WRITING ASSIGNMENTS

Instructions Unit

Writing Assignment:

Part 1

Choose class members for a team. Each team will consist of two to four members and each team will be provided with a game. Each team, relying on what you and your group members can remember about the game, will have one class period to create a usable set of instructions for one game. Another team will test the instructions during the following class period.

Questions to address will probably include, but are not limited to, the following:

· Any warnings about safety issues

· Trouble shooting—what might go wrong and how can you avoid it, or fix it if happens?

· Ages most likely to play the game?

· Minimum/maximum number of players

· Equipment included with the game, and additional materials needed, if any

· What, if any, set up is needed before the game begins?

· How does the game start? Who goes first?

· How do you play the game?

· How do you win, and/or how does the game end?

Diagrams can be included, and in some cases, SHOULD be included if they would help clarify a point. Your directions should be mostly in sentence/paragraph form—not just a list of steps consisting of sentence fragments—though lists of supplies or numbered steps are permissible. The length of the instructions will vary from game to game but are likely to be ½ to 2 pages.
Part 2

Test another group’s instructions and prepare a usability report for that group. Discuss your group’s report with the group that wrote the instructions. In order to receive credit for this assignment, each group must include their test group’s usability report with their final version.

Part 3

With your original team, discuss the test group’s usability report. As a group, write a memo to your instructor discussing what was most and least  helpful from the usability report, as well as what changes you have or will make on your final version and why you are making these changes.

Part 4

Send an email or write a memo to your instructor regarding the participation of your group members for the instructions assignment. Why do you feel that all group members participated or did not participate equally to complete this assignment? Identify any group member(s) that you feel should receive a lower grade for not fully participating.
HAND IN PARTS 1-3 AS A GROUP TO YOUR INSTRUCTOR ON ITS STATED DUE DATE.

HAND IN PART 4 AS AN INDIVIDUAL.

Part 1/Draft: 10 points or 1%

Part 2: 20 points or 2%

Part 3: 10 points or 1%

Part 4: 10 points or 1%

Final Version: 100 points or 10%

Potential Employers Unit

Part 1

Use at least two sources (such the Career Center’s web site or monster.com) to find at least six job listings for which you are qualified or will be when you graduate. Each listing should be with a different organization. Send an email or write a memo to your instructor listing the two sources used and the six organizations advertising a position. Print the six job listings and keep them for use in a future assignment.
Part 2

Choose four of the organizations identified in Part 1. Use at least three sources to find information about each of these organizations such as Informal business information, articles about your chosen articles in Informal, each organization’s web site and/or annual report. Create a table to present some of the information you have located. Your table must have at least four columns and at least four rows, and must include information about four organizations.

Part 3

Send an email to your instructor listing the following:

· the three companies you will use for the potential employer recommendation report

· six possible current and reliable sources (two for each company listed above)

· the academic documentation format you will use for your report (MLA, APA, CBE, etc.)

Writing Assignment:
Two NDSU students in your major, Ms. Ima Clone or Mr. Yuri Likeme, saw the table you created and are  interested in further information about three of those potential employers. Coincidentally, each has received offers from three of the four organizations listed on your table and is wondering which to accept. You agree to Ms. Clone’s or Mr. Likeme’s terms to prepare a potential recommendation report .

Your client wants more than just information about each company, however. He/She is also requesting cost of living comparisons. In addition to information in sentence/paragraph form, your client is also requesting that at least one table or graph be included. Your report will include the use of at least eight current and reliable sources. The use of all sources must be evident in your report and on a list of sources using the documentation style you identified in Part 3. 

This report will be graded on the appropriateness of the information presented. Your recommendation should be clear based on the information presented. Your report should follow the above guidelines and formats; it should be free from spelling, punctuation, and grammatical errors. Because it is a formal report, your report will include the following:

· Transmittal memo addressed to Ms. Ima Clone or Mr. Yuri Likeme

Front matter (paged using lower case Roman numerals: i, ii, iii, iv…)

· Cover (does not have a page number)

· Title Page (considered page “i" but is not numbered)

· # Executive Summary

· # Table of Contents

Body (paged using Arabic numbers: 1, 2, 3, 4...; this section should be a minimum of six pages)

· # Introduction

· Information about your chosen organizations—use an appropriate heading and subheading

· # Conclusion and Recommendation

Back Matter
· List of sources as appropriate for your chosen documentation style

Applying for Employment Unit—Letters and Resumes

Part 1

Choose one of the job listings you located in Part 1 in the Potential Employers unit. In a memo to your instructor, use two columns to show the ad’s requirements and SPECIFIC examples (classes, job experience, etc.) to show how you meet each of those requirements.

Part 2

Visit your potential employer’s website and try to find newspaper, magazine or journal articles about your potential employer. If possible, locate their mission statement. Overall, what sort of image does the company or organization seem to portray? What image do the magazine or journal articles portray? Write a memo to your instructor relaying these images, as well as why you would, or would not, want to actually work there.
Writing Assignment:

Write a letter of application and two resumes in response to the ad you have chosen. The letter and resumes should be neatly typed with a professional appearance.  The resumes will include the same information, but will  be a scannable resume and a text file resume.  You will hand in paper copies of your letter and scannable resume; you will send your text file resume as an attachment to an email as if you were sending it to an employer.                                                                                                   
THE LETTER:  The letter of application should be no longer than one typed page.  The letter should be addressed to the person listed in the ad. The letter is likely to be the first knowledge a potential employer has of you. It should be well written; it should be clear, concise, and error free.  The letter should be organized with a clear beginning, middle, and ending.  It should identify and show evidence of skills, qualities, educational background, and experience required for the job: how well do you match their ad and how can you be an asset for them?

THE RESUMES: Like the letter, the resumes should be clear, concise, and error free.  They should be organized so they are easy to read quickly.  They must include the following: name, address, phone number, educational background, work experience (including relevant volunteer experience and/or military service). Resumes may also include a career or job objective, a summary, special skills, hobbies, etc.--especially if they are relevant to the job, and a list of references (usually three).  They should not include personal information such as height, weight, marital status, religion, political affiliation, etc. unless it is required for a specific job and you are certain it will help, not hurt, your employment chances. 

Using the guidelines on the next page, in our text, and discussed in class, you will create a scannable resume and a text file resume.

Key Words

In your letter and resume, you might want to make use of some of the following keywords most often requested by employers, as compiled by one company that provides software to scan resumes:

ability to delegate

self-accountable

ability to train

ability to set priorities

aggressive worker

team building

communication skills

willing to travel

customer oriented

problem solving

ethical

follow through

multitasking




safety conscious 

ability to plan

adaptable

take initiative

assertive

tenacious

creative

public speaking

empowering others

organizational skills

follow instructions

follow up

leadership




ability to implement

self-managing

accurate

analytical ability

team player

competitive

results oriented

detail minded

persuasive

flexible

open minded

innovative

high energy

Scannable Resumes: 
· Don’t use multiple columns. Columns might get scanned as unreadable gibberish.

· Your name should be the first line of the page.  Don’t use fancy layouts that may not scan. 

· Use 12 point type in a readable font that does not have letters that touch. 
· Don’t underline or use italics.

· Use only familiar abbreviations.
· Use smooth white paper and black ink on a laser printer. 

· Don't staple or use paper clips. Don’t fold; use a large envelope.

Note for future use: If an employer requests a resume via fax, Arial is a good font choice.

Text File or ASCII Resumes: This is a file that can be read by any computer and is therefore good to use when applying for jobs online or as an email attachment. This resume does not contain columns, indented bullets, or any other styles added by a text-editing command.  

It is basic and bland--you can use upper and lower case for distinctions between heading and text, and you can insert blank lines between sections.  You can manually add a hyphen or asterisk to indicate a bullet if needed. ALL LINES SHOULD START AT THE LEFT MARGIN.

To save a Word document as a text file document, choose SAVE AS and then "Text Only” or a similar option, but NOT “Rich Text.”

**You will need to go to where the file was saved to open it. Its icon looks like a small notebook with a spiral on top.

Informational Booklet Assignment
Part 1

As a group, decide whether you want Option 1 or 2 as your group’s first choice. Write a memo or send an email to your instructor with the following:

· group members and a way to contact each group member (email and/or phone numbers)

· your choice of options
Writing Assignment:

As you completed your research regarding potential employers, you realized that others might want to use what you have found, so working with others, you decide to print a booklet, using 8 ½ x11 paper folded lengthwise. It will contain information on three organizations per team member, with one “page” of information for each organization. In addition to a cover, it will include a minimum of 8 “pages” (two sheets of paper printed front and back). 

You will want to do all of your work on the same computer or in the same lab. If you are using Microsoft Word, it is essential to make a model of your booklet to see what goes where. 
If you are using Microsoft Word, follow these guidelines:

Under FILE and PAGE SET UP, choose landscape instead of portrait.

Under FORMAT and COLUMNS, choose two columns. Under WIDTH and SPACING, change spacing to 2. This will allow you to fold your booklet and still have a one-inch margin all around. Top, bottom, left and right margins should all be 1.

Part 2

You will be given two days of class time to complete this assignment. Following each day’s group meeting, one group member will send an email to the instructor with the following information:

· which group members attended

· what was accomplished

· what still needs to be accomplished

AS A GROUP, YOU WILL HAND IN A PAPER VERSION YOUR INFORMATIONAL BOOKLET ON THE STATED DUE DATE.
Part 3
Send an email or write a memo to your instructor regarding the participation of your group members for the Informational Booklet Assignment. Why do you feel that all group members participated or did not participate equally to complete this assignment? Identify any group member(s) that you feel should receive a lower grade for not fully participating.
A Gift to NDSU-- Proposal Unit
Assignment:

Assume that an NDSU graduate, Theodore Bigbucks, has left 20 million dollars to NDSU and you are student representatives on a committee to decide how to use the money. The only stipulation attached to the gift is that it has to be used for a new building on campus. You (if you are working alone) or your group (if you choose to work with another or others), have been asked to form a subcommittee. You will come up with an idea and present it to the committee (our class) in a PowerPoint presentation that includes the following:

· Introduction

· Problem (what problem exists on campus that your building will solve?)

· Objectives (what are ways to solve the problem?)

· Solution (why is your building the BEST way to solve the problem?)

· Conclusion

Your presentation should be 10-15 minutes. It should include tables, graphs, or other visuals that you feel will strengthen your case. Sources for information should be identified.

This presentation will be graded on the appropriateness of the information presented for your intended audience. Your proposal should be consistent with the information presented to support your ideas; it should be free from spelling, punctuation, and grammatical errors. 

Your presentation will be graded by your classmates. All group members must participate in the presentation. 

Part 1

Write a memo or email to your instructor that includes the following:

· whether you will work alone or with others. Groups only need to send one email/memo per group; list all group members

· a general idea of your proposal (a thesis statement/main idea)
Brochure Writing Assignment

OPTION 1

Using information you have gathered for your proposal, choose an appropriate audience and purpose; create an appropriate brochure.

OPTION 2

Assume you have been hired by the organization to which you applied. Your first assignment for that company is to create a brochure for other recent college graduates who could be prospective employees. Your brochure should contain information about the company and about the city where it is located; it will reflect the company’s image as you perceive it to be.

Part 1:

Write a memo or send an email to your instructor regarding your choice of options. For Option 1, include the audience and purpose you have chosen. For Option 2, include the organization and city you have chosen. If you are working in a group, send one email/memo per group and include all group members.
Writing Assignment:
Your brochure will consist of three panels on each side of an 8 ½  x 11 sheet of paper. When the brochure is folded, the front panel should be the cover (as shown in class). Each panel must include text and/or a visual; the back panel should be used for a mailing label. 

You will want to sketch out a draft of your brochure before you construct it on a computer. Use the same computer or the same cluster for all of your work; moving between different computers/printers can change font sizes enough to change your layout.  

If you are using Microsoft Word, follow these guidelines:

Under FILE and PAGE SET UP, choose landscape instead of portrait.


Under FORMAT and COLUMNS, choose three columns. Under WIDTH and SPACING, change SPACING to 1. This will allow large enough margins (gutters) to fold your brochure.

Under FILE and DOCUMENT LAYOUT, the top, bottom, left, and right margins should all be .5. Make sure APPLY TO is set to WHOLE DOCUMENT.

If it is a problem to print in color, or on the front and back of your page, please let me know and you can use the printer in my office.

Your brochure should have a cover that catches people’s attention and uses color.  Your brochure should  look unified, consistent, and not cluttered; it should include at least one visual: a photo, clip art, etc. It should provide appropriate information for your intended audience, have an attractive page layout, and have no errors in spelling, punctuation, or grammar.
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