Week 5: Report Writing Worksheet
Activity 1
[bookmark: _Hlk161734527]Discuss the following questions in a small group. 
1. What is a report?
2. What is the difference between a report and an essay?
3. Are there any similarities between reports and essays? What are they?
Activity 2
Discuss the following questions in a small group. 
1. Why is an introductory section important in a piece of writing? How does it help the readers?
2. What do you think should go in an introduction? What is the purpose of each sentence/part in an introduction?
3. What % of the whole work should an introduction be? 50%?

Activity 3
With a partner, decide which of the below Introduction  is the opening sentence, background details, statement of aims, and outline. You can highlight, change the colour of the font, use italics/bolds, whatever you like!                          			Background details?			Opening Sentence
 Statement of Aims? 			Outline?

Motivation is a key driver of success in any workplace, influencing employee performance, job satisfaction, and overall organizational productivity. In today's competitive and fast-paced work environment, maintaining high levels of motivation is crucial for achieving both individual and team goals. Motivated employees are more likely to engage in their work, show greater commitment, and contribute to a positive workplace culture. Factors such as leadership, work environment, recognition, and opportunities for growth all play significant roles in fostering motivation. This report aims to explore the importance of motivation in the workplace, examining the various factors that influence it and their impact on employee performance. It will begin by discussing the key theories of motivation and how they apply to the workplace setting. It will then analyze the factors that impact motivation, including leadership styles, work culture, and employee recognition. Finally, the report will provide recommendations for organizations to effectively boost employee motivation and enhance overall performance.


Activity 4
Decide which of the following introductions is strong and which is weak. Discuss why with a partner.

Introduction A: Communication is important in many situations, and it’s something that happens every day. Everyone communicates in some way, whether it's through speaking, writing, or even gestures. In the workplace, individuals need to talk to people, whether it’s with colleagues, customers, or managers. Communication can happen in many different forms, such as face-to-face, through emails, or over the phone. Sometimes, it can be difficult to understand what others are trying to say, especially if they have different communication styles. Some workplaces might require more communication skills than others, and some people may struggle to get their message across clearly. This report will look into how communication can be improved in the workplace and why it is important for employees and employers to develop these skills.
Introduction B: Effective communication is a critical skill in today’s workplace, where collaboration and efficiency are essential for success. As businesses grow increasingly global and diverse, the ability to communicate clearly and effectively has become more important than ever. Communication skills are crucial not only for interacting with colleagues but also for managing client relationships and navigating complex workplace challenges. Despite this, many employees still struggle with communication barriers, which can hinder productivity and team dynamics. This report will examine the significance of communication skills in the workplace, focusing on verbal, non-verbal, and written communication. It will discuss the impact of effective communication on collaboration and performance, explore common barriers, and offer strategies for improving communication practices to foster a more efficient and harmonious work environment.












Activity 5
Label the parts of this conclusion. 
Restate the overall main idea of the report Summary of Main Points Significance of Findings Recommendations or Next Steps (if applicable) Broader Implications or Future Outlook Final Thought or Closing Statement
Conclusion: In conclusion, motivation is a crucial element for employee performance and organizational success. This report has highlighted the factors that drive motivation in the workplace, including leadership, recognition, and opportunities for growth. Motivated employees are more engaged, productive, and committed, which ultimately benefits the organization as a whole. The findings emphasize the importance of creating a supportive work environment and providing clear career development opportunities. To enhance motivation, companies should consider implementing recognition programs and offering flexible work arrangements. Looking ahead, prioritizing motivation will be key for businesses to remain competitive and build a resilient workforce. By focusing on motivation, organizations can improve employee satisfaction and long-term success.

