ISCG5430 Professional Skills
The Writing Process
Prerequisites: Time Management, Note Taking

At Unitec, some of your assessments will ask you to write a report. In the workplace, you will also be required to write reports.
In this topic, you will be developing a report in which you need to do some research and report your findings. Usually you will deliver you findings to your classmates, work colleagues, mangers, or your lecturer.  You may have to do an oral presentation. (see Module : Oral Presentations).

Go to the library home page and then to the Study Toolbox.  Choose “How to write an Assignment”.
You will see eight steps that you need to do in order to complete the report.  We shall look at them in order.  
Choose “Plan”.
Firstly read the article “Steps in writing an assignment” so you can get an understanding of what we will be looking at in this module.

Exercise 1. 
Using these steps and the assignment calculator, prepare a timetable of study for assignment 2.
Read the article the 5WH Technique.

Exercise 2. 
Using these techniques, complete the Search strategy template for the following question.
What are the advantages and disadvantages of using Microsoft PowerPoint for doing a presentation?
Choose “Understanding”.
Study the slideshare slides.
Exercise 1. Complete the Analysing Assignment Question sheet for the three questions.
Exercise 2. Repeat for the question below.
Microsoft PowerPoint is a great software application for doing a presentation. 
Discuss the advantages and disadvantages of using Microsoft PowerPoint for doing a presentation using at least five references to support your discussion.

Choose Find.
Look at the range of places to look for information.
Check out each one of the categories in the dropdown list.
Which ones do you think will be most helpful for your assignment?
Choose Organise – Capture information
Read the article “Capturing information” and the look at the Search matrix and the example.

Choose Organise – Arrange information
Read the material about arranging your information.
Choose Rate
Read the slides in the Evaluating Information Prezi.
Watch the video “How to evaluate websites”.

[bookmark: _GoBack]Exercise 3
You are asked to write a report on the topic:
 “The use of email is used in the New Zealand business environment. Discuss the advantages and disadvantages of the use of email in the New Zealand business environment using at least five references to support your discussion”.
Rate the sites below for the five indicators.
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Site 1
http://email.about.com/od/windowsemailclients/tp/free_email_prog.htm

Site 2
http://en.wikipedia.org/wiki/Email_client

Site 3
http://www.techradar.com/news/software/applications/windows-7-email-5-best-free-clients-903699

