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	Task 1.1
Task 1.2 & 
Task 3: As prescribed 

	Assignment Two
Writing and presenting a technical report.
	Total Marks: 100
Weighting of this assignment: 25%



Instructions

In this assignment you are asked to write and present a technical report.

The topic of the report is how a particular computer device or software application is used by people to enhance the communication process. Detailed topics are on page eight.

There are three tasks you need to complete. You are expected to research and learn the topic to a level that you can respond to questions by your peers and lecturers. 

	Task
	Description
	Marks

	Task 1.1
Individual
	Submit a research strategy
	10

	Task 1.2
Individual
	Evaluate your research strategy
	10

	Task 2
Individual
	Write a technical report on the topic.  
	40

	Task 3
Individual
	Prepare and present a 5 minute presentation on the main findings of your topic.
	40




Task 1
Part One
A research strategy is a plan of action that gives direction to your efforts enabling you to conduct your research systemically rather than haphazardly.

You need to submit your plan.  In the plan you should 
· define of your topic,
· identify the key questions you want to ask,
· identify the information sources you think you might use,
· identify the key-words to use in your searches, and
· include a timetable that shows each step of the writing process, the length of time you think it will take and the actual time when you are going to do this step.


Task 1.1 - Deliverable
Your research strategy needs to be uploaded to Moodle – Professional Skills - Assignment 2 – Research Strategy no later than 8:30am of the day before the second class in the week beginning 14 April 2014.

Part Two
After you have written your report, you need to comment on the above items to evaluate how well your plan worked.  What needed to change as you went along: what worked and what didn’t?  With hindsight, what would you do differently next time? 

Task 1.2 - Deliverable
Upload this Word document to Moodle – Professional Skills – Assignment 2 – Research Reflection no later than 8.30am Monday 19 May 2014.

Task 2 - Technical Report Structure:
1. You will use Microsoft Word 2010 or another word processor and a technical writing style to produce a professional report.  Use suitable headings to guide the reader through your report.  To help you, the following structure must be used:
· Title page
· Executive summary
· Table of contents
· Introduction 
· Discussion 
· Conclusion and Recommendations
· References
· Appendices 
2. There is a report length minimum requirement of 1,700 words and maximum restriction of 2,000 words. (Use the word count feature to check!)
· Items not included in the word count requirement/restriction:
i. Title pages 
ii. Executive Summary
iii. References 
iv. Appendices
v. Wording in graphics and or diagrams.
3. The inclusion of diagrams within the document is essential but they must:
· Complement the discussion
· Be referred to in the text to show applicability and appropriateness.
4. The use of automated and manual functions in MSWord is assessed. You need to use headers/footers, automated TOC, styles and text formatting appropriately etc.
5. You need to have at least four (4) references. These will be from different sources
· A book (including an e-book)
· A good quality journal article
· A trade publication (magazine, newspaper)
· A website
6. Referencing must use the APA6 referencing system.

Task 3 – Presentation
[bookmark: _GoBack]
Prepare and present a 5 minute presentation on the main findings of your topic.  An additional 2 minutes will be allowed for responding to questions.











Assessment Details

	Task 
	Instructions
	Criteria

	Task 1
	Submit a research strategy.


Evaluate your research strategy.
	The plan will cover the items and be well presented.  The timetable can be done using MSWord or MSExcel.

The evaluation of the plan is honest and complete.

	Task 2

	Write a report on one of the topics listed.  
	The report should be well prepared and presented and written in a clear and concise manner.  It should have a table of contents, page headers and/or footers identifying at least the topic, student name, page number and number of pages.
The contents of the report should be well researched and the arguments supported from the literature.
Correct citing and referencing using APA6 will be expected. You should have at least four different sources.
The report should use correct English grammar, punctuation, spelling and syntax.
The report should make use of appropriate word processing functions.
The report should be submitted in the required format.

	Task 3

	Prepare and present a 5 minute presentation on the main findings of your topic.  An additional 2 minutes will be allowed for responding to questions.
	A professional and understandable presentation is given.
Presentation materials are easy to follow and are of a high standard.
The presenter is well prepared and knowledgeable about the topic.
Questions are answered in a clear manner.
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Student Name: _______________________________Student ID______________

	Criteria
	Maximum Mark
	Your Mark

	Task 1.1 : Initial Research strategy
Task1.2 : Evaluate of the research strategy
	20
	

	Task 2 Integration of tools with communication
	20
	

	Task 2 Technical Accuracy
Includes
APA6 Referencing & Citations
Use of the English language – spelling, punctuation
Use of MS Word features – formatting, headers and footers
Correct Submission of report - layout
	20
	

	Task 3 Presentation
	40
	

	TOTAL
	100
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