


How to Master Your Descriptive 
Writing Skills?

A Step-by-Step Guide by Guidely



What is Descriptive Writing? 

Introduction: 

Descriptive writing is a crucial skill tested in various competitive 
mains-level exams, ranging from banking and SSC CGL to civil services 
and more.

It assesses your ability to communicate information and ideas clearly, 
coherently, and persuasively. In this section, you are tasked with crafting 
well-structured paragraphs or essays on provided topics, highlighting not 
just your knowledge but also your proficiency in language, structure, and 
expression. The examiner is interested in your ability to convey ideas 
effectively.
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Through mastering the strategies and techniques of descriptive 
writing, you'll harness the power of words to make a lasting 
impression, a skill valuable not only in exams but also in your future 
endeavors. 

Join us on this journey to explore the art of descriptive writing and 
prepare for success in competitive exams and beyond.
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Importance of Descriptive Writing: 

Strong descriptive writing skills can enhance your performance in 
academic assessments and job interviews. They are highly regarded in 
many professions.

In essence, descriptive writing is a multifaceted skill that extends beyond 
exam settings. It equips individuals with the tools to communicate 
effectively, analyze information critically, and express themselves 
persuasively, all of which are invaluable in various aspects of life, 
including education, career, and personal development.
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Instructions: 

In this section, you'll receive specific guidelines for your descriptive writing task. Pay close 
attention to these instructions.

➢ For Essays, you must select a single topic from multiple prompts. These topics will either 
require you to write descriptive or argumentative essays.

➢ When it comes to Letter writing, you'll have multiple options to choose from. The letters 
may fall into categories such as formal, semi-formal, or informal. Make your selection 
carefully.

➢ For Precis Writing, you will receive concise instructions for precis writing. Focus on 
summarizing the given passage effectively while maintaining its essence and key points.

➢ Paragraph Writing:
➢ For Paragraph writing, you'll be tasked with creating a well-structured and coherent 

paragraph on a given topic or theme. 

Follow the provided guidelines and make your writing clear and engaging.
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A brief guide on how to begin attempting various writing topics effectively in 
exams:

1. Letter Writing:

➢ Identify the Type: First, determine whether the letter is formal, semi-formal, or informal. This will 
set the tone and style of your letter.

➢ Salutation: Begin with an appropriate salutation, such as "Dear Sir/Madam" for formal letters or 
the recipient's name for informal and semi-formal ones.

➢ Introduction: Start with a concise introduction that sets the context or purpose of the letter. 
Mention any relevant details like date and reference if required.

➢ Body: In the main body, elaborate on the subject, providing necessary information, addressing 
concerns, or conveying your message.

➢ Conclusion: Summarize your main points and indicate any actions needed from the recipient.
➢ Closing: End the letter appropriately with a closing phrase (e.g., "Yours faithfully" for formal or 

"Best regards" for informal) followed by your name.
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2. Precis writing:

➢ Read Thoroughly: Carefully read the given passage to grasp its main ideas 
and significant details.

➢ Identify Key Points: Identify the central ideas and key arguments within the 
passage.

➢ Write Concisely: Summarize the passage in your own words, ensuring brevity 
without losing the essence of the original content.

➢ Maintain Structure: Organize your precis with a clear structure, including an 
introduction and a concise summary of the main points.

➢ Use Your Own Words: Avoid direct quotations and paraphrase the text 
effectively.

➢ Check Length: Ensure that your precis meets the specified word limit.
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3. Paragraph Writing:

➢ Understand the Topic: Grasp the main theme or topic of the paragraph you are 
asked to write.

➢ Plan: Outline the key points or ideas you want to include in your paragraph.
➢ Topic Sentence: Begin with a clear topic sentence that introduces the main idea of 

the paragraph.
➢ Elaborate: Provide supporting details, examples, or explanations to strengthen your 

main point.
➢ Coherence: Ensure a logical flow between sentences to maintain the coherence of 

your paragraph.
➢ Concluding Sentence: End the paragraph with a concluding sentence that 

summarizes the main idea or transitions to the next paragraph if needed.
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4. Essay Writing:

➢ Choose a Topic: Select a topic if given options, and understand the specific requirements 
(e.g., descriptive or argumentative).

➢ Plan Your Essay: Outline the structure and key points you want to cover in your essay.
➢ Introduction: Begin with an engaging introduction that presents the topic and your thesis 

statement (for argumentative essays).
➢ Body Paragraphs: Develop your ideas in well-organized body paragraphs, each 

addressing a single point or argument.
➢ Support with Evidence: Use examples, evidence, or facts to support your arguments or 

descriptions.
➢ Transition Smoothly: Ensure smooth transitions between paragraphs and ideas.
➢ Conclusion: Summarize your main points and restate your thesis (for argumentative 

essays) in the conclusion.
➢ Proofread: Take a moment to proofread your essay for grammar, spelling, and coherence 

before submitting.
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To attempt writing sections effectively, including essay writing, paragraph 
writing, letter writing, and precis writing, you'll need to develop and 
demonstrate several key skills:

1. Effective Communication Skills:

❏ Clarity: The ability to express ideas clearly and concisely is crucial. Avoid 
ambiguity and ensure your writing is easy to understand.
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2. Grammar and Language Proficiency:
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3. Organization and Structure:

Follow us: Telegram ,   Facebook ,    Twitter ,    Instagram,   YouTube   

Ensure your writing flows logically from one point to the next, 
maintaining coherence throughout.

Understanding the appropriate structure for different types of writing (e.g., 
essays, paragraphs, letters) is vital. Each form has its own conventions and 

requirements.

https://t.me/ibpsguide
https://www.facebook.com/ibpsguidance
https://twitter.com/GuideIbps
https://www.instagram.com/ibpsguide
http://bit.ly/2TdjuRZ


4. Critical Thinking:

❏ Analytical Skills: Develop the ability to critically analyze information, 
arguments, or situations. This is particularly important for essay writing and 
letter writing tasks.

5. Planning and Preparation:

❏ Planning: Before writing, take time to plan your approach. Outline your 
main points or ideas to ensure a well-organized and focused composition.

❏ Research: For certain tasks, such as essay writing, research skills are 
valuable to gather relevant information and supporting evidence.
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6. Adaptability: Be prepared to adapt your writing style and tone to match the 
specific requirements of different tasks, whether it's formal letter writing or creative 
essay writing.

7. Revision and Proofreading: Always allocate some time for revising and 
proofreading your work. This helps identify and correct errors in grammar, 
spelling, and clarity.

8. Creativity and Originality: For creative or argumentative writing tasks, the 
ability to think creatively and present original ideas or perspectives can set your 
writing apart.
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9. Conciseness and Brevity: 

10. Audience Awareness: 
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Practice:

Regular practice is crucial for improving your writing skills. Write essays, 
paragraphs, letters, and precis on a variety of topics to build proficiency.
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Time Management:

Allocate your time effectively during exams to ensure that you complete the 
writing tasks within the given time constraints.
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What mistakes should be avoided?

➔ Ambiguity: Avoid unclear or ambiguous language that can lead to 
misunderstandings.

➔ Exaggeration: Refrain from making exaggerated claims or using hyperbolic 
language.

➔ Inappropriate Tone: Maintain an appropriate tone for the context and audience.
➔ Overuse of Adverbs: Don't rely excessively on adverbs (e.g., very, really, 

extremely) to modify verbs or adjectives.
➔ Run-On Sentences: Avoid overly long sentences that can confuse readers.
➔ Over-Emphasis on Personal Opinions: In academic or formal writing, minimize the 

use of first-person pronouns (I, me, my) when not necessary.
➔ Repetition: Avoid repeating the same ideas or words excessively within a short 

span.
➔ Informal Language: Steer clear of colloquial or slang expressions unless the 

context permits.
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Specific Informal Words/Phrases to Avoid:

➔ Contractions: Instead of "can't," use "cannot" or "can not."
➔ Informal Greetings: In formal letters, avoid using informal greetings like "Hi" or 

"Hey."
➔ Abbreviations: Spell out words instead of using abbreviations (e.g., "don't" instead 

of "don't").
➔ Casual Introductions: In formal settings, avoid overly casual introductions like "Yo" 

or "What's up?"
➔ Texting Abbreviations: Do not use text-speak or abbreviations like "LOL," "BRB," or 

"OMG" in formal writing.
➔ Slang: Avoid slang words or expressions that may not be universally understood.
➔ Emoticons: Refrain from using emoticons or emoji in formal or academic writing.
➔ Overly Familiar Language: In professional contexts, avoid overly familiar language 

like "buddy," "pal," or "mate."
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★ It's crucial to carefully read and understand the questions and 
follow any guidelines provided by the examiners.

Prompts for writing sections in exams can vary widely depending on 
the type of exam and its specific requirements. However, here are 
some example types of questions you might encounter in the 
sections mentioned:
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Essay Writing:

"Discuss the impact of technology on modern 
society."

"Analyze the advantages and disadvantages of 
globalization."

"Explain the importance of environmental 
conservation."

"Describe a memorable experience from your life 
and its significance."

 Tips
Observe various prompts:

● Discuss: Present a balanced examination 
with key points.

● Analyze: Write in-depth, exploring 
components and relationships.

● Explain: Offer a clear and concise account 
with reasons.

● Describe: a detailed and vivid account of a 
topic or subject.



Paragraph Writing:

"Write a paragraph on the benefits of regular 
exercise."

"Describe your favorite book and why you 
recommend it."

"Explain the concept of time management and its 
relevance in daily life."

 Tips
Observe various prompts:

● Write a Paragraph: Discuss physical, mental, 
and emotional benefits.

● Describe something: Share key plot 
elements, characters, and personal 
connections.

● Concept: Define time management, mention 
techniques, and emphasize its impact on 
productivity and stress reduction.



Letter Writing:

Formal Letter: "Write a formal letter to the 
manager of a company regarding a product 
complaint."

Semi-Formal Letter: "Compose a semi-formal 
letter to a colleague requesting assistance on a 
project."

Informal Letter: "Write a letter to your friend 
describing your recent vacation."

 Tips
Observe various prompts:

● Product Complaint: Be polite and concise, 
stating the issue and requesting a resolution.

● Project Assistance: Maintain 
professionalism, outline the project, and 
politely request assistance.

● Vacation Description: Keep it friendly, share 
highlights of the vacation, and express your 
excitement or feelings.



Precis Writing:

"Summarize the given passage about climate 
change and its consequences in 100 words."

"Create a precis of the article on the benefits of a 
healthy lifestyle."

"Write a concise summary of the speech on the 
importance of education."

 Tips
Observe various prompts:

● As per Word limit: Highlight main points on 
climate change causes, effects, and potential 
solutions.

● Precis- Condense: simplify key points 
regarding health advantages and habits into a 
concise summary.

● Concise summary: Capture the main ideas 
on the significance of education while keeping 
it brief and to the point.



Creative Writing questions (for 
essays or paragraphs):

"Imagine you are on a deserted island. Describe 
your first day and how you survive."

"Write a short story about a character who 
discovers a hidden talent."

"Compose an essay on the theme of 'hope' 
based on a famous quote."

 Tips
Observe various prompts:

● imagine/think: Offer your thoughts or 
opinions on the topic while considering 
different angles. Write a thoughtful response, 
presenting your views.

● Short story: Introduce the character, their 
ordinary life, the discovery of the talent, and 
its impact on them.

● Compose: Quote the famous saying, interpret 
its meaning, and provide examples or 
personal reflections on the theme of hope.



Argumentative questions:

"Argue for or against the use of social media in 
education."

"Discuss the merits and drawbacks of a cashless 
society."

"Debate the impact of artificial intelligence on 
employment."

 Tips
1. Present strong arguments either in favor of 

integrating social media for educational purposes 
or against it, considering aspects like 
engagement, distraction, and privacy.

2. Weigh the advantages (convenience, security) 
and disadvantages (privacy concerns, exclusion) 
of a society moving away from physical currency.

3. Argue for or against AI's effect on job creation 
and job displacement, considering industries and 
potential solutions.



Argumentative essay questions typically begin with words or phrases that signal 
the need for presenting and defending a particular viewpoint or argument. Common 
words and phrases that may start argumentative essay questions include:

● "Argue for or against..."
● "Discuss the advantages and disadvantages of..."
● "Debate the impact of..."
● "Do you agree or disagree with..."
● "To what extent do you support..."
● "Is it justifiable to..."
● "Examine the validity of the claim that..."
● "Defend or refute the statement that..."
● "Assess the consequences of..."
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