of weeks during his holidays and has written to you to
ask for several recommendations.

Write a letter to your friend.

In your letter you should:

• offer to help find accommodation

• advise about things to do

• provide information about what clothes to bring.

 

In this type of task, you should begin your letter as
follows: 

Dear … your friend's name.

A few things to keep in mind.

• You have about 20 minutes to write this.

• You should have at least 150 words. Aim for about 180
(a little bit more but don't go too long- If you're over 240
words, you've written much more than you need to.)

Let's start with the general idea of what you're trying to
do, what you're trying to accomplish.

 

The tone: 

‘The tone’ of the letter means how your letter sounds, or
the overall feeling it gives the reader. It should be very relaxed,
very informal; this is what the examiners are looking for.

For example: if you're writing to your friend, write it as
though you were speaking to your friend; very casual.

You can start with:
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Dear- Hello- Hi and then the person´s first name, never
their surname.

You shouldn´t use Mr., Mrs., Dr.

Do not put first and last name because you do not
address your friend or family member by their first and last
name in real life.

 

Use contractions:

Now contractions are suitable. So, in terms of how
you're going to use I've, it's, don't, etc... In a formal letter, you
say do not, whereas in an informal letter, you say don't.

 

Slang and idioms

Not only are slang and idioms okay now, but they're
recommended because they demonstrate that you can adapt
your language to different contexts. When you speak with your
friends, you usually use very casual language, including slang
and idioms.

Nevertheless, remember it has to be natural, so don't be
too heavy on the slang or the idioms. One or two here and
there are great, but it becomes unnatural if you overuse them,
and the examiners may penalise you for it.

Note that you can use idioms in your formal letter as
well but very carefully, very selectively, and it has to be very
appropriate, so it´s generally not recommended. 

 

Stay organised and focused:

You still have to remember what you're doing and make
it very clear in the letter. Are you thanking the person, are you
answering a question, are you asking for something, are you
offering advice? Make this clear right away in the introduction.
Make sure the body follows.
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Language

Again, you don't want to use very serious language in an
informal letter or email; you don't want to use too many formal
or complex words because that's not how we usually speak to
friends and family.

With our friends, we're usually very casual and relaxed.

For example:

I just wanted to say thanks for helping me out last week.

In a formal letter, you would write

I'm writing to express my appreciation and gratitude for
your assistance with last week's matter...

Notice the different feel of the two sentences. One is
very casual; one is very formal.

Another example:

Should you require any further information, please do
not hesitate to contact me - formal.

Versus

Let me know if you need anything else - super casual.

To make your letter look real, the best thing you can do
is ALWAYS rely on your personal experience.
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Formal VS Informal Language List:

You must distinguish between formal and informal
language in English, not only for this exam but also for general
communication. Writing a letter or email to a friend is not the
same as writing a letter of recommendation for a friend who
has applied for a job. Here are some examples of formal and
informal words with the same meaning,

 

VERBS:

FORMAL: INFORMAL

to depart: to go

to carry out: to do

to provide: to give

to retain: keep

to cease: stop

to seek:  look for

assist, aid: to help

liberate: to free

obtain: to get

to desire: want

request: to ask for

to function: work

to demonstrate: show

to reside: live

require: need
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OTHER WORDS:

FORMAL: INFORMAL

subsequently: next / later

immature, infantile: childish

sufficient: enough

further: more (information)

hence, therefore: so

deficiency, lack of: little, there is no

perspiration: sweat

inexpensive: cheap
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The IELTS Writing Checklist
 
PREPARATIONS
Look through your written work and check what mistakes you made
Do any exercises/past papers that have not been done yet.
Time yourself for reading and writing!!!
Look at the list of phrases for Writing 1 and 2 and highlight the ones
you use the most often.
Read all Model and Authentic Answers for Writing 1 and 2, underline
all the essential phrases used.

 

CHECKLIST - THE DAY BEFORE THE EXAM:
Write down a few phrases that you use the most often in your written
assignments and that you would like to use in the exam in Writing task
1 and 2

Check if you have your passport (or any other proof of identity)

You’re ready for the exam

Have a relaxing evening, and don’t worry. 
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Chapter 3: IELTS Essay 
 
Task 2 in the IELTS writing exam is essential if you

want to get a high band score in the exam. It is surprisingly
easy to considerably improve your writing score as long as you
are prepared to take some advice and practice, practice, and
practice.

 

The most common IELTS Writing Task 2 structures are:

 
Opinion Essay

Example:

Space exploration is much too expensive, and the money
should be spent on more important things.

What is your opinion?

 
Advantages and Disadvantages Essay

Some people believe that it is better to take a gap year
before going to university, while others think that this can be a
waste of time and that going straight into higher education is
the best option.

Discuss both views and give your opinion.
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Problem Essay
Despite the availability of numerous gyms, many people

are living more sedentary lifestyles.

What problems are associated with this?

What solutions can you suggest?

◄●►
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Focus on the topic and the task 

Essay instructions have two parts. You must understand
both the topic and the task before you start the essay.

The first part tells you the topic of the essay:

Some people believe that more funds should be invested
into space exploration as it is a vital form of investigation for
the future of humanity, while others believe it is a waste of
vital funding that could otherwise be used towards more
essential projects here on earth.

Space exploration is much too expensive, and the money
should be spent on more important things.

Despite the availability of numerous gyms, many people
are living more sedentary lifestyles.

 The second part of the question gives you the specific
task you must complete to get marks:

Advantages & Disadvantages with your opinion: Discuss
both these views and give your own opinion.

Or

Only your opinion essay: What is your opinion?

Or

Problem essay: What problems are associated with this?

What solutions can you suggest?
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Understanding the Topic of the Essay

There usually are three ways the essay can be presented
in the exam. Let’s take the example of space exploration: 

Type 1: Two opposite views to discuss:

“Some people believe that more funds should be
invested in space exploration, as it is a vital form of
investigation for the future of humanity. In contrast, others
believe it is a waste of vital funding that could otherwise be
used towards more essential projects here on earth. “ 

Type 2: “Two opposite views to discuss using the
word should in the instruction.

“Should more money be invested into space exploration,
or should it be used towards more important projects here on
earth?”

Type 3: A statement to discuss:

“Paying for space exploration is a waste of vital
funding which could otherwise be used towards more
important projects here on earth.”
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Connecting words and set phrases

Putting your reasons in
order

Firstly/Secondly.
Thirdly/Finally
 

Expressing an opinion I hold the view that ...
In my view…
It is probably true to say
that….
There can be no doubt that
…
 

Mentioning what other
people think

It has been suggested
that….
There are those who
believe that.
There are those who argue
that…
Opponents/ supporters of
(e.g., hunting)  … argue
that….
Most people hold firmly to
the belief that…
It is often claimed that…
 

Common opinions in
society

It is widely
believed/thought that
Few people would contest
that….
Nobody would dispute the
fact that ….
It is generally agreed
that…
 

Referring to evidence
and facts
 

Research suggests that…
All the evidence suggests
that …
Recent evidence indicates
that …..
 

Changing direction However/Nevertheless
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Giving examples For example

for instance 
such as
 

Concluding In conclusion / Overall,

◄●►
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Chapter 4: Essay Writing Tricks
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The IELTS essay in Task 2 of the IELTS writing exam is
something that many students get nervous about.

Many students overcomplicate their lives by trying to
express simple ideas in a complicated way. The result is a
collection of confusing and unnatural sentences with very little
meaning and which the examiner struggles to understand. This
is the perfect recipe for failure in the exam.

 
“The definition of genius is taking the complex and
making it simple.”

― Albert Einstein

 
“Simplicity is the glory of expression.”    

― Walt Whitman

 

The biggest problem in improving your writing is your
idea of good writing in English or any language. Try to think
of a definition of ´good writing´ for a second…

A definition from The Harvard University Writing
Centre:

Writing an excellent academic essay means presenting a
logical set of ideas to create an argument or opinion. Essays
are linear—they offer one idea at a time—they must present
their ideas in the order that makes the most sense to a reader.
Successfully structuring an essay means presenting the ideas
in a logical way to the reader.

2000, Elizabeth Abrams, for the Writing Center at
Harvard University

You will notice how it doesn´t say anywhere in the
definition that a good essay uses complicated language or
prioritises complex sentences over logical sentences. It´s all
about logic, the complex language will come, but it must come
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naturally, appropriately, and more importantly, from rational
thinking.

The trick to improving your writing is to keep it simple!
When you over-think what you are writing and build structures
thinking only about making them complicated, that is when
grammar problems happen, and essay disasters occur! Think of
each sentence you write as a small house: you have to start
with a simple and stable base. Then you can decorate it to
make it sound “Advanced” and professional, but the initial
base has to be made of a concrete idea or group of ideas
expressed clearly and directly.

Don´t forget the basic grammar rules of English. These
rules do not change just because you are writing an academic
essay!

Note: It is vital to give your opinion clearly.
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Exercise 1:
Essay structures: Writing “Advanced” English 

As already mentioned, writing advanced English is not
as hard as it may initially seem.

Try the following exercise to help you improve your
writing:

The original sentences are too personal, too informal,
and sound too simple for an essay. Use the key phrase in
CAPITALS to complete the second sentence to mean the
same as the first sentence. Try to completely change the
original sentence while retaining the same basic message. 

 

1. Vegetables are good for you, but meat is also good for
you.

NOBODY WOULD DISPUTE THE FACT THAT…

………………………………………………………………………………………………………………………………………………………………………………………………………………………………

 

2. Newspapers lie.

IT IS PROBABLY TRUE TO SAY THAT…..

………………………………………………………………………………………………………………………………………………………………………………………………………………………………

 

3. Lots of people like chocolate because it is delicious,
but it makes people fat.

FEW PEOPLE WOULD CONTEST THAT….

………………………………………………………………………………………………………………………………………………………………………………………………………………………………

 

And now a particularly challenging sentence… Tips:
Remember words like hence, therefore, as a result, in turn,
etc.…
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4. If people have jobs, they have more money, so they
buy more things. When people buy more things, businesses
sell more things. This is good for businesses. When companies
sell more things, they need more people. When businesses
need more people, they employ them, so more people get jobs
and have money to spend. It´s a circle of capitalist
awesomeness.  

ALL THE EVIDENCE SUGGESTS THAT……

………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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Suggested Answers:
1. Nobody would dispute the fact that vegetables have a
positive impact on health; however, meat is also vital in order
to maintain a healthy and balanced lifestyle.

2. It is probably true to say that newspapers and other media
often distort the truth.

3. Few people would contest that chocolate is very popular
due to its taste; however, overconsumption can often lead to
obesity and other health issues. 

4. All the evidence suggests that an increase in employment
level would lead to higher levels of spending (which would
benefit businesses) and, in turn, increase employment further
as companies would seek to meet the increase in demand.

OR
All the evidence suggests that an increase in the level

of employment would lead to higher levels of spending (which
would benefit businesses). This, in turn, would increase
employment (further) as companies would seek to meet the
increase in demand.
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Exercise 2
Fill the gaps with an appropriate word or phrase

from the box:

To
conclude

I hold the
view that

however. Firstly,
research
suggests that

may which
can lead to

For
instance,

when
people

they
are more
likely to

Secondly,
few people
would contest
that

Therefore it is
likely that

Finally, such as However,
there are those
who argue that

nobody
would
contest the
fact that

In
addition, it is
often claimed
that

Nobody
would dispute
the fact that

there can
be no doubt
that

Hence,
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Model Essay
………………………………………….. many

programs on television include violent scenes, especially
action and horror movies. ………………… they should not be
allowed, ……… many people disagree with this opinion. In
this essay, I will discuss both sides and give reasons for my
opinion.

…….., ………………………………………….. people
who watch violent programs and play violent computer games
…….  worry more about their own safety, ………………
problems in society. ………………, ……… are worried about
their safety, …………………… react aggressively towards
strangers. …………………………………………..  some
children copy what they see on television and in computer
games. ……  if they are watching and interacting with
violence on a daily basis ……………………………  they will
copy this type of behaviour. …………,  there are more
beneficial activities that children could be participating in,
………….. playing a sport or reading a book.

…………………………………………..  violence is not
something we learn from television and computer games. For
example,  ………………………………………….. there were
murders before television and videogames were invented.
………………,  ………………………………………….. 
children cannot watch violent programs and play inappropriate
videogames easily. For instance, there are restrictions for some
programs and games, and many parents do not allow their
children to watch television after a certain time.

……………. Although there are some reasonable
arguments against higher restrictions on violent videogames
and programs for children, ………………. the potential
disadvantages of children copying what they see and hear in
these programs and games far outweigh the advantages of
having free access to them. Furthermore, current restrictions
are ineffective and easy to ignore. ……………. , governments
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and local institutions should do more to promote alternative
activities and to engage young people in their local
communities from an early age.      
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Answers:
Nobody would dispute the fact that many programs on

television include violent scenes, especially action and horror
movies. I hold the view that they should not be allowed,
however many people disagree with this opinion. In this essay,
I will discuss both sides and give reasons for my opinion.

Firstly, research suggests that people who watch
violent programs and play violent computer games may worry
more about their own safety, which can lead to problems in
society. For instance, when people are worried about their
safety, they are more likely to react aggressively towards
strangers. Secondly, few people would contest that some
children copy what they see on television and computer games.
Hence, if they are watching and interacting with violence on a
daily basis, it is likely that they will copy this type of
behaviour. Finally, there are more beneficial activities that
children could be participating in, such as playing a sport or
reading a book.

However, there are those who argue that violence is
not something we learn from television and computer games.
For example, nobody would contest the fact that there were
murders before television and videogames were invented. In
addition, it is often claimed that children cannot watch
violent programs and play inappropriate videogames easily.
For instance, there are restrictions for some programs and
games, and many parents do not allow their children to watch
television after a certain time.

To conclude, although there are some reasonable
arguments against higher restrictions on violent videogames
and programs for children, there can be no doubt that the
potential disadvantages of children copying what they see and
hear in these programs and games far outweigh the advantages
of having free access to them. Furthermore, current restrictions
are ineffective and easy to ignore. Therefore, governments
and local institutions should do more to promote alternative
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activities and to engage young people in their local
communities from an early age.      
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The Structure of Paragraphs

 
A paragraph normally has three parts:

1. a sentence that introduces the topic or gist of the paragraph
(and can link it to the previous paragraph)

2. Two or three sentences that develop the topic (with analysis,
evidence, or detail)

3. One sentence that concludes the topic (or links it to the next
paragraph).- This is optional in the IELTS essay
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Have a look at some example paragraphs, where each
section has been numbered 1-3.

(1) There is no doubt that corruption is the most crucial
point to focus on because it originates from positions of power.
(2) Corruption can take many shapes and forms, such as
political, which involves crimes in a country’s legal system
and within the police, and economic, for example, by misusing
tax money. (3) All the evidence suggests that countries with
corrupt governments are not able to develop as quickly as
countries where there is less corruption.

(1) Another obstacle which developing countries face
nowadays is the loss of investments. (2) When there is a fast
movement of assets out of a country, it can cause problems.
This situation can happen due to economic reasons, such as an
increase in taxes, or it can occur due to political problems,
such as wars or corruption. (3) These issues can have an
extremely negative effect on the level of trust that people have
in their governments, and investors may choose to take their
money to other countries.

 
Vocabulary Boost:
Obstacle (obstacles)- Countable Noun
Refer to anything that makes it difficult for you
to do something as an obstacle.
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Connecting Paragraphs to each other
When you start a new paragraph, you tell the reader that

the previous point is finished, and you are creating something
new. Nevertheless, this new paragraph is not disconnected
from the previous one, and you need to communicate to the
reader what the connection is. For instance, if you start with
However, there are those who argue that violence is not
something we learn from television and computer games... then
the structure you have used signals to the reader that you are
discussing a different argument (‘However,’) which contradicts
the previous ideas, and which is expressed by other people not
you ‘there are those who argue that.’ You have communicated
a lot of information to the reader with only seven words
(However, there are those who argue that…). This is one of
the definitions of good writing- effective while using as few
words as possible to maintain clarity.

 

“Another argument is that…”

If you start a new paragraph with the phrase ‘Another
argument in favour of stricter laws is that crime is directly
related to…’ then you are signalling to the reader that you are
changing to a different argument (‘Another’) with the same
purpose (‘in favour of..’).

 

To give more specific information, use ‘This argument
...’.

This is a handy structure to learn, and it can be adapted
to many different contexts.
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The words in the box below are all useful examples of
words like ‘argument,’ which you can use with the word ‘this’
(or ‘these’ in plural) to specify more information.

analysis approach concept context
data definition environment evidence
factor issue problem function
measure method period policy
principle procedure process theory
response sector structure interpretation

 

Here is an example of how we can use this structure
in an essay.

There is no doubt that corruption is the most crucial
point to focus on because it originates from positions of power.
Corruption can take many shapes and forms, such as political,
which involves crimes in a country’s legal system and within
the police, and economic, for example, by misusing tax money.
All the evidence suggests that countries with corrupt
governments are not able to develop as fast as countries where
there is less corruption.

These factors [...].
OR

This negative environment [...].

The first sentence of a paragraph is vital, as it shows how
it connects with the overall structure and can signal what will
happen next.

82



When you practice writing, always check that your essay
is logical by underlining the most important sentences in each
paragraph. You should be able to understand the whole essay
only by reading those sentences. If you can’t, you need to
make changes.

 

The beginning of the essay
To get the highest grades in the IELTS exam, the essay

has to introduce the topic, so you must begin with a relatively
general statement. However, the trick is not to over-generalise;
otherwise, the statement becomes meaningless and can be
annoying to read. For example, the following first sentence of
an essay is too vague or general, and the structure used is not
appropriate.

 
The first sentence of the essay

There are those who argue that water is necessary for
human life, and therefore water shortage is one of the most
important problems in the world.

 
Comments

Water is vital to human life, and this is an absolute fact,
not something that people can argue about. The student wanted
to use ‘There are those who argue that,’ but this structure is
wrong for the meaning of the sentence. The statement is also
too general, and it is not clear what this essay is about.
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Possible improvement
Water shortages affect millions of people worldwide

each year, and there is evidence that suggests that they are
becoming increasingly difficult to tackle due to climate
change.

 

In the comments section above, you will see that it is a bad
idea to memorise words or structures (‘There are those who
argue that’, ‘nobody would dispute the fact that…’ etc.) to
insert your ideas into. As discussed in previous chapters, each
sentence and paragraph are like a house that needs logical,
solid foundations before you decorate it. It is better to start
with your ideas and then think about how you can express
them best.
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Expressing the importance of the topic

Superlatives can be useful to indicate that the topic is
important:

(one of) the
most

significant
important

causes of
...

is
...

problems
of ...  

(some of) the
most

conditions
for ...

are
...

aspects of
...  

 

... is (one of) the most
significant
important

causes of ...
problems of ...
conditions for ...
aspects of ...
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The following adjective and noun combinations can also
be useful:

Adjective - Noun combinations
increasing 
concern

an important 
part

a key role/
factor

a great/major 
problem 

a central area
of

a commo 
problem

an increasing
need/concern 

heightened 
awareness 

rapid 
development

a dramatic 
increase 

renewed/
unpreceden-
ted interest

a serious effect/impact
on 

 

 

You can also use the following combinations
with adverbs:

is becoming 
increasingly 
important

is becoming 
increasingly
challenging

has been 
extensively 
researched
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Efficiency

 

Efficient writing expresses an idea, opinion, reason, or
consequence without using too many words. Many students
make a big mistake because they try to fill the page with words
thinking this will make them finish the essay sooner and look
good. After all, it means they know a lot. This is entirely
wrong for most, if not all, exams, whether it’s the IELTS or a
university exam. Always use the minimum number of words
possible and do not repeat yourself.

According to Google, the definition of efficiency is:
“maximum productivity with minimum wasted effort or
expense.” In your writing, this means few words but lots of
meaning.

Note: remember that in the IELTS, the word count
indicated in the exam is a minimum, not a maximum, so you
still need to reach this minimum, or you will be penalised, but
you should avoid repetition and meaningless sentences by
carefully proofreading your writing before you finish.
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Using nouns in your essay
If you pay attention to the best essay examples and the

best academic writing in general, you will notice that many
noun phrases are used.

Here is an example:

“At an investigative level, the availability of digital
resources, simulators, and other tools provide the researcher
with increased access to information. “

A large portion of that sentence is made up of nouns.
Using nouns is hugely efficient, whereas using verbs can be
long and repetitive in an essay or description sometimes.
(Ideally, you should combine both structures to add variety and
power to your writing.) 

For example, you use less space if you are talking about
processes without describing the action:

 

Temperature increase They have increased the
temperature

Efficiency increase (increase
in efficiency)

They have increased the
efficiency
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Exercise 2
Change the sentences by using nouns instead of verbs

where possible.

The trick is to find the verbs first, then transform
some of them into nouns, e.g.:

The area would benefit if businesses increased the
amount they produced.

The area would benefit from an increase in business
productivity/business production.

 

1. The local government should train their employees better so
that they can be more efficient.

…………………………………………………………

…………………………………………………………

 

2. There is a difference between cultures, so they need to
communicate by using different strategies.

…………………………………………………………

…………………………………………………………

 

3. If governments around the world implement this strategy, they
may reduce pollution.

…………………………………………………………

………………………………………………………………

 

4. If they recycle waste, they may have a better chance of
reducing poverty in the area

…………………………………………………………
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…………………………………………………………
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Suggested Answers
Exercise 2

1. Better employee training would increase the local
government’s efficiency. / With better employee training, the
local government’s efficiency would increase.

2. Cultural differences need/require a wide range of/different
communication strategies.

3. The implementation of this strategy by (world) governments
may lead to reductions in pollution.

4. The recycling of waste may improve the chances of reducing
poverty in the area / may lead to a reduction of poverty in the
area / may lead to an improved chance of reducing poverty in
the area.
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Showing Balance in your Essay

The IELTS writing exam prepares you for writing within
an academic and professional setting where you need to be
respectful of others' ideas.

 

Use cautious language.

In your essays, it would look awful if you said
something like ‘These people are completely wrong’ or ‘I think
these researchers were wrong.’ Instead, you would need to
express yourself more diplomatically, for example: ‘However,
it might be the case that ….’ or ‘Recent research suggests that
this is not the case.’ 

You are supposed to analyse different sides and project a
sense of impartiality while you say whether you agree or
disagree.

Remember, you always need to remain modest about
your opinion and show the reader that you understand that you
may be wrong just like anybody else.

For example:

“Students have a very low level of basic mathematical
knowledge due to over-dependence on calculators.”

This is the student’s personal opinion, but she/he cannot
write this without evidence.  In the IELTS exam, you are not
likely going to be able to cite real evidence to support your
arguments, so you need to change your language: “Over-
dependence on calculators may have a negative effect on the
basic mathematical knowledge of some students.”

This is also called ‘hedging’ language because ‘to hedge
against something’ means to protect yourself from its negative
consequences.

Students often make the mistake of using cautious
language where it is not appropriate. They sometimes use

92



‘would,’ ‘might,’ ‘likely to,’ etc. because they have learnt that
these verbs are common in academic writing.

For example:

“Annual financial reports might include information
from financial statements and other sources.”

You don´t need to know a lot about accounting or
business to understand that the objective of financial reports is
to provide financial information taken from financial
statements and other sources. Therefore, the verb ‘might’ can´t
be used here.
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Being Specific

 

Exercise 3
Eliminate the word ‘thing’ in these sentences and add

a more specific word or phrase.

1. The availability of water has a significant effect on every
living thing.

2. This environment is made up of non-living things like air,
water, and rocks.

3. It is essential from a scientific perspective to investigate every
single thing that is possible.
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Suggested Answers:
Exercise 3:

1. The availability of water has a significant effect on every living
organism/being.

2. This environment is made up of non-living elements like air,
water, and rocks.

3. It is essential from a scientific perspective to investigate every
single possibility/possible factor.
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Remember…
 

Link your sentences in formal writing

Always use Linking Adverbs like therefore, additionally,
consequently, firstly, secondly, finally, moreover, however

 

Use synonyms to replace basic level vocabulary

To (purpose): in order to, so as to

Like = such as, for example, for instance

Get = receive, acquire, obtain

Help = aid, assist, support

 

Not only does X do Y, but it also does Z

Look at the difference between these sentences...

Version 1: Working gives you the experience to help
your career prospects. Working also improves essential skills
like social skills.

Version 2: Not only does working provide you with
experience to help your career prospects, but it also improves
essential skills such as social abilities and communication.

◄●►
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Useful Language
 

IELTS- WRITING TASK 1
 

Formal VS Informal Language List:

It is vital that you can distinguish between formal

and informal language in English, not only for this

exam, but also for communication in general.

Writing a letter or email to a friend is obviously not

the same as writing a letter of recommendation for a

friend who has applied for a job. Here are some

examples of formal and informal words with the

same meaning,
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VERBS:

FORMAL: INFORMAL

to depart: to go

to carry out: to do

to provide: to give

to retain: keep

to cease: stop

to seek:  look for

assist, aid: to help

liberate: to free

obtain: to get

to desire: want

request: to ask for

to function: work

to demonstrate: show
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to reside: live

require: need

 

OTHER WORDS:

FORMAL: INFORMAL

subsequently: next / later

immature, infantile: childish

sufficient: enough

further: more (information)

hence, therefore: so

deficiency, lack of: little, there is no

perspiration: sweat

inexpensive: cheap
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IELTS- WRITING - TASK 2
 

Useful Phrases

If you consider… you could be convinced by an argument in
favour of….
But you have to think about another aspect of the problem…
I do not feel this is a direct cause of…
Of course it goes without saying that…
There has been a growing body of opinion that..
… the  situation can be addressed by adopting the methods
mentioned above…
While I admit that… I would argue that…
One approach would be…
A second possibility would be to…
Obviously,…
However,
This suggests that…
In addition…
To sum up…
In fact..
I tend to disagree…
I am unconvinced by…
Overall,…
In the final analysis…
Ultimately,…
To conclude…
In conclusion…
On the other hand…
There is no doubt that…
This could involve…
Thirdly…
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Expressing Views

I would argue that…
I firmly believe that…
It seems to me that..
I tend to think that…
People argue that..
Some people think that…
Many people feel that…
In my experience…
It is undoubtedly true that..
It is certainly true that….

 

Refuting an Argument

I am unconvinced that…
I do not believe that..
It I hard to accept that…
It is unjustifiable to say that…

There is little evidence to support that…

 
 

Providing Support

For example,…
For instance,…
Indeed,…
In fact,…
Of course,…
It can be generally observed that…
Statistics demonstrate…
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If this is/were the case…
Firstly,…
Naturally,…
In my experience…
Let me illustrate…

 
Defining and Explaining

I would argue that…
By this I mean…
In other words..
This is to say…
To be more precise..
Here I am referring to …
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Use These Carefully

First/second, etc…
Moreover..
In addition,…
Furthermore,…
Nevertheless/nonetheless…
On the one/other hand…
Besides…
Consequently…
In contrast…
In comparison…

 
Use Moderately

While…
Meanwhile…
Although…
In spite of…/ Despite the fact that…
Even though…
As a result,…
However,…
Since…
Similarly,…
Thus…
In turn

 
Other Useful Phrases

My response to this argument depends on what is meant by…
There is surely a difference between…. and….
I intend to illustrate how some of these differences are
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significant to the argument put forward.
However, whilst I agree that… I am less convinced that…
I certainly believe that…
One of the main arguments in favour of…. is that…
In other words…
Admittedly, in some ways…
Surely…
Arguably..
Either way…
In any case…
The most important point is that…
Another point is that…
Of crucial importance , in my opinion, is…
There is , however, another possible way of defining…
…that I am in favour of , although I also realise that…
Therefore…
There is no doubt that…
However, it is possible to tackle this serious issue in a number
of ways.
One approach would be..
…would be particularly beneficial.
A second possibility would be to…
…this could involve…
Many people feel that this is unacceptable because…
Opponents of… point out that … and argue that…
On the other hand it cannot be denied that…
Supporters of…argue that…
 
 

Introducing a False Argument

It could be argued that…
Some people would argue that…
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There is also the idea implicit in the statement that…
It is often suggested that…

 

Destroying a False Argument

This is partly true, but…
To a certain limited extant, there is some truth in this…
However, the implication that… is oversimplification.
This argument has certain specific logic, but…

 
 

Suggesting a Correct Argument

It is clear that…
The real situation…
Obviously…
On the contrary…
It is therefore quite wrong to suggest that…
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REMEMBER!  AN ESSAY CONTAINS:
INTRO

ü       About 50 words
ü       General statement about the topic
ü       The purpose of the essay
ü       Initial views of the writer on the subject

BODY

ü       About 170 words
ü       Develops the key ideas and topic mentioned in the intro
ü       consist of 2-3 paragraphs
ü       related to the opening and closing paragraphs

CONCLUSION

ü       30-40 words
ü       No new info!
ü       sums up the key points covered in the essay
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REMEMBER!
Read the questions very carefully.
Underline key points in the question and make sure is relevant
to these.
Consider your personal view on the topic. Do you disagree/
agree or have an impartial view?
Take a minute to PLAN what you are going to say in your
answer.
Think of the main idea you will introduce in each paragraph,
then think of some supporting points.
Before you start writing think about how you will introduce the
topic.
Do not copy he question!!!
Introduce some arguments that are relevant to your own society
or personal experience.
Clearly state your conclusion, make sure that you address the
question.
Read through your answer when you have finished and check
grammar spelling and punctuation.
Check that you have liked your points together well.
Make sure you have written enough words. Not less than
250!!!
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When you have finished writing your report check
what you have written by answering those questions:

Is the length of the text appropriate?

Does the text answer the question?

Are there any common mistakes in the text? If so, what are
they?

Is there any repetition of words or phrases?

Is anything missing?
Are the paragraphs well linked together? If so, in what
way?

Does the report contain a wide range of vocabulary and
structures?

www.idmadrid.es
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LINKING MARKERS

ADDITION

In addition [to NP], ...

Moreover, ...

Also, ...

Apart from [NP], ...

Furthermore, ... ...and ...

not only ...,

but also ... , who...

, which...

, where...

, when...
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CONTRAST

However, ...

Nevertheless, ...

On the other hand, ...

In contrast, ...

In spite of [NP], ...

Despite [NP], ... ... but ...

...(and) yet... although...

whereas...

while...

in spite of the fact that...

despite the fact that...
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CAUSE/

EFFECT

So...

As a result...

Consequently...

Therefore...

Thus...

Hence...

For this reason...

Because of [NP],... ...(and) so...

...(and) hence... so...

so that...

because...

due to the fact that...
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POSITIVE

CONDITION

In that case,...

If so,...

Then,... ...and...

...and (then)... if...

as/so long as...

CHOICE/

NEGATIVE

CONDITION Alternatively, ...

Otherwise,...

Instead of [NP],...

Rather than [NP],...

If not,... ...or (else)... If... not...

unless...
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TIME ORDER/

LISTING

Then...

Afterwards,...

First(ly),...

Second(ly),...

Next,...

Prior to [NP],...

Before [NP],...

Finally / Lastly,... ...(and (then)... before...

after...

, after which...

when...

now that...
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Exercise 1

Rewrite the information below as TWO or THREE
sentences. You must decide how the ideas are logically
related and then use a marker or conjunction
(coordinating or subordinating) to match your meaning.

 

Learning French is not easy.

Many people would argue that learning Spanish is harder.

French and English share a lot of similarities in their
vocabulary.

French and Spanish both have different articles for
masculine and feminine nouns.

You have to change the endings of adjectives to match the
nouns.

This is hard for speakers of English. 

English does not use adjective endings.

Most people believe that speaking English helps you to start
learning French and Spanish.

When you have passed the basic stages, English is less
helpful.

At an advanced level of Spanish and French, knowing
English is arguably not very helpful.
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Answers:

Learning French is not easy, but many people would argue
that learning Spanish is harder, because French and English
share a lot of similarities in their vocabulary. Nevertheless,
French and Spanish both have different articles for masculine
and feminine nouns. Therefore, you have to change the endings
of adjectives to match the nouns, which is hard for speakers of
English since English does not use adjective endings. Most
people believe that speaking English helps you to start
learning French and Spanish but when you have passed the
basic stages, English is less helpful and at an advanced level
of Spanish and French, knowing English is arguably not very
helpful.
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Vocabulary Exercises for IELTS Preparation 

 

Exercise 1:

Complete each of the following sentences by supplying
the correct form of the word in brackets. There are
FIFTEEN questions in all.

 

1) I can't thank you enough. The support you've given us
both has been ........ . (MEASURE)

 

2) Politicians must always ensure they give a ........ response
to any sensitive questions. (MEASURE)

 

3) The designer came and took lots of ........ around the
office. (MEASURE)

 

4) The judge was forced to call the trial to an end and let the
accused go free because of a legal ........ . (TECHNICAL)

 

5) Well, ........ speaking, I shouldn't allow you to leave the
room during an examination. (TECHNICAL)

 

6) Can you call the ........ and ask him to come up and have a
look at my computer? (TECHNICAL)
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7) She made a very good ........ during her visit and hopes to
create closer links with the company. (IMPRESS)

 

8) He's a very ........ young man who is easily influenced by
others. (IMPRESS)

 

9) The team played really well and the captain was
particularly ........ . (IMPRESS)

 

10) Despite the initial problems the machine is now fully
........ . (OPERATE)

 

11) Having looked at your X-Ray I'm afraid to say your
condition is ........ . You will just have to live with the pain.
(OPERATE)

 

12) The patient is in a stable condition and is now on the
........ table. (OPERATE)

 

13) You can't do three jobs at once. That's totally ........
(PRACTICE)

 

14) You're ........ old enough to drive. Why don't you think
about saving up for lessons? (PRACTICE
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15) You need to ........ regularly if you want to improve.
(PRACTICE)
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Answer Key

1) I can't thank you enough. The support you've given us
both has been ........ . (MEASURE)

Immeasurable

 

2) Politicians must always ensure they give a ........ response
to any sensitive questions. (MEASURE)

measured

3) The designer came and took lots of ........ around the
office. (MEASURE)

measurements

 

4) The judge was forced to call the trial to an end and let the
accused go free because of a legal ........ . (TECHNICAL)

technicality

 

5) Well, ........ speaking, I shouldn't allow you to leave the
room during an examination. (TECHNICAL)

technically

 

6) Can you call the ........ and ask him to come up and have a
look at my computer? (TECHNICAL)

technician
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7) She made a very good ........ during her visit and hopes to
create closer links with the company. (IMPRESS)

impression

 

8) He's a very ........ young man who is easily influenced by
others. (IMPRESS)

impressionable

 

9) The team played really well and the captain was
particularly ........ . (IMPRESS)

impressive

 

10) Despite the initial problems the machine is now fully
........ . (OPERATE)

operational

 

11) Having looked at your X-Ray I'm afraid to say your
condition is ........ . You will just have to live with the pain.
(OPERATE)

inoperable

 

12) The patient is in a stable condition and is now on the
........ table. (OPERATE)

operating
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13) You can't do three jobs at once. That's totally ........
(PRACTICE)

impractical

 

14) You're ........ old enough to drive. Why don't you think
about saving up for lessons? (PRACTICE)

practically

 

15) You need to ........ regularly if you want to improve.
(PRACTICE)

Practice
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FREE Professional
Writing Course

 

Sign up for the free email training course. You will
receive Professional Writing and Communication training to

make you into an expert communicator!

https://www.idmadrid.es/vip-resources
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Mega-Bonus: FREE Books
& Resources. 

 

Sign up to the FREE VIP List today to grab your
downloadable e-books and resources. You will receive free

templates, free resources, and free books every now and then J

I hope you have found this book useful. Thank you for
reading.

https://www.idmadrid.es/vip-resources
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One Last Thing... (A very special Request)
 

If you enjoyed this book or found it useful I’d be very
grateful if you’d post a short review on Amazon. Your support
really does make a difference and I read all the reviews
personally so I can get your feedback and make this book even
better.

If you’d like to leave a review then all you need to do is
click the review link on this book’s page on Amazon here:

 

https://www.amazon.com/review/create-review/?
ie=UTF8&channel=glance-detail&asin=1730746810

 

Thanks again for your support and good luck in the
exam!
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