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Background

Education

• BS – Physical Education

• MEd- Athletic Administration

• Adapted Physical Education

• EdD – Executive Leadership Program 

• leadership, culture, learning, change in 
organizations

Experience

• Lifeguard / Swim Instructor / Lifeguard 
Instructor

• 10 years teaching Physical Education 

• Aquatics Director Phillips Exeter Academy

• Aquatics Coordinator at Claude Moore 
Recreation and Community Center in 
Loudoun County, VA



Agenda

1. Learning objectives

2. Who, what, where, why?

3. Benefits

4. The aquatics connection

5. Steps to professional writing

6. Parts of  a professional email

7. Tips and tricks

8. Aquatics publications



Learning Objectives

• Participants will learn useful skills to 
support business writing in the 
recreational workplace.

• Participants will learn effective strategies
for professional business writing.

• Participants will identify the different parts 
of  a professional email.

• Participants will be able to assess their own 
writing techniques and leave with new 
approaches to writing.



Who?



Why?

• Writing is the primary basis upon which 
one's work, learning, and intellect will 
be judged.

• Writing equips us with communication
and thinking skills.

• Writing fosters our ability to explain and 
refine our ideas to others and ourselves.





Discussion 

Question #1

Why does 
writing 

matter in 
aquatics?





What?

• Emails

• Articles

• Proposals

• Newsletters

• Blog / websites



Where?
• Personal home

• Professional workplace

• Family vacation

• Educational setting

• Conference

• Class



10 Benefits of  
Writing

1. Communication and 

clarity

2. Eliminates stress

3. More productive

4. Learning

5. Awareness of  your 

reality



10 Benefits of  
Writing

6. Better decision making

7. Happiness

8. Focus

9. Overcome tough 
moments faster

10. Written memories



A word is just a bunch 
of  letters and sounds

A sentence is just a 
bunch of  words

A paragraph is just a 
bunch of  sentences

An essay is just a bunch 
of  paragraphs



Getting Started

• Woody Allen calls the 

planning portion of  

writing the “pace the 

floor” part. 

• Interconnections



Discussion Question #2

Is writing easy for you? Why or why not?

How does it make you feel?



Common Email 
Mistakes

• Paragraphs seven lines or less
online

• Any longer than that and 
readability studies show that 
your readers just see a big 
block of  text and jump over it.



To: Bob Pope
From: Gabrielle Mendes 
Subject: Lifeguard Job? 

Hey Bob, We talked a couple weeks back at the lifeguard recruiting event. (I was the one looking 
for a summer job and had a zit on my lip that could have passed for a cold soar. Lol. Whew. It was 
not. You’re probably like, “uh.. What?” Maybe that helps you recall, maybe not. Not completely 
important, I suppose. I’d really like to come work for you at your pool. You seemed like a cool 
person to work for, I liked ur striped pants. I’m available to start working on Monday, but I am 
taking my driver’s test in June and have to study and go an hour and half away to take it at an 
easier place cause I’m not a great driver so I’ll miss a few days. I am also going to the beach with 
friends for a week in July. Oh, and my grandmother has bad gas (OMG IT’S TERRIBLE) and 
sometimes I have to take her to the doctor. I’ve attached my resume, it’s the bomb dot com. Let 
me know if you have a job opening for me. I can’t wait to play on some computers. If I don’t 
respond to your email, I’m always on FB, snapchat or insta! 
Peace out, Gabrielle Mendes 



Organize your 

Thoughts

• Make it easy for your 
reader to scan.

• Add white space to 
your documents by 
using numbered and 
bulleted lists.



Good afternoon,

We hope everyone is keeping safe and well. Currently, we are moving forward with the lane allocation 
process for the upcoming year. We would like to thank everyone who participated in working to re-
evaluate and edit the Standard Operating Procedures- PRCS Swimming Pool Lap Lane Rental for the 
upcoming year. Your feedback was invaluable in helping us provide an updated policy and structure for 
allocation of swim lanes within Loudoun County Recreation and Community Centers.

Please take a moment to thoroughly review the final version of the allocation policy so that you are 
familiar with the operating procedures that guide this process. We will work quickly to evaluate your 
requests and respond in a way that allows us to meet the May 1 deadline.
Attached you will find:

1) PRCS Long Term Swim Lane Recurring Rental Letter 2020-2021
2) Grids for lane availability for CMRCC and DSRCC for each season
3) Standard Operating Procedures- PRCS Swimming Pool Lap Lane Rental
4) Appendix II- Swim Meet Request Form
5) Appendix III- Facility Fees



Use your 
Thesaurus/Synonyms 

• Avoid wimpy verbs that need a helping 

word to enable the verb to do its job in 

the sentence.

• Use the synonyms function on word 

and outlook email.



Change the Verb

Evan p la n n e d  a n d  

w o rke d  o n the 

technical aspect of  the 

project plan.

Evan e n g in e e re d the 

project plan.



Change the Verb

Dolores w a lke d into 
the room s lo w ly  a n d  
qu ie tly with her head 
averted, hoping no 
one would notice she 
was late.

Dolores s linke d into 
the room, hoping no 
one would notice she 
was late.



Weak sentences 
frequently start with

“There is” 

or 

“There are.” 

Instead, cut to the 
chase. 

Find the real subject 
and start there.



Example

“There was a strong 
disagreement between 
the divisions about the 
reorganization 
structure.”

“The two sides 

strongly disagreed 

about the 

reorganization 

structure.”



Own Your Work!

Avoid “I think…” or “I suggest…” or “I 
wonder if  we should…”

Confidently write 

“I recommend...” 

or 

Omit the “I” lead statement and simply write 

“Merge the divisions.”



Avoid 

Pronouns

• To dodge the 
awkward his  o r 
he r dilemma, shift 
the subject to 
plural when 
possible



Be Gender Fluid

• A manager is trained to 

support his or her employees.

• Managers are trained to 

support their employees.



Discussion Question #3
What is the importance of  teaching our lifeguards, 

counselors, instructors, CPO’s writing skills?





6 Steps for 

Writing a 

Professional 

Email

Identify your goal

Consider your audience

Keep it concise

Proofread your email

Use proper etiquette

Remember to follow up



Writing a 

Professional 

Email

Subject 
Line

Greetings

Body Closing



Discussion 

Question #4

What are your 

email pet 

peeves?



Subject Lines

Keep it short and sweet

Never use full names, use 
initials

Reflect content

Don't use CAPS



Email 

Greetings

• What is the nature of  

my relationship to 

the recipient?

• What is the recipient’s 

perspective or 

context?

• What is the goal or 

subject matter of  the 

email?



Examples

• Hello

• Greetings

• Good morning

• Good evening

• Good afternoon

• Allow me to introduce myself



Email Closings

• https://www.forbes.com/sites/susa

nadams/2014/10/08/89-ways-to-

sign-off-on-an-

email/#464fb954177e

• 89 ways to sign off  an email 

(Forbes)

about:blank


•Be consistent

•Be concise

•Make sure its 

relevant

•Read it out 

loud



•Give examples

•Make it visually 
appealing

•Provide 
transitions

•Check your 
work



Aquatics 

Publications

• Choose a topic you're 
passionate about

• Research and write

• Edit your article

• Determine which publications 
to submit to

• Submit your article





Personal Tips

• Spell check

• Re-read at least 
twice before you 
send

• Share with a 
friend/co-worker 
for revision/editing 



Discussion 
Question #5

What’s one take 
away you 

gained from 
today’s 

presentation?



Questions?

Katie.Cleasby@Loudoun.gov

(571)- 238-2640 (work cell)
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