Writing Effectively for the ILO


Assignment Part A: Writing Analysis

Writing sample

	Type of document:
	

	Is this an extract or entire document?
	

	Title or subject line:
	


Guiding questions

Identifying potential or real barriers

· What was your communication objective (or desired response)?

· Who was the audience and what were the audience’s needs?

· Were you aware of any ‘noise’ that could create a barrier for you?

· Did you take actions to overcome the barriers?

· Were you successful? If not, why not and how would you resolve the situation next time?

The writing process

· What was the process you followed for the writing sample you are providing?

· Did you organize your writing?

· Did you write a draft before you prepared a final version?

· Did you do any editing and proofreading before completing your writing sample? 

· What effect did any of these writing process steps have on your final product, whether you did them or not?

Document structure

· Do your paragraphs have a pattern of organization, or logical development and flow, supported by appropriate transitional words and markers? Can you provide evidence from your writing to support this?

· How well do you use visual clues—headings, sub-headings, lists, a table of contents, etc.— to guide your reader. 

Sentences and paragraphs

· How do you put your sentences together?

· How is your use of parallel structure?

· Are you specific enough when you need to be?

· Can you explain how your topic sentences are evident in your paragraphs?

· Can you demonstrate that they contain controlling ideas?

· Can you demonstrate that your sentences show evidence of the following:

· padding words and phrases

· repetitious phrases

· overly formal vocabulary

· passive constructions

· noun-based writing

