| Writing Clearly (1) ]

Dean Reid: Good morning, Ben. You look like you're like abit ( )( )(

). Anything wrong?
Ben Walker: No, no, | was just reviewing the writing samples of ( ) for the secretarial
position. There are some exceptions fortunately, but ( ) just ( )
( ) the generally poor quality of writing by the young ( )(
). Their writing isin a sort of e-mail ( ) like the cell phone messages

that high-schoolers post to each other.

Susan Caruso:
But business writing, especially in our profession, should be both (
X X ).
Tahakashi Shuzo:
Good literature
( ) the imagination. If you're not reading good writing, then how will you

know what good writing is?

Walker: Hey, look at this. The applicant says in her cover letter that she's a red
( ) ) grammar and spelling. And she can’t spell “grammar”. Can
you believe that?

Reid: People aren’'t reading much either three days. If they want news, they depend on TV newscasts
or Internet headlines.
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Reid: When they read, it's mainly lifestyle magazines and ( ) rather than books.
Walker:

Today’s kids will grow up to be ( ) communicators.

Caruso: Actually, business people must write more frequently on the job than previously now that
e-mail has replaced the phone for much workplace communication.

Reid: We do need to demand more of ourselves.

That's attitude we need to ( ) in our junior employees. All of us
need to know that clear writing is ( ). It'salso askill that needs to be constantly
upgraded.

Takahashi: That can be an ( ) ) against people who live in a visual society.
( )( )( ) visual news media and visual technologies. Too

many people are too busy or too impatient to do any reading. What they feed on is

( )( ) and video clips.
Reid: That'sright. Thisisthe digital age. Degital language ( ) ) )
( ) and ( ) much too much ( )( ) and

emoticons. Does anybody write “real” letters anymore? That seemsto be alost art.
Walker: When it comes to writing e-mail, English teachers are ( )( ).l read a

recent survey that said one-third of the workers in major companies do not write clearly.
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Walker: 30

Takahashi: You've heard of the ( ) education business that teaches remedia writing to
( ). Hundreds of colleges, other schools and ( ) teachers (
) ) ) evening classes.
Reid: There are also workshops, video classes and ( )( ) for business and
technical writing. Even in high-tech companies, where most employees have ( )
( ), there'sacrisis of poor writing.
Walker: On the other hand, some companies are ( ) by senior executives who don’'t write
concisely.

But who’s going to say so? How do you tell atop executive in your company that he or she

needs better writing skills?

Caruso: We've also got dients who think that the more ( )( ) they throw in,
the more ( ) their messages will be. It'sjust
( ), more like junior high school kids than thinking adults.

Reid: | justreadina( ) ) that our closest competitor has set up an
( ) professional writers ( ) ).

Caruso: What does that mean? Aren’'t we all supposed to be professional writers?

Reid: Each of
Usis supposed to be good at writing, but what if something really special comes up?
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Reid:

Caruso: | see. Well, how many people do we have in-house who can ( ) )
high-quality speeches, for example? A ( ) speechwriter knows how to organize
ideas and ( ) them ( ) effectively ina( ) style.
Takahashi: The speech needs to reflect the speaking style of the

person who gives the speech.

Walker: Sure. In the past, we forcused on creating ( ) in various ( ), such as
( X ). ( X ) or ( X ). As
a result, the public relations business has ( ) people who many
( ) ) certain areas but lack skillsin other areas, such as writing.

Caruso: You're right, Ben. It is rare to find good writers who are also good at strategy and can

( ) afinancial statement, ( ) clients and talk to the media or investors.
Takahashi: We don’'t need Hemingways oy Steinbecks, but we do need ( ) writers

because excellent writing is something that must be part of our ( )( ).
Walker: We have to get beyond the view that writing is a ( ) ). But since

the problem is much bigger than the public relations business, the answer will have to come
from society ( ) ). The long-term solution must start in the

elementary schools.
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