UWTSD Applied Leadership and Management CertHE
Writing an Effective Introduction and Conclusion - A Simple Guide 

Most academic assignments follow a clear structure:
Introduction → Main Discussion → Conclusion
Your introduction prepares the reader for what they are about to read.
Your conclusion explains what the discussion has shown.
Think of them like this:
	Section
	Purpose

	Introduction
	Tell the reader why the subject is important and what the assignment will cover

	Main Body
	Present research, analysis and discussion

	Conclusion
	Explain what your discussion shows



Writing an Effective Introduction
The introduction is the first section of your assignment, so it should help the reader understand:
• What the topic is
• Why it is important
• What your report will examine
A good introduction usually contains four parts.








Step 1 – Introduce the Topic
Start by explaining what the topic is about. The reader should immediately understand what the assignment is about.

Step 2 – Provide a Definition (with a reference)
Academic writing must be supported by research. This means important terms should be defined using a source.
Example:
Remote working has increased significantly in recent years due to advances in communication technology and changes in organisational working practices (Ozzy & Osbourne, 2022).
This shows the reader that your assignment is based on research, not opinion.

Step 3 – Explain Why the Topic Matters
Next explain why the topic is important to study.
Example:
Understanding remote management is important because …
This helps the reader understand why your discussion is relevant.

Step 4 – Outline What the Assignment Will Do
Finally explain what the report will examine.
This is sometimes called signposting.
Example:
This report will examine…
This tells the reader what is coming next in the assignment. The journey of your report.

Structure of a Good Introduction
1. Introduce the topic
2. Define key concepts
3. Explain why the topic matters
4. Outline the structure of the assignment



Common Mistakes in Introductions

Too much detail
The introduction should not explain everything and generally be in the 3rd person.
Incorrect:
In this assignment, I will discuss many different leadership theories, motivation models, statistics, and reflective practice.
Correct:
This report analyses remote management from the perspectives of employees, managers and organisations.

No references
Academic work must include research evidence.
Incorrect:
Remote working is becoming popular.
Correct:
Remote working has increased significantly in recent years (Tinkler et al., 2025).

Talking directly to the reader
Academic writing should remain formal and objective.
Incorrect:
In this assignment, you will see…
Correct:
This report examines…




Writing an Effective Conclusion
The conclusion is the final section of your assignment.
Its purpose is to summarise the key findings from your discussion.
It should not introduce new information.

Step 1 – Restate the Purpose of the Assignment
Begin by briefly reminding the reader what the assignment examined.
Example:
This report examined…

Step 2 – Summarise the Main Findings
Explain the most important points from your discussion.
Example:
The discussion highlighted that remote working can…
However, it also highlighted...

Step 3 – Provide a Final Insight
Finish with a short statement that reflects the overall findings.
Example:
Overall, remote management can be seen as …

A strong conclusion normally includes:
1. Restate the aim of the assignment
2. Summarise key findings
3. Provide a final overall point


Common Mistakes in Conclusions
Avoid these common problems:
Introducing new ideas
Incorrect:
A final issue is cybersecurity risks in remote working.
(If it is important, it should have been discussed earlier.)

Simply repeating the introduction
The conclusion should summarise the findings rather than repeat earlier sentences.

Writing too much
Conclusions are usually shorter than the introduction.
Typical length guideline for 3000 words.
	Section
	Suggested Length

	Introduction
	200–300 words

	Conclusion
	150–250 words



Quick Checklist 
Before submitting your assignment, check:
Introduction
· Clearly explains the topic
· Includes a definition with a reference
· Explains why the topic matters
· Outlines what the report will discussSimple Tip
If a reader only reads your introduction and conclusion, they should still understand:
• what the assignment examined
• what the discussion showed
• what the final conclusions are



Conclusion
· Restates the aim of the assignment
· Summarises the key findings
· Does not introduce new information
· Ends with a clear final statement
2 KW/Intro/Conc

