GRAMMAR (16):  Activity

Consider the following job description from a vacancy announcement for an advertised position working for a federal agency. Evaluate the clarity and style of the job description. In what ways is it effective, and in what ways should it be improved? Revise the advertisement, taking into consideration your textbook’s discussion of style in technical communication. 

DUTIES AND RESPONSIBILITIES: Provides management advisory services to all levels of management for situations requiring extensive analysis in which the nature and scope of the personnel issues are complex. Performs systematic studies to identify long- and short-term personnel needs of the organization. Oversees development of qualification standards and recruitment. Renders position management advice for the purpose of establishing and maintaining a sound and economical position and structure. Provides authoritative technical assistance and solutions to problems referred by other personnel specialists. 

(Ch. 16) Style in Technical Writing 

Activity 1: Job Description: Editing and Revising for Style and Clarity
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