
Writing Like a  
Professional
Write Professionally to 

Convince and Be 
Understood

Linda Keefe and 
Deborah Davis



• Writing Rules (Numerical Metrics) … 
#1-5 on QRG

• Pronoun Reference

• Your Assignment

• Some Registration Requests

*** Extras***

Power Words

Special Techniques (Bullets, 
Negativity, Bolding)

Today’s webinar covers…



Writing 
Rules / 
Metrics
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NEVER have the same word 
in two contiguous  sentences. 

#1. Repeating Words

See Exercise #1 – 2nd page of QRG (Quick Reference Guide).



In Chat

Do you see a problem with this upcoming sentence … in terms of 
communicating well?

1. No

2. Yes

3. Maybe



“Flyers are good for events, programs, 
announcements, selling and directions.”



NEVER write more than 
three items in a narrative list. 

Why?
(Bulleted lists are different.)

#2. The Rule of 3



“Flyers are good for events, programs and
announcements. You can also use them for 
selling and directions.”

Better 



There are so many tasks you must do like prepare documents for 
work, put several items on your holiday list, write messages for your 
family and pick up stuff at the store.

How many phrases in this narrative list?

Narrative Lists



There are so many tasks you must do like prepare documents for 
work, put several items on your holiday list and write messages for 
your family. You also want to pick up stuff at the store.

Example – Better (only 3 per sentence)

Break the longer list into two sentences.



There are so many tasks you must do like:
• prepare documents for work
• put several items on your holiday list
• write messages for your family 
• pick up stuff at the store

Example – Better (a bulleted list)

Typically keep the bulleted list under 7 or less.



I'd like to show you how to get the most 
out of the Tech-Talk newsletter, database, 
mobile app ... and now webinars.

To Add One More … Use an Ellipsis  



People remember 3.

The 4th makes them forget everything.

Why does this work?



Sentence lengths should average 17 words or 
less. 

If you have a long sentence. Then cut it in two!

#3. Average Sentence Length



Aim to use three-syllable words or fewer.  

Why? Creates a clearer, faster read with better comprehension … as a 
result, it’s more convincing and memorable. 

#4. How Many Syllables?



1-sentence paragraphs

• Sprinkle them in with long text.
• Use considerably with email

#5. One-Sentence Paragraphs



These will dramatically elevate your writing level.

1. Never have the same word in two contiguous sentences.

2. On average, your sentence length should be 17 words or less.

3. Mix sentence lengths … it can be one word, 3 words, etc.

4. Keep paragraphs short --- often one sentence.

5. Never list more than three items (or phrases) in a sentence.

Summary of Metrics
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So often we use pronouns (particularly “it,” “this” and “that”) without 
being clear what the “it,” “this” and “that” are referring to (often 
the antecedent noun.)

As you know, a pronoun is a word used to stand for (or take the 
place of) a noun. 

So, it’s important to make clear to what or whom this little word is 
referencing.

“Confusing” Pronouns



Two Types found in “sloppy” writing:

1. There could be multiple possible antecedents to which a 
single pronoun could refer.

2. Or it could be when a pronoun is used in the absence of any 
explicit antecedent.

“Confusing” Pronouns



President George Washington and his vice president, John 
Adams, had a difficult relationship, which he wrote about in 
letters to friends.

Confusing Pronoun: Multiple



American students differ from European students in that they 
expect more personalized attention.

Confusing Pronoun: Multiple



The student’s paper showed little revision between drafts. It 
lowered his grade.

Vague Pronouns (Absence)

The student’s paper showed little revision between drafts, and 
the lack of effort resulted in a lower grade.



• Search for the words it, this, which, that, they, them … and circle each.

• Draw an arrow to the antecedent for each circled word.

• If the antecedent is missing, rewrite the sentence

• If a sentence begins with it, replace it with a noun or a noun phrase.

What You Can Do



Assess / Measure some of your documents

1. How often do you use the same word in two contiguous sentences?

2. What is your average sentence length (# of words)?

3. How often do you mix sentence lengths?

4. Do you use one sentence paragraphs?

5. Do you keep the “rule of 3” when listing items in a sentence?

Your Assignment



Let’s look at the 
Membership Site…

www.tech-talk.com

Search by Keyword (e.g. etiquette)

Search by Topic:  Communications 
(e.g. Using Email or Persuading)

http://www.tech-talk.com/


Other Questions … from Registration

Writing jobs … where are they?  Upwork.com  and Fiverr.com



Other Questions … from Registration

How to write politely, but strongly?

“Be firm, but kind.”

Article in Tech-Talk. Use Keyword Search: be firm but kind



Other Questions … from Registration

How to sharpen and shorten communication and get to the point with fewer 

words?

• Write first – then edit out.

• Takes longer to write shorter.

• Recent Tech-Talk article about unnecessary words.  Click on SEARCH in 

Navigation bar. See the COMMUNICATIONS section with the 10 most recent

articles. “Leave Out Words That Diminish the Power of Your Idea”



Other Questions … from Registration

How to write clear instructions and emails without sounding harsh or 

condescending?

Often when giving instructions, can end with:  Does this work for you?  

(It’s clear that you’re giving a directive, but you’re asking for acceptance / buy-

in. You’re showing respect.  And the individual may have a legitimate issue that 

could be brought up at that time.)



Learning Credits
After working in the Database or Taking a Class, you can request a 
Certificate of Completion.



In Chat:
ANSWER TWO QUESTIONS

1. What  i s  ONE th ing you l iked or  found useful  today?

2. Is  there one th ing that  would make th is  sess ion more sat isfy ing to  you?

Type the number & answer :      1- your  answer

Type the number & answer:      2 – your  answer


