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?Effective time management is a crucial skill in today’s fast-paced work environments, directly impacting productivity, job satisfaction, and overall organizational success. In many workplaces, employees are often faced with competing tasks, tight deadlines, and high expectations, making efficient use of time essential for achieving professional goals. This report aims to explore the importance of time management in the workplace, emphasizing its benefits for both individuals and organizations. Additionally, the report will provide practical strategies that can be implemented to improve time management skills, allowing employees to enhance their productivity and reduce stress. The following sections will examine the key reasons time management is valuable in a professional setting, present evidence-based techniques to manage time effectively, and offer actionable recommendations for employees and managers alike.






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
Discuss which conclusion is stronger and why for a report on the importance of time management in the workplace.
Conclusion A: In conclusion, effective time management is a critical skill that can significantly enhance productivity, reduce stress, and foster a positive work environment. As discussed, managing time efficiently allows employees to prioritize tasks, meet deadlines, and achieve a better work-life balance, ultimately contributing to both individual and organizational success. Implementing strategies such as setting clear, realistic goals and adopting the "Pomodoro Technique" for focused work intervals can help employees maximize their time and improve their overall performance.
By cultivating a culture that values time management, organizations can support employees in working smarter, not harder, leading to increased job satisfaction, lower burnout rates, and a more resilient workforce. Emphasizing these strategies in the workplace can yield sustainable improvements in productivity and contribute to long-term organizational growth.
Conclusion B: In conclusion, time management appears to play a role in enhancing productivity and possibly improving workplace satisfaction. The report discussed certain elements of time management, as well as general reasons it can be useful. Effective time management may help employees complete tasks on time, though the specific methods explored may not be universally applicable across all roles. Additionally, while various time management tools are available, there is limited evidence to suggest that these tools provide consistent benefits. Ultimately, time management is one possible approach to improving work efficiency, but its effectiveness will likely vary depending on individual preferences and workplace contexts.
