


�x Keep up-to-date with your study. Complete work required for tutorials or workshops, revise your notes 
constantly, start work on assignments early.  

 
�y Note-taking Skills - Note-taking requires you to be alert, this will allow you to listen and evaluate what is being 
said.  The note-taking process, like the learning process, involves more than just what happens in lectures.  It is a 
process that requires you to do things before, during and after lectures.  You can learn more about note-taking 
techniques here.  
 
�y Reading Skills - Due to the amount of reading required, you need to be familiar with different types of reading 
skills. Reading at University requires that you quickly absorb a large number of ideas or the major points of articles 
and books, not the details. You also need to be able to read critically which takes practice. There are a number of 



Types of Written Assignments  
Prior to attempting any assignment, it is essential to understand its nature. Below is an explanation for some of the 
different types of assignments that you may be given.  
 
�y Essays and reports 
Two main types of assignments that you may be asked to write are essays and reports. The differences between 
essays and reports are illustrated below: 
 

 Essays Reports 
Purpose Presents an argument Presents information 
Introduction Loosely stated purpose – this tells the 

reader what is to be covered in the 
body of the essay. 



�y Case studies 
A case is a description of a managerial decision, scenario or problem. The use of case studies in business is a 
widely accepted means of bringing theoretical concepts and practical situations together. It is often impossible 
to take a group of students into an organisation to observe the subject matter of management or 
organisatiorr



 Appendix 1: Plagiarism   
 
WHAT IS PLAGIARISM? 

 
Plagiarism is to take someone’s words or ideas and present them as your own (Marshall & Rowland, 1998). This 
means that when a person presents ideas or words as if they are their own, they have plagiarised. This 
inappropriate use of ideas from books, articles, the internet, or other student’s work is regarded as plagiarism. 

 
Source: Marshall, L. & Rowland, F. 1998, A Guide to Learning 



Student 3: 
 

There  wer e many changes  i n th e British  die t  after  1870.  Hobsbawm point s out 
that  the  British  peopl e 'began,  for  instance,  t o eat  fruit,  previously  a 
luxury',  and  goes on t o describe  other  new developments  as well.  (Hobsbawm 1990 
pp.162 - 3) 

 
Is it plagiarism? No. It's quoting directly, rather than paraphrasing as Example 2 did, but it includes a 
reference. As long as there's a reference, quoting and paraphrasing are both OK. 

 
 
Student 4: 

 

I n fact,  afte r  1870 the  food  and the  eatin g habits  of  the  Britis h peopl e began 
t o be transformed.  They began,  fo r  instance,  t o eat  fr uit ,  previously  a luxury.  

 

To begin  with ,  working - class  fruit  consumption  too k the  for m of  jam;  late r  also o f  
the  novel  and  importe d banana,  which  supplemented  or  replace d apples. (Hobsbawm  
1990  pp162)  

 

Is it  plagiarism? Yes, it is, though it isn't as bad as Example 1. There is a reference, but there is no attemp



The following approach will assist you to summarise passages: 

o read and understand fully an original passage; turn the original face down so you are not tempted to 

copy sentences 



 Appendix 2: APA Referencing St yle Guide  



One work by one author: 
 

Walker  (2000 )  compare d reactio n times...  

...was  reported  i n a recent  stud y of  reactio n time s (Walker,  2000).  

 

Within a paragraph, you need not include the year in subsequent references to a stud ) e n o







Order of several works by different first authors with the 

same 



Mult iple Authors in a bibliography 
 
When a work has between two and six authors, cite all authors. When a work has more than six authors cite only 
the last name of the 





Unpublished contribution to a symposium: 
 

Lichstein,  K.  L. ,  Jonson,  R.  S. ,  Womack, T.  D.,  Dean,  J.  E.,  & Childers,  C,  K. 
(1990,  June) .  Relaxation  therapy  for  polypharmacy  us e i n elderly  insomniacs  and 
noninsomniacs.  I n T.  L.  Rosenthal  (Chair), Reducing  medication  i n geriatric 
populations. Symposium  conducted  at  the  meeting  of  th e Firs t  International 
Congress  of  Behavioural  Medicine,  Uppsala ,  Sweden. 

 

Poster session: 
 

Ruby,  J. ,  & Fulton,  C.  (1993 ,  June). Beyon d redlining:  Editing  softwar e that 
works.  Poste r  sessio n presented  at  th e annua l  meetin g of  th e Society  for 
Scholarly  Publishing ,  Washington.  

 

4.  Electronic information (including the Internet) 
 
The type of medium can be, but is not limited to the following: Internet, email, discussion forums, CD-ROM, 
DVD, and tapes. Documents available via the internet include articles from periodicals (e.g., newspaper, 
newsletter, or journal); they may stand on their own (e.g., research paper, government report, online book or 
brochure); or they may have a quintessentially Web-based format (e.g., Web page, newsgroup). Regardless of 
format, authors using and citing Internet sources should observe the following two guidelines: 
i. Direct readers as closely as possible to the information being cited – whenever possible, reference specific 

documents rather than home or menu pages. 
ii. Provide addresses that 

work. 

List as much of the following information as possible (you sometimes have to hunt around to find the 
information; don't be lazy. If there is a page like http:/ /www.somesite.com/somepage.htm, and somepage.htm 
doesn't have the information you're looking for, move up the URL to http://www.somesite.com/): 

 
NOTE: When an Internet document is more than one Web page, provide a URL that links to the home page or entry 
page for the document. Also, if there isn't  a date available for the document use (n.d.) for no date. 

 
 

General Format 
 

Surname,  Initials.  (Date  of  publication) . Title  of  document .  Retrieved  month 
day,  year,  fro m http://Web  address.  

Example 
 

Krause,  K. ,  Har , , , .  b . th,  e   



the article. 
 

Smyth,  A.  M.,  Parker ,  A.  L.,  & Pease ,  D.  L.  (2002).  A study  of  enjoyment  of 
peas.  Journa l  of  Abnorma l  Eatin g,  8(3).  Retrieved  Februar y 20,  2003,  from 
PsycARTICLES  database. 

 
 
Online newspaper article 

 

Surname,  Initials  (Year,  month  date) .  Article  Title . Newspaper  Title . Retrieved 
month  day ,  year,  from  http://Web  address. 

Example 
 

Wright,  S.  (2001 ,  January  25) .  Curriculu m 2000 draw s criticism. The Chronicle . 
Retrieved  November  7,  2001,  fro m http://www.chronicle.duke.edu  

  
 Stand-alone docum



If credit/responsibility appears to belong to YouTube member/poster 

molly1216. (2003). How to tip in a loose p age [Video] . Retrieved May 18, 2007 
from http://www.youtube.com/watch?v=aD457Dr1jx0  

5. Other media

Citing interviews

Archer, N. (1993). [Interview wit h Helen Burns, autho r of Sense and 
Perception]. Journal of Sensory Studies , 21, 211 - 216.  

Archer, N. (1993 , October 11) . Persona l Interview.  

Citing films or recordings 

Weir, P.B . (Producer), & Harrison, B.F . (Director). (1992). Levels of
con sciousness [Videotape]. Boston, MA: Filmways.  

Television 

Producer Surname, Initials. (Year , Month Day of broadcast). Title of broadcast 
[Television Broadcast]. Location of broadcasting company: Broadcasting company.  

Example 

Riker, David (Director). (2005 , February 11)gar(Directaoadca05PD=T
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 Appendix 3: Proof Reading 
 
Because proofreading is the thing you do last, lots of people rush it or don't do it at all. This is a mistake. On 
average, proofreading will improve the mark you get for your assignment by up to a whole grade (10%) and it can 
turn a failing assignment into a passing one. It's that important. 

 
First of all, there are some tips here on how you can proofread your assignment most effectively. Then there's a 
checklist of things to look at in detail. 

 
 
TIPS FOR PROOFREADING 

 
Print the assignment out and proofread it on paper, not just on the computer screen. Nobody can 
proofread effectively on screen. Proofread  with  someone -7.7(s)]TJ
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Answering the Question 
 

o Does your assignment answer the question? If it doesn't, then you need to rewrite the introduction and 
conclusion (at least). 

 
 
Missing Words 

 
o Are there any words missing? This sounds silly, but it's a very common error. Someone else proofreading 

your assignment will spot missing words much more easily than you can. 
 
 
Repetitions 

 
o When you use a word-processor, it's very easy to copy and paste sentences or phrases. Have you left in any  

repeated sentences or phrases? It's easy to do. 
 

Making Sense 
 

o Does every sentence make sense? If one doesn't, rewrite it so it does. Reading aloud is a good way of 
finding sentences that don't make sense. 

 
 
Plagiarism 
 

o Have you used secondary sources properly? Check that you haven't fallen into the trap of plagiarism. 
There's a section of this site about Plagiarism. 

 
 
Source: Drop-in Student Skills Centre, University of Teesside. 



Appendix 4: Essay Writ ing 
 
ESSAY STRUCTURE AND STYLE 

 
One of the common types of assignments that you will be required to complete, is the ‘essay’. Most 
essays fall into two categories: 

 
Descriptive essay - a descriptive approach requires you to e esa



Body/development of topic 
 
In the body of the essay,



Don’t rush 
 
You might remember that you ‘did all right’ last time you stayed up all night on caffeine, the day before the 
deadline, to research and write an essay. But this most likely means that you would have done much better if you 
had started reading and researching, and then writing, days or weeks before that. It is always obvious to your 
tutors when an essay is rushed. 

 
 
Style as well as substance 

 
Whilst it would seem ‘nice’ if the ideas of a genius would be appreciated even when written in horrible prose, you 
should not bank on this. A good student not only has good ideas to write about, but can write about them well. 
And it seems particularly wasteful to be losing marks just because you didn’t spend a little bit of time learning a 
few style tips. 

 
Source: David Gauntlett . (2001). Institute of Communication Studies, United Kingdom. 

 

ESSAY WRITING CHECKLIST 
 

o Have I answered the question? 
o Have I done sufficient research to enable me to carefully answer the question? 
o Do I have an introduction that states what I believe the question to mean, the position I am working 

towards and the areas that will be covered in the essay? 
o Does the body include all parts of the question? 
o Have I constructed each paragraph of the body so that it contains several sentences of evidence to back up 

the topic sentence which begins the paragraph? 
o Does the conclusion restate your attitude to the topic and refer the reader back to the topic? 
o Check the length. More than 10% over/under word length may be 



Appendix 5: Report Writ ing 
 
Written reports are



Foreword/ Preface/Transmittal Message 
 
A report often includes a covering letter or message to the person who requested it. If the report is internal to the 
organisation, this document is a ‘memo’. Essentially, the writer says, “Please find attached the report you 
requested.” Additionally, the writer may mention items of special interest and acknowledge those who may 
have contributed to the report. This is optional and you are only required to submit this on request. If a report is 
written for a large audience then a more general preface or foreword may be appropriate. 

 
 
Table of Contents 

 
This page(s) is used to outline the sections and sub-sections of the report. The contents page should list the main 
section headings and sub- headings of the report and their corresponding page numbers. 

 
 
List of figures, tables, illustrations 

 
When there are six or more figures, tables and illustrations, they are listed on a separate page with their 
corresponding page numbers in the text. If only a few exist, then they are included in the ̀ table of contents' page. 

 
 
Executive summary 

 
A good executive summary allows a busy reader to get the main points of m

w
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the length of the report. It is often divided into sections with headings that describe the topics covered. These 
should be numbered using the decimal system. Another way to divide up the main body is: 

 
�x Procedure -



REPORT WRITING CHECKLIST 
 

Does the titl e page have: 
 

o the title of the assignment 
o the author's name 
o the recipient 
o the name of the course 
o the name of the department/ faculty 
o the date of submission 
o the approximate length? 

Does the table of contents have: 
 

o a list of tables  
o a list of figures  
o an abstract 
o headings matched with Arabic page numbers 
o references 
o a Roman numeral 
o a heading? 

Does the list of tables have: 
 

o a heading 
o table numbers, titles matched with Arabic page numbers 
o a Roman numeral? 

Does the list of figures have: 
 

o a heading 
o figure numbers, titles matched with Arabic page numbers 
o a Roman numeral? 

Does the abstract have: 
 

o a separate page 
o a heading 
o a summary of the main points in the assignment 
o a Roman numeral? 

Does the main text have: 
 

o an introductory section 
o 



   Appendix 6: Case Study Writ ing 
 
 
WHAT ARE CASE STUDIES? 

 
A case study presents an account of what happened to a business or industry over a number of years. It 
chronicles the events that managers had to deal with, such as changes in the competitive environment, and charts 
the managers' response, which usually involved changing the business- or corporate-level strategy. The case 
study will contain a problem or a case of how a person or institution has dealt with a problem. Case studies are 
usually written in a narrative style (i.e. like a story) using real life organisational contexts. 

 
Case studies are often used as assessments because they allow you to apply theories in practical situations. This is 
clearly a good preparation for your future career. The most important thing is to make it clear to yourself what 
you are supposed to do. For example, are you to diagnose a problem, make recommendations, or investigate 
alternative solutions/interventions and justify a final choice? The best way of approaching this is to put yourself in 
the role of the specialist or the consultant and imagine you are 



Step 5    - Compile draft answers to the case study questions. 
 
Check whether you have sufficient information to answer the questions. If not, read the case study again and/or 
locate relevant information from your lecture notes and readings. If you are asked to identify solutions or make 
recommendations you should use a problem-solving process that involves: 

 

�x outlining the alternative courses of action available to solve the problem  

�x listing the advantages and disadvantages of each course of action  

�x recommending a solution and justifying it 

Step 6 - Write up the analysis 
 
It is very important to read carefully through the assignment instructions provided by your lecturer so that you 
are quite sure of the required format for the written answers. You should note the following points when writing 
up your case study analysis: 

 
�x Avoid simply describing the situation and make sure you have applied theories to really explain why and 

how situations have developed. 
�x Write short introductory and concluding paragraphs of one or two sentences at the beginning and end of 

each question. 
�x Make sure that your information is logically sequenced. Check that your 

writing is properly referenced 

�x Proofread your assignment for spelling, grammar and punctuation. 
 
 
Analysing Problem-based Case Studies 

 
In these assignments the case studies aree es a d 







10.  Appendices 
 
11.  Reference List 

 
Referencing of



  Appendix 7: Oral Presentations 
 
IMPORTANCE OF PRESENTATION SKILLS 

 
The ability to present effectively is growing in 





 
 
Step 5. Consider Personal Aspects 

 
You need to analyse yourself as a speaker before presenting your speech. What an audience sees is a part of the 
message received. Sharpen your strengths through awareness and mastery of the following points: 

Confidence. Develop confidence in yourself and from your audience by, preparing earnestly, practicing, 
dressing appropriately and speaking in strong, clear tones 
Sincerity. Avoid any type of insincerity; be sincere throughout your speech. 
Thoroughness. Exacting coverage shows you care about your speech. It also shows credibility. But do not 
overdo it – excessive detail can drown an audience in a sea of facts. Use good judgement to balance 
speech. 
Friendliness. Friendliness allows the audience to identify with you and be receptive. But do not feign it - 
through self-analysis, you can learn to project a genuine and friendly image. Interest, enthusiasm, 
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others tell you areas of improvement or by using videotape. Aim for a natural posture by distributing 
your weight evenly and standing erect and comfortably without appearing stiff or limp. 

 
Walking. A strong, sure walk to your position of speaking portrays confidence. Walk during speech only to 

create the effect you want. 
 
Facial Expressions. Facial expressions are the most apparent of physical movements. Most of us 

unconsciously convey unintended meanings through them.  
 
Eye contact, used with discretion, shows interest. Use eye contact and facial expressions effectively. 
 
Gestures. Gestures add meaning to messages, but their meanings are vague. Use them as natural, strong 

supplements to speeches. 
 

4.  Use of Voice 
 
Good voice is to good speaking as good legs are to good running. Both are vital to the end result. Voice difficulties 
in student presentations are usually caused by one or more of the following: 
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iii. Comments: many ‘questions’ will not be questions at 



 
VISUAL AIDS 

 
The term 'multi-sense' recognises that people receive messages in several different ways. This means that a 
delivery with a variety of communication channels will have a stronger impact than a delivery depending only 
on voice and body movement. Visuals usually carry key parts of the message. They are the points of emphasis in 
a presentation. Visual material is an important signal to people, so use it to improve any presentation. 

 
1.  Role of Visual Aids 

Each audiovisual aid should be simple and present only one idea. An effectivew 1.576 0 Td
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5.  Guidelines for Handouts 
 
Handouts are useful in terms of reinforcing the message by representing the main points in a simple fashion. 
They may also allow you, the presenter to provide background material before you talk and additional reading 
after the presentation. Like any form of visual support, they add interest to a presentation. Handouts should: 

 
�x be simple 
�x relate directly to the objective of the presentation  
�x have high visual impact 
�x must not distract the audience. 

 
WHY PRESENTATIONS GO BAD 

�x Some of the main causes of bad presentations include: Distracting 

visuals/verbals/vocals 
�{ Failure to speak to time  

�{ Equipment failure 
�{ The material is too technical/pitched - too high or too low for the audience  
�{ Poor organisation of material 
�{ Inappropriate pace 
�{ Failure to retain the audience's attention  

�{ Information overload 
�{ Lack of enthusiasm 
�{ Lack of rapport with audience. 

You should aim to reduce or eliminate these causes whenever you present by using the strategies presented in 
this guide. 

 
Material in this Appendix adapted from: 

 
• Raymond Lesikar and Marie Flately (2002) Basic Business Communication (Ninth Edition). New York: 

McGraw-Hill. 

• Learning Advisers (2004) Making the Most of Oral Presentations. Adelaide: University of South Australia. 

• Nell Kimberley and Patrizia Cotesta (1997) Student Q Manual (Second Edition). Monash University. 



Appendix 8: Literature Reviews 
 
WHAT IS A LITERATURE 



STEP 5: Second read – make summary notes 
 
The next step is to start making notes of key ideas from each source for analysis and evaluation.  At this stage it is 
important to: 

 
• Thoroughly read through each source one at a time and make notes 

 
• Do this in simple bullet-point format 

 
• Avoid re-writing large paragraphs from the text 

 
• Put it into your own words 

 
• Stay focused on the question you are trying to answer/the issue you are trying to deal with 

 
• Once you have read an article, put it aside and ask yourself “what did that source have to say about that 

issue? What was its main viewpoint/response in relation to that question/issue?” 
 
When you have taken note of that source’s views on that issue – consider the next one until you have 
considered each source. If that source does not deal with that issue, continue and move on to the next one. 
Once you have finished making notes from that source, continue with the next one. Make sure 
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