Academic Writing

Academic Writing
There are 2 main types of accademic writing

 Reports and Essays

 Report - A spoken or written account of something seen, done or studied.

 Essay - A short piece of writing on a given subject matter 

An Essay 
 Particular structure and layout

Formal, academic style.

Question to answer


Why write an Essay? 
 explore a topic
To explore a topic in great detail

develop and organise ideas
To develop and organise your own ideas through writing

writing skills
To develop your writing skills

own views about a topic
To express your own views about a topic

assess progress
To assess your progress in a specific subject area.

Essay Structure 
 Title or Question

Introduction

Explain what the essay is going to cover

Identify the issues to be covered

Main Body

Develop an argument or line of reasoning, in paragraph format

Conclusion 

Should contain no new material

Summarise the arguments presented and the main themes

State any general conclusions

References or Bibliography

Books, articles, etc.




Why write a Report? 
 specific research-based information

Provide specific research-based information

· course of action

Usually result in a course of action being decided upon

· give information concisely and accurately

Are designed to give information concisely and accurately

· impersonal and objective

Are written in an impersonal and objective ‘tone of voice’

· clear findings

Present clear findings, using a minimum of words

· using a minimum of words

· standard structure 

Follow a standard structure.




How to write a Report 
Before you write a report it is essential to think about the ‘terms of reference’ of the report i.e. 

 Why you are writing the report? 

 Think of

 The subject matter of the report

 The purpose of the report

 The reader of the report. 


The Subject Matter 
 What do you already know about the subject matter?

 What do you need to find out?

 Where will you find the information you need?


The Purpose 
The purpose of the report will dictate the type of report you write

 Purpose dictates the type:

 Factual – to inform

 Instructional – to explain

 Persuasive – to recommend

Usually reports contain a combination of two or three of the above.


The Reader 
 What does the reader already know about the subject area?

 Little or no knowledge?

 Extremely knowledgeable?

 Somewhere in between?

This will affect the terminology adopted in your communication.


How to write a Report 
 It is essential that you plan your report before you start writing it!


 Remember to decide on:

Definition of the aim

How your ideas and findings will be presented

How you will structure the document.


Definition of Aim 
 Why am I writing this?

 What do I want to achieve?

 How will it be used?

 When is it needed?

 Who will read this?

 What does my reader want to know?
Collecting Information 
 Collect

Jot ideas down in note form, keeping the main aim in mind

Collect all research material – secondary and/or primary

Review

Are all ideas relevant?

Is all the research material relevant?

Decide 

How should the findings be presented?


Structure of a Report 
 Title Page

Contents Page

1.  Introduction

2.  Method

3.  Limitations

4.  Main Body
	4.1. Subtitle
	4.2. Subtitle
	4.3. Subtitle  

5. Conclusions

6.Recommendations

7.  Appendices 


Introduction 
 Make ‘terms of reference’ clear

Detail the topic to be covered

Include aim and objectives

‘Set the Scene’

Keep it 

RELEVANT, FACTUAL AND BRIEF.


Main Body 
 Findings/Analysis

Area where you develop your ideas

Must be well structured and follow a logical sequence

Use clear headings and sub-headings for each section
Main Body 
 Include graphs, etc. in this area

Should move from ‘descriptive’ to ‘analytical/evaluative’

Should contain sufficient information to justify the conclusions/recommendations.


Conclusions 
 Drawn from the analysis

 Should be clear and concise

 SHOULD CONTAIN NO NEW INFORMATION

 Should cover what you have deduced about the situation.


Recommendations 
 Suggested actions and who should take them

 Based on your findings in the Main Body of your report

 You may also state any further investigation of the issue that you think is necessary.


Additional Sections 
 References / Bibliography

Appendices


Activity 
 Make a list of the differences and similarities between reports and essays.


 Think about:

Purpose

Content

Structure		 


Similarities 
 Both Have:

 A main topic / subject

 Referencing

 A set structure

 Correct academic writing. 



Differences
 Essays / Reports

 Study a topic in depth / Study more wide ranging issues


 Present an argument / Present findings


 Arranged in paragraphs / Arranged in sections


 Draw conclusions / Make recommendations


 Usually asked to compare or discuss / Usually asked to analyse or evaluate




Remember to
 Clarify what is expected

 Decide on a logical and clear way in which to structure the report

 Follow a sequence of headings and sub-headings

 Use headings that are clear and helpful, making it easy for the reader to find information

 Write in an academic manner

