6

EMWA Professional Development Programme

How to manage your writing project– ensuring you provide what is wanted, when it is wanted, on budget (PTF29)
Professional techniques – Foundation Workshop
Duration - 3 hours

Alison Rapley –Freelance
Pre-workshop assignment

Objective

The objective of this assignment is to get you to think about your experience of managing projects, both good and bad, to enable us to build on this during the workshop.

Content

The pre-workshop assignment consists of a questionnaire relating to projects you have completed recently which must be returned to the workshop leader. 
Assessment criteria

There will be no formal assessment. You must complete the questions below and provide a copy to the workshop leader by the date specified. You should also bring a copy to the workshop and be prepared to discuss with other attendees during the workshop.
Instructions

Consider 2 recent writing projects you have been involved in and answer the questions below. If you are new to medical writing then use an assignment you have submitted as part of your academic studies or something similar. If the project is confidential please anonymise the content.
	Question
	Project1
	Project 2

	Who was the project for (type of client not actual name e.g project manager of a small biotech company)
	
	

	What type of document was it?
	
	

	Were you clear about what they wanted? If yes who provided the information in what format. If no what additional information was missing 
	
	

	Were you happy with what you delivered
	
	

	What could you have done better? (1 or more specific ideas)
	
	

	Were they happy with what you delivered?
	
	

	Was there anything you needed to do to amend your delivery before they accepted it?
	
	

	Did the document take the amount of time you expected? If not how much more or less time was needed 
	
	

	Were there any specific issues which caused you problems if so list them here. If there were no problems what do you think contributed to the success of the project.
	
	


Return your pre-workshop assignment to alison.rapley@gmail.com by Friday 22nd April.
Resources and materials

None
Time required

1 hour
EMWA Workshop Leaders Handbook Edition 2001
1

