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Aims

 


The study skills learnt in this
section should enable the student to: -

 


1) Plan
a written assignment

 


2)
Understand the different types of assignment

 


3)
Select a pertinent title

 


4) Take
into account the reader’s needs and wishes

 


5) Pick
out the differences between essay and report writing

 


6) Avoid
plagiarism

 


7)
Organise his/her work effectively


...


Section 1: Opening Comments

 


An Assignment is any oral, practical or written task given
to a student with a view to assessing his/her competence in a
particular subject area. It can include anything from set essays
and reports through to verbal presentations in class. Assignment skills are those which the student uses to
produce the highest possible marks for which their subject
knowledge allows.

 


One type of assignment is an
essay, which is a written attempt to
describe facts and to logically put forward a case, using any
available evidence. Usually confined to one subject, it derives
from the French word 'essayer'
meaning 'to attempt.' When
preparing an essay its best to be aware that most readers follow a
set order of interest, which is: -

 


1.1
Themselves first

 


1.2 Other people next

 


1.3 Things affecting
themselves next

 


1.4 Things affecting
other people next

 


1.5 Abstract concepts
last

 


In terms of their content and
style essays range from the very straightforward to the very
complicated and appeal to readers at different levels of
education.


...


Section 2: Types of
Assignments

 


Types of Assignment are: -

 


2.1
Oral, i.e.

 


2.1.1 An
individual presentation

 


2.1.2 A group
presentation

 


2.1.3 A formal speech

 


Any one of the above may include
answering questions put forward by an audience

 


2.2
Written, i.e.

 


2.2.1 A
formal exam

 


2.2.2 A
Research Report

 


2.2.3 A
short or long essay (often called a Dissertation)

 


2.2.4 An
academic Thesis

 


2.3
Practical, i.e.

 


2.3.1
Demonstrations with equipment

 


2.3.2
Preparing a display and sample of work

 


A ‘practical’ assignment could mean almost anything
and must remain within the bounds of ‘health and safety.’

 


Sometimes the title of an
assignment may be 'set' or
‘negotiated’ – the latter
decided upon after discussion with relevant education authorities.
Each type of assignment places different pressures upon the
student.

 


A 'set assignment' tends to offer a clear structure
which the student then follows. However, this advantage is quickly
countered by its rigidity which may demand proficiency in areas in
which the student feels less able. By way of contrast, a
'negotiated assignment' offers
the student a chance to explore areas in which they have a genuine
interest. However, this benefit may again be countered by
constraints made upon time and resources. This, in turn, may force
the student to impose severe modifications upon any original
ideas.

...


Section 3: Types of Essay

 


Types of essay are: -

 


3.1
Discursive – where the writer
agrees or disagrees with various interpretations of an
event. Either of the chosen viewpoints must be supported by valid
reasons.

 


3.2
Evaluatory (judgmental) – where an explanation is given concerning
why certain events took
place

 


3.3
Factual – where as accurate a
description as possible is given concerning what happened

 


3.4
Mixed – combining most (or
all) of the above (3.1-3.3)

 


At higher educational levels,
essays tend to become more evaluative than factual. This means
that: -

 


- At GCSE level essays are mainly ‘factual’ – at 'A' level
they’re mainly mixed

 


- At undergraduate and
postgraduate level they’re mainly ‘evaluative’ (although longer essays tend to be
‘mixed’ again).


...


Section 4: The Purpose of
Assignments

 


The purpose of Assignments
(including written essays) is to: -

 


4.1
Encourage research into, and reflection upon, a specific
subject

 


4.2 Pick
out any gaps in the student’s knowledge

 


4.3
Increase knowledge and aid the learning process

 


4.4
Present a well-structured case

 


4.5
Develop a greater understanding of the subject

 


4.6
Assess the student’s progress in a particular subject

 


4.7
Clarify the student’s personal opinion on a subject

 


4.8
Strengthen self-expression

 


4.9
Provide useful work skills, e.g. report writing


...


Section 5: Subject Selection

 


When selecting a subject (or
topic) the student is often faced with many options – especially in
larger projects a subject needs to be selected which: -

 


5.1 Is
interesting

 


5.2 Will
gain the approval of the relevant education authorities

 


5.3 Will
provide much research material

 


5.4 Will
nurture the student’s professional skills.

 


In selecting a subject, the
second and third criteria must have priority over the other two –
e.g. it would be a waste of
time to choose a fascinating subject only to find that there wasn't
enough research material for it. Also try avoiding a subject which
may prove extremely tedious.


...


Section 6: Title Selection

 


A ‘Title’ aids the general emphasis of an assignment
and should be: -

 


6.1
Brief

 


6.2
Eye-catching

 


6.3
Informative

 


6.4
Memorable

 


6.5 A
description of ‘the essence’
of the Assignment

 


6.6 An original ‘building block’
upon which to write possible future essays

 


Always keep to the subject of the Title, i.e. if
it’s 'Sunflowers in the
Caucasus' then the student should write about this and not
wander off to describe 'Tulips in
Holland!'


...


Section 7: Planning an
Assignment

 


Good planning is the mother of
good writing. When preparing an essay (or some other form of
assignment) the first questions to ask are: "Why am I writing this?" and "Who am I writing it for?" Planning can be sub-divided
into the following stages: -

 


Stage 1: Outline Plan

 


The ‘outline plan’ must be clear, concise and
consistent. It should: -

 


1.1 Know
for whom the essay is being written (its ‘readership’)

 


1.2 Explain the central purpose of the
essay

 


Stage 2: Creation

 


Ideas are best generated
through: -

 


2.1
‘Thought
Showers’ – noting ideas down in random order

 


2.2 Word
Association – selecting a ‘key’ (important) word from the Title and writing
any words associated with it. A ‘spider diagram’ would show each separate idea

 


2.3
Research – obtaining sufficient information to complete the
assignment

 


2.4 Sequential Note-Taking – placing
ideas into list order with the aid of bullet points

 


Stage 3: Organisation:

 


Ideas are placed into a
‘rough and ready’ order by:
-

 


3.1
Discarding all unhelpful material

 


3.2
Separating the remaining ideas into a beginning, middle and
end

 


Stage 4: Development:

 


The essay is given further
substance through: -

 


4.1 The
gathering of more primary and/or secondary research

 


4.2 The
development of existing ideas and the generation of new ones (if
any)

 


Stage 5: Formulation:

 


Key elements must definitely be included by: -

 


5.1
Drawing up a detailed plan – with the information and arguments
placed in the order in which they’ll be written in the main body of
the essay

 


5.2
Noting (or highlighting) those essential words and phrases which must to be included

 


Stage 6: Drafting:

 


A first draft outline is written
then subsequently corrected or amended. This process is repeated
for as long as it takes to reach a competent, readable (and
factually correct) ‘final
draft’ which is the preamble to the finished product.

 


Sometimes students are
encouraged to employ the ‘three say
technique’ in relation to essay planning.

 


SAY what
you're going to say e.g.
“This essay will argue against
Capital Punishment.”

 


SAY it
e.g. “Capital Punishment is wrong
because...”

 


SAY that
you’ve said it “Having argued against
Capital Punishment it’s reasonable to conclude that the arguments
against it are stronger than those for it.”

 


The ‘three say’ technique is especially helpful for
beginners (or when writing rough drafts). It's most useful in the
initial ‘free writing’ stage
of an essay.


...
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