WEEK 13
STYLE EXERCISES 8 – PARALLEL CONSTRUCTION 
Begin these in class with guidance from your tutor. You can check some of the answers in the link underneath but will only be marked on those questions where no answers were given 

Exercise 1: Correct the lack of parallelism in the following sentences. The first one is done for you. 

1. You should begin by looking for errors and check for inconsistencies. 

You should begin by looking for errors and checking for inconsistencies. 

2. He was an excellent task manager but not excelling in people skills. 

3. The receptionist is responsible for maintaining the petty cash, doing the banking and she must write the pay slips too. 

4. The use of a word processor is in many ways more efficient than typing. 

5. I like abseiling but my friend climbs cliffs. 

6. We shall compare Jo’s computer skills with other people in the office. 

7. Administrative assistant’s responsibilities:

· type letters

· to schedule appointments

· routing of phone calls

· replacement of receptionist

· maintenance of files

· organising work flow
8. She is tall, slender, and a girl of great beauty. 

9. He worked as a clerk, salesman and laying bricks. 

10. Along with your application, please include:

· A list of your past three employers. 

· Please write a short biographical statement

· We are required to have in our files copies of all articles you have published

11. The dog show judge decided on the Staffordshire bull terrier for the first prize, and to give the second prize to the fox terrier. 

12. I took up the rugs to clean the floor and for helping the coolness of the house. 

13. The cupboard needed to be painted and varnishing. 

14. The Prime Minister says his government has been responsible for the following improvements:


1. cutting down unemployment,


2. higher wages,


3. the conditions of work have been improved. 

15. The committee recommended the following procedures:


1. having invitations professionally printed


2. we should write to the local member of parliament


3. to leave only the main gate of the car park open. 

16. Each location are linked through a centre reservations sector whose duties are:

· Directing inbound calls

· Controlling appointments for each location using a networked Shortcut software system

· Database management

· Managing the central server

· Making outbound calls to database to encourage appointments

· To communicate with clients via telephone

17. The newsletter will also give the marketing department the ability to:

· Develop a professional relationship with all readers as the newsletter is addressed to them. 

· Asking for opinions and allowing for free-flowing communication between marketing dept. and all staff, regardless of position. 

· To share advertising copy and images to staff. 

· To inform staff of editorial coverage. 

· To inform staff of sponsorships and cross promotions

18. I recommend the [name of organization] newsletter should be: 

· Written in a casual language to create a personal “feel”. 

· Max. 4 pages in length. 

· Use of graphics and imagery to capture interest. 

· A magazine-type layout. 

· Colour to gain and maintain interest from staff. 

· Creative use of layout and text. 

· News section to gain a community-feel within the whole company from management to spa teams. 
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