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The class today

• Presentation 1

• Report 1 Assignment 

• Learning how to do Workplace writing

• 4pm: Guest speaker on advising government: 
Ziena Jalil, Senate SHJ consultant

• (If time) Team presentation preparation



PRESENTATION 1



Presentation 1: Tuesday 11 August 3-
5pm

Best practice in political management in your 
area/role: 

– Summary of what the area is about

– A summary of key theory

– Key empirical examples that illustrate the different 
theories

– A few best practice recommendations from the 
literature



Timing of the presentations

• Stick to the allocated time. 

– Presentation: x minutes

– Feedback: x minutes

• Why?

– Won’t get much time to make point to PM

– Good skill to learn 

• What happens if we go over time?

– Timer will sound to stop you 

– Then move onto feedback from me and your peers



Tips

• Text should be only brief, key points

– Avoid lots of detailed info

– The audience cannot absorb it

• Use images

– Pictures of the leader, polls or graphs 

– whatever illustrates the argument or a theory



REPORT 1 
ASSIGNMENT



Report 1: Best Practice in Political Management 

Deadline for 
submission 

Where 
submit

File 
type

Word 
limit

% worth 
of final 
mark

Friday 21st August 
4pm

(week 4)

Canvas Word 
or pdf

2000 30



Examples from past assignment - how 
to use them

DOs
Do use them to:
• Help you visualize what you have 

to do
• Understand how to use literature
• To be able to see what 

recommendations look like
• Understand how to present your 

work

DO NOTs
Do not use them to:
• As a role model – none are 

perfect
• Just copy 100% 

– Not least as they are excerpts and 
bits are missing

• To find the ‘one way’ to do things 
- they vary as there is more than 
one way to do these reports

• To use in debating the grades you 
get 
– Saying “but I did what the 

exemplars you gave us did” will not 
lead to an increased grade - each 
report/case is unique



Aim: 

• Write a summary of advice from existing 
academic literature that a political leader can 
consider to inform their development

• Read and review the literature, identifying 
from it principles for what makes best practice 
in the area

Task: Identify best practice in your area of political management, by critically 

analysing academic literature on theory and past practice to identify what to 

do/what to avoid.



Literature

• In reading lists for each political management 
team is available on canvas under files
– Core reading linked on tallis

– To get an A grade read widely and beyond tallis list

– Doing extensive reading for report 1 will make 
report 2-3 easier



Reports are all specific to your political 
manager team/area

E.g. 
• If you are on the Strategy Director then you will 

review literature on Political Strategy for Report 1 
– And you will analyse the use of political strategy by 

the political leaders for Report 2 and 3.

• If you are a crisis manager, then your report 1 will 
be a critical analysis of previous literature on 
political crisis management. 
– Then for Report 2 and 3 you will critique the use of 

Crisis management by the political leaders.



Content

• Create recommendations for practice or action
– Do not just describe the literature

• Turn theories, concepts into practical 
recommendations
– When reading the literature ask yourself what does it 

suggest should be done in practice? 

– Turn analysis of past behavior into recommendations 
for the future practice of politics

– Turn critique on problems into positive 
recommendations for the future 



Strategy – using theory

• What NOT to 
do – don’t just 
copy the 
academic 
model/theory



Branding - using theory

Turns theory into an action



Delivery – using theory



Communications - using theory

• Identifies key 
recommendations from 
literature

• Turns them into actual 
possible actions – things that 
can be done



Crisis – using theory



Strategy best practice 
recommendations



Branding best practice 
recommendations



Delivery best practice 
recommendations



Communications best practice 
recommendations



Crisis management best practice 
recommendations



Structure

• No set structure

• But organise to suit the reader – i.e. a political 
leader

– By key action areas

– Rather than ‘this theory and that theory’



Writing Style

• Workplace report writing

• Do not just write it like an essay

• Use concise and clear writing



Presentation Style

• Use a range of presentations tools and 
techniques.

• key points need to jump out of the page



Strategy presentation

What NOT to 
do – long 
paragraphs



Branding presentation

• Sub headings

• Lines

• White space

• Image related 
to empirical 
example given



Delivery presentation
• Subheadings
• Bullet points
• Relevant images
• Tables



Communications presentation

• Use of tables
• Short, succinct, action-

oriented language for 
recommendations

• Images of examples



Crisis management presentation

• Use diagrams
• Relevant images
• Bullet points
• Subheadings



Expected commitment

• This is a typical graduate course divided into 
three parts

• Each assignment needs 40 hours+

• Workplace writing involves re-drafting because 
of the presentational aspects



Word count: 2000

• References do not count towards the word 
count.

• No 10% plus or minus 

– The limit is the limit

– UoA does not = the government workplace

• 2000 not always a lot of words when you are 
collating and synthesising a range of literature

• Redrafting is needed 



Different stages to doing a report 
assignment

Potential time Activity

2+ days Reading literature and making notes

½ day Preparing presentation for class

½ day Brainstorming recommendations for best practice

1 day Writing first long draft

½ day Working on the presentation of the report

½ day Redrafting - cutting down and doing the presentation

2 hours Final redraft/polish



Assessment - Submission

The correct procedure to follow: submit 
electronically via Canvas before the deadline

All reports should be 
• A Word or pdf file
• Submitted electronically via Canvas (see links to 

assignments) before the deadline
– Any work submitted after the deadline will be marked 

as late and grade penalties will apply
– Extensions available as per normal policy – see syllabus 

re good/bad cause and evidence



Report 1 Feedback form



LEARNING HOW TO 
DO WORKPLACE 
WRITING



Think about your audience

• When writing for anyone, always consider and 
think about your audience

• Consider your readers expectations, 
characteristics, goals and context. 



Writing for the Prime Minister

NZ PMs Chief Press Secretary:
“the PM and ministers are very busy and have huge volumes of written 

material to get through”
“the PM meets many people every day and can't be across every detail 
of individuals, organisations and developing issues so it provides a fast 

way to get up to date”



Writing for the Prime Minister

• Reports are read:
– whilst walking 

– Just before a meeting

– in the car or plane

• Needs to be easy to read

• Key points need to jump 
out of the page

• Write it as if you are 
talking to them [the PM]



How do I do this?

1. Writing style
a) Cut words down - be succinct, to the point, and summarise
b) Simplify sentences - use plain English
c) Make them action oriented

2. Presentation style
a) Use range of devices to make it easier to read

3. Content style
a) Focus on producing recommendations for action

[Reports 2/3 – follow template]



Cutting words down
• Allow plenty of time for editing the material down to 2000 words and 6 

pages.
• Lose unnecessary extra words 

– eg, “in order to” → “to”, “due to the fact that” → “because”

• Get rid of qualifiers
– E.g. but there could also be this/you could also do that/this might also 

happen/it depends on lots of other things

Longer Shorter

The point I wish to make is that the employees

working at this company are in need of a much better

manager of their money (word count 26)

Employees at this company need a better money

manager. (New word count: 10).

After reviewing the results of your previous research,

and in light of the relevant information found within

the context of the study, there is ample evidence for

making important, significant changes to our operating

procedures. (word count 36)

After reviewing the results of your research, and within

the context of the study, we find evidence supporting

significant changes in our operating procedures. (New

word count: 25).

Examples of longer and shorter versions:



Exercise: Treasury Better 
understanding of living standards

Try to cut the material down

• Take one paragraph each 
– 8 in total, each group take 

adifferent one

• See how many words you 
can get it down to
– Rewrite and add up your 

word count

• Reflect on what words you 
can let go, and what you 
need to keep in

Target- word length Annette 
Keogh got it down to 

1. 18

2. 25

3. 15

4. 50

5. 16

6. 38

7. 35

8. 19



Make it simple

• Cut down the words in terms of complexity 
– standard academic writing can be wordy and slow to read, and is not 

appropriate for the fast-paced political workplace. 

• See the Paramedic Method at 
https://owl.english.purdue.edu/owl/resource/635/01/. 

• Key points are:
1. Circle the prepositions (of, in, about, for, onto, into)
2. Draw a box around the "is" verb forms
3. Ask, "Where's the action?"
4. Change the "action" into a simple verb
5. Move the doer into the subject (Who's kicking whom)
6. Eliminate any unnecessary slow wind-ups
7. Eliminate any redundancies.
8. Avoid jargon

https://owl.english.purdue.edu/owl/resource/635/01/


Make it action-oriented

Use (mostly) active voice: 

• Active:  John wrote the paper 

• Passive: The paper was written by John

Especially the recommendations:



2. Presentation styles
Use devices to highlight key points
• Bullet points
• Graphs, charts, diagrams, and tables 
• Images
• Very short paragraphs
• Bolding
• Sub headings 

– Help order and structure the material

• White space
• NB: don’t over use

– E.g. do not bullet everything, or bold 
odd words within sentances



Suggested re-drafting process

Draft 1
• Long detailed draft - focus on getting the content down

Draft 2
• Cut the content down to fit or get near the word length

Draft 3
• Improve the writing style so it is more comprehensible

Draft 4

• Make sure it is no more than 2000 words - if it is still over length, find and cut long sentances 
and phrasing

Draft 5
• Work on the presentation to make it more visually appealing

Draft 7
• Take a break and leave it alone for a while

Draft 8

• Go back and do one final read through to identify anything not clear or effective and refine if 
necessary



Exercise: in pairs or a group of 3 
discuss your report work so far

• Discuss any issues you’ve had with drafting 
report 1 so far

• Any questions you want answered about the 
other reports

• -> feedback whole group Q&A



GETTING ADVICE



Getting help

• Contact details
– Email j.lees-marshment@auckland.ac.nz

– Office: HSB Building 10 Symonds Street, Level 5, 
room 504

– Zoom personal meeting room: 
https://auckland.zoom.us/j/2669182503

• Student consultation appointments: Email in 
advance to book a time. 
– On campus best days will be Monday-Tuesday

mailto:j.lees-marshment@auckland.ac.nz
https://auckland.zoom.us/j/2669182503


Personal meetings for assignments via 
zoom

Book on canvas
1. Open Calendar (on the left in canvas)
2. Go to appointments (on the right)
3. Click on 'find an appointment'
4. Select course, press submit
5. View appointments
6. Click on your chosen time and press reserve’

NB: Book by 8am on the day



Reviewing draft work

We can:
• Share files via zoom chat 

or screen share
• Discuss questions you 

have
• Identify some areas for 

improvement

I cannot:
• Read the whole draft
• Pick up every potential area 

of weakness
• Tell you how to make it A+. 



REMINDER OF WHY 
THIS IS WORTHWHILE



Future focused teaching and learning
• You learn valuable workplace 

skills for getting, and doing, 
a job

– So many students now in 
work tell me how useful it was 
to do this kind of assignment

– Also get asked about it and 
tested on this during 
challenging selection 
processes



4pm: Guest speaker on 
advising government

• Ziena Jalil, Senate SHJ consultant



Team presentation 
preparations



Links to Sample Government Reports – NZ 
Government 2017 briefings to incoming ministers

Please note: none of these represent an ideal model to be copied 100%. Rather, they should help you 
visualise how you might present a report.

But each has strengths and weaknesses you should reflect on before copying or adapting.

• Link to multiple reports: https://www.beehive.govt.nz/feature/bims
• Ministry of Education 

https://www.education.govt.nz/assets/Documents/Ministry/Publications/Briefings-to-Incoming-
Ministers/BIM-26-September-2017-.pdf

• Tertiary Education Commission https://www.tec.govt.nz/assets/Reports/3cf112d979/TEC-Briefing-
for-the-Incoming-Minister-2017-Hon-Chris-Hipkins.pdf

• Minister for Climate Change https://www.beehive.govt.nz/sites/default/files/2017-
12/Climate%20Change%20%28International%29.pdf

• https://www.beehive.govt.nz/sites/default/files/2017-
12/Ministry%20of%20Social%20Development%20-%20Services_0.PDF (two page, very short, but 
good to see presentation devices at a glance)

• Finance https://treasury.govt.nz/sites/default/files/2017-12/bim-tsy-finance-oct17.pdf
• ACC https://www.beehive.govt.nz/sites/default/files/2017-12/ACC%20-

%20Accident%20Compensation%20Corporation.pdf

https://www.beehive.govt.nz/feature/bims
https://www.education.govt.nz/assets/Documents/Ministry/Publications/Briefings-to-Incoming-Ministers/BIM-26-September-2017-.pdf
https://www.tec.govt.nz/assets/Reports/3cf112d979/TEC-Briefing-for-the-Incoming-Minister-2017-Hon-Chris-Hipkins.pdf
https://www.beehive.govt.nz/sites/default/files/2017-12/Climate%20Change%20%28International%29.pdf
https://www.beehive.govt.nz/sites/default/files/2017-12/Ministry%20of%20Social%20Development%20-%20Services_0.PDF
https://treasury.govt.nz/sites/default/files/2017-12/bim-tsy-finance-oct17.pdf
https://www.beehive.govt.nz/sites/default/files/2017-12/ACC%20-%20Accident%20Compensation%20Corporation.pdf

