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zualification: B. Engineering Mechanical
yepartment: Compcnent Engineering
jork experiasnce: 4

. qr: Afrikaans

rhe first question was types of writing that you do in your mother tomgue.
jhat type of writing is sent to colleagues and friends?

jell if my colieagues are Afrikaans then I write to them in Afrikaans,
-nere is no sense in writing in English if it is not something that will
ye used as reference. You will obwvicusly check your circulation list or
if you speak to @ specific person? Lf it is 2 question of did you follow
p. If it is formal it can be used as reference with the mainstraam users
hen 1 speak English. When I think it is necessary for everybedy te
indezstand then I will write in English but if it is not necessary for
svarybody to understand.. You wonld actually prefer or be more comfortable
+Ath doing the whole thing in your mother tongue Ja always 1 suppose
sgpecially when you have to..(not writing as much) when [ speak and I
jometimes at a bit of a lost for words then I switch over to Afrikaans
mnd 1 speak Afriksans, but that is speaking vou if have to communicate,
Sut if you writing you got 2 1ot of time te think and delete and carry on
j5ing the spell checker etc. you got a lot of time to think about what
rou want to say.

| .OWhat makes writing more difficult than speaking, but often you have
-ime to think about things and delete and perfect it more? What I meant
-here is that writing is easier because you have time to think. Speaking
ls often difficult in the sense that you have to come up with what you
wean immediately and you have to use the language at the same time. If it
is not your mother tongue you have to think about the language and trying
-o convey the concept. While you are writing you can order your thoughts.
How important is that process? It is wery important to get across what
jou actually trying to say otherwise people will misunderstand and that
is not what you want to achieve. In terms of.. how cften will the verbal
se¢ part of the report itself? Often in meetings vou will have to report
+n the work. How ofren does the verbal become part of the writing and the
jocument? Seldom. If it is you and your manager you will obviously look
i it and if it is an end user he will ask that you will elaborate.

Ja and you got time te spend on it OK.

fnat types of writing do yow do in your second lapguage? And you said
rormal communication. Now if you try to describe what to you are formal
ommunication?

fell typically what I Jjust saig is when I think it is necessary for the
nainstream users of my writing to understand thea typically it would be
tormal it will be sometimes a component you know whatever happened
yistory segquence of events you Koow first you did this test and then
-hat this is the cause of actiop from now on. That is typically formal
qriting.

; LDescribe a formal writing style. I think I used this image before the
language is a glass behind the content. In a formal writing style you
4ill try not to use figure of speech or not use 5lang or try and not use
jeneric names.

ind circulation has beer broader thar just the narrow one which i=
iegative colleague. Yes that will ba typically to .You can go to Brazil,
sermany or wherever. Tt is quite wide?

ught, what types of writing did vou do at scheool essays and exams which
is normal interesting what you gaid about how you were taught to Wwrite
it school? Firast of all you said you learn the alphabet then you string
‘he words. What I want to probe there is that you said the quality of
inglish writing improves at conmtinuous exercise and reading various
srescribed books and prose. Now what do you mean by continuous exercise
:0 improve writing.

fell language is like that - it is very much a tool and the more you use
it the more the more proficient yow become with it. What did you do at
school? Well you follow the curriculum you know you do what is necessary
‘o pass and the rest of the time you go play. You follow the curriculum
ind it uswally includes essays that you must write. They try and give you
smercises and projects — Then when you wipe the sleep out of your ayes
chen yow’re in Matric and then that’s it.

fou achieved it al1. Did you think that poetry and prescribed books added
juality to your writing? Yes in terms of seeing how other pecple use the
language as a model. It gives you ideas on now other people use language
jou know different styles

}.0fhat do yew learn about language from the writing models you obsexve?
[ can’t sey that I emulated a gpecific writer. It all goes back to your
school days. When you saw something and you try to internalise it. Tt all
joes.. your style lies beneath the surface. You don’t think about your
ityle or what you want to write. Tf somebody is not wsing the pronoun you
> we and you see that in terms of style net something as detailed as
‘hat - this person doesn’t use contractions like don’t or wont and
:herefore I must not use it.? Oh I see what you mean. I suppose you Lry
and stay in the third person and there are certain rules you apply.

it depends where you come from- for example people who grew up in
jeotland using different styles than the ones in the scuth. You feel that
-hat contributed te your centinuous exercise and ¢uality of writing. Nice
mswer Ok. Rignt. Number six was: How experienced are you in doing the
“ypes of writing that you do in your work and you said my experience
level is better judged by the people with whom I communicate. O yes What
1o you mean by that? What I mean is I ecan't say. You have w0 read my
writing and then judge for yourself. T can’t say how good T am. I think I
a good 1f that is what the answer.

).O#hat makes you a good writer? A good writer is somebody that can
[1lustrate a point clearly and using less words rather than more.
Somebody that will come to the essence of an issve in one sentence. That
is a good communicater. A good writer I think that depends on what kind
»f literature you are reading. Do you think that this kind of writing
channels you into that kind of script to say as coucisely as poasible? At
Jork we are experiencing a lot of pressure to be concise - you often
rave to refer back to work that yom forgotten about. Or the decisions
tou make and you have to pick up the details. Having enough details is

important.

fo Ok you said somebody else will judge the guality rather than you say
'm good. Ja 1 prefer that. What do you feel has contributed to your
eriting experience in the report writing field that would make you
sxperienced what made you experienced as a réport writing specialist?
Just the writing notes of reports. And yom write quite a few? Not here as
meh a5 at University there you have to hand in reports. You feel it is
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just the continuous thing that improves guality all the time? Ja you have
-6 get feedback obviously. Somebody has to say at some stage why don't
rou do it this or that way. I can s<¢e you are already doing this but try
ind you know do this. Then you take what they say and you apply it and
;ou see OK it is working and it"s improving and you are enabled to
structure your thoughts better. You know s¢ having a fesdback is
Wwsolutely essential for growth and continuous improvement. You have to
start off in a direction and then, of course, correct as you find that
;ou either are missing or hitting.

- j.0ODescribe the feedback you usually get about your writing.

5.0ycur response to feedback is wery positlve. Do you always feel
Jositive about feedback/ Explain yeour answer. At the moment I get a lot
5f semantics and I also think it is sometimes personzl. I am new and I am
_earning. %o I sometimes resent the fact that 1 am wrong. [ do get .-
t*s like exactly this issue - being able to get down all the details and
1sing as little words as possible. Often I write down while still
~amenbering a lot of things in my head. And then when I have to refer
yack to what I have written a month later then I can’t remember all the
;onnections that I mads betwesn the paper and my head. And that is what
srustrates me at this moment. My boss is very good at that. So it is not
yJways positive comment? It is not always just but it is mostly
seneficial. But I think ..look if vou here. 2 person must take out of
sriticism what you need to improve and that is wp to you.

1.0Is it (feedback) done verbally? Yes. Mostly. Is it ever denes on hard
:opy or electronically? WNot really. Why don‘t you rather use this but
-hat. Do this say that. Not this that. Is this by the time your draft is
dith your manager? Yes I must say I have a dirty way of jotting down the
sare minimum because I have a lot of work to do. And then have my manager
ip the checking but that is suppese at the back side.

ind you do that with most things in your writing. It is influenced by
sutside perspectives. Yes. OK interesting here what assists you in your
riting im the work place no. 7 and you said ME word thesaurus. You
would use it typically to do what? It is a difficult question what
185ists you in writing? What problems are you experiencing when you are
jriting? I don’t know sometimes you dom’t have the words or the spelling
;0 you look in the dictionary. And I don’t have a dictionary so the only
ching I have is the thesaurus you get the variations so it helps you. So
.t is a wonderful assistance? Yes. It helps.

on mentioned the thesaurus, pecple giving you feedback on your work is
-here anything else that you can think of that will assist you - that is
;£ benefit to help you to giwe constructive inmput inte your repart
riting? No I can’t really think of anything else. but T am open to
suggestion. The most reliable thing is feedback. Maybe broadening Che
‘eedback or breadening the distribution yow can publish something but
-hen nobody will give it in any case 1t is just the people that are
jorking on the specific issue that will read your publication.
}.0Pescribe how feedback can be broadened? 1 can’t remember the context
:hat I mentioned that in. But I think I recently learned that the
»ublication that gets distributed and usually when you miss something
mportant it dees come back te you net as specific feedback on what
/ou’ve written but as a result of the mistakes that youn made. It comes
»>ack as a discrepancy on what you want to achieve. It comes back just to
show that you should communicate. Conseguences to your technical
cotmunication. Do you use the wrong technical procedure to measure that
it the way you communicated it? You see I am net in the testing
mvironment - it ig much more a case of decisions yom make. You decide
rou must do this no typically it was the wrong decision or the
“ecommendation was communicated incorrectly.

1.01f feedback were broadensd, what type of feedback would be received?

le are going to come back to that just now Ok we had this guestion of
hat is difficult and easy when writing. You said what is difficult is
‘ind the appropriate word, correct temses, singular and plural rules and
10 on and my guestion is what is done to overcome these apparent
lifficulties you mentioned the thesaurus for the appropriate word but is
‘here anything else that is dene to assist with these superficial
lifficulties? There is nothing at the moment. I mean you basically have
‘0 make do with your own knowledge of the language. Do they crop up? O
re8 T mean, often I wondered if 1 am mixing my tenses oy am I in the
o¥rect tense at all. Then you just carry on. At the end of the day it
iepends on whether you get the message acress. The mest impertant thing.
.0.Owhat improves ones knowledge of @ language?

.1.0Mould reports be circulated if language is faulty or the message is
ot clear? Is it more important that people understand what you said in
ipite of the fact that your semantics might be different? No. Well my
Ppinion about this has changed since we last spoke. ¥No I think that
‘here is one reason why something happens. Everyone will write down that
specific reason and the words will look similar. At the end of the day
chere is only one way of writing to effectively communicate. it comes to
sefiantics, The words will have a slightly different nuance. And you
shouldn’'t have used it because it i3 the wrong word and thinking that
)e0ple will get the message - it is assuming that you can trust them to
:ake it up the right way. If you can’t trust people to take it up the
‘ight way then you must use the right words and there is no leeway about
-t. The reports won’t be allowed to be circulated if it is wrong. The
wrk that we are responsible for and if there is a mistake it won’t be
IEproved.

Iow dig this makes you feel I mean the fact that you might not be sure of
he tensas or .. Well you feel a bit at @ loss I suppose. You know it is
1ot your mother tongue so there is always a bit of difficulty. In terms
L your you went back saying your experience level 135 judged better by
omeone else. Do you get feedback from those people from the outside not
mly meaning but also in terms of superficial things? Well fortunately
% boss at the moment 1s Afrikaans 1 think his English is marginally
*etter than mine; he newver bothers me about it. My provious bess was
ihqlish and he comstantly comments on my use of the language. So ja you
o.

-2.0DExplain why you say fortunately your boss is Afrikaans? I've got a
lew bogs now I learnt to work with my new boss. What I meant there was
‘hat if you have to communicate without thinking about the language then
Ising your mother tongue helps. It is second nature. The chances of
Ietting the message across is bigger.

-3.0bescribe the type of feedback your present supervisor gives you. The
iriting will be English and his feedback will be in English. He is very
ftrict about the words etc. He is much mere strict than my previous
Atager. He is bhilingual.
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14 . 0@hat was your response to your previous supervisors comments?

githin that was there a system whereby you improved or Qidn't improve Ja
1@ will say this is a better way te put it. Were you cpen te that kind of
ching? Yes, of course. Sometimes I was thinking shovld I argee about
-his, because I don’t always agreed with him but then. Why would you not
sgree with him? Because sometimes I think I'm right .. bat they grew up
in English so they will cbviously have to say no, but I know how it
should be..

|5.0What prevented you from asserting your point of view? I refered to my
yrevious boss. Let me just clarify. I had an English boss then an
\frikaans manager, Albert was the first one. Tn that instance I was
-eferring to him. [ am an assertive persen and I will always defend the
way I do things.

L6.fDescribe why being English means they will have to say no.

wd then the writing itself would it change or would it stay like you
-hink it should be? No, neo I think you always write to an audience - you
sant your audience to understand what you are saying so you will always
Ty and write in their language.

17.0Describe what your mean by writing inm their language. I am
ncreasingly thinking of the downstream users. Becsuse it is important to
mnderstand what you have done a year later. You’ve developed that? By
Living with the consequences of not doing it properly. I den't thimk it
a5 that clear and there was insufficient detail. You get the opportunity
-5 see in small ways how a slightly incorrect statement can have
sepercussions.

wWhat in the suggestions of your ex -English specialist would you perhaps
jot agree with? What? No I think we had ene thing he said that I dida't
juite agree with - I didn’t think much of it. You were never in a
syituarion where you had to put it in your report. No. Ag usually he
shanged a nuance or something nothing fundamental.

18.0What you describe as changing a nuance and something fundamental in
Jour writing?

‘t was extremely difficmlt to transcribe this interview because of noise
ind interviews in the background.

‘t is long ago and I can’t remember all of it. In the end it'is Jjust a
sord that has a different meaning. It is funny how the language is
1losely relared to the level of detail that you look at. I used to lock
rery generally bubt now my current job forces me to look more at the
jetail. It is interesting to see what effect that has on using ths
.apguage.

jasy: When you know what you want to say, concentrating on your work...
‘utting down your thoughts is just a matter of typing. What type of
riting conld be classed in this category? {i.e. what ig an easy message
;o convey?} When it is something that you been working at constantly on
swer a peried of time, you are hundred percent familiar with the contents
nd you know what you want to say it is part of you the only thing you
1ave to do is to put it in words. That is typically easy.

.9.What enable a writer to gain this experience?

.All you have to do is put it in words. What makes this easy with
‘amiliarity?

jould it be in a report? Yes I think it was & report that I was familiar
vith. I think wsing words, maybe T am getting philesophical here but
seople have different perceptions in their minds. And the perceptions
‘hey have in their minds are not in a written format.. it is there in (I
lon’t know) electrons going into brain cells I don’t know it is a muach
wre it’s a realizatien that they have and then to pet this across to
)eople accurately is very difficnlt. Two people might have different
ealizations about something, they would think that they feel the same
lbout it, because they might have experience something simultanecusly at
:he same time, but if they talk about it you will find that there will be
vsunderstandings, because some person’s perception of something might be
{ifferent to the other one. Using language is actually quite an
nefficient way of putting across what yon know and I think being able to
io that, putting acress you point of view is ap art and you have to think
thout it. Think about what the other person don't know I seen twins
rommunicating without speaking really +that was strange. The one girl
hat I knew, she could feel her sister, she could sense one another. They
lid not need to use langnage.

'1.¥hat enables a person to write a2 message so that perceptions of the
lessage were accurate?

'2.What is more efficient than a lznguage 1o get a message across?

'3.How are writers aware that perceptions of the message differ from
heir own?

‘es that happens in families they know what the other cne is geing to
say before they even say one werd. - But in a written form bringing that
same understanding across is quite a complex process. When it comes to
iriting reports you said I gather the report information and compiles the
Tﬁpcrt. Now in your report gathering what kind of processes are involved
hera?

fall first here at .... you know when I was at desktops that's when I
11d this questionnaire - typically you do a test following 2 certain
‘rocedure and then there are certain points where you write down your
hservations. At the end of the day it's a matter of geing through and
00k baeck at what have you done this is the observation and the outcome,
-t is easy, that’s the way you go though.. having a systematic approach
#1ps you with the gathering of information because then it is already
fathared. See what 1 mean, at the point where you write your report the
Dformation is already there.

4.Dascribe your systematic approach. Before you start off with a job -
*lanning it and trying to anticipate what will happen and trying to pian
Or all the eventualities and elaborate on each of those and following
he steps according to how you planned. At the end of the day all that
“formation is contained accurately and writing the report is only a
iatter of ..._.._... unclear.

% you describe your observations you described what actually happened
nd you alse you also go a step further; you say you do the outcomes or
he conclusions this is also part of your report writing process? Yes
Nat is where you headed at the end of the day if youn write you have to
Tlerpret the results in =ome way and make or draw a conclusion out of
Chat, ang you do that? Yes, you have to add value to that a&s an engineer
'O have to say my engineering experience suggests that you go this way
'Y that way because of this reasen. It is a full analysis the
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sonclusions and the recommendations are part of the whole process. Yes.
JK you said the other documents are a two—-way user /originator situation.
jbat procasses are invelved in this writing situation? What is the
juestion again? No. 9 Describe your role/function when it comes to the
Jriting of reports and or documents. Two-way what would that be? I
sommunicating by email or writing. I think I was thinking of one of the
jystems we have where somebody originates a document to keep track of a
job, it needs to progress. There is an originator and there are pecple
‘hat have to perform certain functions. There are certain users that
jather the information.. vou usually fit into one of those. You maybe are
‘he originateor or sometimes compile the test or the report. . I think the
\sers are mormally the ones who are interested in the cutcome of what you
\ave done. The most important person the one who ask for it in the first
slace you will send it to nim. The other people will see it there.

1% Are all these audiences considered when writing the zeport? Explain
Jour answer.

fhat writing steps do you osually follow when writing a report/fdecument?
fou said I think a lot about what I want to say.. them put it down in
jraft form. What do you think about? I think about what ¥ want to achieve
ind then I achiewe it. I tend to spend a lot of time on ic. I tend to
make a meal of things it depends on hew many times I have done it
sefore. If it is something Ive done before.. it is different from the way
[ would do something for the first time. Drafting will certainly helps
-0 make sure I bave all the information. Describe the review process.

fou said I put it down as a draft and then [ review it to check for
sccuracy and correctness. If time is limited, the user does it for me.
36.How often does this happen? I suppose that does happen. Freguency well
. There will always be a discussion. That happened a while ago. We had
.0 do a presentation on all the changes on module 7 and all the changes
vere submitted in a pack. When I opened my presentation I found that
juite @ bit of content was changed. You don’t have the opportunity ta
sxplain  you must use what iz on the board. T don‘t know who changed
shat. That was frustrating.

17.What wotld normally be checked and changed?

3o you normally rind time for the review process? T would like to do

-hat. Deadlines oot so much., It is sent owt and 1 will try and qualify
it. Get it off my table. Would you say that rushing is often = part of
‘he writing process in engineering capacity? Ja yew have to.work fast and
iry to get it out and right the first time. You normally den’t have a lot
sf time for it. Usually the contents are the most lmportant thing.

i fspecially in the multicultural environment like this, how you get the
nessage across ism't as impertant as the message, you know making sure
. shat the engincering guantities are correct and that the integrity of the

informatior that you have to pass is intact. Then you‘rs .0k that is
-he core. The main knowledge has to be correct.

38 . Describe why getring message across being more important thanm how you
jet the message across. Detailed.

29, What ensures the integrity of a repert? Making sure that the results
3f the documentation is always the same. And the result is pased on the
jurity of the information. If the steps are not clear or correct you will
10t have the desired result. There is varicus levels of checking
involved. In the end of the day you have to understand what the EPL looks
iike and the change you want to achieve. Making changes must Le accurate.
[here are various people that use the reports. If your signature is there
Jou are responsible.

30.1s the importance of the main message being correct shared by all in
che distributien listing?

What in your writing do you usually revise or edit (change;}? You said
jetail changes, I struggle with that. I don‘t know - typically dates. I
jet that a lot. Typically dates. Something academic. In the motor
industry small details are important right down to the date because
information comes in small packages in the first place so you have to
really look at the detail and make sure the details are right. Evervthing
1as to be right. Ctherwise if you want to put it together it in a picture
it might not make a lot of sense. That is the whole thing sometimes when
jou miss some detail you might affect the integrity because you think it
is inconsequential but at the end of the day it is actuvally gquite
important. It often happened.

$1.The integrity of the reports is often affected. What spacifically
iffects the integrity of reports most often?

that things do you usually do to revise or edit your writing? You said
somecne else reads it and adds suggestions. Who would specifically read
jour work? It will be the user. The user often is your manager and he
¢ill read it over. What is usually suggested to you in yeur wiiting? They
711l just.. if it is something silly they will give me a slap behind the
ead and ask why do you have two of the same there and the next thing.. I
7ill say serry and quickly change it. Tt is normally detailed. Usually
ion have to write down a lot of copy and lines and think Ok how can T
1lec make this work. At the end of the day when vou are finished you will
mow if you left out something. I sometimes feel stupid. You want to be
icenrate and you don’t have a lot of time to go over thirgs.

32.%hat is something silly? Ja cbviously you resent the fact that you are
srong about something. You feel silly making the mistake and you know
that you could have done better. You do scmething and then you manager
comments about the quality of the writing and not of the actual content.
[ referred to that. The way you presented the content might be slightly
ingorrect and you feel silly. You can see it straight away and you could
avoid it if yeuw thought about it more.

33.What enables you to know that you have left something out?
34.Why do you feel stupide

Yhat usually classifies a report as finsl or complete for circulation?
¥hat will normally result in your boss’s approval for & document? All
rorrect information no mistakes everything should be correct. They will
rarsly do changes. I will do all the changes.

35.Do you alwaye do all the changes? You are always 100 percent
sesponsible for the work that you do. What you meant there is to what
:xtend the manager deo the revisions. There will be a discussien.

fho and what determine an acceptable report in your department. Direct
supervisor and end user. Anyone else? No.

fhat achieves clear and meaningful results in a report? You said correct
information. What infiuence would your direct supervisor have on a final
teport? Once they passed it is fine and it is published. They might come
sack but it never happened to me.

that comnection is there between writing at school and/or tertiary
Institutions and writing in the weorkplace? You said getting the message
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ioross. What results in a message getting across in the workplace? Well
saving your information structured well, having compiled it in an
sppropriate manner, maybe using a mglti-media tool to show a picture - a
risuzl aid. what could affect getting the message across? I think
sometimes when you leave out crucial detail. Sometimes something is so
wich part of you you understand it so well but you don’t put it on paper
it is so obvious to you, you understand it so well and it is the premise
frgm which youw argue. You make assumptions that the people you
ommunicating to have this knowledge and then you might not give them all
che details and then they read it and they don’t understand it. Would you
jo0 back and imsert the description that has been left out? If I get the
spportunity yes.

36.When do you know if something in your report has not been understood?
't can happen anywhere. Usually it happensa just before everybody approves
hat you communicate.

37."When are vou given the opportunity to change your report?

3g.Would this be an important thing te do?

¥ what causes you to describe your boss as a pedantic pain the neck?
there did I say that? I could see the point sometimes some pecple
somplain about their writing, their arguments. I don’t think pedantic is
:he correct work rigid is the correct word. I am not talking about
mybedy specific it was just an example please.

39.Explain why your boss is descriled as being rigid rather than pedantic?

that was positive about your tertiary writing experience? Well you get
shown how TO organize your thoughts, sometimes writing according to a
specific standard. That is followed by everybody in a specific
mmvironment and that is helpful. So you can see it in context. Where did
ou study? First I did my Diploma at the .... and my degree at _ Did
sou finish off your Diploma? Yes,

fhat would identify as barriers you experience in the writing process?
‘ou mentioned time constraints, incomplete information. What would you
lescribe as incomplete information? If you have toO make out a picture
ind there is missing parts and you don’t have the whole history. Where
sould that come from? Sometimes you have to take something over from
somebedy, interface between you and the other person and when there is
10t proper communication.

10.What could premote more effective commenication between managers and
:mgineers in terms of writing?

fell I think a pessible way of reducing the amount of communication that
1eed Lo happen between you is to have help procedures available te help
itep by step. To show you 1f you have not done 1t before how you go from
»eint-A to B. And if there is no way to help yourself. You are busy and
1 is busy and there iz a lot of frustration and the guality of
ommunication suffers.

‘ou have develop insight and it wouold be good if you could document it as
+ procedure? That is something I often think about. I saw 2 comic about
chese cave men hunting an elephant. The elephant is covered in arrows.
‘hey are running and causing havoc and not achieving anything. In the
1iext block there is & mammoth lying there with one single arrow and the
:ave men look at each other and aaid we should have write that spot down.
_ think my managers have realised that this is 3 problem and they are
:mcouraging us to leave a trail, It is one of the things that I find the
wst frustrating. I had three people around me and If you asked them to
1elp they don’t. I don't know if they enjoyed it to see me struggle but I
aan’t throw it back at them.

fow iz your typing? well I den’t type fast but I don‘t get frustrated I
wever have to type a lot. I don”t really like typing but there is another
)arrier. Sometimes the software you use is difficult especially if
someone else drew it up with his limited knowledge and it is in a certain
‘format and you have to use it in & different format. like using Windows
P.1 and now you are sitting with Windows 2000. The guy did his best for g
rear and now you have tg put it in this pook and you are stressed about a
dttle line geing around the thing, but you ean’t do it, it will cause it
‘o be deurmekaar on the other side. Any other barriers? No not really,
hat would you define as good writing? I liked youxr comparison of writing
ind glass. You said the clearer the glass the less your attention gets
listracted by the glass. Ja the University gave our a little manual on
‘ormal writing. It said good language use deesn’t draw attention to the
-anguage it helps yom focus on the content. There are always these two
‘hings. The language and the centent. The language always comes in front
'f the content and then sometimes if the langwage is bad you focus on the
-anguage and you don‘t get to the content. Often people argque about the
-anguage instead of the content.

1.What is your response to the language / content argument?

low does bad language affect the clarity of the glags? You said if you
‘oncentrate on the language youm don’t actually get the character of the
\essage across.

%k what would yeou define as poor writing? You said temses, inaccurate
1ords, spelling mistakes, bad senience construction, and poor message
‘tructure. What causes this? I think bad education. Bad scheoling to a
arge extent. I think it is a very perscnal thing, it depends on your
pritude.

2.0what about schooling and aptitude affects writing? Yes. Shakespeare
‘/as a good writer because he had talent. I am not a good writer because T
ion't have the talent. You do have a good vocabulary.

088 poor writing exist in the field of engineering? Ja vou do get bad
riting for instance you got this huge workshop manual that is written in
‘ortuguese because it comes from there but then they put it through the
nternet translations services and Lhey don’t check the content of it
fterwards because they can’t. They don’t want to spend money om it or
et a profesgional and then they print it and pass it on and we mast
#ieck the integrity. But at this point it is so jumbled, and the language
-% 30 bad you can’t even get to the content. I recently had it as z
fatter of fact. ... Brazil is Portuguese. It is possible to overcome
his but they don’t want to spent meoney. You them just lase interest
®Cause you can’t spend time cn nensense like that. wWhat about ...

-Tself? 1 think the South Africans generally are gquite OK with English
nd because it is one of the official languages. And that brings us back
o what we spoke about right in the beginning. If it is official and
ormal you make sure that it is correct, but if the bulk of information
loes through an Internet actomatic spell checker I just said no I am not
oing to spend time on something like that. At the end of the day yon

ust look at the content yow can't check a huge manmal s language if it
-8 not done properly from the start.

‘hanks so much for zll your comments and responses Brad. They were very
nteresting. Looking forward to your responses to this too!
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LFPENDIX J

fpterview 2 / 23 August 20805 / 14:00 / Clive
jaged on ressarch interview 5 / 22 February 2005 / 12:00

malification: WD Mechanical Engineering
Jepartment: vehicle engineering

jork experience: 4 years

fT: English

jefore we start on the actual guestions I want to ask Did you read the
:ranscript? It was a while ago 1 can’t remember mach. Were you happy
sith the content? Yes.

%k Jessel let’s just look at where you come from ... Yes. And You came
straight to GM contact .. and it’s your first place where you did the GIT
rogramme? No I did not do GIT I am @ .. garage technician and worked
ryself up to where 1 am now, That is gquite something. Is this the normal
coute that you took? I am not sure I worked around quite a lot within
sroduct engineering. I started off as a garage technician, ther a design
sheck engineer, then a reliability engimeer then I was in fhe engine
;esting section and now I am a senior engineer in power training as well
i on the engine desk facility,

iave you ever gone back to continue to BTech level. I thought BTech but I
jon’t think it is my .. in terms of.. maybe the.. I don’'t think BTech will
senefit me really that is my perscnal feeling. Znd then join the MBA
sregramme. Yes. Will you have to get BTech first? Not necessarily but
jour years of experience counts otherwise you will have ko do bridging
Jourses.

3id you go to school here? Yes. Not trying to get out of this area? Yes I
spent three years in {ape Town that was from standard 4 to 7 and came
jack to do 8, % and 10 in PE.

there did yew go to scheol? ... Senior Secondary.

four mother tongue is English. Yes.

fe were trying to work out the number of English first language speakers
in this section. The English guys are yourself and Gus. The majority is
wt English first language. Yes there are a couple of guys I think come
irom an English background. In my new section my colleagues next to me is
frikaans. One of the trainees is alsc Afrikaans, There are three other
juys in my new section that are English. One of the other guys does speak
ifrikaans but his English is alsc very good.

Jhat types of writing have you donefdo in your mother tongue? All my
reports, projects, emails, Jetters etc are all in English,

fhat types of writing do you do in your secong language? Not a lot. Like
U said I sometimes speak Afrikaans but hardly write in Afrikaans. IF I
ceceived an email that is in Afvikaans I might reply in Afrikaans. I am
jite comfortable with Afrikaans. When I stayed with my dad and step mom
v& 3peak more Afrikaans. My stepbrethers and sisters are Afrikaans, [
spoke to my father in English,

Jescribe the writing instruction you received at school. (How you were
:aught to write?) You said it was structured. Your teachers taught a
style of writing. It is ¢ifficult to say Essays - once I get geoing it
as ok. It was fine I just get in with it angd ir came quite easily. Yes
If T think back. The instructicn was a set format. Your intro, body for
:gsays, letters and heading etc. I tried te stick with it. What about
cough copies? Mot writing essays at school but more so in work where T
iraft reports. It will go tnrough to my manager and when he wants to
thange something T will do it.
L.ODescribe a draft report i.e. is it typeg / complete? No it is printed
Jut and then I read it. Tt is easier to read when it is printed ocut to
ses the mistakes. At that point will you then take it to your manager in
iraft format? Yes. Is it largely complete? Yes it is basically complete
- would not date it if it were not complete. All the informarienm is in
there and it is basically a second sat of eyes that is running across the
Meport. Will that be your manager? Yes it will be somebody that is higher
“han you.
i
L.OWhat will your manager usually change in your draft report? You said
-f anything needs te change I would do it. What normally needs to change?
Maybe content, not body of the content but maybe the data, just
ilightly. There maybe a slight errcr cn one of rhe readings for ezample
£ there is I will go and double-check it. Once the report is distributed
here could be questions ask around a specific measurement or .. Sc that
-5 the only thing that gets change. It depends on who is deing the
®port. With Rob obvicusly he is very finicky and I will maybe say
iomething that is different from the way he will say it. With Dave it is
ot really so much on the Wey you say something it is more on the
:ontent., In terms of your two managers are yeu more aware of doing things
lifferently or is it the same? It is the same. I try to present it as
Cturate as pogsible. But you can't stall For the sake of getting things
00% - and the next person might not judge it they are only interested in
he results. The main thing they read is the objective, results and
onclusion to see whether the objective has been met. If there are
ecommendations they will cbviously look at that. But I‘ve looked at
‘ther reports and the body and content is not as well populated #s my
‘eports. If your manager makes a comment how do you feel about that? 1
8nt have a problem with that. If he marks and it should be Fine it once
will make changes but if he marks the same thing three or four times I
11l feel insulted and wonder if he can’t make up his mind. But it had
ot come to that.

{OTt is different from the school process. We are following a ...
orporate procedure so0 we do have a St system. You start with the
itle, objective, background information, your conclusions and your
ecommendations. I like it with sub-headings.

-OWhich of the above would you describe as difficult and easy to do when
riting a report? The test reports which we do is pretty much set
Omats it is a set GM standard format. Doing the raport okbjective is
asically settled before you do the test so that is easy. The body of
he report is maybe cenverting what you collected in terms of the data
od translating that into semething that is readable and understandable
¥ the other person or the requestor and to others on distribution. So
a8ed on that there is a bit of work involved in converting that and
aking what you measured readable, highlighting the essential stuff and
OU adding in all the junk. And then obvicusly your conclusion will be
ased on your results if you met the objective yes whether or not the
bjective has been met in termms of meeting the parformance requirements.
f not, you will explain that and if while ¥ou are doing the test you
toounter certain things that you can listed as recommendations to
Xplore- those things should be bare in mind while performing the test.

melhodelogy
influence
tertiary wdting
autural praclices
tT EFFECT
cuirat practices
leadhack ioite
&85y, route, SeqUENCEs, Teport Conent, SLpeVISOF,
teedback rowte

raport < oflaboratron

raport coaboration repon itegrity.
L teedback roufe.

=
feedback fypes, feedback resporses,

repart integslty
models + exampies, audends. report strucioy
types + forms. types, resp . . self feelings.
feedback hpes

femplates + formats, report structure, templates, repert coment,

]!ﬂw‘ﬂmﬂahﬁ
tempiates + formats

dndience . (epert wokng stylo.
report shucture
templates, tomptates. repont cor

report integrity




The recommendations are not mandatory but it is purely based on your _ [repen comar, tomplates, wmpletos,
perience. Obviously it is necessary to make sure that you are testing 1eport integrity

:he right thing. You said you like it with sub headings - why? It is fempleles + formats
ore structured. It is on the template and we try to stick to the format. fepon stuchre
You &re & test engineer? My role has slightly changed now - I am now &

;anior component engineer. I am still supervisinmg the testing I just

jave more responsibility. Do you sversee the documentaticn? Yes. What

jges that mean? Well I had to ensure that the werking structures and

yrocedures are in place for the whole test facility and all the work that

-omes through the test facility will come thrcugh me and I will allocate report siruciie

-he work accordingly. At the end of the day if there are reports required

- will follow yp. I have a trainee and I am training him in report

sriting. If there are hassles while they are doing the tests - because I assietance, nstitution
ym not there perscnally as [ would want to be because of my other report collabaration
sasponsibilities, but I will try and highlight what he should look out report imegrity

for. Not Jjust take things for granted. I have twe technicians. All three
sf them meet on a daily basis and I make it clear to them that beforse
‘hey release any informaticon they must run it past me. They are
-echnicians and the trainee is studying mechanical engineering.

po you submit a hard copy? Yes I put it in a specific folder that he

7i1ll have to approve and send an email to tell him that there is a hard raute, p , foute, .
:opy on his desk. If he is happy with it he will issue it to everybody on feediack feelings. audience,
-he distribution list. That is part of the process. TT

5.0Is he usually happy with your report? Explain your answer.

that type/s of writing do you uwsually do in the workplace?

rest Reports. It originates from what we call a test and development 1 i
-aguest. Any test or work would come through the TVR.It is an access

sased document. It automatically gererates a number. Each test reguest
18 a unigue number. That mmmber will be captured in the test report. So
rou can look at it at a later stage. We got component and vehicle
sngineering. Component engineering at times I am involved. They will
spell out what is wanted. You will capture a template in the report and
Lf you use equipment you will be logging it. That log data will be [
recorded in your report. So the format could change from a one page to a rﬁmnmmhm

p-page report. When I do my engine durability reports where the engine
runs tor 450 hours - between 0 and 450 hours we usuzlly do performance templates

resting every hundred hours the data are in there. Your oil analysis
rvery hundred hours are alsc in there. The body of the report becomes
111. The conclusicons of the report will be based on the results and if it
reets the objective. If it meets the objectives and you can recommend
something or advise I do it then. The test engineer does that. You will
still oversee the documentation. Yes the recommendations and concluosions
mst be relevant. The changes are minor.

3.0T0 what changes are you referring?

jow experienced are you in doing the types of writing described above?

(Explain your answer) You said you improved. On what do you based that? improvement.
[f I look back at the repeorts that I have written in the past there

zould have been more changes. Qur report writing structure was slightly

ijifferent at .... It was not bad but it could be better. Those are the repedt changes

things that you pick up. As you beccme more inveolwved the corrections

secome less and less.

7.OWhat changes could you have made to your report? With the ... system

:here was a company general template and your body of the report will be templates + formats

listed on that form, Your explanations and findings will be on the form

ind any accompanied information whetheér you did it in Excel or Access you

sould then group it in one report. With the ... system you are using Word report changes, report snkire,
315 the basis. You need to copy images and grafts into Word document. So

it was a kit difficult in the begioning. Which way do you prefer? It is pictres 4 geapha, emplatos

sbvipusly easier te deing it the other way and you don’t have to copy

sverything into Word. It is a little bit mere work.

3.0%hich report writing practice would you rate as batter (... or ...}
ind why? You’ve answered that one.

ihich report writing courses did yon do? Off hand I attended a junior
ievelopment manager programme and part of it was communication skills
like report writing. If I look back I definitely improved. If I got all regpuise, IMprovement, lypee + feems,
‘he relevant information and there is no corrections and if all the
celevant informatien are in there I will rate it as a good report. If
chere are no comebacks then it is good.

?.0How important is it to you whether a report comes back or not. Explain

-

four answer, Not really, but it is an indication of maybe how far you feedback toefings

iXé in terms of with meeting the objective which was requested in the

Eirst place. One of the other engineers asked to do a test. During the report collaoration, quesiions,

teést you might be unciear on something and you will discuss it with him. ' fendback typas, mssatence

lompiling the report you will incorporate all that so that when he reads report cantert, report integrty.
the repoxt he don’t have to ask questions. So you are trying to keep it siyls. tyoes + torms. cantent

9ith not too much data and graphs. It can be complicated if the

:xplanations, <data and graphs are not tying up with each other. Most of bariers
the reports don’t come back. [t will be only 10% of reports that come acceptance, fesdhack coute,
sack.

fhat assists you in your writing ir the workplace? You said looking at

fOur previgus reports. How offen will you loek at your previons reports? models + examples, assistancs,
[t depends sometimes the situations arises where you know that you did

something similar in the past and I will then go back and look at that

ijpecific report and look at the conclusions. Just to get a bit more info.

W§3t would you correct or change in your reports of the past? It is

lifficult to say. I personally think one can only get better you have ta

sommunicate and deal with people and you know you have te raise that bar IMptoueinent
'ourself to the next level. What has raised it for you? I would say the

1se of terminology. I would try and identify specific things. But when

“he report is issued you can’t physically change it.

¥U~D Are reports never changed once issued? Explain your answer. NoO once ]

Lt 15 issued it is issued. There is a system that is in place when it is repart integity. rEpart Changes. qUEsons. repaTt CHBnges, SEQUERGES. Fepomt kst
lssued it is locked. If something is wrong you can discuss it with the aesisiancs

>2rson who locked the report - you can ask him to unlock it. You can

submit a new report and make recommendations on the one that is wrong.

fhat do you feel is difficult and easy when writing? You said when you
-ty to convey a certain message and put it into words for everybody to
Inderstsand. What is difficult? That is difficult. Coming from a
“&chnical background I can use technical rerminolagy and somebody that
omes from a differant department 1ike accounting won’t be able to
inderstand. Or speak to somecne in terms of engineering they will not Tard + importent. audience,
Mderstand. It is difficult to say but at times maybe certain engineers
3T procurement people might be focused on one specific area, maybe
*lectrical might not understand mechanical. I am only in component
fngineering and it is still new to me. At times certain things are not
leared, speaking personally and also generally. When people come back to




e - I amnet a person who will judge peopie if they don’t understand.
ke myself in my new job if there is something that I don’t know I will
1sk. The systems are different. You work with different operations and
;ou might have an idea on what to do but whether or not the process is
orrect it needs to Dbe clarified

‘1 .0Describe how people may be judged if they dom’'t understand? If yeu
;ecome repetitive or if you receive a report that is every time lncorrect
md the contents are incorrect there is people that will say this is not
jiving what we want. I am not critical as long as the information is
‘here which I required.there will be a time... maybe supply more
nformatinn than too 1ittle. 1f you give all the important information it
1ight be more than he requested but it is in there. I tell the guys.
‘here is not communicetion between the regquestor and tester for example.
wnd the guys then _he just reguest a report and expact the Jjob to be
160€.m. - AND eXPERCES 8 TepOrt at tne end of the day and he does not get
‘nvelved. And to me that is wrong. You must discuss it with someone. With
\@ - supervising the test facility - I have guys coming to me everyday
nd ask can we can do this test. I tell them if the facility is capable
.o do the test and if more additional information is required, etc etc.

2.0 Explain what is meant by at times certain things are net cleared,
jpeaking personally and also generaliy?

1 think I was just speaking in general in terms of me submitting a
echnical report and maybe one of the marketing guys was on distribution.
je might not understand the technical aspects we discussed in the report.
;0 it is based on how you can make a report very technical or you can
just use simple English and be clear concise and to the point. Say
shether or not you met the objective. Some guys might give a 500-word
saragraph on why they did not meet the objective. De you know who the
listribucion iist is when you compile the reports? It will differ
fepending on the reguestor. Again if you try and keep a report very
-echnical whether or not ... .we will try to keep it in 2 forum where
werybedy can understand it.

1.0What is easy?. Obviously when you use models. Yes. Is it easy to
\ccess reports? Yes I normally keep my drafts so it is easy to go vack.
je do have several data basis and the reports are archived. 5o you can go
sack and see what was based on the same platiorm.

Jescripe your role/functien (what you have to do) when it comes Lo the
yriting of reports and/or documents. In terms of my own reports it
iepends on the test and development request. Like myself in the engine
-esring.most of the engine testing is performance related, some is
surability related and others will be exhaust testing. Cbviously, it is
specific you set up your test according to the reguest amd if you can’t
aeet anything in the request I will go back to the engineer and advise
.im that it can’t be dona. We try and create the right report 50 that
:hings are transparent. Not necessarily the report only, but when GM took
sver we had to get our procedures in line so that it clear and concise
wmnd it should be understandable to anyone who will come in and read it.
‘4.0What makes reports clear, concise and understandable? The content and
1ot being too technical and net adding Jjunk.

‘n reviewing do you lock at different documents? We did not necessarily
ook at them but we discuss the documents. It is basically my
-gspongibility. I am responsible for drafting it or issuing it and it is
1lso emphasized that it should be understandable - the guy in the street
thould be able to understand it and not too technical. Obviously they
ton't underatand all of it but it must not be {oo technical.

ropr Tole and functiom .. recommendations ok .your réport by emailz? Is
-hat subseguent to the report coming out? Yes, say if you are doing
:esting or if you see something that doesn’t look normal then by word of
south or by email or if there is something that will jeopardize the
srogramme or if it might cause problems you will raise the alarm bells.
5.0Describe what is done by word of mouth or by email if something
loesn‘t look normal. To me it doesn’t matter as long as you get the
nformation out. I think the email is better because you have a
seference. How do you make comments? It is send out in minutes, if it
.5 one person I will give him a ring if he doesn’t have email.

I as the situvation is with ..ncw with do we continue or not depending on
shat the situnation is or the severity of the problem the decision will be
sake at that lavel.

% you £ind that styles changed and do you express yourself differently
‘rem what you put in your report? No we try to stick the procedure and
juidelines and in deing mo we avoid a situation your format and
emplates are the same.

hat in your writing do you usually revise or edit {change)? You said my
13e of tense and trying to be more concise. 8¢ that is in terms of
cense? Yes in certain instances. You are writing at the present but you
ire thinking in the past. But when I reread it 1 will fix it. And to be
ore concise? Yes that is to say for instance if you want to say that the
yread is buttered. You wont have to say that the bread was buttered by so
g so. T became more aware of that at doing revision and rereading past
seports, When I look back at previous reports you get betler because we
10 to a lot of meetings and you hear a lot of people speaking and
ijometimes they don’t get to the point. They go round and round in circles
dithout getting to the peint. It is better to stay to the point and keep
‘hings concise and clear. So my writing also became more to the peint.
.6.0How do previcus reports benefit the writing of reports? You will use
t as a basis. Most of my tests are similar in terms of the structure of
che report so I will pull out cne, which was recent. I keep a copy of
sach for myself. I think it is a pattern which most use.

that things do you usually de to revise or edit your writing? You said
udnor changes. €an you give me an example of the minor changes? Those
‘hanges will be the things that are not concise and clear and I will take
‘he jrrelevant things out. When suggestions are made Albert will mark it
n the report. And 1 will note those things. T will keep it in mind when
. do the final changes.

.7.0What suggeations would Albert uswally mark on your repert? That is
Wwre about in terms of tenses or something. It is simple things. At the
:nd of the day the report might leave South Africa or to suppliers it is
onfidential but it needs to be good with no negatives. All the names
#%ill be on the report Routing is a bit difficult? Yes there are mere
shanges. I used to route to Albert, and he will give it to X who will be
m copy and then to the various departments. ¥Wow I’'ve got the Crainee
‘hat’s compiling the report, I will approve it - I am reviewing it
rasically and then my new boss is approving it and distributing it. What
s the route back? If it concerns evweryone it will go to everyone
therwise it might come back to me.

8.0wkat changes wonld usually improve clarity apd conciseness?

Fat uwspally classifies a report as final or complete for cirgulation?
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ou said my immediate supervisor and if he is satisfied-hewwill release
ne report. Nobody else will go through it7 Yes Albert does that but I am
[ .rrently spiit between sections. It will go to X my previcus director.
ne test facility still remains under vehicle enginesring but I am in
cmponent engineering nNowW. There are a couple of grganizational changes
i1th me meving up there with Albert. Routing is a bit difficult. But my
janager is also coming upstairs to component engineering. We will still
fiscuss how the test reports will losok. Bt the end of the day it will be
hy superior that will have the final say and approve it. It is all based
n how I compiled the report and performed the test. If there is any
Ining in the results that is a bit sceptical, he will maybe discuss it
ith you and make recommendations.

g.0Describe the type of discussion you would usually have with your
hanagez if the results were sceptical. [T is marked on paper and we will

hiscuse it. If it is small changes we will not discuss it.
q.0What recommendations weuld yobLr manager usually make?

bhat connection is there (if any) between writing at school and/or

| artiary inmstitutions and writing in the workplace? You gaid not too
jifferent. Yes in terms of my academic stuff what I Found is that each
hrganization works diffsrently. Each one has its own structure. But in
jeneral engineering is broad asd to S3y that you study in a specific area
's a bit difficult. In terms of report writing at the Technikon you
bpviously do projects and assignments. You can’t classify it as the same.
'ou have to do research for projects but here with testing and based on
‘he testing you will draft your report and at Techniken on projects it is
,ased on research and information. What would you say gavé you the most
wpert knowledge in terms of writing here in the workplace or at
wennikon? 1 would say in the workplace., But someone else might differ.
"or me the mMOst experience came in the workplace. Becausge you" ve adapted
.¢ the procedures, the systems and everything. Technikon is short and you
save different gubjects all the time. The time you spent on a subject is
ot as long as what vou will do in the workplace. If you could put
rourself in a time line to write a complete test report how long will it
-ake from start to finish? Generally it could reign from a short test
shich will be 15 minutes to anywhere up te four or five hours. You would
10t spend more than a day to write a report? If you are busy with other
stuff it might take more than a day. It depends on the inputs. Agzin it
iepends on the testing. If you submitting an interim report. it will
Jbuiously not be complete. 1L you are submitting it as a final report it
:ili be complete? I[n that time period? Interim reports normally happen
jhen you have huge programmes within the organization. You expect it to
s finished in three months time but if nothing happens in those three
onths, everybody needs to know about it. You draft the interim report on
-he basis that X, ¥ and 2 s£ill have to have three months.

that would you identify as barriers you experience in the writing
yrocess? You got here expectations, what they would like to hear choosing
‘he appropriate content as potential barriers. Ja I think it is again -
t’s got to be factual. Expectations I think are again like you said
sarlier on the different intellectnal levels. You don't want to put a lot
»f information in the report that nobody is going to read. You are
sasting your time and his time. Say for example a 20-page document could
\ave been a 10-page decument. So you try and consider all those agpects.
sgu look at the distribution, which the report is going to and you 1o0k
£ the information is going to benefit the person. So would it be the
jifferent levels that will be a possible barrier? Yes. You put here
shoosing the appropriate content? Is that ta meet what is relevant to A
nd B. Ja alse in terms of like appropriate content will again be based
;a che initial reguest. In the request he might not have stipulated the
srocedure ¥, ¥ O something elss. Tou might put it in. Will you put it in
wtomatically? Not necessarily I would pormaily discussed it with the
sequester, If he is happy T will put it in. Would you always discunss it
dith the requester? Most of the time yes. I don’t want to submit a report
md it don’t have the information that is nceded

iood writing you said simple facts and when it is not boring. What would
sou define as boring writing? It is all the irrelevant information. It 1is
then you report writing skills are not .. or you write things that are not
\eeded. The facts are important. Bad writing you said is bad language and
ipelling and bad writing. You Come ACTOSS this? Sometimes in emails and
ihen pecple are not specific. Especially with vehicles and stuff we work
idith. You .. unclear. You just specify the .we have .. when you have to go
sack and get details. When it is not clear upfront. 1f you think about
:eleased reports wonld thers be some that are classed as not good in
-erms of structure and language? T don’t think so mest of them have been
rtear and reviewed. Just in general you find emails that are not clear
Jat it is informal - sometimes it will be information. It also depends
;m the person reading it and what your expectations are and if wou are a
:ritical person them you can be critical apd want to change the tenses
ind spelling. But the information is there. It doesa’t come back as a
:omment for me. I cant speak for others sometimes you see and hear it
specially when a person is Af{rikaans he maybe battles with Eaglish, it
wmy sound funny but the jnformation he gives is ewcellent.

»1.0OWhat are the usual responses Lo reports, which give correct
nformation, but the expression is problematic? That ig difficult It
uight be small things or maybe how the information has been translated.
enerally it is understandable. It is very rarely that you can’t make out
that a person means.

2 .0Bescribe the characteristics of a critical person. It is difficult to
lay  you will always have aritics but I think in general everyone is not
rad.

‘ou find that people are critical of language? In general I think so. I
think the higher you go Wwithin the organizationm the expectaticns are
‘bviously raising. We do cormunicate with our counterparts overseas and
on want to be clear, accurate and concise when you send information over
0 them. Sometimes I would think peopla get the impression when the
anguage is bad or so they will think what are we dealing with back in
iouth Africa whatever the case might be. Are you aware of language? 1
‘ried to be - it is semething that I worked hard on. I am no rocket
cientist what I know and the way I approach it now is always based on
mat I learned in the past. In terms of writing how would you rate
rourself? Writing in general.. I dem’t know. I think I submit good
wports. In terms of relating to my Work my reports are good. Most of the
nformaticen is in there - all the requirements are met. I Ty and be
ipecific, And you rate yourself comparing to what others has done? I
ould not go and say thai someone nas made mistakes but I will think that
. approach something better. It is little details. Like I sesid if the
eports are submitted and it doesn’t come back I am happy.- Especially the
ig reperts it is easy Tto make mistakes in the bigger reports.

‘veryone’s expectations are different. Even in email communications I am
rying to be precise.

final, response, superasol 1ole, Faue,

report moniterng

feedback content, lypes *+ forms, supervisar, repart ineardy. taedback roule, feedback rasponses, Malrx Co-occum

grelribution

Wiatrix Co-ocourtence 7[1,1], M Go-osoumence TiE.11.
audicnoe, rafrort CoMent, royle SaquUences. audience.

pOOr WG

audienee, poor Wi, cuitiral pracices,

. report . repart Content, repor writng style

Teednack feelings, feedbagk responees,

standards. dewsmmants. imematonal

Anprovenen




23,1 BESCT1De precise wWriting. - )

and even Albert, aF a time - there was times when he will comment and say

this is & good email that was send to the suppliers and the information

is good. Are those gommEnts good? Yes it keeps you on your toes and if types + forms, improvement,
you select those emails and ¢an compare and use that as a benchmark for

your baseline it is good.

any other comment/s akout writing? Not from my side.

rhanks sco much for all this effort

Thanks so much for all your comments and explanations.

Ihey are all appreciated.

Regards
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.fjoualificaticn: NDip Mechanical engineering /S4 /
.Cpepartment : product engineering

.Work experience:12 years

(T Afrikaans

vour gualifications? What is s42

rhat is the National Higher Diploma part of product engineering.

rour mothar tongue is Afrikaans? Yes.

fou satd interestingly encugh you never write in Afrikaans. No my report
sriting was mostly in English. That was with <ourses at the Technikon and
ip the workplace everything is in English. Everything, meetings etc.

#hat types of writing do you do in your second language?

fou said report writing and work documents updating. I wasn't too sure
shat you mean. It is basically.. we’ve got systems where we track, like
~oncerns, vehicle improvements and things like that. It alsc a type of
reporting but it is mot in a report form it is more in word-based format
that is basically what I referred to. It is to change things and improve
things cn the vehicles. We do a lot of testing, especially in this
section. For testing the local content and improving the products and
:resting the source plant components to see if it fits nicely in our
‘spvironment. So yas there is 3 lot of testing and documentation will
{Follow.

fou said at writing you did basic report writing, memos, essays and
iiffarent letter styles. Yes that was during my language skills. That is
10t secondary? Yes that was at tertiary level. You were at Technician?
fes I was at the ....Techaikon for three years and then I came down to PE
Jhere I completed S4.

fou said your instruction at school was where you learned the format of
ariting, layout and you said the focus was away from language skills.
wrhat do you mean by that? Basically it was more to do with documents, how
40 you restructure the document - it was more like teaching the document
and I assume the norm is te teach English. They are basically teaching
inglish-speaking people. Because it is an international lamguage.

7a T think they say Mandarin and Chinese is spoken by the most people as
rheir first language and English second language is used by 800 million
seople. Yes, my first year was the most difficult all my textbooks were
inglish. The lecturers and colleagues were all English. Me coming from an
afrikaans school. There was a lot of self finding and struggling at
first. My strong point in my field is mathematics but I failed it because
5f the langvage. In my second year it was a new lecturer, a more hands on
person and I coped far batter. Now I just write in Englishk.

You just basically do in the workplace reporfts and word documents. Yes
and all the Microsoft packages. Like PowerPoint, Excel of eourse. Yes it
is part of my job deacription. It is in different phases not necessarily
in a reports but it is part of my job description. Do you prograrme or
sat up structures in terms of the different packages? Basically I
somplete my portien of it, in a project document, some of them I Create
and some are zlready created.

How experienced are you in this kind of writing? Yes I work with it
daily. Running my daily job, running meetings. I am invelved with testing
running the testing vehicles coming in and supervisor of the drivers yes
4ith 2all that concerns I work with it basically daily and I will rate
nyself close to ten in terms of experience.

What is vour manager’s rcle in your success and expertise? He is an
znglish-speaking person and he is brilliant with English. He left
anfortunately. I have a new manager, and it is too eariy to tell. But I
st admit the previous guy was more clued up especially with the
1itty-gritety stuff. Ang he could pick up word and sentence structuring
ahich the normal engineers don’t pick np. From his comments I was more
successful. He normally commenied where I could add or change things or
nake improvements. It was not the spelling it was more on hew to converse
4ith non-technical people.

1.0pescribe the rols of your new manager if you consider the role of your
Znglish manager and your report writing?

4y new manager is more a computer literate person and aot as technical as
the previous manager. Me is also English based and will see it from am
rtsider viewpoint. How deoes the change of managers affect your writing
style? [t is basically the previous guy was more thoreugh he went
in-depth. He went to the extreme and overboard a bit. My current boss is
wore computer literate. The difference? Not in report writing. We have
-standard templates but yes in the other stuff he is more computer
literate. He makes it a 1ot easier.

2.Dwhat would you describe as nitty-gritty stuff?
This is better wording or more in “lay man's tecms”

3.0What was your response when your manager picked up word and sentence
structuring in your writing?

1 never saw it as criticism because English will alwavs be my second
language . This will only guide me the next time I want to express myselfl.

t.Owhat type of comments would he make on your reports?

Swapping words or restructuring my sentence or delated the sentence and
replace with his own. What is your response to that? I am an easygoinrg
Person 50 it totally depends on the personality. We also print the hard
opy and he will make the marks on the hard copy. It was more editing
changes. What makes you think that you must add extra information? He
1sks for it and I will add more information. It was more backgrouad
information, If it is necessary for the purpose of the report. He will
a8k for the extra details.

5-@W0uld these comments bDe written on your hard copy or given verbally?
Phis was on hardcopy then he or myself will update the electronic copy.

3.0How many non-technical people need to access reports?
People in marketing, purchasing or source plant persons (Brazil, Germany
shere English is also second language.

7.0Describe how writing can be made more accessible to non—technmical
eople.

Jse plain wording angd explain to the finemess detail. Try not to short
Supply info. Rather give more then necessary.

fe de have a spell-checker. It is more your sentence structure and how to
“onvey yourself to non-technical people. When I converse with Germans,
frazilians or Portuguese I have to make myself clear. They are not always
“nglish first language speakers and I have Lo explain myself by using

emplates.
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ords, pictures, photos and that type of stuff. You ﬁugg—gg"gﬁécific. Yes

it is a learning process and T improved.

jnat was your reaction/response to his comments?

wook I know that I am Afrikaans. There i5 a nheed to improve. I look at
it very positively. The longer I worked with him the easier it became.

|

b,DWhat nmade it easier?
lLess and less sentence restructuring took place and I added infoe, which I
iregarded as less important.

!e after all is English speaking and 1 was developing through his
-omments. As we progressed I learned a lot. The changes became less and

1ess.
je also told me at the last appraisal I really improved grammatically.

3.0What in particular did he mean when he szid that you had improved
;rammatically?

less and 1ess sentence restructuring took place and I added info, which I
regarded as less important.

fhen this question about what is difficult and easy when writing? You
sald what is difficult is to put what you want te say in words so that
'ne non-technical person understand and can make sense. Yes it is
sasically what I just told you. I mean when I speak to purchasing, which
is non-technical, or guality people who is non-—technical. Overseas people
you have to convey the message so that it is easy for them to
inderstand. When you ordex parts. They must basically look at it and
inderstand the regquest. What I find useful is what ocur ome DOSS suggestis.
je really pushes us for photos in our reports. Because that is an ldea to
jet the message over more clearly. For a German for example the picture
4ill work bpetter. Yes Moses was telling me that some people refer to a
tailgate while others refer to it as something else and when you have a
sicture it is easier.

ves talking about a tailgate they will call it end gate. That type of
ching. If you look at the photo they will know exactly what you are
ralking about.

fy next question is what will assist you in putting what you want to say
to your reader® Exactly that. With the direct menager, photos, hyperlinks
and database and they can access additional informatiom if they need it.
What is easy? You said to express myself and my technical background. Yes
I would say my technical side is stronger than my language side. To
~ombine the two is tricky.

10.0What would you describe as tricky?

~onverting the technicallity imto words. The decision is always must you
srart at the bottom or must you start in the middle. After you expressed
yourself you always wonder if the reader will understand you? Youn as
Teport writer will nmever know the answer on above question. Will the
Jottom be the start of conclusions? I don’t think it is difficult. Yes he
mst be able to understand the techrnical part of it. Yowr have to describe
yourself in layman’s terms. Our reports are now globally. If a pérson
reads it for whatever reason they should be able to understand it. Most
»f the time on your data basis you have a dropdown of the meaning of
technical words. It is a general ... system the glossary they normally
ise. The ... system tells you that certain words you can’t use. Specially
the negative ones.

four role is to compile the reports and forward it to your manager for
spproval. What will nommally result in approval?

spproval will be reading through the documentg it can be any document.
ynd then if you have to make corrections or say for imstance he said
inciude Moses’ report or Moses’ results or supply a2 sample just to make
it more presentable or let a dealer take photos or something like that.
Jr get the production line ipvolved, NMormally he will read through it. IE
1e finds that some additional information can be inserted into the
jocument he will suggest it. 1 will then go back and insert the
information. And he also checks the spelling and the sentence structure.
i1.000 you check this as well? When?

35 accurate as possible 1 use my computer spelling and language function
to assist. This is normally after compiling the report. I print a hard
2opy and read it carefully making corrections or changing sentances.

12.0 What are you able to rectify without Ieedback?
Jormally spelling errors and sentence structures.

Jo you give it to him once it is finished or will he see it at prier
stages? No there are three stages. I will compile it and finished it to
oy best ability, he will go through it. This is Albert. Albert is the
jroup engineer he will go through that decument. Correct it or add stuff.
[hen it goes to X. Lf X wants to add stuff he will sent it back to
Ubert. It is a three way process. X will ultimately send it out

Jo you let anyone else see it before Albert sees it. Yes sometimes if it
is a2 very complicated report I will ask a colleague, most probaply the
Juy next to me, te read threugh it but that happens very seldom. It is
wre between the managers and myself to give that kind of feedback.
L3.0Why is the guy next to you seldom used to give feedback?

[ normally have some high confidence lewel after checking my report over
tre then once.

14.0 Do you give faedback to colleagues? If so0, what type of comments
would you give?

0, 1 will just update if I found it appropriate. IL T do not see the
reed to change I will not make the change unless my manager récommends
T.he change. Do you look at colleagues work? Ho I don’t need to what I do
L8 quite ppigue. Because it is plat-formed based. Maybe the structure
vi}l be the same but when it comes to the contents or testing it is quite
nigue,

four writing steps you said you do have a template. I will write it, and
“hen spell and grammar check it., What does the template do?

the template is becauss we merged with the mother company in June and
‘hey have standard report or memo templates for each documentation. With
... wa had different templates, which was completely different to the...
‘emplate. Now after we merded we use a global template. When we forward a
repart for example to Mexico they will now exactly what document it is
*eCcause they are using it as well, it is standard.

fou said then you spell and grammar check it. What kind of grammar do you
lormally check? From the report writing I learned from it is that you
lormally nse basic sentences. You don’'t use wvery complicated words.

Binly T will do a spell check. If 1 can’t spell a word I will ao to the
thesaurus and find a word. But that is very selfdom required because my
“eports are plain and simple.

£Z§ said your sentense structure you will change as you feel is necessary.
that things do vou usually do to rewvise or edit your writing? How often
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Hjir§bu read through your reports after completion? I think T agree with
11 my reports. I don't read it electronically. I will primt the repert
nd make 2 hard copy because you pick up mistakes easier on hard copy-
ike page mumber or two dots after a sentence. I wWill theh make
forrections electrontcally. When it goes to the manager dc you also give
%im a hard copy? Yes what I normally do I will primt it, correct it and
Forward it electronically. If there are changes he will bring me the hard
Lopy and I will process it from there and update it electronically.
"g,0Describe the changes on the hard copy i.e. are they comments or

: {or bhoth)?

18 poth. This changes is manually recommended on hard copy. Are the
-hanges only recommended or can you decide when you going to change it?
‘n this situation you will rather go with what your superiors suggest.
i)he acting manager at engineering will ultimately be responsible for the
‘.gports. It will come eventually back through to me via my superiors.

hat usually classifies a report as final or complete before circulation?
‘ou said approval by your direct manager. Yes I can’t skip him. With his
psence it went straight to X but that is only if there is no direct
mperviser but my direct managexr has the final say. He is the only one
o will say a report is final.

¢.0Describe why this is part of the report writing system.

e needs to approved due to guestions raised must be answered by him or
furing my absence he needs to comment. Therefore he needs o be informed
)y everything to avoid lack of info needed higher up. If there is a major
.oncern we will have a brainstorming meeting and they will act in a
.ertain period. It will distributed to all the relevant role-players. The
juperiors are the primary customers. The dealer can also ask for the test
:eport. Ang they will go to my supericrs. Once it goes to the superior he
/ill sign it off. No one can change or alter it.

hen what determines an acgeptable report and you said routine. Yes. The
-putine to the direct manager. Yes the standard route.

Inat connection is there between writing at school and/or tertiary
nstitutions and writing in the workplace? You said between layout and
,asic language skills it is gquite similar. Yes it is basically the same
n terms of formatting. What I learned in the report-writing course was
-0 keep it simple and short. Keep it in bulletins and make sure it is
re user friendly. That was helpful. There wasn’t a lot of difference.
jocause with the templates the tertiary templates was more like the old
.. templates, it was straight forward but with the global templates it
w@as a lot of electronic bullets and embedded stuff and database. That
welps 2 1ot. The main thing that was different was the fonts. They
ipecify with each section a certain font - you have a specific fix font.
Jhat will vou identify as barriers in the writing process? You said the
wwpression of technical details inte the format of English 1 individuals
;ould understand. What helped you overcome this barrier?

lell it is & very sensitive issue. Because you never know how that
wh-technical persen see it.

6.0bescribe why vou called expressing technical details in
mderstandable English a seasitive 155ue?

‘t is based on there are no rules. Explaining a German or Brazil
ipeaking person to understand not only the language but the technical
ietail as well. What makes it sensitive? Like words or problems concerned
secple can interpret it wreongly. Say for instance bolts on the vehicle on
;he suspersion. A non-technical person may not understand it. You know
che suspension is mounted to the chassis. For a nen-technical person it
san be sensitive. You will not say a bolt came loose. You will rather say
-he bolt will rattle. You have to use the right terminology.

io you try you best and hope that person will understand it. You keep it
iimple. Look we are all technical people and where translation come in
rou can never pe sure that it will be understood. Specially a persen from
\ different lenguage background. Like Portuguese or especially when they
e different words for the same thing or component you can never be
sare. TIf you look from a purchasing side yes there will be tewms that we
\ré not familiar with. From an electrical point of view there will be
{ifferances but you won ‘'t be sure that they will understand it. It is a
lifficult question. I don’t know. Yes there are times that what we do
jon’t always be understood. Are there other barriers? Yes. Maybe from a
lifferent side. Say for instance if you say the current is flowing from
oint 1 to point 2 they won't see it. They are coming from a different
ierspective. They will accept how I express myself but they will ask
juestieons.

7.0What effect do the warious perspectives have on the report written?
fore questions will be raised. Unnecessary teleccnference calls. which
re expensive, will be wequired. In our daily report writing questions
ire net normally raised. All the role-players will discuss the réport and
n certain instances the concerns will be distributed. I never had a
‘aport coming back teo me. From me it goes to my direct manager. So it
i1l rarely comes back.

8.0wWhat about your expression is accepted?

'he geperal expressicen understanding. Not necessary everything but to
‘ome extend the technical side overpower the bad expression.

S.0What type of guestions 1s usually asked?
‘he why did you do that and have you cone this?

0.0Will the report be changed to accommodate the guestions?

o, most of the time the rest of the guestions will be address in
lifferent areas. Say for instant the reasons are supply in the
‘recommendations” it will be eéxplain in further detsil in the”
wekground” section

‘or instance there are differences between mechanical and electrical. For
nstance hreakaway torque. For them it is loose instead of breakaway. The
‘iner details youw are not always clear that it will be understood. S50 it
5 better to have pictures but you can’t have pictures for everything.
‘ou can take the core stuff sut. But the small finer details you can’t
lways be sure that it will be understood.

ight what will veun define as good writing? You said writifng your report
ad when it is clear te you’ re manager. When no updates are required. Yes
then it i1s basically clear to him, it is simple and he feel it is
omplete and explains everything. All the information is there. How often
lees that happen? If I say on 3 peint system from 1 10 it iz a small
ercentage that needs to be revised and I always do the revision. It is
unor stuff I will say twe or one correction.

1.0OWhat usually needs to be revised in a report?

he word spelling or the sentence structure

2.0What would managers usually revise?

‘he sentence structure or simpler wording used

'‘0as poor writing exist in the engineer department? I would say
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jefinitely yes. Depending on how you lock at it. If it is something
qachanical T will look at it and find fault or wice versa. Or tf I lock
. somebody cut of our organization say for instance a Brazil report I
4111 find concerns. That will be both technical and language. With regarcd
te all aspects. With sentence structure or spelling. For instance they
4ill talk about a tyre and spell it tire. You know that type of thing. Or
they will call a cemponent completely different. By the time you see
these reports rhey are already on distributicon? Yes it is already in
final distribution. It is reports from guys in a different section in our
swn department like design check which somebody else issued or a
srazilian report or a German reéeport. What happens when you find there is
something problematic at that level of distribution? If it is a concern
look we have different platforms. I am responsible for a certain

slatform.

23.0What is a platform?

platform will be a couple of vehicles in a series (l.that means pick ups
in ... or pick ups on .... that means passenger vehicles in .... oz
sagsenger vehicles in ...).

24.0 What is required of you when you comment on a specific platform?
}[n depth knowledge of the product gain through experience over the years

'1f it consists of life.. depending on the outcome of my platform results
we've got ... and we got all the import units like .. it is different
slatforms. Each engineer is responsible for that specific platform. If it
sntitles correcting something in my platform, which will give an end
result to maybe the customer, yes I will certainly comment on it. If it
something cut of another database something I am just referring to and if
[ use it as a background or specific ¢oncern, yes Then there is nothing I
san do. Any other comsments?

[ don’t think there are any major concerns. The main thing is improving
in the report like you learnm in the report-writing course. That really
assists a lot and basically your immediate swperior. The normal routing
system is effective. We are global now. It goes a step further where
source plants and other sountries can read it is one step bigger. There
is more people that can comment and reply.

25.0What effect does the routing system comments and replies have on
ceporis?

o are now on a wider global system and not just intermally info and
somments will be experience.

Thanks for all the effort Face. Your comments and explanations are really
appreciated!

egards

iny other comments?

distribition. imernational_ audience. paor wig.

shoricourses, mute, improvement.
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DPENDIX J

prerview 2 / 18 August 2006 / 14:45 / Greg
esearch Interview 1 (no. 4] / 22 February 2005 / 11:00
{no questicnnaire completed)

palification; BSc Mechanical engineering
epartment: vehicle engineering

ark experience: 3 years

T: English

reg are there any problems with the transcripts and the interviews or

ny comments? No I did not have time to go through at cnce it was sent
nrough. I didn’t go through any of it.

o have been working for three years. Yes. Where have you studied? I
rudied at ... BSc and mechanical engineering and immediately after that
started over here... What school did you go to? I was at ... High

chool and straight to University. What types of writing have you done/do
n your mother tongue? Obviously your mother tongue is English so
verything is done in English. Yes all my writing is in BEnglish in the
orm Of test reports. We do test components, whatever testing we have to
¢ I write my findings and recommendarions, drafting test procedure etg
emething in the work environment maybe for example the transport field I
ave to create a procedure. Draw up the procedures for safe,.. Defines
gports. Sometimes we alse have to draft working procedurss for test
rocedures and safe handling or something in the work environment. The
ayout is there. There are templates of cther working structures but we
ave to draw up..

.How do templates assist in the writing of reports? Basically when it
s a test the first time you do it you will state what you did and pat
our results in and when you do the same test again you just change the
ata for the new results. The description of the procedure will stay the
ame. It 1s not a fixed template you can adjust anything you want to do
nd it 15 must easier to work from the template. You are fres to edit it.
verybody will use the templates. It is not standardised.

hat would you class as your second language? Afrikaans but I do no
riting in Afrikaans, speaking a little bit? Not much. Did you enjoy
riting at school? Mo I didn’t. I'm just not a creative wWriter [ can’t
xpress myself well I don’t have so many words to express myself.

.OWhat do you mean by saying you don’t have many words Lo gxpress
purself? When I have to write a compositicn of 500 words I wouid end up
riting 300 words. I would never be able to write the exact words that
as needed. Tf we do something now we don't have to write an essay on why
o did the test. You don't have tc give the history of it. The detail is
heze.

‘schnical precedures? Then it is facts and it will be much easier because
t i5 facts.

».Owhat makes documenting facts easy? You think about the process, the
iteps and write it down. You have a picture already in your mind of the
iteps you have to follow to write it down. Some people den’t? Sometimes
-@s it happens sometimes. Sometimes you read it from an outsiders peoint
f wiew. The thing is the person who spends the most time reading the
‘est report is yourself. Most people don’t really bother all they want

o see is just the results. They just want to know if it passed. Do
mesticns arise once the reports go to the different roleplayers? Yes
‘here are sometimes questions but maybe it is not for clarification.

mee it is approved then someone might have guestionsz, Your immediate
wupervisor approves it. Once it is approved there can be questions. Yau
:aid questions are not a big thirg. No it is not.

1id you feel the same about Literature ag well? And oral presentations?
‘mat is a diffezent thing. If it is a presentation, 1 will take scomething
‘echnical but I can give a presentation quite easily. I'm not creative
wt we don’t have to do it quite often. What types of writing did you do
it school and did you enjoy writing. You said you didn't remember any
specific instructions on how to write. I just remember the head body and
:2il of a cat, I remember brainsterming. In terms of marks? I suppose I
s just borderline.

.OWhat makes you describe yourself as borderline in terms of marks? Why?
bviously my school marks. Out of school? I think I struggled a lot with
‘he reports at ... but most of my reports are now better. Practise makes
erfect. You need to calculate the data on the sections and I found it
lifficult. The structure and examples for some reason it is difficult.

1as it the schoeling system that did not prepare you? No it is moze in
wseif. How my brain works. ¥ am more a technical persen and like to work
fith numbers.

lorkplace engineering test reports what type of reports? You find that
then you have to start with a test where you're testing different
omponents comparing it, you collected data maybe temperature readings,
erformance of a certain component, you normally have to use Excel to pub
‘he data together and compare the components and measuring the different
nsulations in the vehicle o reduce heat levels from the exhaust. You do
#stg of the different insulators and compare the heat levels then
Uscuss it and put it all together. It is data, once the data and banners
re all together at @ presentable format where somecne can make sense of
t. We have to discuss it. That becomes more descriptive than what is
lone before. I have to make the report clear. I normally do it all at
‘ome. I have the assistance from the technician, then I do the report.
.EWhat ensures that the reader can make sense of what you have written?
- wWill gee if it makes sease to me. I try to distance myself from it and
-8ad it from scratch to see if it makes sense.

i[Explain it becomes more descriptiwve than what is done before. Once I
dve written it I might change certain things. It is a difficult
lestion. I will add more detail, substantiate more but it depends. I
Ught also take away unnecessary explanations. If I want to elaborate I
’1;1 give more detail on that. I will scmetimes change the grammar and
rder,

.Wkat role does the technician have in the writing of a report? I lost
Wself now. I don't know what I have done. Its new to me this mentioning
f working at home. I will check the transcript. The technician that
81t me when it come to repairing the vehicle or measure the
emperatures but when I do the report I do everything. When it comes to
‘he preparaticn of the vehicle he does it.

LO? experienced are you in doing the types of wWriting describe in 57 You
a1d you are recently experienced. How would you rate yourself? As far as
Mat is required from me in the workplace my reports are more than
Ceeptable because maybe it is a competitive thing. It is readable and
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@erstandable. The acceptances and assessments of my reports are

;asonableA It is easy to understand.

[What makes you assess yourself as more than acceptable in your writing conlidance, standmds roule
: reports? I am not a good writer. More acceptable doesn’t necessarily

,ans it is good. I can measure me against the history and past reperts.

e or tWo years ago.

[What makes you describe writing as a competitive thing? *I'm not

mpetative when compared to the mext person but when I do my reports I goot wirig, responses
ke sure 1t is in order. I don’'t want to beat the next perscn but I

riwe tO achieve 2 good standard-

;.0Wwhat about your writing style makes you describe it as rsadable and

derstandable? Yes 1 won’t write anything you know. when T write larity
smething T will make sare it is te the point. That is all I can do is to

rite to the point-

y colleagues will normally ask me to have input in their reports I am

ple to nelp and give reccmmendations but they don’t normally come to me

o do that. We all repert to one manager and he reads through it but Supervsor, tUpeRNIOr, assistance peef, culral pacttes. wiiting. peer
cnetimes they will request me to look at thelx work before it could get

ssued. -But somatimes he will ask me te go through other reports 1o0o.

1.0Why do your colleagues not usually go to you for help? Sometimes when

hey are not sure or When they will seek an opinien they will come to me

o ask. If they need help. Technical or expression? Some of the guys are peer, gramenar, peer, assiskAnce, sentent,

nglish gecond language and even if my grammacr is not good I can help.

ut I also help them teo present the data. I will help them with technical

pings-

2.0 Who is the he you are referring to when you say are requested to go

nrough other reperts? That is my manager. If he is too busy or out of

.own he will ask me to ge through the report to check if the cbjective

nd conclusions are clear. I don’t think the other mamagers de that or Gonten, peer. supervsor. fypes - forms. writing.
wrmally ask that. We are three groups two of the groups de a lot of

.egt reports. I am with the group that does test reports. We are three

-gsters and one manager. They don’t have a problem me reading the

ceports.
13.0 what feedback do you give on the reporis you go through? Rot too 1
quch I won't change it too much. As long as it is clear and concise and

jets the point across T will not change Lf. As long as the gbjective is
slear and a1l the results are there. Bhre you doing it on hardeopy? I
jon’t know about hardcopy... all the reports that are waiting for
ipproval are on the server and we have access to it. Will you change Mattty Go-sezunence 7]1 2] Matm G0 occunense 7152
something technical? I haven’t been through a lot of reports lately. But

¢ could be maybe changing the way the results are presented, I will

suggest changes and show the persen where to make the changes. Be it

jrammar or anything else. It is normally dene in Word. They are going to

Jat it into BDF. At the moment it is still in word. Once it is approved

t is a read only file. 1

fhat enabled you to be at that standard? The whiversity experience and
‘echnical reports and reqular practice helped me te¢ do technical reperts
. the workplace. Just practice. The first time I did make one at the
workplace I felt.. but I feel the same as when we did it at university.
*he type of work I am doing.. the different groups and differemt work lend
tself to the similar things 1 am used to do.

14.0You have been working for 3 years. What beasides practice and
niversity experiences has enabled to write reports with greater ease
‘han your colleagues (3% well as give feedback)? Besides that 1 can‘t
‘hink of anything else. practise does help and it might be that you have
in eve for detail. You are talking of pictures just now? I started using
sictures in the reports and when there is a picture it is easier. Excel
ind graphs? Yes it goes pack to university and goes back to using
somputers since standard five. I think that if you spend 4§ years at the : piciines + graphs, sutural practices, nfuence, sofware,
certiary institution it should bring you To an efficient level. The older

muys suffer a tittle bit with computer skills. They are less afficient

wit they are lzarning. The younger guys catch on much quicker.

{hat assists you in your writing in the workplace? You said same formats terpliles
ind common interests similar reports and terplates, Yes when I do a test

‘or the first time it takes time to see the reports, discuss the

sbjectives and your recammendations and conclusions and putting your

:esults together. ONce you répeat maybe the same test on another wvehicle

1ith a different system maybe or they change the system and the results

ire different which makes it easy to write reports. How often do you have

‘0 do something that wasn’t done before? Ralf of the time. But maybe a

yit lmes. And things that you create do they become part of the system

‘hen? Once you issued a report it gets stored on the Zerver angd on the madats 4 examples
iystem so anybody can go and search for any type of report. Breg. would
rou have a problem letting anybody see the kind of report that you write?
© will hawve to lock and see what you are going to use. 1 want a format
ind I ask each one to give me an example.. 30UrCes are confidential. I
:ill never disclose informaticn, but I will send out an email about that.
Yifficulties in writing? Yeu said finging the right words to describe
something. Arranging the words. I also take out paragraphs and change the
wrds maybe rephrases it again just completing the report. Not technical
lata. Wnat will you use to assist you? I will ask someone to mead for me

easy. igowement

assistance, paer, re-reading, wording,

ind tell me Lf it makes sense to them. types + forms
-i-DHQW often would you do this? I think not tooQ often maybe once in ]VHF

hiile.

-6.0What type of feedback are you usually given? Net normally much content. types + forms,
‘hanges. T will use it. If they want me to add detail I will do it.

'ou said here, expressing what I have to convey in lengthy paragraphs &are
'ou expected 0 use.. No I am not expected to, I’'m suppose to keep it
:oncise apd easy to read. But if it does come to that... Is it because
'ou are used to write things in a concise manner? Ja, we don't normally
lave to add anything te our writing. It is not a raguirement to have
irafts. T sometimes feel I must make it a bit more detailed so it is
:asily understandable.

7.0What is meant by not being expected to add to writing? It is more
fenerally. It is not required to have a leagthy report because. our
mstumers are not outside clients. As long as all the results are there a audience, gudence
joncige conclusion is better. It is standard. Looking at their reports
‘hey alsc don’t add too mach detail.

clariy, report cotlent, audience,

8.0What use ig drafting when writipg reports? Drafting? Do you write in

wugh and do some planning? I go straight in and put everything tegether

nd working from there.

lould semecne tell you that you need more detail? I normally just feel 1wu¢iMﬁmeml




gt I must do it. Is what you said here your biggest challenge in

iting the wording, the paragraphing and the sentence order? Yes when it
suitable ete Yes, it is a challenge for anybody who is writing.

would you find it easy stating here what happens during the test, the
jclusions and recommendation you find easy. Would you comment on any of
at? Ja if the cne test is acceptable, if it is not you try something
se. Yes Lf it is straight to the peint. The response to your writing?
;r standard is ressonable. Ja that is easy. And your readers? That is
mally the type of response my reports are nomally structured like

3t. Your rating of your Writing comes through what? What would cause
1 to rate your Teport as good? reedback oh reports we have to do
wponent and vehiclie angineering. The component group daily marks the
sign growp and We are the vehicle test group. We do the tests for them.
: repert goes back to them and the reperts are not normally for me, it
for someone requested it and we get feedback to assess the viability
it.

.ODescribe the feedback that yom usually get cnce the report is
stributed. As far a3 the content is concerned? There iz sometimes
xiback. But is not very often that they will come back and ask you to
inge something. There is positive feedback. Sometimes when it is a big
st and we are net to sure about the content Wwe will jointly decide andg
: comments te make. If no one comes back vou know it was fine. If it is
sditive it is good and if I get no feed back it is also CK.

scribe your role or function. You did it in terms of gther people,
leagues that you are actually part of the process. Two of my

leagues report writing skills weren’t so good but with my direction

w impreoved and more confident. It is not only the writing skills it is
w0 the pc skills and how to manipulate the data. As far as the writing
iill read it from an outsider’s perspective. I will tell them how to do
:erations or show them. I will give them something similar.

What direction did you give your ceclleagues to assist them in their
ting? In this case it was pc skills and how to use word and excel and
1 to present your data and what to put in the test report. When 1

rted I managed to find my way. Language skills? Mostly the Afrikaans
g,

OHow do you show them where to reéevise? Ja I willcall them in apd just
1 them what is not right or incorrect and they will change it.

OWwnat is their response tc your direction? They are happy with it and
w don’t mind.

What would you give them that is similar? It will be a test report
1t was dona before. I will show them the basics. I will share my
wledge and information with them.

if you going te revise your own reports what will you change? I will
k at my grammar, the way T described the sawe thing and change the
agraph structures using different words. That can take forever; it
&8s up lots of time if you want it to be perfect. It depends on how

h time T have. I always spend time on rereading the reports. I always
back and I like things te be as good a5 it can gst.

OWhat is your response 1if your report comes back with comments? If it
godd comments then I will be happy and if they want changes or it is
ative I won‘t get all angry or frustrated. I will just change it,

t usually classifies a report as firal and complete for circulation?
manager normally reads through it. And then once he is happy with it
n it is final. Someone else will sometimes read the feedback. It is

il possible to re-isswe it at a later stage. Conclusions and technical
ails can still change. We will then have a discussion and will come to
agreement . T will then update it and rewrite it. It is normally the
son who compiled the report who will do that.

Would someone else read your report feedback and not the writer of
report? The feedback on the report? It will either be me or my

ager. I will normally get it. It doesn’t happen too often. There is no

mal way Or pProcess.

DIs the updaring done before the report is issued or can it be done

er? The outside departments normally ... onoe it is issued. We will
the other parties involwved if necessary before the test report is

ued. You can re-issue the test report.

3 Who else would rewrite or update your report? Does the writer
2lly do this? The writer usually does it. They will give you feedback
the writer will do the changes. I prefer doing that.

ber 15. What connection is thers between writing at school and
versity and writing in the workplace? You suggested that there is

te a strong connection. Yes the types of reports are very similar for
types of reports. By the time I finished fourth year the report

ting was easjer, You work with meny people will you say they have
ilar expertise in writing, betweéen the Techniken and University based
son? No, It is easier for the pesople from University to compile a
ort. It is more in line with what is expected. If T look at the guvs
2 engineering degrees and the guys with diplomas the omes’ with

reeg reports are of a higher standard, I noticed the difference

ween the two. Maybe it is from schooling, University and Technikon and
types of writing are dome there.

J¥ou are the only one that commented on this - Explain why you think
re is a difference between the report writing ability of University
Diploma engineers. Also the national certificates. Why? Yes there is
ifference you spend four years at University and at the end of the

r you do a thesis so it takes six monthe spending on the report and it
=5 you extra knowledge and experience, Do you come 1n at the same

3157 In this place getting my masters won’t make a difference.

afully one day. There is ao incentiwve. Nothing. There are guys that

S to ... and they were Frustrated because they had the masters in
ineering. They studies four years and did their practical and they are
‘he same level. It is frustrating. But now? What else can I dao?

DDoes this difference continme? I think ewentually they will take
tifications in account. In my level there is no difference now. The
might lessen but ..

barriers in the writing process? No I will have to think about that.
cused to be difficuli about writing reports in the past was the

13t we had to follow. It did not allew you much flexibility to put in
! information and be descriptive but the new format allows you to add
I more details and made it much easier. If they need additicnal
rmation, it is there. If the structures are followed there are no
siers.

- you say that poor writing exists in this environment? Yes it is all

{ writing? If I read it once and I understand it it's OK, but

3eif, words. barmiers
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cmetimes you have to read reports more than once to understand it. You
an't immgdiately tell what the person wants to bring across. If it gats
‘Fproved it stays bad wziting. It stays forever in the system as bad
riting. I guess there could be bad writing that is passed and gets into
.jreulation. You just have to cope with it and get on with your job. Good
sriting does exists in this institution.

j0.0What makes it difficult to read something? I'm going to leave this,

1.0How often are podr reports approved? Yes sometimes but mest of the
ime the manager will request the writer to mske changes or make it more
ﬂea:.‘lt depends on the person writing the report and the person
|ppr0V1?g the report and alse the person receiving the report if they are
lappy with the report nothing will happen.

12.0Did yOUXr manager change? No my manager is still the same person.

my other comments? T can’t think of anything., More comments? I think I
atd everything I could say.

‘hanks so‘much for your comments and responses Greg. They have been so
mlightening!

tegards

ny other comments?

good vrig, paor wig,

detemmmhants, standards, route,




FPENDIX J

pterview 2 / 11 ABugust 2002 / 14:15 / Gus
ased on research Interview 1 (no. 8) / 23 February 2005 / 15.15

palification: NTC 4 erectrical/ trade auto electrical
epartment: Vehicle engineering

ork experience: 24 years / 18 months

7. English

our response to the transcript? T didn’t correct the spelling and
rammer. I just corrected seme of it.

choolwork - mother tongue is English. You said types of writing letters,
mails and reports. Are you studying further? Yes more technical

ubjects. My projects are mostly calculations very technical. I'm deing
31 that at .... Other languages? Look I can get by in Afrikaans if [

ave to. How long have you been here? .... S0 you do understand

friksans. Yes I can get by. But that is not reading or written
owmunication. When I came down everything was in English.

he kind of writing you did at scheol?® Your cesponse to these written
2sks? It was something I had te do. 1 was always technical minded. S0
riting was just something I had to do not becausé T want to do it.
afortunately I think a lot has to do with the language teachers. If they
-n't make language alive you suffer. I do read but technical stuff is
sre logical to me and it is easy for me.

nstruction? Very interesting you took it right from constructing

etters until you wrote English exam. Can you remember any kind of
pstructicn in terms of essays or any kind of assigonments? Wo you get
pstruction on how to write letters and format essays and so on. How you
o paragraphs etc. I went to seven different junior schools in three
ifferent countries and they were all different.

su said the writing you do is reports, emails and praesentaticns. The
ypes of reports you do? Technical reports. Emails? Sending information.
elating to the reports and to get information. We don’t use shortened
ords like you use in sms’s. Your English should be correct speciaslly
ken you send it to Brazil or Japan. The reports are all formatted so vou
ust add what is required.

he presentations? Just one or two short ones nothing major. Basically
ust on test reports.

ow experienced are you in this kind of writing? You said very little
riting i5 reguired. How will you rate yourself as am expert in terms of
eport writing? Not very good but the templates at ... helps.

.[Describe how the report template assists in writing reports.

he template supplies the layout and format required of the report. All
hat is necessary of the repert writer is to fill in the details.

hat will the details include? Each section will ba on the template. The
eading the title, dates and further details about the test itself, the
est results, The basic document will be four of five page. The people
ho developed the template made it guite easy and if it is filed
orrectly anyone can get the same details.

hen I started here there was little help but the templates mow help. If
ou were able to read and write you mast be able to write a report. I
on't think I'm very good

.OWhat makes you assess your repori writing as not very good?

on said lack of previous experience. What helped vou gain experience?
ust doing it and I am mow fine. For each type of system we are using
here is a template and a set layout. The templates are pretty
omprehensive. There is normally an instruction booklet. Some people will
se it others don’t.

ut there are pecple here that are more experienced in writing. T'm not
rilliant or too good. I concentrate more on technical corréctness than
anguage COTILSCLIESS.

.OWhat would you describe as correct language?

se of the correct tenses, vocabulary, sentence censtruction etc. What
akes you aware of language correciness. The more I've done and read and
he awareness of language in the company mede me more aware. I am an
nglish major.

.OWould you consider technical correctness as more ilmportant than
anguage correctness? Explain your response.

o, both are equally important in apy document. Incorrect language can
edd to a misunderstanding and incorrect techmical information just as
isastrous.

hat assist you in your writing and you said the PC. Yes witheout the
pelling and grammar checker te help me I will battle. It depends on what
S reguired.

hat is difficult? You said writing your thoughts in words in order for
eople to understand it when they don’t have any background on the
ubject. Exactly. Scme people are very articulate; they can put across
hat they want to say 30 you c¢anm understand it. I am not like that. I

ave a picture in my mind but I have to find the right words. It is not
cmething I do naturally. However, when you repeat something the more you
et use to it and the easlly i1t becomes.

.OWhat would be deing if you were repeating something?

ractice makes perfect.

he comments from the supervisor deoes that reinforce how you think in
uture? Does it affect you in the way you think now? Yes if you get
eedback either negative or positive it helps next time to <o writing
ifferent.

,ODiffereptiate between positive and negative forms of feedback.

egative: - complaining about 2 grammatical or spelling mistake and
etting everyone know. Does this ocour? Yes it does.
osittve: - Spotting your mistake, letting you know and giving advice on

oW to make improvements. Deoes this occur? It depends on who is on the
opy 1list. You don’'t always get feedback. But we enjoy positive feedback.
f you don’t get anything back you don’t ¥now if they even read it.

-OWhat is your response teo both forms of feedback. The comments on your
eports? I say it is fifty fifty.

ake a mental note of what has been done wrong or where the mistake is.
Ty not to repeat the m:stake again. To what extend are you successful? 1
an always go back to what Ive done previously. And make sure the
echnical content is right.

<Mhat do you normally revise ip your writing when you do it
ifferently?
t might be as simple as changing a werd or &we, restructuring a sentence

—
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writing in @ simpler format for non-technical people to understand.

4 often would that be an issue to find the right words? I won't say
ry often but what I do find is when you write something and look bzck
it and think about it you will find an easier way to do it and change

t would describe as an pasier way to do it or could you find an
thout feedback? I think you can you put some down one way
smeone gueries you you might find a different way of saying

ﬁwha ;
sier way Wl
4 normally s

there anything that is easy in writing a report? As long as you have a
ocess to Ffollow but it don’t Come easy. It depends on what you have to
“"If you have tO think sbout it, it is not easy. If I do what I am
ained to do I don’t think about it. It is easy. When you have to
ink about it it is not that easy. It is the same with writing.
ar role and funation in writing reports? You said planning the
cuments and communication from the emails and then from there te the
poxts. Are these the usual procasse;? Yes I do the testing or involve
o testing snd getting more information, formed it and fits it in the
port and send emails back and forth and getting everybody that is
volved, peopl® from accounts and everyone elge who is involved.
reing everybody’s input that is required. I will dewmload all the
formation getting everything together, tabulating the templates and de
e report. Then send it to the manager. Once it is Ok’ ad by the
pervisor of department head it is OK. If it comes back to me [ will
; sionally it will come back. It depends on which person it

Ijnst it. Coc@ 5
Most department managers are. but once it is OK'd by the

; sent to- A c ;
pervisor of department head it is fine.

.0 what is meant by reports coming back depending on which person it is
nt to? i . )

me people (R0 nanes will be mentioned) will read through a report and
ok for mistakes to criticize. Others wont recegnize a mistake. Some

i1 look for wWays of improving the report or testing conducted and give
nstructive criticism. This is a perscnal opinion.

+ you know who your audience is when you right a report? Yes depending
| the report and you expect some comments TO Come back. It might not be
e final copy- It ig important that things are done correctly specially
W that we are OB 2 global system.

iything else that a25sists you like colleagues? Most of the paople I

yrk with are nfrikaans or Xhosa speaking. So when it comes ro language I
.11 do the writing. There are ne other English-speaking people in my
:oup. Most of the input last vear came from the supervisor. This year is
bitr different. That was before Albert left.

| .Obescribe how this year iz different from when Albert was at ...

eling Albert was a lot more thorough when going through a

e more attuned to the report writing process. What has
1anged? Well the last report went through a month age Albert would have
e it quicker. But it depends on the workload. I have never heard any

aments on @Y reports.

get the fe
yport, mayb

O wWhat type Of input would a supervisor normally give?

weck that the report is grammatically correct. That the report covers
1 the pertinent details of the testing conducted and that all the
ssults are listed. Query anything that doesn’t make sense, 5uggest

wprovements-

sat do you do Lo revise and edit? The input that Rob gave you- does it
setaing te spelling and grammar or technical aspects? It varles. He
tght say listen to the way you word it you shculq not word it

sgatively but rather positively. So the conpetation should be positive.
{ had to meet the criteria. For instance, I said there is no reason why
1at part could not be used. 5S¢ I had to change it. FPor example you must
1ink how peopie will interpret it. Aaything that is negative, example no
¢ can't can be perceived as peing wrong. You just have to word it
ssitively. ves sometimes I will have O change the grammar to make it
ore 3imp115tiC. I never had feedback to say things are not right. Or

re langquage is not right. we just processed what is guestioned in the
sginearing section.

3.OWhar is wsually guestioned in the engineering section?

asults achieved during a test. sometimes why a test was conducted in a
secific manaer- What about X, ¥ Or Z.

Frer 60 days you have LO delete anyway so somecne else might say that

Ju mist add something else. You can issue another test procedure as
appened in the past and that will be on the next report. So there can be
3llow-on.

hat classifies your report as final and complete? The group engineer has
2 approve, it is then distributed. What is usually suggested or what
omments are made? It is normally to do with aspects, which could have
sen covered in the tests. It is pormally technical. Quite often what
appens if a test or a component fails, the people who receive it might
uestion it. The reports are being formatted as they are with technical
etail and are pretty straightforward. Your response to comments and
uggesticns? My response is positive.

4.0What is a positive response Qo comments given about your reports?
hanks.

ow long does this process take? It could be weeks. T was in JHB in
eptember and the report went out in January. It depends on the tests to
e done, The reports could be held back to do additional tests or uatil
ompletion. gemetimes it is dome in three manths or sometimes in two

ays. 1t depends on the 3cb. Sometimes it is an interim report. Normally
t is fairly quick. Depends on all the parties inwelved. You can do a

ob today and have the report tomorrow.

n your reports and testing, vou are in charge? Yes what will happen if
here is @ test - there is procedure to follow which is written out by
.. or whoever and you have to follow it. We are responsible for our own
eports. The Supervisor is the go-petween the senior engineers and us.

ho and what determines an acceptable report / writing in you deépartment?
ou said the group and senior engineers. Yes everyone in the system will
ecide if thé report is good enough and acceptable. X is the senior
ngipeer in My department, we have vehicle engineering. The senlor
nginser is X. You also have the group engineers and below them the test
Ngineers. Once X OK'd it he will issue it te all the other people. He

as the final S&y but he alsc is not necessarily interested in what
0llows or what the group engineers said.

5.0What gonld usually follow the circulating of a final Okd report?

part eould be released for production. Another series of teats could be
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mducted. A report could be sent to a supplier approving / condemaing
e tested part. It is very much dependant on what the report was about.

3.0 How could this affect the actual report?
. ghould have po affect on the report.

jat connection 1s thera between writing at school and tertiary
stitutions and Writing in the workplace? You said school gave you the
sundation but little of these forms used in the workplace cause of the
Scumentation process. Would you say the templates and formats you used
3 ... should be included? Look computers are .- Look my kids are doing
he eldest one is in grade 9 and they kuoWw mora about computers than I
; pecause they do it at school. But whether if they teach them what the
sal world is like T don’t know. Each business has its own formats. I
sprt koow 1if schools teach that. I know the kids now da projects but
pst of them download stuff from the cemputer. The technical stuff is
jfferent. We did a lot of writing in other subjects but these days the
jds use the compuler.
arriers you identify ir the writing process? You said limited vocabulary
nd lack of experience and lack of trajining. What would assist in
yercoming these barriers? I would say the more you read and write the
etter you get. How many words the averagé person use? It is wery small
ompared to what the pumber of words is out there and if you are nct in
n environment where you use it you lose it.
o you think there are any other barriers in this environment? The
iggest is
.ou have people here that use .. second or third language. [Rest is
mclear)
2 OWnat makes a second o- 2 third language a barrier in the workplace?
- fipd it difficult somefimes to understand what is being said and others
ight not understand what I am trying to convey.
- have also noticed this problem in educational institutions where people
sither being taught or trying te teach in a second language have
samprehension problems. It depends on the reaction from the other person.
fortunately moat of the guys we got here are pretty wall educated. ...
jecause of the understanding factor. If you explain something you must
ke sure they understand it. It will take time. 1 lectured years ago and
wery now and then there was a tack of understanding. Some of the staff
tight have a problem. Here it is not that bad basically pecple do
inderstand guite well.

me tfeedback system they have here does that help? Yes. The more feedback
s good. If someone comes intc this business they will have to be shown
wow to do it or get the training.

Ihat would vou define as good writing? You said it depends on the

supject, ¢lear, concise and when it gives a good mental picture. Yes T
rigsmalize it. If I haven't got a picture of it once I read it, it is not
jood writing and it means nothing.

that would you define as poor writing? You said when it makes me have to
-hink about how to interpret it. Does this exist in engineering?

fes some of the documents you get from America they use langeage that is
jorrect but is not clear for us. It is open to interpretation. In my work
spvironment If you get something that does not make sense you might find
;omeone that have more experience in a particular field. The reporis and
wst of the documentation here are good writing. It is straightforward
ind we use simple language.

\ny other comments about writing? I wonder how much ls been done by
susiness to let schools know and tertiary institutions know what sort of
writing employees in the workplace require. Excellent subject marks in
sur profession do not sutomatically make one skilled in communication,
srobably quite the cpposite. what can be done to bridge the gap? Well we
jidn’t do any presentatioms at school. Kids are doing projecis where they
ire told how to do layout and it is a step in the right dirxection. I
“hink Technikons should concentrate on the rechnical fields and what the
wrkplace requires. You should be able To iearn from someécne that comes
‘rem 2 work emvironment to present stuff. Im the engineering field we
should concentrate on how to present stuff.

|8 .1Describe the type of writing needed in the workplace that should be
*ocused on in higher education and scheools.

i each industry has different requirements it is up to industry to
inform the educaticnal institutes as to their differing needs and the
:ducation departments to implement the required standards. Anything
ipecific to help the engineers in terms of writing? In school there was
rery little report work, Most of my experience was on the job learning.

he education system has changed now. The children learned to write

teperts. They aze tavght how to do something and then present it. But the
standards are dropping. Did you read the article in the newspaper from
:he company that complained about how bad the people that apply for
sursaries can’t even £ill in the application forms.

Is this an opinion shared by most engineers? I think so. Most of the
segple I spoken so who haven’t done extra studies just to get those guys
;0 write a report is difficult. Often handwriting is terrible and the
language is bad. It is easier te explain in words than to write for most
»f the guys.

&E.DWbat makes it easier to explaim in words than To write?

‘hese guys are not forced to write in their second language. The gap is
szoad. For example very few people that go to the electricity department
jou £ill in a form half the time they don’t read the documents, ITf you
15k them what it something means you find that even they don’t understand
t. If the examples are Wrong you just perpetunaté the problem.

Thanks so mech Gus! All comments and explanations appreciated!
legards
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qualification: ND Mechanical Engineering
pepartment: Vehicle development engineering
HoTk experience:! 4 years

MT: Xhosa

Marvin thanks for meeting with me again. Before we get on to the

tpal questions about five ox six of them, I just want to ask your
sponse To the transcript was there any problems with it?

s there were a couple of proplems but I can't think of them right now.
me of the questions were not clear some of them ..

ere did you study? At the ...Technikon.

at types of writing have you done in your mother tongue?

rarely write in MT except emails to my friends., I do use MT for emails,
. home language never inspired me o write.

af inspires you to write? 1 don't see myself as a writer. Let me tell
w what I think a writer is. A writer is a creative person. I don’t de
at. Things T write in the work environment are test reports. I find it
sy to write test reports because it is based on facts. In general I
M write.

\at types of writing do you do in your second language at ...? Basically
ere are twoe. There is report writing and then there is correspondence
e emails. Letters will be in the form of emails.

at types of writing did you do at schoel? You said essays and letters..
,eded Lo come up with fictiomal stories but you wera not creative.

at was difficult about being creative in writing coming up with
ories? I did not like it, becanse at school the way we did it. They

11 say write about your dog, but I didn’'t have a dog. If we got choices
would have been able to write then.

.soribe the writing instruction you received at school?

wat was included in writing instructien at school? Like basies? It is
1at we are doing now. Like the introduction, the chjective and then vou
|scuss your findings. I remember part of what we lesarnt at school but I
icked up most of it at tertiary.

1at types of writing do vyou usually do in the workplace? You said I

rite reports almost everyday/ keep o0 learning new styles.

nat types of reports do you write? As I said before all are test
sports. 7 am a test engineer and I make a judgment and I add ny

orments. The length? We have templates for a report. The templates
estrict yon. We just complete that. The background of the test. It is
esults and commentary.

hat new styles doc you learn? I don’t quite remember what I referred to.
t is a structure of the report. Before I worked at ... I worked for

C... 1 came with my own way of writing reports. The way I wrote was OK
ut T had to write for a German boss and I had to write in his style. My
riting changed for the better. Because he was critical of English.
_[What were your feslings when your Doss wWas critical of your English?
will get frustrated because he kiew very well what I was trying to say,
ut calm myself by saying to myself that I'm not English and why should I
peak it better than my home language.
o you have positive feed back from your managers as well as the more
ritical responses?

t is positive feed back from him but at same time he is diplomatric about
t. He is polite although he wants me to correct the things I have done.
that T mean is that did he ever say that it was veally well put, that
omment was.. you phrase that in a positive way or what I want to say is
Just being just critical zbout things are there ever the other side.
ike positive to say [ couvld not put it better myself? It is not positive
r negative he just says please COrrect this.
)0 you ever write in your MT? No- only when T make a note at home it will
e in my mother tongue. When you write a report will it be easy to write
.o you mother tongue? No it won’t be, because somes of the expressions,
:omponents or test procedures that I write will ke difficult to translate
in my mother tongue. If you cculd keep it in jargon form? Yes then it
#ill be much easier then. You did Xhosa first language? Yes.
1
1y report writing was still on track. Here I had to change little bit to
nake it much more clearer.
?.0What usually makes writing clearer?
3y using simple English and straight to the point. Could you give an
sxample?
1
fhat is “simple” English? Sometimes if 1 write a report I puf it in a
jimple way I sometimes find that my boss chapges it, It is not
emplicated English but it*s not everyday Eaglish. It will be the
rocabulary. It is the formal words, which you normally see im books it
jepends even to him on Where the report iz going. I think so because he
Mows how his managers want the report. I noticed that if it were going
ligher up he would change it and make it more professional.

That happened the first two months was I submit a report and I learned a
iifferent kind of writing, which was good compare to what I wrote before.

{ow experienced are you in doing the types of Wwriting im the workplace?
fhat rates you as experienced as a writer? From a scale of 1 o 10, I
¥ill rate myself as eight. The reason is because I write reports in
inglish and English is nct my first language. I would have done better if
it were my first language. It is facts and I put it in an understandable
@y. Opr test reports are structured in such a way that it is easy for
iomeaone eise to understand it. All of my appraisals are good. Qur reporis
j0 to other people and the comments are good.

i.0What makes a report understandable?

Iry not to drift from the factual information.

t.ODescribe why your report appraisals are good.
Bgcause I write what people I write for want to hear and see. That is,
simple and short reportis with relevant facts and information.

5.0Describe a good comment?

¥ positive conment about my writing is a good comment.
describe a “positive” comment. I Sometimes you say I like the way you
Wt certain aspects of whatever vou was doing and 1 like the way yoa pat
it down and I could see that X was happy- something like that..If we
ave a2 meeting and some of my issues come up - apd then I start speaking
Wout them or maybe sometimes preasent reports to senier management and
chen he is aiways there. If I present a particular report 1 will ask him
10w dig T de it is then that the compliments come out. Or sometimes he
4111 say you have to lock at your audience. You feel that there is a need
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7 a balance between what’s work or what has mot work in terms of
adback?  Yes you need to get both sides otherwise you won't improve on
ur writing. Are most of your reports presented? Not all of them - it is
ose Teports that mapnagers feal that the report doesn’t justify what is
eded or recommended we test for different departments then we call up
'mgetinq and we will explain our position -why we commented or did not
et .

Ll the comments influence the repert? It depends sometimes it become a
g€ document and a certain manager will defend his department we always repart manltaring, gEsiSlanca MoeNgs, sequERce et chlum: Hpart oonte
ke everyone feel that they can make changes but 1f something happens or

ses Wrong it is not our fault. O

feedback responais, types + forms,

report colaboration, repost intsyrtty, repar: monitorng, Ingtilunan . questior

OWho are the other people who comment on your reports? audience. raute, seguence, audernce. leeaback types
anagers and engineers from my department and other departments.

pat types of comments are made about reports?

pat assists you in your writing in the workplace?

ou said your supervisor/manager he is a very good writer. His writing
s concise and clear. What assistance does he normaily gives you? My
uperviser purs things in a simple form. He will break it down so it is
asy. That is words and sentence structure. As 1 put it to you before
nglish is not my first language and so sometimes I lack vocabulary and
hat is where he helps.

 Opescribe a simple form.

1sing a couple Of small paragraphs instead of describing or explaining report writng style, ciary.
.zricus things on one chunky paragraph.

clarity+specificity. lypes * forms, words, sentences. SuGen
assistance. suprervisor,

JWhat helps your wlack of vocabulary”? I use Thesauras on Word or I will
axplain it to my colleagues or ask them for the correct word.

race sald there is a drop down menu on sound. DO you have that? Yes - It
is a great tool especially for me.

assigtanss, peer, feedback peer, eoftwars, assistance,

3.0 What effect will a lack of vocapulary have on writing simply? vocabuary
Tr impedes creativity

shat do you feel is difficult and easy when writing?

rou said what is easy is report body / methods and results.

fhat makes this easy? If you know what the object is about you want to wany
srite about that part should be easy. You know exactly what you want.
yifficult? You saild conclusions. What is difficult about drawing up
sonclusions? It should make sense. to scmeone. You MUst have a way to
Jrite it down in a paragraph or santence s0 it is clear for the person
ihat should read the report. our reports are technical and the pecple
that are not technical showld be apble to understand it. Like our buyers
and finance pecple that have to make use of the reports.

3.0Describe what makes reports more understandable for non-technical
sudiences,

Jot using engineering jargons. Using illustrations/pictures.

report cortent, audience,

Jescribe your role and function when it comes to the writing of reports

md documents. You said: Aftar conducting a test I write a report to the

cequestor and then send it to my manager for approval. What is the T
regquestor”’s role in the document? The requestors Or any person that ask

for a test will tell us that there is a problem and we have to write a

teport and then I will send it to my manager, He will distribute it to

sveryone involved. I might soibetimes call the requestor to find out more

>r change scmething.

fhat ensures your manager's approval? I think it is atandard that you

j1ave to go through your manager. 3eme of the reports that don’t have too

much detail will go guickezr. It is not about being short or.. Sometimes we

cegt things that are more complicated to understand even the senicr guys

.Find it difficult to understand. It is those reports that will take

longer for approval. i
L0.OExplain why a longer report may take longer to get approval?

[n most cases the approver is struggling to shorten and simplify the
romplicated report.

Who is the “approver”? What is your role in this process? My supervisor.
I is on his own but sometimes he will come back to me if something is -

determinants, route, slandards,

route, acceptance, deteminants. feedbatk canter feedback suuchure. feedback lyoes,

16t clear to him. But I got mo influence what I find out is what makes repoft integriy. Tegfngs, accep
cne report longer sometimes you test one component and four derivatives
amd it is difficult o consolidare all the results in cne report. It -

nakes the report biggez. If it is a complicated topic it can take days teo
4rite it in order to put it in a way one can ungerstand it. Sometime the
somponents completely aiffer and scme of them they are not even close to
+hat is the norm and you have ro make sense of that. I scmetimes split it
in two reports but you can’t runaway from it. I can give you an example.
Fhis one time I inspected a carpet on a bakkie it is wsually the carpet reper!
it the back behind the seat. We tested the one bakkie and four different
zarpets with four different adhesives and 21l came up with different
loigse characteristics it changes the noise amd the sound of the carpet
it becomes complicated. Because you don’t Know why we are not adhesive
sxperts. We don’t know what the gualities af that are. A 1]

SpErviser joie, report changes, report
dfficutt wriing

struchse 18por GobiEL

L1.0Define quick and slow in ferms of a time period.
nick lweek
stow  Up to a menth

ie have to get our facts straight seo it doesn't come back to us. The

standards have to meet every one’s requirements and the specialists in standsrds, route, response,
that field.

fhat writing steps do youw usually follow when writing a report or

focuments Is it normaily the method, results, conclusiens and

cecommendaticns? I don't go in that order when I write test reports. What

f will do is to do the objective first and then the bedy and discussions

sf the results and then do the other parts 1like graphs etc. Do you make

tecommendations? Yes the recommendations will come before the

zonclusions, because I know exactly what .. the test tells you exactly

“hat needs to be added or what is lacking.

hat in yeu writing do you usually revises or edit? You said yes. You
reread, correct your grammar and spelling mistakes. What do you find |
sereading does? Usually when I reread the test I will do the discussion /|
'art and the graph analysis usually in the afterpoons because I do the speting. grammer, i
‘est reports in the mornings and leave it. In the morning when my mind L
is fresh I will do my conclusion. After that I wiil reread the whole ‘
‘eport again. I put myself in a different area now like it was not I
Triting the report and I will check the grammar and spelling again.

12.0How effective is your grammar and spelling checking? ") witng sterderd assessmeit
t is good and effective but net perfect. ] rameur witing

tmpor comient pichues * Waphs hd

that in the grammar do you nommally revise? I will revise tenses and
ipelling mistakes. What cause you to focus on these? Ever since I
started to write other things I find out where the problems in my writing

types + forms, peer. confent, sentencas. peer. grammar.
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Gs. 1 have to look at the whole report and check everything. At this
9oiﬂt Wwill you have someone else comment on it? I do that most of the
pime- I sit next to an Afrikaans speaking colleague.. When T hawe
proplems T will ask him to read the sentence @ make sure it makes sense
or 85k him to make comments.

13.00How effective is your colleague in giving you feedback?

He's always keen to help and gives constructive feedback.

-mhat 15 constructive feedback? In every aspect if T am stuck I just ask
~"it can be technical or nen-technical. His English is far better than
pine. They are always helpful.

14 OFfould you make use of an English-speaking colleague?

ves 1 would if there was one closer Lo my desk.

or semetimes I will go to my boss, write the report, print it out and
a8k him for comments.

what determine an acceptable report in your deparument? You said your
manager. What will result in his approval? 1 don’t know because what he
pormally does he distributes the part. He gaes over it and he will take
it further.

15 OWhat is meant by taking it further?

prstribution of the report to rhe relevant parties. He is the one who
have the power to distribute the repert to the people concerned. If I do
a trial test solely for our recoxd keeping or something like that we
don't ...t he will distribute it to the relevant pecple. He will do it
and my name is still on the repart and T will copy it as well. He will
4eal with any questions. Sometimes it will go straight to him and he will
copy =nd ask me to please answer or explain.

“what changes are usually made to reports?

16.0Mhen in the writing process will this happen?
ahen the final draft is complete

put there is no . He will just check it for conpleteness. You also said
it must contain the relevant facts. Yes and it should make sense.

#hat commection is there petween writing at school and writing in the
workplace? You said the pasics/ writing in the past tense/ you did a
report for laboratory practical. Would this describe the only
similarities? It is similar but we did not concentrate much on reports
put it is very similar. Except here we use a Cambridge and more
templates. IL is mot the sams. I use the same skills that I use at
tartiary. Consider the one at tertiary.. it is mere basic. T did not do it
syeryday and I didn’t get a chance to develop my writing skills wvery
mach.

#hat would identify as barriers you experience in writing. You said
language ESL and you Find it @ifficult to express yourself. Qther
parriers? Yes. ARccess to information sometimes. We den’t get a clear
instruction about what we need to do. Bt the back of your mind you know
what peeds to be done but scmetimes they don’t give cleax instructions.
sometimes they don’'t give clear instructieons about the tests that need to
be done. And you miss out. Getting information about what you have to do
or the equipment you have to do fzom the person is sometimes lacking.
specs and so forth. What <an be done to ease thig? We must set up a
database of material specifications and things like that would help that
is accessible to us. Everybody should be able to access it.

#hat would veu define as good writing? You said <lear, concise and easy
ro understand reports. If you write something like in or case it gets
digtributed and 56 in that case if you are not clear and if it is not
short enongh then it will be difficult to read.

#hat would you define as poor writing? You said large paragraphs and too
sany pages with fewer facts. Does poor writing exists in the engineering
jepartment? Mc. The only writing that I don’t like is when it comes to
someone will send an email, requesting something in Germany and it will
pe distributed to people and it is mnot understandable. They can send a
summary With it to explain. What you have to do is to read it from the
pettom up and there is ne extra reference. In terms of formal writing
there is not a lot of poor writing, because we use templates.

17.0How do templates ensure good writing?

Ihe writer is provided with a limited space to Wwrite on and that
aliminates unnecessary sentences. Do you find that sometimes you are LoQ
limited? vYes bat I will say eight out of ten times the spaces are
sdequate but sometimes it is not enough. If you are doing... and if you
nave tg elaborate on sach test in that case it is not enough and you
nave o oram it. Does the template allow you to add? No it is one page
For the conclusions. There are exireme cases whare you have to say more.
#hen you answer those gquestlons that come through are your resSponses
attached to the report? In many instances someone might say please change
or explain. Then I will change the report. You can alwWways change ox
replace it. There is a provision in the templates and you can say it is
the second issue.

JwWhat else is eliminated?

“ny other corments? Writing is not something that I am fond of. That is
Ay they send us to de the course in the firet place. I do get a sense of
satisfaction when I do a good report but I think the fact that I don’t
like writing comes from the fact that L didn’'t like reading thick books
shen T grew up. I first loock at the size of the book. However, if
sométhing interests me I will read it like technical repoits.

Thanks so much Marvin! Appreciate all your comments znd explanations!

legards

ny other comments?
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alification: NDip Mechanical engineering
jepartment: reliability vehicle engireering
jork experience: 5 years
i, Afrikaans

¢ just want to ask you did you read the transcription? Yes I read through
st of if, but did not finish it all. bid you have any comments on what
sas said or how it was done? No not at all. Are you quite happy that it
was a true reflecrion of what we... Yes I can’t remember all we said. Nor
jid I- There was two questicens so that was that and what in terms of
research getting people to give responses and respond to things like
interviews and questions what would you say is the most problematic
tning for someone like you in the work place to actually do something
Jike this? I think making time where you can sit down and concentrate
1ong because this is quite a document te sit and read through it and
~oncentrate and not going off and start gibberish or even be sarcastic
you have 30 much distractions and the only time you can do this is after
jours where you can do it on your own. So it is a practical thing more
than reluctance or not peipg able ... Is it more practicalz? I think just
secaase of 1 have such a work lead for something like this it comes o
jou want to do this but it is a thing that can wait and if vyou wait you
#ill wait forever. Thanks for that You will see on page 2 .

ypere did you study?

ghat types of writing have you done/de in your mother tongue? In the
sorkplace? Ja luckily the people working under me are all Afrikaans. I
;lways speak Afrikaans. It is just at official meetings that we speak
znglish. Emzils will only be in Afrikaans if it is sending out to
friends. Very seldom work related. 1 normally have to write in Englisn.
I'we got a spetling dyslectic preblem 2n¢ working for four years straight
in English makes me so much better to commumicate in English than in
sFrikaans. It is easier for me to spell correctly in English than in
afrikaans.

1. What types of writing do you do in your second language?

fou said reports. I communicate mainly via email to give feedback what is
surrently happening. So that all happens in English because I speak to
sorman people all the time no work related except speaking in Afrikaans.

3. What typess of writing did you do at school?

fou said normal language report writing. English second language it
sould De report writing in the sense of essays, writing reports on books
and the letters. Namibia is totally Afrikaans. 1 am totally South
ifrican.

3. Describe the writing instruction you received at school. (How you were
saught to write?}

fou mentioned styles of writing letters, short stories, essays and reports
.Mhat styles were taught? In English we Jjust wrote letters that is only
sne part of the curriculum the rest was Afrikaans. You had your projects
shere the styles were exactly the same.

1. Wwhat type/s of writing de you usually do in the workplace?

Reports Any other? The amount of what you d¢ is once a month.

{ have to write basically a summary report about everyday of what I do,
[t i5 normally about five pages. The writing part is very technical.
loute mileage etc for every vehicle. I use templates. Once a month I will
io 2 proposal. My line of work is purely technical.

|.0Describe a typical technical writing style. Can you tzy and describe
shat goes in technical writing? Ok a technical writing was more factual
more facts based and to the point. There are a lot of abbreviations. Are
chey standard abbreviations? Standard in ... we have a 23-page document
3f abbreviations in ... alone. So that ig an international abbreviation
snd if you use it anyone will know what you are actually talking about? I
sm not sure I dom't think so. But they hawe got aceess? In ... everybody
is supposed to. But you won’t use abbreviations in a document that is
1sed world wide unless, of course... You think that abbreviations in terms
+f academic writimg I will use the full term and use the abbreviation
ifterwards and frem then onwards I will use the abbreviation. Do you use
he same technique? If you are going to use an abbreviation more times in
I sentence or document, yes, I will surely use that. Are there any other
1on-standard forms of abbreviations besides your official listing? Ja 1
chink especially in the technical department there is quite a few that
¥ill overlap with the financial guys and you will be using the same
ibbreviation for different situations, That’s for including things like
jates, sizes and that kind of information.

.OHow do templates assist this writing style? Man because we are using
“hose

templates it gives you a guideline what to write. And also it is limited
0 space and

mes it is limited to space and characters you already know how to
shorten your

sentence and the objective can be a paragraph and it gives you a very
1o0d

muideline. Did you ever read a template or report that was so concise
“hat you

:0uld not understand it? Yes that is a big problem with us because you
et forced

‘0 use the template formats ard being to the point. Two departments can
*® next to

sach other and use different abbreviations and wording and you will lose
he whole

serminclogy of the sentence just because they use words so factually
Jased. If you

18 a word like heterodyne for own department everyone will know it but
‘e other

lepartment won’t know the word. That car suffers from heterodynhe? and you
Nt

inow what it is. What is it? That is when your vehicie gets to a
‘tequency. When two

‘requencies match up. And you are driving it is just a peak normally from
‘he wheels

‘nd the car goes through a shudder and nething changes. A lot of
‘requencies just

loming to peak together. So that 1s the fancy word. Ja.

1.T noticed that you...the one report that I saw the time when you done
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“he course there is another addendum where you will-add the conclusions
nd recommendations seems that you get the chance ko extend - is that
wrmél for all templates? Ja.. OK so you would have the concise template
zorm and you will extend in terms of fleshing it out a bit? Ja, because
Cne rule is the manager 1s suppese to only read the first page and know
hat will be following and the rest. He dossn’t need to read the rest. So
his s actually say for instance you have Lo go back a year or two after
piting a report and you are looking for a specific problem you would
just refer to tha front pages and you are suppose to pick it up and if

ou want to go inte more getails it is available. And it is important yeu
1lways have that part B? Ja because if someone wants more information or
if you have a problem vou need {o put a1l the circumstances that work
.ogether to cause that problem you need to highlight it. Because it will
ilways come up and somecne will ask how and why. A let of times you get
‘nat you got to a conclusion put six months down the line it was found
-pat you Were halfway in finding the problem and it was something else.
fou will give your circumstances and you will see the full extent.

5. How gxperienced are you in deing the types of writing described?

jpelling prablem causes me to rethiank sentences

[fDescribe your “gpelling problem”? I am dyslectic I write the way I

.an’t spell for the 1life of me. I hear words phonetically apd that is the

sy I spell and that is why I have a problem reading be it in English or

ifrikaans. I battle with bath.

.Owhat do vou rethink in your sentences? Especially when I get te a word

and 1 can’t spell it it will take me a while I will use a synonym. I do

jo to spell check or use the thesaurus but if you spell as badly as I do
it deoesn‘t even give you the right spelling.

. 1.Owhat effect do you think your spelling has on meaning? Yes 1 get to
swords that I don’t know how to spell it and thenm I will have to think on
\nother line of attack to get the same message across. Will you abandon
he word? 1 will normelly try all the means and methods to get to it
wormally it helps te ask your colleagues but sometimes they are not close
5y and you have to think of another way of writing. Ouwr writirg is a lot
sf time brackets. You have this amount of time to finish writing. But
foses if I read your work do you think I won’t understand what you are
-alking about? No, I don’t think so. I think it is very irritating for
senior management to read something that is mot spelled incorrect and you
et ripped off big time for that. 1f everything else is technically
Sorrect and structured well you know there might be.the fact that you
jave dyslexia that people should be able to sort that out? Well many
-imes when I come to spell check it doesn’t help. That amazes me that
spell check can’t help you. You get like .. we were writing odour today
snd I battle _ I had it oder and it gave me ocutdoor and order ... Do you
swyer use the Thesaurus? Ja but in the technical parts the Thesaurus also
ioes not help and you are back at sguare one. The technical words are
\lso more difficult and you don’t have a spell check for that.

;. What assists you in your writing in the workplace?

fou said you normally hand report to colleagues to review before
jubmitting to my manager

\OWhat colleagues read your report? Normally I will take it to the people
‘hat do similar testing and who will have the technical kpow how which is
srobably mot the best but they are Afrikaans.

;.0What help does an Afrikaans colleague able to give you? I normally
sind that if an Afrikaans guy can read my report in English and
mderstand what is going on the report is written in such a way that most
secple will be able to understand it even if it is not always
jrammatically correct. The structure of the sentences .. in Afrikaans you
“hink in a backward way compared to... And sometrimes they won’t pick that
p. That is where an English guy will fix the grammatical language
structure. Are thers no English colleagues available? It is always
something, I had only Afrikaans colleagues for three years but now I got

. rirtually none. Only Englisk guys around me. There is one Afrlkaans guy
ind one Xhosa the zest is English. Would you give it to amnycne that i3
wvailable? Ja, someone who will understand what T am doing - I wom't
jive it to a junior that gotr no idea of what is geing on. Say for
‘nstance if there were an English and Afrikaans colleague nearby would
rou prefer to give it to an Afrikaans guy? I will give it to an English
vecause I know most of time it will be the grammar and not the
inderstanding part. For instance one don’t think.small things for example
m jou klere wvuil te maak, to dirty your pants it's not the same.
jomething small like that. O

i.0What help do you think English colleagues will be able to give? How
iften would you take reports to colleagues Lo check?

"he higher the importance -~ the higher up the structure the report goes
‘o T will make sure someone proof reads it. When ifs finished I will for
‘he last time give it to my immediate manager to read it. Even if he is
i immediate manager I saw him as a colleague. Was Albert like your
lapager is now? Ja. It used to go to X mow it is going to ¥ then it goes
L . 8o there is another step? Yes. It all depends on who is in line
‘or .Allbert would normally give it his rubber stamp and X will mere or
-ess sign it off, but if 2 or someope else who is also Afrikaans will
surely bring it bpack to you and ask you to rewrite it it is difficult to
jay .. It all depends on their lipe of thought. Ok it is fueny - 3f X
‘inds a problem he will come back to you and not give it to Z. It all
lepends on what mood he is in.

OWhat do colleagues review? (And when?) They will check technical detail
nd grammar. 1 will do it 99% of the time. It just becomes part of the
rocess. I will get a procfreader.

'.0What grammar is usually checked? It is mostly word order - it is using
words where there are two words whersa you could use one that you donft
mow inp Engligh. That would be more grammar. It gets better all the time
0u are very bilingual in the way you speak? I am just on my nexrves!

}.0Describe the effect of their feedback on your writing. That depends on
‘he mgod I am in. If you put a lot of effort in it and they don’t see it
‘he way you see it you try and fight it but in the end you just find
‘mrself rewriting it. Because if they could zot understand it someone
‘lse down the line might alsc not understand it. Would you add more
letail? Most of the time it will be grammar., The tachnical part is
erfect., Just the way it is put down. You said sometimes you get
‘rustrated? Like I said it all depends on the mood I am in. Because you
0t in a lot of effort, nours and hours of work and you feel it is
0rrect and someone else come and shoot you down. Sometimes I just blow
W top and said he doesn’t know what he is talking about and then I will
Myway just cerrect it.

‘TWhat is your reaction to their review? I will always discuss it. I
Wwrmally will compromise or use their opinion. Tf I don’t agree I will
et a different perspective. They will think in a logical way and I will
00k again at the way it is structured. It is normally the wording not
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e facta.
JUWho would usually glve you a different perspective if vou don’t agree
th what is said? It is always easier to go to somecne who wrote a
mpilar repert or understands the concerns that you are wording, because
, are trying to rotate the people in the department so there is always
ymeone who has done a similar report It is always easier to speak te
;ose who have done it. Are they quite accessible to you? Yes our
partment is wery open you can walk into anybody’s cffice and ask what
ey think.

Owhat is the difference between wording and facts? The grammar and not
m technical detail. That is normally the probleéem.

what do vou feel ia difficult and easy when writing?
s sald: Difficult: reports must be written in the way your manager
;inks / write 10 months research as a 1 page summary / writing bad
.ports in A& way that does not offend anyone
What do&s your manager require in a report? (How does he think 2 report
jould be written?} My manager is English he thinks in a different style
; we do and you have to get imto his way of thinking otherwise he would
p your report to pieces and you have to write it over and over again.
should have to get more information and I come more in line with his
ne of thought and acceptance. And I make sure the structure is the same.
>, [What is needed to get into his way of thinking and acceprance? It is
lot of .. more the .. first what you want to achieve with the report. For
, sometimes the essence of reporting that something failed where he
;esn’t see it that way. He sees it as it as something down the line that
in cause maybe warranty claims. So he thinks of it in the bigger
spspective. Or I said I complain from the stance ....The whole business
srking with someone 1is it outlined expectations - so that you are clear
; your mind where this is geing? After writing a few reports you start
;eing each manager’s different style. Some would try and emphasise
sncerns as being from the records, he is more worried sbout what caused
1e problem, Whexe others are more worried about the effects of the ...
14 that is where the line of thinking comes in. Where you actually
;ing in line.many managers for instance Dominique, he comes from cutside
;aning a dealership, and he always thinks in the line of what it will
;st the customer where you will get a technical manager that will ask
jat caused the problem. He deoesn”t wants to know what the cause is; he
15t wants to know what the failure is. Is it that that the cause is a2
irranty issue? Yes and it is the perspective and background of the
inager. That is my perspective.

3.0What is your responss to your report being ripped to pieces? It is
;aln iike I said it depends on the mood I am in. Some days I can take it
/ing down and see my mistakes and cther days I fight a bit I will
arbalise my frustration. Would they discuss it with you or you said you
rite in red pen? It depends on what time they have to review it and he
i1l sit down and use it in a red pen. Other times he will just glance at
su and something deesn’t make sense he will throw it back to you and ask
3 rewrite it. There is no standard way? It all depends on the time and
Jod.

4.0 To what structure are your referring when you say make sure the
cructure is the same? You said once you keep on writing yocu make 3ure
1at your structure is the same as his. Yes I think it more in the way
1e sentences were grammatically and the way he thinks. I will respect
i5 background znd it is then easier to Structure your sentences and the
wphasis is on what he is concerned about.

1e wording - you have different companies working together. For instance
1¢ wording - in South Africa we talk about the fifth deor and other
sopile call it a boot. Or cthers call it boot level and you have to get

tL S0 that the manager will accept it.

IWhat is difficult about summarising? You said to write ten months
ssearch, as a one-page sumtary 15 difficult. Because I hate losing info
I try to get everything im. But it is mainly pictures and details and

su are expected to put it down on 4 sentences as general comment on the
2hicle. 1 have come better at that After writing so many reports I
sarned how to accommodate and writing all the major concerns.

5_.0What about writing many reports makes you a better wWwritex? It 15 more
1 that line again where you don’t have to think where this is going and
su Wwill start writing that way. Moses will you grocm SomeOne new as a

3w engineer who don’t have the background. Yes the new guys get thrown

1 the deep end and it nommally depends on the manager, it all depends on
aich manager he is.

Jyon also said writing a bad report as not to offend anyone. What is a
3d report? Meaning testing the component and it fails. You camnot offend
1€ guy who has the parts tested.

6.0What offends the guy who tasted the parts? If you write a report

sout poor design or failure it offends them. You are supposed (o write
he part dido’t past the test. You are not blaming the person who

2signed the part you blame the part itself. Many times the part failed
cause someone in the manufacturing process made a mistake. And now if
su say poor design and it wasn’t that you will take offence to it.
specially in this company where you never know who is you manager.

e parts people don't like failure you are not even allowed to use a
egative word like failure. We have been requested not to use the word
ail or failure bDecause of legal reasons. This is only in the last month.
The fact that something did not pass, people take it very personally. It
tans extra work for that person. It keeps the whole project back. I will
Ty to be human and feel a bit for the poor cke - give a persce a chance
0 explain but I can be blunt. It is my style to be blunt I don’t like to
2t about the bush. I will rather use the word deficient instead of
ailure.

7.0Dgscribe a2 blunt writing style. You said you prefer saying it iike it
8. Yes I don’t like beating around the bush. Many times it might be a
aterial problem and from personal experience it will know it is the
esign but the manager will say how do you krpow it is poorly designed and
t iz the small things. I will just come out and say it.

:Z Fasy: rough outlines

IWhat is easy about reugh outlines? I work wery stractured I pormally
Se templates I like to use things that are proven to work, my repoerts
14 pages are structured. I did the first ¢ne they way they wanted it,
od then later in the report put the stuff in I want to. 1 will go the
®tra miie. Te use the technology available. So far they are impressed
ven if it is more work. They have to work a little more.
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ngescribe your role/function (what you have to do) when- it comes to the
riting of reporls and/or documents.

sou said sifting all the dates recorded for a test and then deciding what
mould pe highlighted and pessibly make suggestions oN improving 2

Jroduct I test.

\hat is involved in sifting information? For instance the rim at the
roment I am testing durability if your vehicle got a flat wheel it could
e a splint in the tyre but it would be a minor concern. But if you have
, failure for instance The rim you will mention that. Sifting means
Jetween winer and major Concerns. Where aid you get the information from?
cecm .-+ OF through the everyday data that [ collected.

:jWhat recommendations and suggestions are made? 1 am a very creative
opinker apd I can never stop without making recommendations and
suggestions. Especially when the product is due for the market. The
Jeople you are testing it for don’t know what the parket is like and I
ke suggestions so that the improvement comes out before the praduct .. I
tormally document it. I don't get response, but I do check if mY
cecommendations have been acted on. It all depends on your expertise-
19.0Why are you not given a responsé to your suggestions? Most of my
reports 90 to Germany and I don’t see anything after that - after it left
sere. They process my work and they do what they want. HOW do you check
if your recommengations are acted on? Describe

Jour responsss to this informaticn Specially with the German things yocu
Luat check when the next vehicle arrives, if it was changed but many of
spe things .. I talked about the mud flaps - I just get frustrated because
ree years down the line they still have 2 probler and I told them that
‘he first day I rested it I told them it was poorly designed and there
ms a mistake. That is politics. It will be nice if they deo follow on the
suggestions I make. But if you don’t follow up you don’t get any

. feedback. 1t is up to them to make a suggestion or recommendation.

OWho else would make recommendations? Ja pbecause I normally give it to
-he group engineer and get their imput. It is general.

¢hat writing steps do you usually foliow when writing a report / document?
fou said — proofread copies, handout for proof reading, then submit to

" sanager who sends back for corrections. It will pormally be grammar. He

A1l change the grammar. My manager is English., Any report will always
-ome back. You can write it how good it will come back with some comment.
iy response is.. I will always laugh and fix it. You don’'t have 2 choice.
rhe more you do it the more you learn about the style of your manager.
19.0Describe the comments that normally accompany your reports. You said
-he type of comments are sometimes werbal or in writing or red pem or you

- san discuss it?
70, What have you learnt Jbout a managez’s style through rewriting and
" yis comments? Like I said it 31l depends on the time available to the

napager to review it.

.(Describe your proofreading / Pescribe proofreading by others

ihat tvpe of correcticns needs to be made usually? You hand in hard copy
snd they will do the changes in red. It is just easier hecause the paper
\s in black or blue. Just like school.

31.0What is your response Lo changes in red? Red makes me angry and we
sre right back at the peginning. I would always read through it and
sometimes get extra frustrated because I cap read it in Afrikaans and I
san‘t sae why they have a problem. T am reading and think it is the
stupid language but the red is quite aggressive to put comments down.

»2.Where are Conments usually made on your draft?

3.0What in your writing do you usually revise or edit (change)?
sempiling the conclusien -

‘Owhat details are usually changed? Especially with werds that is
7tobally been used, specially the pacts that we give local names. IT is
rwrmally around that and the structure of the sentences. 1 am getting
wore in tune with the global use of words.

»3.00hat structures in sentenpces are changed? We have spoken about this.
tou menticned just now that ..become guite interested in the guestions.
fhere does the guestions come from? Mostly .. if it is ... it always is
the person who have to interlink between you and the German counterparts
chey will ask to make clarity for themselves it is mainly the language
sarrier. Hers you would get the guestions from the component engineer.
‘nge the report is gone out the questions will come back te me and I am
pected o answer as soon as possible.

4 .0What things do you usually do to revize or edit your writing?

{ow said: Make it more grammatically correct so that non-technical people
;an understand the results.

OWhat about grammatical correctness would help a non-technical person
maderstand your resuits? Yes specially with my reperts going back te
sermany. They think in German but they are reading it in English. You
wave to be cne step-ahead. So that you can write it so that they can
mderstand it. I learned this style and if someone is not technically
asinded they will still understand it. I do get comments back from
sermany. Also questions. Once the report 1s issued it stays the same.
4 Describe the style you have learnt.

15, OWhat wsually classifies a report as final or complete for
sirculation? -

fanager .

‘ODescribe what wWould usually resuit in your manager’s approval for a
locument . 1 don’t know. I will try and get it approved the first time
wround. I am appreaching an acceptable standard. There is a bunch of us
hat is writing reports and there is only one English firsc language
mngineer. Most of us are gegond languags speakers. That is why we are 30
1sed to get the reports back.

’5.D0 only second language speakers gebt reports pack? No again it is more
he .. once you are in tune with the manager’s line of thought in sentence
itructure you can expect the report to go quicker.

'6.0¥ou say you are usged to getting reports back. What do you feel

about getting reports back? I am so used to getting it back - it
ame to a stage where I don't even proof read it, but then my manager
ftarts putting pressure on me - you have to take responsibility. That
Zsustrates me when you done everything you could and it still comes back.

7. What would be different with an Afrikaans-speaking supervisor? I
fon"t think it would be a difference. but I was less experience at that
ttage which might have been the reason for it to come back, but
Ifterwards it still goes to an English speaking person. So I don’t think
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would make any difference. Nt 1L SomeonRe rewrlites 'your
3 of a learning process. ——

POLT 1 Q

.Owhe and What determine an acceptable report/ writing in your
partment?

1 Who? wehicle engineering manager

pnyone else? Then it goes to the other group managers and it alse goes
Germany .

L 2Wnat?

..OWhat connection is there (if any} between writing at school and/or
,rtiary institutions and writing in the workplace?

yu said: Use a lot of nonsense to prove that you knew nothing at school..
- work as few words as possible are used to show that you know what
m're talking about and just enough 30 that other people do not know
wough about the subject rot to doubt you. Yes it is like a comprehension
sst you are expected to write gentences to show that you know what you
ve talking about.

JWhat. proves that you know what you're talking about to all audiences?
Jhat could affact getting the message across’?

Owhat is ™a lot of nonsense”?

on will always find the person that think he knows more than you apd you
ave to in that ore sentence show that you know what you are talking
pout . For example driving on grawvel roads. I have to write it in such a
ay that T dan’t offend the guy that designed the mudflats - It is just
oo difficult te explain.

'g.(Describe the person who would think that he knows more than you. That
s more technically - for instance # component engineer will he
;pecialising in a part but he wen' t kmow the testing it was subjected to.
qd once you tested a part you know the technically specs off hand. He
411 knows it on paper and he will try to look better. He will try and
Lattle you with words. This part will normally be during the process.
-very weeks testing gets scrutinised.

19.What would usually offend the guy who designed the mud flaps? Again
w favourite line is: They were not thinking. Down the line there is
;till problem. 1 complained two years down the line but they try and
,attle you with wozds. They did not do their work., 1 am just the testel.
low you have to look and see where the probiem ig. Would it be visually
;e acceptable if you let the mud flat hanging halfway? That is the thing
© would say the mud flap is pot working. They would say if you make the
tod flap like you want it will not pe visually appealing to the
.ustomers. Normally .. maybe oneé year you will wake up and see that mud
‘1aps have changed? Ja

10.0Owhat would identify as barriers you experience in the writing process?
rou said: Terminology and keeping it short

OWhat “terminology” is a barrier”? Especially in the Company there are

;0 many different technical layers for.. there is no standard. Yoo have

. -o be aware of the differences. Your manager will have o know what words

‘on can’ T use. You never Know for instance the word tailpack. Because in
wouth Africa it is the back of the bakkie. Tn Germany it is the boot of a
latchback. I try and cater for the Germans. Some pecple don't understand
‘he terminoclogy. LE you use an obvious word what we are used to they
dght not even know the word.

1. Opescribe the various standards for technical understanding.

1.0 What would you define as good writing?

rou said - No readers with blank expressions after reading your report
What causes blank expressions? I always +hink of becoming a teacher. If
;ou can explain something 30 that they understand it a light went on and
ot the dumbstruck expression.

\3.0what would you define as poor writing?

‘ou said: Questions about content and validity

[What can be dong to gvercome these concerns? sometimes you for instance
rou £ind a part to be failing and they say ja you should understand that
iou drive on gravel. For me failure is failure and to sweet talk it and
ay if the wvehicle is usec on tar it might cause trouble... You are not
dlowed to say that it will fail. That frustrates me. It makes you doubt
‘he results. Lf you're not clearly stating it you imply that there is a
sroblem. For a technical person it would always be a problem.

ODoes poor writing exist in engipeering? Ja 1ike I said when someone
-eads it apnd there is a plank expression and you can 3Jee they don't
nderstand it. It takes normally a week to compile and write a TEeport.
12, What causes a blank expression? I think as engineers as sO0N a3
wmething makes sensge the gears starts furning. You light up and
hinking I could do it this way. Lf it doesn’t start the gears turning
hen T know I will have te start egplaining.

i4.0Any other comment/s about writing? No the research is not a problem
‘he -~ problem was right in the beginning deciding who should go on the
sport writing course.

‘hanks so much for all this effort Thanks so mech £OY your responses and
UNIeTLS Moses. They’ have been such 2 help.

‘egards

ny other comments? Specially things 1i%e this we had this one class in
emmunication at Technikon and it was in Afrikaans. Bnd also the

ecturers at Technikeon they may be brilliant communicators but they have
0 engineering packground.
lere there a ot of changes im the motor ipdustzy? Yes it is more
ntrernational. Everything is more standardised, We do have 2 1ot of
emplates and we are trying to fing cut from ... what they expect, New
‘gport writing styles and new templates. There iS a procecure foT
werything. It 1is coming from the States. We have a website and if you
lant to know anything you have to go to the website. And the managers
lon*t have Lime to review all those things. If you move from here to ...
111 it be similar? I don’t know ... is move German orientated. So I
on’t know ... came frem ... and e might knew the difference. You are
i1l in the process where you aTe learning skills that will translate
nternationally? But like I said the previous company I worked for was
ierman orientateg¢ but it was totally different. The reports you wrote
lent out and the managers did not know what wWe were doing. Onge you are a
upplier .. got & conteolling hand it is a very big company what you

uppliex - got 2 contiolling hand it 1w 2 very B8 REER TR ——
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gl‘ rite 18 going out and it is authcrity. W!ere :.!' you are a ‘supg!lerl ana -
R arite something you are just the village idipt. But they always try report monitorn g, report mtegnty.
nd find fault with 1t.... is the authority and their reputation - they

All rather caution on the side.
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]ualificatiOD: Diploma in Mechanical engineering qualification
Jepartment: Engineering

jork experience: 3 years

Fugt venda

{ see that you’ve got all these languages that you speak. I think your
wther tongue must pe venda? Rm I right? Ja.

so my first question te you is what kind of writing do you de or have you
jone im your mother teongue? In my mother tongue. Well basically was more
like classroom essays and poems and it was mostly I only did in my

fother, I mean writing in my meother tongue from school in my Primary
gears and after that it was mainly first language in English.

Jkay, S0 when do you now use your mother tongue? Ewery now and then well
shen we speak and obviocusly. But I mean in writing?

jell in writing maybe when wa're sending e-mails to friends and use
wther language inte it ard basically but nothing mere essays or work
related stuff.

jver been at this point? No.

Jkay. obviously all the kinds of writing that yom do are in your second
language, ... What would you regard now as your second language?

1s my second language. I would I would regard English and Tsonga together
-ause I speak a lot of Tsonga and I speak a lot of Venda as well. Tsonga
i5 bagically Shangaan, ja. Okay, from your area? Ja from my area and
snglish is more or less I could say I speak on a daily basis more English
thap my mother tongque maybe because I spend most of my time here at work.
apd if you bring it down to writing? Well down to writing, it’s mainly
inglish. Would be mainly English, you wouldn’t actunally use your Tsonga?
rsonga or Vends.

Jkay. I think you've mentioned what kinds of writing you did at school.
[t was your essays and poems (can’t hear}. and here, this is basically in
inglish most of the time? Most of the time, English.

Jid you go Venda first language to matric or.. ? 1 did English first
Lanquage. Now that this takes you back to school, how would you describe
ioW your teacher taught you to write at school. Think about an essay what
Jould you normaily been expected to do? Tn my ess5ays?

ja or any kind of job. If they said to you write this assay what would
they nommally expect you te de?

Jainly if you’ve got a topic then there =hould be an introduction to the
sopic and the main body where you break everything down and after that
sort of like compile & conzlusion that just closes up or summarises
shatever you’re writing about.

3o that's the most instruction you got in terms of. (can’t hear) and pay
sttention to how you structure ybur sentences and grammar and basically

| ‘he tenses. Don’t mix them up, if you’re going to use past tense then use

535t tense and if youw’re going to change over to present then you must
nake it clear that you you'rs changing over. It shouldn’t be a case
shere somebody is reading down the paragraph and they’re like oh now
w’re on the present tense. Ckay. So there was consistenpcy in your
sriting and. Okay I'1l see a lot of that coming in what you say later as
ll.. you've mentioned the kinds of writing you do in the work place.

fou said presentations, parts and drawings, releases and other documents,
;an you just describe what releases are?

Jom, it's wainly when you have to release a part let’s say for instance
“here’s a part coming in or you’re inviting a part so it would feature on
she part then you sort of like have to have docoment out to notify
sverybody involved and everybody who works with the part starting from
-he (can’t hear} that puts the part 1ists together. You're basically
stating the reason why that thing is being revised and well in this
instance you don't really have to specify exactly what’s going to be
~aleased because then it den’t usually follows and then (can’t hear) will
say what has changed, But it’s basically to give an idea of what it is
-he reason of change of (can’t near) and filtering that through toc the
tcan’t hear) team department so that they know exactly what is changing.
finly you give, you basically give what it is that you do, wnether

jou’ re reviaing or changing or deleting or adding something new and you
rive reasons as to why you’re doing it and how it should be done and in
shich model lines will be affected.

[f you think aboul your seéntence structure and the way you'we mentioned
311 those specific details but would this be done in a listing format or
\n sentence format or phrases or..? Ckay the reason should be given more
in @ sentence format because that’s where you shounld give a clearer
lescription of the changes of revision.

[s a template not used, you just tick things and?

there are. There's like & default form that is common to everybody and
‘hen you use that form to fill in all the information where you have to
411 in that info but mainly the reason is mainly something that comes
rom you. It’s not something you’we got default guestions or something
tike that. You explain exactly what it is that you’'re doing yourself.
Ykay that wouid actualiy be what you generate on your own? Ja on your
wh. Interesting presentations that weuld be like?d

wet’s say [or instance or you want Lo introduce a change or something
1ew, you call in everybedy from the front all the departments whoever is
involved in that issue and then you prepare a presentation and in that
stesentation you basically give in the background and {can’t hear) adjust
rour certain design that you're going to introduce and you present that
lesign and you more or less explain how it would work and then you could
suy in from production whethar they'll be able to fit it into their
sroduction line and whether it’s going to work for everybody. that’s how
jou call in all those different role players.

3ut you use overheads and power point?

werheads and power point maybe power point. I prefer power point.

jo your structure there would hasically be the point and you’ll talk
irgund it. Talk around it ja.

jort of presentatien not something formal. Would you ever document that
.Nto your piece of wWriting or would it stay as a presentation Format?
itay just as a presentation format. And then they would buy into it ox
shatever. Ja they weculd buy into it and usually you present apnd then you
liscuss around it and then you minute all the evidence or the comments
ind then after that you need to issue out minutes.

Ykay so like a meeting type of thing? Meeting type of thing. -

\right , one of my questions is what i3, you say how experienced are you
n doing this kind of writing amd what would you say has made you
:perienced in doing this kind of stuff that you've been doing?

‘his kind of stuff?

fould you say you are you are experienced in doing this presentations and
111 that? I would think so ja.

ihat would you do, if you had to fry and say something what would you say




. speaking in public and you've all these eyes looking al you and if

jou’ re going to get a message across g0 that gverybody understands. You
shouldn’t be in a sitvation where you feel intimidated because it’s going
-0 restrict you on how you explain yourself or how you convey the message
5o in that T would say the fact that in High school I did public speaking
nd I would say scmething that was built up from an early stage and as
jou do it the more often you do it the more you gain that confidence and
it just makes the whole presentation more effective.

L.ODascribe what usually gives a presenter confidence. Well you Just get
sonfident when you do something over and over. It might be presenting
Jifferent things but then you basically ..the structure and then you get
Lsed to your own style of presenting and you tend te get vuse to your own
say of doing things and the more you do it the more yom feel comfortable
in what you are doing. And 1 also find that in most cases you are
sresenting to the same type of people and you see the same familiar
Faces. It might be mapagement but it is management that you interact with
5n a daily basis or weekly basis and that helps in gaining more
-onfidence. You know your audience. There might be one or two new faces
sut the majority is bagically the same people. It is repetition and the
audience. The more well prepared you are the better cbviously. Do you
Find that the preparation gets easier? What I have experienced is that
Jou can be however prepared but when you go in there and present it will
wever go the way yom have planned. You know and you always have the odd
jerson Wno wants te ask questions, Even if you are saying that you are
iot taking guestions or any clarity. There i5 always one pesrson who wants
co get clarity in between and that also makes you deviate from your plan
Sn how you had intended to present. That also prolengs your presentation.
jut I guess in teris of preparation thenm yeu are better prepared for
mestions that will ceme your way. Whereas when you are not prepared and
jou don’ t know what you are presenting you will be caught out.

' oractice? Ja, practice basically. And would you say doing the releases

sas kind ¢f? Deing the releases is on the job because from outside from
tertiary I wouldn’t have known that I would be doing releases and school

‘[ mean at work I wouldn’t have known in which environment I would find

nyself working at so put would be on the job and I guess that alsc comes
vith work experience because at first you would have te know how to
structure the reasoning. Okay you have an idea, vou know what it is that
yout have to do but you there's a certain format that you have to follow
3o that would come with as you do it the more you do it and.

3.0Describe the format you followsd. On presentation. It is the normal
Structure. And if you have recemmendations it is more verbal.

fere you trained or did you have to models to follow in terms of thinking
sbout the releases again doing models for you or examples?

sxamples. 1 could say that sort of guides you as a team in (can’t hear)
jou should £ill in a form like they say it's a generic form for everybody
30.

st the structares; your structure would come often from you where you
sort of phrase something.

Ja ja the way you phrase scmething. The structure is guided by the form
itself I mean the documents itself. Ja but then you fill in the reasons
ind explanations. Let’s go to number seven. What would you 3ay assists

. you when you ars doing these things in this place? Do you ever say what
. 1as been your assistance? What has helped you?
[ come in on fcan’t hear) the hang on abowt things but then it”s mainly

sg-workers because they kaow how to put it in and all of these docoments
there I finish it, my senior engineer has to see it and my manager S5€e€s
it so basically they alse come back 1f they’ve got questions and they’ll
jive suggestions as to imstead of doing it this way why don't you do it
that way. That also helps.

j.OWhat questions axe usually asked about your work? It's normally meore
slarity or more backgrownd. At what point will this be? In most cases
they den’t really get to see my presentation beforehand. Well they will

. ask how far are you? And it something comes up they might ask if I

included it in the presentation, In most cases when I present Lhat is
shen they see the presentation. Most of the questions will come then. Do
you note the guestions? It is normally questicons to get clarity and not
Lo make changes.

1

{.What would result in work ceming back?

3.[What does the senior engineer and your manager wsually suggest about
sour reports? There might be times when they want to implement something
in production then and ck we know what it is we want to do but you might
sverlooked some of the processes that happens after like I am in charge
YF ._T am more invelved with the body shop people. And after body shop it
joas to- paint shop. Lets just say for instance we want to add another
wle into another panel and it is a certain size. And I overlock the fact
that when it goes to the paint shop there are other layers that are added
:0 the hole that might affect the size then they might come back and say
iid you lock at that then I will have to go back and consider that.

5.0Deascribe your reaction to these comments. If it is ceomstzuctive then I
#ill be happy with it. If it is negative where you get to feel that
sersan is not there £o help you but out to let you feel that you did not
1o your homework I dom’t appreciate that. I guess it is also in the
ittitude that they come to you. I easily pick up diffearent attitudes you
2an pick it up if the person is there to help or just there to break
down., If it is positive I can work with them.

Ykay., Bnd basically I mean if I don't know how something is done he
always helps me. I go out to people who’'ve done it before.

I.Owould you say going out to people is the usual practice for you and
sour colleagues? Is it usually the practice? Usually yes. If I don't know
alat step to take I will go to someone who has done it before or a person
that I know is experiencea epeugh to help me. Like how we work here.
ivery engineer has a certain responsibility. TIn my case I do more with
the body of the vehicles. That is linked to other parts that other people
ire responsible for. They will come to me as a body engineer to find out
\f T have information that might help them to make their decisions. We
ire in sync and work basically together.

fho've done it before Uhm, and they sort of like guide me as well.
}.Opescribe the guidance vou aré usually given.

fou had in this ope guestion you had very nice thing the way you said
what is difficult in writing okay you have a nice explanation.. and one of
the things you said is difficult is being highly specific and maintaining
specificity. Wny, what would you describe as been highly specific
sriting? Yom actually put that under the category of difficule, te be
sery specific. It is very. 1T could say for starters and technical
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anctly what you’ve done and for the mere fact that I’'ve not everybody

«08e wWorking here is technically minded. I might understand a certain

thing the way I understand it and the next person might not know what I'm

ralking about. And jargons that are used in rechnical environment and

somebody who is business minded or working im a purchasing environment Qaoh WD, (ypos + forms, sudience, wades aud,
night not know that when I say it's (can’t hear) what is it that I'm

talking about or this they weuldn’t know, so I okay I would have to write

it down and maybe even explain if I have to explain further in a simpla

sroken down format that anybody whose just walks in would be able to

yrasp what it is that I'm doing or what it is that I’m changing.

3.0What makes writing for various andisnces difficult? I don't have a

aroblem with ¢ifferent audiences. I correspond via email and graphics I audience good wrig, JHFICLL WINMY. teport menitorng. audience
send out and sometimes you might explain in words and people might not

mderstand. When you attached a picture or graphic it makes it easier.

10.0Describe writing that is written in a simple broken own format?

and the reason for this is because it goes out beyond your field. Is that
Jy¥? Ja, it goes out. I love different role players as team members
1gually in a team and a team that includes the quality guys and the buyer
and the engineer and we should, we would kave to work togeather so that
they know exactly like if the buyer has to go cut and (can‘t hear) on a institution, fealings, mxisnce, audiznos,
certain part they need to know exactly what it is that you are quoting.

36 me Just giving them a vaque idea wouldn’t really help them. That's why

['m sayving I have to..

rrat’s right, sc that they can take your informstion understand it and

then it will.OIt will get the correct information back. Ja.

ind that the simplicity that you were speeking about as well is that

that’s for the people beyond your field so that they would understand.

Jkay now you’'ve obviously answered this guestion in a way, the people

that typically read your writing would be, please mention that list again

»f who would typically read what you write.

daterial costs and (research analyst-not sure) and the {can’t hear). O

jou’ve got to. Do you think about them all the time when you are writing?

Ja, especially when I'm especially when it’s a pew release and a part

that has to be developed locally. Okay.

Ja, thern 1 will have to think about all these people because when they audience awdlancs

1ave Lo do their jobs they need to take the information that I gave them
d #pply it to whatever it is that they have to do. Okay. Right, what
would you define as an easy message to convey? What wounld be easy for you
to convay?

. straight forward (laughing). Well when especially when you know
sverybody is en the same level and we’re talking about something that
jenerally everybody would understand. That would be easy to convey easy
secause it’s more like I'm touching just touching on something that
#verybody already knows. Especially in your field, you can do the Fargon
stuff.

Ja, we can do the jargon stuff and they will know exactly what I'm
talklng about. And that's the easy messages hey, you said here, what
mderstanding are you refearring ro when yvou stated? “The more
mderstanding one has the easier it is to put the message down”, What is
che understanding that you’re referring to? I think you said here, “The
mre understanding one has with all the infermation, the sasier it is to
sonvey message to the next person”. If you could just try and define what
that understanding is that you were talking about?

Jkay. Okay when you know exactly what it is that you're taiking about or
:xactly what it js that you want, then it’s easier to put down on paper sagy
ind say this and this and this; this is how I axactly how I want it done.
1 don’t have doubts and I'm able t¢ be more specific.

1l.0What makes writing something you have knowledge about easiesr to
stite? If you have knowledge about something you know exactly what you
Jant to say and to explain.

eagy witing
12.0How is this knowledge gained? Interacting with people more , in stead
of closing yourself off - when you interact you tend to have the feeling audience. peer inleraction. repert callabornben
3N how to present whatever subject presenting to different people. It
1elps guite a lot in comminication when you interact.

shere you're able to say I've already done all the investigations and now
wow exactly know what the conclusion is, I've come to this conclusion. I
Mow this is what [ want and you put it down on paper and if you'wve qot a
chorough understanding then you won’t have doubts because ¥ou've already
lealt with that part so it’s easier to actually put it down and say this
-8 what I want and this is how it sheuld be done.

‘t's good to come to that enderstanding part. {ianghing).

‘t’s not always easy.I know. You said vou don’t often write reports, do
‘0u ever write reports? It's we're actunally broken down as im the Test
‘ngineers and they usually do all the testing and the report backs.

f I just think about even the presentations in your (can’t hear) is
‘ormal (don't know werd) in terms of giving background and you’'re sort of
lving information out although you might not get the conclusiens in
erms of what the meeting discussed. Although it’s maybe not the normal
tructure of the report but it does have some of the basic
‘haracteristics of what a report would be. Ja it does.

‘ow we're just coming to, you were talking about corrections and your
#vigions and so on and you said, when you re-read your work and you

ften make corrections, ¥f you can, can you try and sort of say what

ind of cotrrections ycu would normally make?

ainly how I structured my sentences.

3.0What corrections would you usually make to your sentences? The way I revisdon
tructured the sentence. When I read it again and it did not come across sentances, reading, re-esding,
8 I intended I will make changes. Do you read while you are busy revision
riting? I often read my own typing and make sure that I read it again. T
spefing :
4.0OWhat else is also usually corrected? Sometimes the spelling as well. ]ﬁrﬂu J

t goes back te that thing of putting yourself in the shoes of somebody !
ho doesn’t know what you’re talking about. And if T didn't know that
his person is talking about would I be zble to understand wnat it is :
lat I'm reading? So I sort of like because when vou draft it you're audiance

sing it the way you think and you still iike have to come back and do it

e other way round you know, S0 while Ifm going about doing that then

‘m making corrections to make it sound more specific, clearer and easier

Y} understand.,

3.0Is makirg corrections uswally done independently (based on your own |
35essment}? Explain your response. I mostly do it myself. The comments salf, faedb . revision, types

1 my work ara normally good.

w often would you say you re-read a document, if you were working on ‘

; ) . .
c? T re-read it, do you mean how may times or? Peer, reading, revision,

5.0What does re-reagding your work achieve? And why would you not asking report collaboration, assistance. ‘
meone ta help? No I don’t mind somebody checking my work if I asked '




if you can sort of once, twice, many times {laughing}? Okay, not too
ny times cause sometimes there isn’t much time to a#ctually re-read all
2 time, but once or twice. Would you say you read it during aznd after ..
n you try and remember when you’re actually doing that reading?

; I would say okay sometimes during and after but most definitely
fter.

JWhat weuld be read specifically during and after your writing?

fter, you wonld actually look at the whole thing and that. Okay, I think
o said pecple would sometimes read ycur werk for understanding. Okay,
someone else reading see if they understand what I have written.

ho would actually, who’s the person you would actually ask te read yomur
ork for understanding? 1 would usually ask somebody.. okay, ideally I
ouldn’t ask somebody (laughing) sometimes T would ask scmebody in my
roup mayhe one of my fellow engineers but if I know that somebody else
rom another department might be inwvolved 1 would get somebody from there
nd ask them if they understand it.. and usually when I go to {(Ben-not
ore}. Then I get a clearer much better feedback then somebody who knows
he {(can’t hear) they might have an idea of what {(can’t hear).

g.0OWhy would you ideally not ask anvbody to read your work? You don’t
ike to ask? I don't mind people checking my work if I ask them. It

11l mainly ke for content.

9.0Pescribe why colleagues are asked to read your work. You said
smebody in yowr group. They will have an idea what the work is about.

3.0 What type of feedback do you usually get from your readers? Yes they
sually do. Tt is mainly the details and mavybe the way I structured it.
smetimes when you put too much detail in the slides people tend not ta
isten S0 I keep it as simple as possible.

scause they’ve got the other information, they've got the information.
3. It’s good idea. Would you always do this ortAll the time. Ideally ja
do.

kay, what would they; if you took it now to this other department what
suld they normally ask you to give more comment on or change? What kind
f things would they did give comment on your writing?

sually, maybe in how I ewplained the thing whether it’s simple enough

or them to understand the thing. whethar I’ve brokén it down encugh then
1ey would usually give me comment on that.

<ay. And how do you feel when they give you these comments:; vour
2action?

/ reaction was obvicusly I'm not just going to take any advice that

ares along. I would I would really first check if it really works and if
c does and I'm more than welcome to comment,

L.OWhat would happen if you ignored the comments you were given? If it
ippened that T ignore something it is because it was not valuable and it
Jes not add up to my content.

wt’s the main reason why I got it I toek to them anyway so I mean if
1ey come back with constructive comment then I would most definitely use
: and whatever it is that {can’t hear).

.HDefine constructive comment. If it adds value and the way the comment
; made if 1t is relevant and the person had a good artitude about it is
mstructive.

ay. So you don't feel negative, glad or?
7 at’s positive and I see that it works then I'm not unglad.
ay. What usually your report or any kind of documentation that’s final
© complets; would managers show satisfaction, how would you say, well
mmagement is now satisfied with my document. What would bring you to
at conclusion for any piece of writing that you’wve done?
;ay. Sometimes I‘1l say let’s say I'm doing a presentation. sometimes a
:port back comes back Lo say how you presented that one and I could say
1at that also motivates you some more you know. At least I'm doing it
ght when you know that vou're doing it right. And sometimes it"s like
-u need to work on that you know usuwally when there are too many
estions still coming back then you know that the conclusion wasn’t
ally (can’t hear) as much as you thought. And you might (can’t hear)
1 reached the conclusich but in the mere fact that there’s still so
ny guestions maybe there are loophcles that you never covered.
4 in terms of documentation, do management alsc give you comment on
leases and things like that?
they do like for instance a document I might {(can’t hear} something
d then it goes missing in the Internet, it goes through him, it goes
rough my manager, it goes through the higher managers. If it goes to
e (can’t hear) analyst cause they actualiy log it on to the system. If
goes that far then you know it is (can’t hear) form. Does it ever come
ck?
does. It does. You know when it comes back then you know ckay.
it comes back, does it come back for a specific reason?
usually comes back for a specific reason. Sometimes they may need
re clarity what it is that’s happening and once you explain to them,
ay fine and then it goes.
.OWould an explanation all that would be necessary? An explanation is
fficient. An explanation is sufficient. Once it is presented I get
other chance for the final review. I will add other things, If it is
e final review I don’t get another chance. After the presentation I
11 have a werbal understanding and 1 then just will do the other items.
it done electronically? I will have a presentation and I will draw up
e nminutes for all the activities we have to do. If it is Jjust me I wiil
so draw it up. And if anyone come with questions they can get it from

d yom do the changes then on the document or do you just give a verbal
planation? Sometimes it’s just wverbal and then it goes through.

d then it goes back again? Okay. And then it goes through.

ay, well I was going to ask your who is higher management? What was the
estion, “who determines in how acceptable a report is inm your
partment” and you said higher management. Whs is higher management?
s a hierarchy. Werve got our groups and in our groups there’s a senior
gineer and on the senlor engineer there’s a group manager, a group
gineer like the manager of the specific group and then after the group
nagers report to ancther manager and the two managers for wehicle
gineering and component engineering. I'm in the component engineering
ction. The two managers report to {can’t hear). He’s like the senior.
o genior guy? Ja, he’s the senior guy.

2t goes to him and everything will filter through tc him?

t everything, bmt usually the releases.
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NPT T R - i
tiary ipnstitutions and writing in the workplace.
gply more or 183S the same that I always applied. My biggest

juence 1 would say tertiary. Why do you say that? Because in schocl

b don’ ¢ necesgarily have to be pzofessional about how you write stuff.
L can write about how you see things. In tertiary it was more
sfessionally based, you are not taking from your OWR subjective

nion. You can’t show your own prejudices and RoW you see things, you
, more factual. Let me ptt it that way. It should be objective. That
les from communication skills. More 50 than your actual engineering
Lsses? Yes that could have been becausse 1 had to understand my
pinesring classes. I am writing abcut my engineering classes basically
k. mainiy how you structure you're course and repoarts. ]
Lt would describe as professional writing? Mainly objective and based

factual results from tests and from maybe exparience. It is not about

4. Doesn’t martel how you fesl about it.

DExplain this comment. If for instapce they decide they want green stylé
;ts in the car and I don’t thimk that is what I want ewen if I like the wording

ey seats It did not matter what I think. It must bhe what the objective aughence, repost inteyty.
I don’t have 2 say. It ig what the goal is. T can't impose my

oughts and ideas and my pesition.

mfluence

st ig positive aboul you tertiary woiting emperience? It was again how

4 are expected to conmunicate and I could say that the method gave me nfuencs
¢ foundaticn to relate to the work environment.

st would you identify as parriers in your experience in the writing

scass? Ok sometimes il you would need input from varicus people and

t you would prioritise as nigh priority is pot high priority to them

4 you are unable 1o finish because you could not reach the deadline. It
sws you down and as much as you knew you could have done all the work

¢ cannot do it. The barrier would be getting all the information. T am
rtunately in a privilege position whers 1 work with people who are
11ing to give information but the reality of it, although T don’t want
toach too mach on it, is that some paople are insecure releasing
formation that is incomplete. sometimes they will say that they dan’t
lve the authority to release it but it is mainly because they are busy
th someone else.

.OWhat is incomplete information? Ja hecause sometimes you might find
[ot is 3 high priority to me might not be a high pricrity for the next
wr50n. Bnd ok you do get people who if you or I need information then
hey will drop evarything or said I will get tOmMOTIOW. And then you also
knd pecple who have their own priority and you become 2 nuisance because
by try to do your job and thay are doing their jeb and sur levels of

iority are not the same. And it becomes difficult. Is there anyway to 1
bt around that? Relatively yes but generally it is quite a helpful

lnch we have up here. They will support but they have their own stresses

hd thelr own pressures and you are adding more pressurss to them

recially when you have deadlines. Because in my case I need to release a

irt but I can’t release it pefore a quotation from the supplier. I have

o walt for the buyer to come back with the guotatien. If I bypass the

iyer  in some cases I can do that but the buyer has to be up scratch

lith what is happening 8o as much as I can bypass that but it will come

jack to me and if people are not happy with the added cost then there

H1l be gquestions.

rustipriio T "”ﬁ‘ W, h!“b‘ﬁ,

faport nentunonat prachoes Stheull witing, repon collabotation

ingtibtian. report integrity, report collabaration. assistance,

hat would you say is Dbad writing? Bad writing is when you are vague and
ou don’t get the message across. You go around and arcund and not

etting to the point. i would say grammar ifS Very important., Tt plays
uite a big role. Sometimes people are not bBothered about grammar. If you
lake sure about punctuation it mekes it se much easier for the next

erson to understand what you are trying to say.

§.DDescribe what you mean by vague writing. Can you give am example?

paor wip

T.OWhat makes grammar so important? It is important because Very often

jpn interpret the same sentance differently. And 1f you have punctuation

mrke it directs the person in what you wWant to say. Yes granmar Ls very

lnportant at all levels. Will anything be released that is problematic GrAMImAl ¢ gXDIRSSIDN. fepart wi g styig, grammar
lith grammar or is not totally clear? It could be ¥es. 1 might have

smething that my Doss anderstands but scemeons else might not understand

nd I will give more clarity. Someiimes people might not uvnderstand.

g writing does exisT, especially when they try to compile emails to
bmeone else and I can comment on it. If a person writes badly I will ask
hem to be more specific because I can’t understand it and they will be
‘orced te rephrase. But I will not say that they use bad English.

hat brings us to the end. Thanks so much Tani. there seem to be guite a
‘aw guestions.. I appreciate all your responges and comments.

poor wig .

tegards
i

juy other comments?
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