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Letters or Email 

 

Features/conventions 

▪ Written in first person 

▪ Begins with informal greeting 

▪ Ends with informal ending 

▪ Informal language appropriate for audience 
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Example of a letter: 

 

 
Dear Mr Hopkins, 

I am writing in response to the recent advertisement for the position of sales 
assistant that has become available in your shop. I would like to be considered for 
the position. 

I am currently working in a local coffee shop, where I am responsible for the 
service and distribution of food and drink to customers. I am a key holder for the 
premises, and my daily duties include taking orders, dealing with customer queries 
and managing the till takings at the end of the working day. I work as part of a 
small team to ensure that the needs of the customers are met. 

Before working in the coffee shop, I spent several years working as a sales 
assistant in a bookshop. In this role, I gained extensive experience of organisation, 
stocktaking and meeting specific requests for customer orders. In this full-time 
role, I developed interpersonal skills and confidence within customer service. 

In addition to this I can offer competent skills with Microsoft Office software and I 
am currently completing an evening course in accounting. I have included details 
of my GCSE qualifications in my attached CV. 

Thank for you taking the time to read my application; I look forward to hearing from 
you. 

Yours sincerely, 

Marisa Ahmed 

 
(BBC Bitesize) 

 
 

The opening paragraph outlines the purpose of the letter to the recipient. The writer then 
explains their previous experience in sales and refers to their qualifications to show that they 
are suitable. The closing paragraph refers back to the overall purpose, and assumes that the 
writer expects to hear from the recipient - this shows confidence. 

Notice that formal language is used throughout. 

 

For further help on letter writing –  

https://madameanglaise.wordpress.com/2018/05/03/gcse-english-language-writing-types-letters/ 

https://madameanglaise.wordpress.com/2018/05/03/gcse-english-language-writing-types-letters/
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Diary entry  / Blog / Journal 

 

Features/conventions 

▪ Written in first person 

▪ Date 

▪ Addressed to ‘dear diary’ 

▪ Includes personal anecdotes (thoughts & feelings) 

▪ Informal language (normally suits writer)  
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Examples of a diary/journal entry: 

 

Friday, 14 September. Steered this day and night west twenty leagues; 

reckoned somewhat less. The crew of the Nina stated that they had seen a 
grajao, and a tropic bird, or water-wagtail, which birds never go farther than 

twenty-five leagues from the land. 

Sunday, 16 September. Sailed day and night, west thirty-nine leagues, and 
reckoned only thirty-six. Some clouds arose and it drizzled. The Admiral here 
says that from this time they experienced very pleasant weather, and that the 

mornings were most delightful, wanting nothing but the melody of the 
nightingales. He compares the weather to that of Andalusia in April. Here they 

began to meet with large patches of weeds very green, and which appeared to 
have been recently washed away from the land; on which account they all 
judged themselves to be near some island, though not a continent, according 

to the opinion of the Admiral, who says, "the continent we shall find further 
ahead." 

from the journal of Columbus in his voyage of 1492. 
 

 

 

Today is the first of August. It is hot, steamy and wet. It is raining. I am tempted to write a 

poem. But I remember what it said on one rejection slip: After a heavy rainfall, poems 

titled RAIN pour in from across the nation. 

 

Sylvia Plath reminding herself not to write about the weather is also very relatable. 

 

 

But of all things coming home from a holiday is undoubtedly the most damned. Never was 

there aimlessness, such depression. Can’t read, write or think. There’s no climax here. 

Comfort yes: but the coffee’s not so good as I expected. And my brain is extinct – literally 

hasn’t the power to lift a pen. What one must do is to set it – my machine I mean – in the 

rails and give it a push… It occurs to me that this state, my depressed state, is the state in 

which most people usually are.  

 

Virginia Woolf perfectly captures the post-holiday blues in this diary excerpt from 1933 
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Leaflet 

 

Features/conventions 

▪ Written in third person 

▪ Title  

▪ Subheadings throughout 

▪ Clear layout 

▪ Images and captions 

▪ Language suits genre/audience/purpose (eg could be emotive) 

▪ Further information 
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Examples of leaflets: 
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Newspaper or Magazine article 

 

Features/conventions 

▪ Written in third person 

▪ Catchy headline (alliteration) 

▪ Subheading 

▪ Picture and caption 

▪ Who, what, when, where, why 

▪ Add quotes (from people) 

▪ Formal language, include slang and puns (word play), use DAFOREST 

▪ Language and register appropriate for audience 
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Examples of a newspaper article (The Guardian): 

 

 

Female knife possession crimes in England rise by 73% 
 
More than 5,800 knife crimes involving women and girls recorded in 2014-18 
 
Police have recorded a surge in knife possession offences involving women and girls in England, as 
calls grow for a rethink on tackling the knife problem. 
 
There were 1,509 offences recorded in 2018, a 73% increase from 2014, according to data obtained by 
the BBC through freedom of information requests. 
 
The figures for England show there were more than 5,800 recorded knife possession crimes involving 
women and girls between 2014 and 2018. 
 
On Wednesday six young people who have experienced the effects of violent crime delivered a letter 
to Downing Street signed by more than 100 other young people. 
 
The letter contained a 12-point manifesto including calls to tackle what the group believe are some of 
the underlying causes of violent crime, such as a lack of housing, youth services and jobs. They also 
called for more community police officers to build relationships in neighbourhoods. 
 
Police recorded more than 43,000 incidents involving knives or sharp objects in the year to March, 
according to figures published by the Office for National Statistics in July. 
 
The then home secretary, Sajid Javid, introduced a public health duty covering police, local councils, 
local health bodies such as NHS trusts, education representatives and youth offending services. His 
successor, Priti Patel, has pledged to make criminals “literally feel terror”. 
 
The Home Office said it was investing more than £220m in projects that “steer young people away 
from crime”. 
 
The Metropolitan police in London recorded a 52% increase in female knife offences over five years, 
with a total of 916 between 2014 and 2018. 
 
In the same period, Merseyside police experienced a 54% rise, totalling 499 offences, while offences 
in Greater Manchester doubled, with 95 recorded last year. 
 
South Yorkshire recorded an 82% rise over five years, with 248 offences involving women or girls.  
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Opinion article 

 

Features/conventions 

▪ Written in first person 

▪ Heading & Subheadings 

▪ Firm one sided (argument) 

▪ Personal anecdotes included 

▪ Rhetorical language included 

▪ Sizeable paragraphs 

▪ Formal, appropriate language – tone/your voice is very important! 
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Jeremy Clarkson on teaching kids to drive 
 
Ooh, I’m feeling pleased this morning. Pleased and a bit smug. So smug, in  fact, that I’m going to 
begin this column with the traditional snort of a victor; a simple ‘ha’. 
 
You see, when I went to junior school, I learned all about rivers and how to spell ‘paraphernalia’. It 
seems things have changed. In her first six years of schooling, my daughter has learned that trees 
are a girl’s best friend and that the Brazilian rain forest is being murdered by McDonald’s. At one 
stage, a year ago, it would have been easier to get her to eat a dog turd than a Big Mac. 
She also knows that baby seals are slaughtered for fun and, while she doesn’t know her six times 
table or the capital of France, she can give you chapter and verse on every single ingredient in a 
packet of cigarettes and exactly how each one will rip the very fabric from her tender nine-year-
old lungs. 
 
At this age, a child has a quest for knowledge that will never be matched in adult life. They will 
absorb information like a sponge, but so far as I can see, these days, the only information they’re 
actually given is eco claptrap. 
 
And it’s not just school, either. When I turned on the television 35 years ago, I had Valerie 
Singleton showing me how to make a robot from cereal packets, or the national anthem. Today, 
children have subliminal environmental cries for help in every single pop video and cartoon. 
 
As a result, my daughter knows for a fact that global warming is caused by man. Which, when you 
think about it, is pretty clever, since some of the best brains in the scientific world aren’t so sure. 
She also knows that there are no fish in the sea, that all coral reefs have been killed by jet skis and 
that if she eats food made from GM crops, she’ll grow another eye. 
 
Then there’s Africa. Oh, my God. Given half a chance, she would have the entire population from 
western Sudan in her bedroom, and her views on the evil Swiss drug companies that won’t give 
away medicine to the needy of Zimbabwe are astonishingly uncompromising. In essence, she 
wants heads, on spikes, in the garden. 
 
Needless to say, it’s been thoroughly drummed into her tiny head that the car is a particular 
menace. The class all sits around making up songs about their awfulness, and there are plays at 
the end of every term in which motorists are pilloried for killing not just thousands of children, but 
the whole planet too. 
 
So you’d imagine that when I suggested we cycle into town yesterday, she’d have jumped at the 
chance. “Oh yes, Daddy, and we can go to the organic farm shop while we’re there and buy some 
fair trade parsnip crisps”. 
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Speech 

 

Features/conventions 

▪ Written in first person 

▪ Begins with formal greeting 

▪ Rhetorical devices throughout 

▪ Language appropriate for audience 

▪ Memorable last line/ending 

 

 

 

 



12 

         TEMPLATE BOOKLET 
 

“What Matters More Than Your Talents” by Jeff Bezos 

Background 

This speech was originally delivered as the baccalaureate remarks to graduates 

from Princeton University on May 30, 2010.  

Speech Transcript 

As a kid, I spent my summers with my grandparents on their ranch in Texas. I 

helped fix windmills, vaccinate cattle, and do other chores. We also watched soap 

operas every afternoon, especially “Days of our Lives.” My grandparents belonged 

to a Caravan Club, a group of Airstream trailer owners who travel together around 

the U.S. and Canada. And every few summers, we’d join the caravan. We’d hitch up 

the Airstream trailer to my grandfather’s car, and off we’d go, in a line with 300 

other Airstream adventurers. I loved and worshipped my grandparents and I really 

looked forward to these trips. On one particular trip, I was about 10 years old. I 

was rolling around in the big bench seat in the back of the car. My grandfather was 

driving. And my grandmother had the passenger seat. She smoked throughout 

these trips, and I hated the smell. 

At that age, I’d take any excuse to make estimates and do minor arithmetic. I’d 

calculate our gas mileage — figure out useless statistics on things like grocery 

spending. I’d been hearing an ad campaign about smoking. I can’t remember the 

details, but basically the ad said, every puff of a cigarette takes some number of 

minutes off of your life: I think it might have been two minutes per puff. At any 

rate, I decided to do the math for my grandmother. I estimated the number of 

cigarettes per days, estimated the number of puffs per cigarette and so on. When I 

was satisfied that I’d come up with a reasonable number, I poked my head into the 

front of the car, tapped my grandmother on the shoulder, and proudly proclaimed, 

“At two minutes per puff, you’ve taken nine years off your life!” 



13 

         TEMPLATE BOOKLET 
 

Autobiography 

 

Features/conventions 

▪ Written in first person 

▪ Usually an extract of a larger piece 

▪ Anecdotes throughout 

▪ Past tense 

▪ Personal and informal language 
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Extract from A Life in Football: My Autobiography by Ian Wright 

 

 
Getting the call that told me ‘You’re in the England squad’ was surreal. Five years 
previously I’d been playing Sunday morning football and going to work every day. Now I 
was being considered as one of the best couple of dozen English players. Yes, I was 
scoring goals at a regular rate for Palace, but getting asked to represent your country is 
the pinnacle – it’s every footballer’s dream. After a player gets that call, he’ll be sent a 
letter confirming it, which is when it really hits home, because then you get to see all the 
other players in the squad written down. Shilton . . . Lineker . . . Barnes . . . Waddle . . . 
Everybody was there on that list, and although I knew those guys would be in the squad, I 
could hardly believe my name was in there too. Why I didn’t keep that piece of paper is 
beyond me. 
 
It was for a friendly against Hungary in September 1990 and the England camp was at 
Burnham Beeches in Buckinghamshire. After dinner on the first day, we had to go and get 
the training kit. I went straight back to my room with mine and tried it on! I remember 
just walking about in the room wearing it and looking in the mirror. 
 
Of course, I didn’t sleep properly that night because I couldn’t wait for the next morning 
and going out for training. Breakfast couldn’t come quick enough. The warm up couldn’t 
come quick enough. Everything couldn’t come quick enough. 
 
Then there I was, running alongside Gary Lineker and John Barnes, watching people like 
that in training – I was part of the England set up! The only cloud in that sky was Steve 
McMahon: he was really horrible to me on that first day. I was really nervous taking part 
in training, because even though I had been picked for an England squad I was still not far 
away from feeling that I was not going to be good enough in any situation, and he went 
out of his way to be nasty. 
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Review 

 

Features/conventions 

▪ Written in first person 

▪ Title  

▪ Details of (subject) being reviewed 

▪ Details of actors/author/performer 

▪ Opinion explained 

▪ Usually a star rating or out of “10” 
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Teenage books round-up – review 
 

 
An aspiring rapper’s struggle and a tale of witchcraft and misogyny are 
among this month’s YA standouts 
 
The Hate U Give made a YA superstar of Angie Thomas, but just how do you 
follow a bestselling debut that has already been made into a movie? In On 
the Come Up (Walker) 16-year-old Brianna longs to become a famous rapper 
but finds herself stymied by poverty, a troubled reputation at school and, 
after her song goes viral, media prejudice about who she really is. There is no 
second-book syndrome here. Unflinching, honest and brimming with 
humanity, Thomas writes with confidence and conviction about kids seldom 
seen in literature. In a book that is all about finding your voice and the power 
of words, Bri’s frustrated, angry lyrics are pure magic. 
 
Another author following a feted debut is Muhammad Khan, whose excellent 
I Am Thunder introduced him as an exhilarating new talent. Kick the Moon 
(Macmillan) sees Ilyas Mian navigate the pressures of contemporary teenage 
life, from family and religion to toxic masculinity, racism and revenge porn. 
Gritty stuff, certainly, thick with moral dilemmas, but Khan’s empathy and 
wry humour, accentuated by a deft use of slang, make this authentic and 
relatable. 
 
For younger teenagers, Holly Smale, author of the hugely popular Geek Girl 
series, is back with The Valentines: Happy Girl Lucky (HarperCollins). The 
youngest of three Valentine sisters, Hope may be born into a famous dynasty 
of movie stars, but her life is something of a gilded cage. The title and jacket 
design may suggest a bubblegum beach read, but while Smale’s warmth and 
comedy are very much in evidence, so are her smarts, as she casts a wise eye 
over modern culture and the pursuit of perfection, delivered with an 
uplifting feminist message. 
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Travel Writing 

 

Features/conventions 

▪ Written in first person 

▪ Title  

▪ Anecdote to introduce feeling, tone point of trip 

▪ Comment on Where, What and Why 

▪ Have a narrative thread running through the piece linking beginning to end 

▪ Quotes from people you met (identify them, who are they, where did you meet 

them) 

▪ Avoid clichés (bustling markets) 

▪ Focus on telling the reader something about the place 
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The Lost Continent by Bill Bryson 
Chapter One 
 
I come from Des Moines. Somebody had to. When you come from Des Moines 
you either accept the fact without question and settle down with a local girl named 
Bobbi and get a job at the Firestone factory and live there forever and ever, or you 
spend your adolescence moaning at length about what a dump it is and how you 
can't wait to get out, and then you settle down with a local girl named Bobbi and 
get a job at the Firestone factory and live there forever and ever. 
 
Hardly anyone ever leaves. This is because Des Moines is the most powerful 
hypnotic known to man. Outside town there is a big sign that says, WELCOME TO 
DES MOINES. THIS IS WHAT DEATH IS LIKE. There isn't really. I just made that 
up. But the place does get a grip on you. People who have nothing to do with Des 
Moines drive in off the interstate, looking for gas or hamburgers, and stay forever. 
There's a New Jersey couple up the street from my parents' house whom you see 
wandering around from time to time looking faintly puzzled but strangely serene. 
Everybody in Des Moines is strangely serene. 
 
The only person I ever knew in Des Moines who wasn't serene was Mr. Piper. Mr. 
Piper was my parents' neighbor, a leering, cherry-faced idiot who was forever 
getting drunk and crashing his car into telephone poles. Everywhere you went you 
encountered telephone poles and road signs leaning dangerously in testimony to 
Mr. Piper's driving habits. He distributed them all over the west side of town rather 
in the way dogs mark trees. Mr. Piper was the nearest possible human equivalent 
to Fred Flintstone, but less charming. He was a Shriner and a Republican -- a 
Nixon Republican -- and he appeared to feel he had a mission in life to spread 
offense. His favorite pastime, apart from getting drunk and crashing his car, was to 
get drunk and insult the neighbors, particularly us because we were Democrats, 
though he was prepared to insult Republicans when we weren't available. 
 
Eventually, I grew up and moved to England. This irritated Mr. Piper almost 
beyond measure. It was worse than being a Democrat. Whenever I was in town, 
Mr. Piper would come over and chide me. "I don't know what you're doing over 
there with all those Limeys," he would say provocatively. "They're not clean 
people." 
 
"Mr. Piper, you don't know what you're talking about," I would reply in my affected 
British accent. "You are a cretin." You could talk like that to Mr. Piper because (1) 
he was a cretin and (2) he never listened to anything that was said to him. 
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Monologues 

 

Features/conventions 

▪ Written in first person - ‘I’ stands as a persona 

▪ Can be unreliable 

▪ Talks directly to an audience/has an audience 

▪ (can be) Conversational/Casual tone 

▪ Subject (can be) often serious 

▪ Colloquial language (eg “you see”, “well…”) 

▪ Often focused on a critical point of their life 

▪ Often used to explain or justify actions 

▪ Could focus on a discovery of own personality; allows the speaker to have control 

over events 

▪ Is used to look at the human condition 

 

 

 

Monologue, in literature and drama, an 

extended speech by one person.  

A dramatic monologue  is any speech of 

some duration addressed by a character to 

a second person.  

A soliloquy  is a type of monologue in which 

a character directly addresses an audience 

or speaks his thoughts aloud while alone or 

while the other actors keep silent. In 

fictional literature,  

an interior monologue  is a type of 

monologue that exhibits the thoughts, 

feelings, and associations passing through 

a character’s mind. 
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Dead Poets Society: Mr. Keating  

 

In my class, you will learn to think for yourselves again. You will learn to savor 

words and languages. No matter what anybody tells you, words and ideas can 

change the world. I see that look in Mr Pitts' eyes like 19th century literature has 

nothing to do with going to business school or medical school, right? Maybe. You 

may agree and think yes, we should study our Mr. Pritcher and learn our rhyme 

and meter and go quietly about the business of achieving other ambitions. Well, I 

have a secret for you. Huddle Up...Huddle UP! We don't read and write poetry 

because it's cute. We read and write poetry because we are members of the 

human race. And the human race is filled with passion. Medicine, law, business 

these are all noble pursuits necessary to sustain life. But poetry, beauty, romance, 

and love; these are what we stay alive for. To quote from Whitman "Oh me, Oh life 

of the question of these recurring. of the endless trains of the faithless of cities 

filled with the foolish. What good amid these? Oh me, Oh life." "Answer...that you 

are here and life exists....You are here. Life exists, and identity. The powerful play 

goes on and you may contribute a verse." The powerful play goes on and you may 

contribute a verse. What will your verse be?  

 

 

 

Wonderful Life: George Baily  

 

Just remember this, Mr. Potter, that this rabble you're talking about, they do most 

of the working and paying and living and dying in this community. Well, is it too 

much to have them work and pay and live and die in a couple of decent rooms and 

a bath? Anyway, my father didn't think so. People were human beings to him, but 

to you, a warped, frustrated old man, they're cattle. Well, in my book he died a 

much richer man than you'll ever be... I know very well what you're talking about. 

You're talking about something you can't get your fingers on, and it's galling you. 

That's what you're talking about, I know. Well...I've said too much. I -- You're the 

Board here. You do what you want with this thing. There's just one thing more, 

though. This town needs this measly one-horse institution if only to have some 

place where people can come without crawling to Potter"  
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Presentation (PPT or spoken) 

 

Features/conventions 

▪ Written (usually) in first person 

▪ Use Standard English (not slang) 

▪ Express interesting and thought provoking ideas using effective words 

▪ Do not include lots of animations/images 

▪ Use an appropriate size clear font 

▪ Keep ideas short and brief (on slides)- no more than 5 short bullet points 

▪ if spoken: You need to present loudly, clearly and enthusiastically. 

▪ Listen to and respond to questions convincingly 

▪ Do not simply read off PPT – it should work as a prompt, not your script 

 

 


