
Paragraphs to Describe a Process

Process paragraphs explain how to do or make something. They often include several instructions or a sequence of
steps. In a process paragraph, the topic sentence identifies what is being explained while the supporting sentences
provide a sequence of steps. Transitions for sequencing or ordering are used to indicate the order of steps.

When writing a paragraph to describe a process, you can use either the passive or the active voice. Regardless of
the voice or verb form used, it is generally best to keep them consistent throughout the paragraph. 

1 Read the following two paragraphs. In small groups, analyze the paragraphs for the grammatical
structures and transitions used to describe the processes. 

A Conducting a successful job search in Canada requires several steps. First, check for job postings 
on Internet sites like www.monster.ca, www.workopolis.com, and www.jobbank.gc.ca. Next, polish
your résumé. Ensure that it is concise, error-free and does not exceed two pages in length. After
that, put together a winning cover letter. Finally, apply for a number of jobs, as there can be
hundreds of applications for a single position.

B There are many steps involved in conducting a survey. First, the purpose of the study, the required
information, and the sample population are identified. Then, the questions are developed and the
method of gathering answers is determined. Once this is done, the survey is conducted, the data are
collected and, finally, the findings are analyzed and reported. 

2 Write a paragraph to describe a process you know well. Choose one of the topics below or create
your own. Include a topic sentence, supporting details and appropriate transitions. 

• How to cook a meal

• How to plan a social event for a large group of people

• How to set up Skype on your computer

• How to become a Canadian citizen

• How to make the perfect cup of coffee

• How to send a text message on your cell phone

• How …(something) works
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