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Professional and Personal Writing

Writing is applied in every part of an individual’s life. Good writing skills are important in every stage of an individual's career. In workplaces, workers are always writing memos, emails, reports and letters to communicate their ideas effectively. Writing has been used to make business plans, articles and press release. According to Hyland (2015), good writing skills creates a good impression in one’s career. The literature will cover how I will use writing in my career, how I used writing in one of the jobs in the past, how I will use writing in my future career and reflecting on how I do writing in my personal life. 

I will use writing in my career to write work reports. My good writing skill will be useful in making accurate and clear reports (Garner, 2012). In addition, I will use writing skill to craft firm’s memos which are clear and simple to avoid any miscommunication of information. In addition, notes writing during meetings will be helpful in order to capture important information. Besides, I will also use writing to formulate contracts for the business and composing emails containing relevant information on the company to the managers. On a previous job I had, I wrote business thank you notes and emailed the notes to my employer and the business manager for offering me apposition in their firm.
Good writing skills will enable me to write good cover letters and resume while seeking a future job (Hyland, 2015). Additionally, I will write instruction manuals that will guide customers on how to use products or access my services. In my future career, I will also use my writing skills to write the company’s newsletters and make a company's presentation slides. On a personal life, level writing is important, for instance,  before shopping a list is made. The list serves as a guide when purchasing items, helps choose the products based on their priority and ensure all items are bought. Secondly, writing is crucial in writing texts to communicate with friends. Finally, I also write diaries on everyday activity or about a special encounter that happens to me during the day.
In conclusion, having covered how I will use writing in my career, how I used writing in one of the jobs in the past, how I will use writing in my future career and reflect on how I do writing in my personal life truly justifies that writing is an effective means of conveying information to an audience. Consequently, it also ensures a continuous flow of information from a source to the recipient. Interestingly, it is true that we also encounter writing in everyday activities either in an office or restaurant menus. This helps us to convey our opinions on different matters and thus no one should ever take writing for granted.    
References
Garner, B. (2012). HBR guide to better business writing. Boston, Mass: Harvard Business Review Press. 

Hyland, K. (2015). Teaching and researching writing. Routledge.
