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Summary

This memo will discuss the skills that I have learned in technical writing and how these skills will apply to my future career. These skills include preparing a job-application, writing a memo, preparing instructions and writing proposals. The memo will also discuss my views of the technical writing class taught by Jürgen Heise. The final section of the memo discusses possible improvements that could be made to the technical writing class.
Introduction

Technical writing provided me with some unique skills that I would not otherwise have learned. I have already started to utilize these skills in at my current job and I believe these skills will very helpful when I graduate. The memo also covers my views of the technical writing class and areas which I feel could be improved.
Skills learned in technical writing

The technical writing class taught me skills in the following areas: job-application preparation, writing memos, understanding legal and ethical concerns in the workplace, writing collaboratively, writing proposals, preparing instructions, and giving an oral presentation.
Job-application preparation

Preparing a job-application is a skill every student should learn. The job-application assignment provided me with the knowledge I will need when I apply for a job. In particular the assignment taught me how to properly write a letter of application and a résumé. 
Letter of Application

I learned when applying for a job I must first prepare a letter of application that presents me to the company. This letter allows the applicant to discuss their qualifications for the job they are applying for. I also learned how to properly format this letter of application to maximize the reader’s interest. Mr. Heise taught us that the letter of application should be printed on quality paper to show the reader that you are interested in their company.  
Résumé
Learning how to properly produce a résumé was a valuable skill that I will need for many years to come. Mr. Heise taught the students how to prepare a résumé that stood out from the “cookie-cutter” résumés templates provide. Creating a résumé by hand was both challenging and rewarding experience. The résumé was rewarding because my résumé was unique and stood out from other student’s résumés. Presenting an employer with a well written résumé printed on quality paper shows the employer the applicant is able to produce quality work. The final skill learned while creating a résumé was how to produce a strong objective statement. The objective statement allows the applicant to customize their résumé for a particular company. This statement gives the reader a perspective of the applicant’s future goals. 

Writing Memos
In today’s business world memos are the preferred method of interoffice communication. For this reason I believe memos are the most important skill I learned while in technical writing. Before attending this class I created memos using the Microsoft Word templates. We learned in class that these templates were not always correct and usually required modification to make them proper memos. I have already begun to write memos at my current job using the formats I learned in this class. When I graduate from college I believe I will need to write memos on a daily basis for my job. As a computer scientist I will be required to write memos justifying the programming decisions I make during software development. 
The class taught students the various sections of a memo. The most important section of a memo is the summary; this section provides the reader with an overview of the document being presented. This summary helps readers determine if they need to read the document or not. While learning about memos we also learned how to use styles and formatting in Microsoft Word. This tool allows the writer to change entire sections of their document in a few clicks rather than changing the document line by line.

Legal and Ethical concerns in the workplace

An important topic in technical writing is legal and ethical communication. This is a topic I was not taught in any other classes. In English 1301 and 1302 we learned about plagiarism but we were never taught about writing ethically. Mr. Heise taught us that when we write for a corporation we must take extra measures to ensure our document is correct. If we were writing an instruction manual for a corporation and failed to mention that a step could cause harm to the individual the corporation could be held liable for injury’s resulting from the step.
The class also discussed ethical concerns about misleading a reader, and using discriminatory language. We learned a writer has an obligation to verify that the text they present does not mislead the reader. Another important skill that was taught was how to avoid using discriminatory language. When I evaluated a code of conduct as part of the memo assignment I learned that most companies will fire employees who use discriminatory language. 
Writing Collaboratively

The proposal project presented the challenge of how to collaboratively produce a document. In class we preformed an exercise on how to transfer electronic versions of documents between group members. My team decided this approach would not work well with our documents because they contained many pictures. We decided to use a website to store our files as we worked on them. I created a directory on my personal server where we could place files. Using this method we were able to instantly share files between each other as well as manage changes to our documents. Collaborative writing will be useful a useful tool in my future career because most software projects are not writing by one person but are written by a team of programmers.
Writing Proposals

In a business environment, ideas for projects are presented thru a proposal. Learning how to create a proposal will help in all aspects of my future career. In technical writing we learned how to write a proposal by creating one. If we had only discussed the proposal in class and not been required to make one I do not believe I would know how to effectively create a persuasive proposal. The proposal project was also the longest group paper I have written while in college. This paper also taught me how to write a collaborative document, compile a series of documents into one and create a table of contents using Microsoft Word’s indexing feature. 
Preparing Instructions
One of the assignments in technical writing was to create a set of instructions for a foreign exchange student. These instructions required the student to perform a task that seemed simple to people born in America. Because the tasks were easy to me they required special care to describe the task in detail. The project required me to pretend I knew nothing about a subject and then try to explain it. Using this approach I was able to create an instructions package for opening a bank account and obtaining a social security card. 

The instructions assignment provided me with incite I will need in my future career. As a person who works with computers extensively I use technical jargon frequently when attempting to explain computer concepts to others. The instructions assignment taught me a new approach to presenting information to others. I learned I should first examine my audience to determine which language would be appropriate for the situation. Then attempt to relate the subject to the individual using terms they understand. I also found that providing visual representations helped clarify my instructions.
Giving an oral presentation

Technical writing taught me how to effectively present a proposal to a group. The presentation and the feedback I received allowed me to learn what areas I needed to improve in future presentations. Watching other groups present their projects allowed me to see what presentation techniques were effective and which ones were not.
Views of the technical writing class

Overall, I found the technical writing class to be a valuable learning experience. Initially I enrolled in the class because it was required for my major. Looking back at the class I realize I learned skills I would not have otherwise learned. Many students I have talked to said their technical writing class was very easy and that they did not gain much from it. I believe they were not graded the way students in Mr. Heise’s class were. Mr. Heise expected students to produce quality work anything less was given a grade accordingly. Many students including myself disliked getting papers back with low grades on them. In my case every low grade I got just pushed me to work harder on the next assignment. In the next few sections I will discuss the portions of the class that I thought excelled and the portions I thought needed some improvements.

Areas of the class that excelled

Certain aspects of the class I believe helped me learn how to be an effective technical communicator. These aspects were the online quizzes, the major projects and the book. The online quizzes provided a good way to reemphasis information that was important in the chapters we read. The quizzes were also a good way to raise my grade in the class. The major projects provided a way for me to apply the skills I we learned in class. Without projects I would not remember many aspects of this class. The book was also a valuable tool in this class. The book provided examples on how to create memos, proposals and letters. The book did have some examples that were misleading but overall it was very helpful in this class.
Areas that could be improved

In this section I will discuss some minor changes that could be made to the class to improve the learning experience. These issues include the website and the wireless keyboard and mouse. 
The website

The website was a valuable tool in the class and provided information in a neat and organized manor. The areas of the website I thought could be improved the homepage and the pages for the projects. The homepage has many items that scroll and flash when the mouse is moved over the page. These items slow the page load time and often cause computers to freeze. The page could be improved by removing all JavaScript except for the scrolling announcement bar. This would decrease the pages loading time and provide the students a better experience. The other improvement is to add more links to the project pages. Many projects have links posted in the additional links section these links could be added to the bottom of their perspective projects. This would provide students with all the information they need to complete the project.
The wireless keyboard and mouse

The wireless keyboard and mouse provided constant frustration during lectures. I believe the wireless keyboard and mouse are using the same frequency as the schools wireless network. Both devices share the 2.4 GHZ range with some types of cordless telephones. A possible solution to this problem would be to hang the wireless receiver from the projector. This would allow a direct line of site between the device and the base station limiting the amount of interference. Another solution would be to get a wireless device that uses a different frequency. Either of these solutions would provide you with a more reliable keyboard and mouse.

Conclusion
The technical writing class has taught me many valuable skills that I would not learn in any other class. The class showed me how to work in a group, prepare proposals, write instructions and create memos. This memo also discussed my views of the technical writing class and areas I believed could be improved in future technical writing classes.
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