APPLICATION TWO
Workplace Writing (Production)
The intended purpose of Workplace Writing is to investigate a workplace and produce multiple examples of the types of written materials that are used in the day to day running of the business. You will need to analyse and produce at least six forms (800 – 1000 words in total) of writing which demonstrate your ability to produce different forms, styles and use different language to suit the various contexts, audiences and purposes occuring in the work place.  You will use communication skills, recording and organising methods to produce original documents based on those you see. Keep a journal of all procedures, rough drafts, and annotated examples you utilise in this context. 
Consider the importance of you demonstrating that you can manipulate language to suit various contexts. Select the forms of communication you produce carefully. Avoid regurgitating information and recreating templates which already exist. Some suggestions are:

	Areas to investigate
	Possible written outcomes

	Structure of the workplace – number of employees, promotional hierarchy, support staff
	· Map the structure of the work place

· Map interactions or responsibilities within the workplace

	How positions are advertised and filled
	· Job and Person Specification. 

· Advertisement for publication

· Own application for that position

· Curriculum vitae that would accompany a job application for a position at the workplace.



	Written memos and notices that from the everyday communications of staff. Consider: emails, display boards, memos, faxes
	· Created examples of your own, based on those seen

· Create an internal memo addressing staff new to your business, which outlines the structure, goals, and future directions of the business
· Write a letter of thanks to the manager of your work placement.



	Public Promotion of the company
	· Design a new website, or brochure that promotes the company or some of its services 

· Create flyers suitable for mail drops

· Consider a new image for the company that is in keeping with the company’s ethos.

	Internal Procedures: such as grievances, requests for leave, accident reports, log books, agendas
	· Fill out existing forms, or create a letter that may be written in one of these situations. 
· Create an induction folder for an new employee

· Write the agenda and minutes to a board meeting addressing issues in the business.

· Give an imaginary injury report using OHSW guidelines.

	Oral communications between different people
	· Transcripts of different conversations between, for example boss/employee, two employees on a break- showing different tone used. (Consider appropriate nature of content)

· A guide to communication with customers, clients

	In-house news: Bulletins, magazines, newsletters
	· Create a profile on a new employee, procedure or product that is being publicised in house. Or write an article about the Employee of the Month or similar 

	Business reports
	· Write a progress report imagining your business has been operating for a year.




In each case, if an example is used as a guide in must be annotated and provided in the back up.
DO NOT produce very standard items like rosters, signs or menus – these are too difficult to make sufficiently original

Your task is this:
1. Decide on the text styles you intend to produce, use your annotated examples to help guide you and give you ideas. 
2. Decide on which form would best suit your purpose and intended audience (This will give you context). You will need to carefully research and annotate various examples before you begin writing your own. Focus on the conventions of each form of writing and ensure that substantial amount of printed text is visible in your pieces. 
In researching your form of communication you will need to examine these text conventions:

· Layout – use of columns, information boxes, font type and size, layout of text (How many sentences per paragraph?)

· Structure – Is it linear, how is the information organised?

· Key People/ subject – how are they represented, what language is used to describe them, are stereotypes used, is dialogue used (are they allowed to speak in their own voice or are their words/ ideas interpreted?), are they portrayed sympathetically or not?

· Point of view/ or narrative voice – who is giving the information, is it in first or third person, is the narrator involved in the text or just observing or commenting, is the narrator reliable, are there multiple narrators?

· Vocabulary -  simple, extensive, specialist, vivid ,mundane, formal or informal, use of jargon or slang – what age group and audience profile does it suit?

· Figurative language – metaphor, simile, personification, paradox, oxymoron, hyperbole.

· Devices of sound – repetition, onomatopoeia, alliteration, assonance, rhyme, rhythm

· Symbolism or allegory, use of motifs – how effective are these techniques, when are they used, what is their intended impact on the audience?

· Visual elements – diagrams, photographs, illustrations, colour, placement and background – how do these elements contribute to the meaning of the text?

· Tone – what tone is used, does it change throughout the text?

· Atmosphere or mood – what type is created and how?

· Evidence – use of statistics, experts, personal experiences – how important are they, how are they referenced?

· Themes and issues – what ideas are explored in the text and how?

· Audience – who is the implied audience and how can you tell, how successfully does it appeal to the audience?

Remember these conventions are informed by the audience, purpose, context and form of the style of communication you select. What is good for one audience may not be suitable for another.
3. Write your first Draft. Make certain that you use the appropriate vocabulary and structure your response in an appropriate way.
4. Redraft and get it all checked a second time. This may only be parts - the whole thing may not need complete rewriting.  
5. Now work towards a final, publishable piece. 
6. For each piece it is important that you are able to recognise the intended: audience, purpose and context and how that influenced the form, style and language of the text being produced. 
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