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Introduction 
 

This deliverable is a self-evaluation of the outcomes of this course and will discuss what deliverables 

have been made to achieve the outcomes. There were three different deliverables created during this 

semester, including a resume, a webpage that was adapted for readability, and a training manual for a 

hotel. This will discuss how the rhetorical situation, including the purpose, context, and audience, as 

well as cultural differences and ethics were considered while creating deliverables. Other things that will 

be discussed will include how different genres of technical documents were made to solve problems, 

how effective technical prose was written, how documents and graphics were used for effective design, 

how I collaborated with others on technical communication projects, and how different technologies 

were considered and chosen for different projects. 

 

Audience and Purpose 
 

Analyzing the Audience 
Before creating deliverables, there were many considerations made regarding the audience, purpose, 

culture, and ethics. For the Communication Problem, a webpage needed to be adapted for readability. 

This webpage was the Mission and Vision statement for the English Department at Texas Tech 

University. The audience of the webpage is very diverse since it contains important information about a 

department of the school that many students will encounter because students from every major are 

required to take basic English classes. Students who are not enrolled in the school but are considering to 

do so may also look at this page, and this part of the audience may include high school students 

preparing for college or international students who do not speak English as their first language. 

 

This broad audience required consideration on how to adapt the information. I ran the text through a 

Flesch-Kincaid reading scale, which ranked the text as a college reading level. I then had to lower the 

reading level by using Simplified English and shorter sentences. By using these methods I was able to 

make this critical information accessible to a global audience. 

 

For Communication Problem 3, my team had to create a training manual for the Hotel & Suites. The 

audience of this deliverable was the Board of Directors for the hotel, which consisted of business 

professionals who were educated in their field and had expectations for the deliverable and the 

proposal. Unlike CP2, this audience was generally all on the same reading level and came from similar 

backgrounds in terms of being business professional. Therefore, we did not need to consider reading 

level and we were able to use technical jargon because they would understand the terms clearly. 

 



The purpose for this deliverable was to supply the Hotel & Suites front desk employees and 

management with a training manual that would offer better guidance and organization to keep the daily 

operations running smoothly. The front desk had new management and the employees either did not 

like the new manager and how she ran things, or did not understand who to report to or which tasks to 

perform. We had to consider these things when creating the sections of the manual and when 

organizing them. 

 

Culture 
Technical communicators adapt technical documents for many different reasons, one of which might be 

because it makes sense financially. If a document can reach a larger audience on a global scale, more 

money will be brought into the company and more people will be willing to use the company’s services 

or products because they would be known to me more accommodating to different cultures.  

 

In order to adapt the documents, research must be done on target demographics. It is necessary to 

know what cultures will be reading the documents so the technical communicator can be mindful of 

what may or may not be disrespectful to these cultures. Using Simplified English and Flesch-Kincaid 

reading levels can be effective ways to reach a proper adaptation that is suitable for multiple cultures. 

Being mindful of how long sentences are and making a point to use smaller words can result in easier 

and more accurate translating, which in turn makes the documents easily accessible to those who do 

not speak English. 

 

Ethics 
It is important to remain ethical when writing or adapting technical documents. Any sources that are 

used should be cited properly, information should not be plagiarized, and data needs to be represented 

truthfully. Statistics should not be skewed in such a way that it shows a biased view. Failing to provide 

proper credit and information causes the technical writer to be considered untrustworthy and could 

potentially hurt the company that hired the writer because they could be accused of stealing 

information or misleading its customers and employees. 

 

Along with proper citations and data usage, it is important to analyze the audience before creating a 

deliverable. Every culture is different and interprets symbols differently. For example, one culture might 

see the color white as a representation for innocence, but another culture might interpret it as a 

representation for something else. This could cause them to be offended or confused by the message 

the technical communicator is trying to convey. Researching these things beforehand will prevent any 

ethical dilemmas caused by ignorance or mistake. 

 

 



Technical Documents and Prose 
 

Genres and Problem-Solving 
One of the documents I created during this course was a document plan. The document plan was a 

useful tool and was an important part of completing tasks because it served as a type of to-do list while 

also stating what the purpose of the project was. It had detailed information and analyzation of the 

audience about why they needed the deliverable and discussed how it would help them. The document 

plan also discussed tasks and milestones. It stated what the ultimate goal was and then listed off smaller 

milestones within the project, along with due dates for the milestones. 

 

Grammar, Mechanics, and Style 
Communication Problem 2 was focused on making a document or webpage more accessible for a 

diverse audience. As I mentioned before, I chose to use a webpage that was originally a college reading 

level. This task relied heavily on proper grammar and mechanics because it needed to communicate 

clearly and effective to a large audience. If there had been any errors in my adaptation of the webpage, 

it might not have made any sense to people in the audience who did not speak English as their first 

language, or anybody who had a lower reading level. It is important for all technical writers to keep 

these things in mind when they are writing or adapting documents. Grammar, spelling, capitalization, 

and punctuation must be correct in order for the material to be understood and translated, if necessary. 

 

Style was also taken into consideration when creating this deliverable. The professional tone of the 

webpage needed to be maintained while also being accessible to a diverse audience. In order to do this, 

I chose to use short sentences and paragraphs and used small words that meant the same thing as the 

larger words that were used in the original webpage. I used a simple font and white space to keep the 

webpage looking simple yet professional. There were no distractions within the text or on the webpage 

that would make reading difficult. 

 

 

 

 

 

 

 

 

 



Effective Information Design 
 

Effective information design was demonstrated on my resume. It was designed for readability by using a 

simple font, headings, organizing the content, and plenty of white space. My name is found at the top of 

the page with contact information, followed by three sections: Education, Work Experience, and Skills. 

Each heading is bolded and is in a larger font size than the body of the document, and I used bullet 

points to avoid large paragraphs so the audience can easily find what information they are looking for.  

 

To keep the resume looking professional, I kept the font sizes consistent where necessary. At the top of 

the resume my name is in the largest font, the headings are in a smaller font, and the font for the body 

of the resume is smaller than the headings. The consistency of the fonts and the organization of the 

information creates white space that makes it pleasing to the eye and allows information to be found 

quickly and easily. 

 

Collaboration 
 

Activities and Challenges 
For Communication Problem 3, as previously mentioned, I collaborated with a group to create a training 

manual for a hotel that had management issues. This group successfully completed activities such as 

writing the document plan, progress reports, and the training manual, giving presentations, and 

reviewing each other’s work. 

 

While completing these tasks, we did have a few challenges. The biggest challenge was synchronizing 

schedules. We each had very different schedules so we settled to meet on Monday afternoons and 

selected a specific time. Not everybody could make it on some days, so whoever could be at the meeting 

would work on the tasks together, and then fill in whoever was absent on what work was accomplished 

and what they needed to do on their own time. This lead to our other challenge of dividing the workload 

evenly. Since there were three of us, we couldn’t count the tasks and cut the in half, but instead we had 

to look at the tasks, consider the workload of each one, and divide them up accordingly. We also had 

challenges of managing our time properly. 

 

Problem-Solving 
My group was able to overcome our challenges through problem-solving. For our scheduling issues, we 

set a specific time and place to meet. If we were unable to meet, we would make arrangements to meet 

at a different time or complete the work on our own. We stayed connected through text messages so 

we could let each other know what we completed or what needed to be done. 

 



The workload was divided as evenly as possible. The training manual we wrote was made up of different 

sections, so we counted them out and divided them evenly among us. We also did this with the 

document plan and the PowerPoint slides we used for our presentation. There were times when some 

of us could not contribute as much as the others had done, so we evened it out by offering to do more 

work in another area. This solution kept the workload as even as possible and allowed us to make up for 

the previous work we couldn’t do. 

 

For time management, we used our document plan to keep track of the tasks and milestones. We were 

able to see when they were due and judge how much time we needed to spend on each task. We 

decided that all of the work we had allocated for each of us to do had to be completed before our 

scheduled meetings on Mondays. 

 

Technology Evaluation 
 

Over the course of this semester, I had to make decisions on which technology to use for each 

Communication Problem. The decision making process seemed to affect the group project, 

Communication Problem 3, the most. Our options for the project were Microsoft Word Documents, 

Microsoft PowerPoint, Google Docs, Google Slides, and Prezi. We needed technology that would allow 

us to share information within our group easily, a place to keep all our information together, and we 

needed software that we were familiar with so we wouldn’t have to spend time learning something 

new. 

 

We ended up using Microsoft Word, Microsoft PowerPoint, and Google Docs. We decided to use Google 

Docs while brainstorming ideas and gathering information because changes made to the documents 

were instant and we could all see each other typing. This made it easy to build on each other’s ideas and 

communicate quickly. Everyone in the group had a Gmail account so we were all able to use it and share 

documents with each other. 

 

We used Microsoft Word for our final editions of the document plan and training manual. We all agreed 

that Microsoft Word was easier to format and had more appealing designs than Google Docs offered. 

We could easily share the documents through email, but changes were not as instant as we had hoped, 

but it was not an issue for the most part. 

 

We also used Microsoft PowerPoint for our presentation. Much like Microsoft Word, we felt it was 

easier to work with and offered better designs than Google’s presentation equivalent did. We could 

easily share it through email and changes could be seen almost instantly. We were all familiar with the 

software so we didn’t have any issues when creating the slides. 


