CertHE SKkills for the Workplace

Assignment Layout Tips

Use a clear, simple font (Calibri, Arial, Verdana etc) at Size 11 or 12
Use at least 1.5 line spacing

Use Paragraphs with Headings to break up large blocks of text.

Use page margins

Use a spell checker and a grammar checker to ensure your text is
readable and makes sense.

Proof read your work before submitting.

Please save the file using the following convention.
yourname_yourstudentnumber_empl4*** assignment

Example: juliaault_1234567 _empl4005_assignment.docx




