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Introduction 
 
This free pdf download describes a composition assignment that I have used successfully during 
my years of teaching at Ohio University. 
 
Other teachers are welcome to download and read this pdf file and decide whether this 
assignment will work in their classes. 
 
The pdf file is divided into two main sections following this brief introduction.  
 
First is a description of the assignment. Of course, teachers can modify the assignment as they 
wish.  
 
Following that is are examples of on-the-job writing interview reports written by students. 
Teachers may print them and use them as excellent examples for their students. One way to get 
good writing from students is to show them good work written by other students. Of course, the 
students who wrote the memos that appear in this pamphlet own the copyright to what they have 
written. I thank them for giving me permission to use their work in this pfd file. 
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Short Memo Assignment: Interview About On-the-Job Writing 
 

Interview a person who does the kind of writing that you will do later on the job. For example, if 
you plan to teach English to high school students, interview a high school English teacher. If you 
plan to work in a chemistry laboratory, interview a chemist who works in a laboratory. If you 
plan to sell farm machinery, interview a person who sells farm machinery. Ask the person these 
questions: 
 

1. How much time per week do you spend writing on the job? 
 
2. What kinds of writing do you do on the job? 
 
3. How important is it to be able to write well in your job? 
 
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
 
5. What advice would you give a person who is currently taking a course that is intended 
to prepare him or her to write well? 
 

Be sure to ask these questions, but feel free to think of additional questions to ask; for example, 
if the person you are interviewing does a lot of writing each week, you may want to ask this 
question: How do you handle all the writing in a week so you don’t feel overwhelmed? Or you 
could ask: What is unique about writing for your job? Other possible questions: 
 

• Optional: What is an example of something that you have written recently that has 
resulted in effective action? 
 
• Optional: About your profession, what do you know now that you wish you had known when 
you started? 
 
• Optional: What kinds of papers should I have in my writing portfolio to show 
prospective employers? For example, if I have a Set of Instructions in my portfolio, what 
would be some good topics for that Set of Instructions?  
 
• Optional: How can I improve my writing? 
 
• Optional: Which mistakes in other people’s writing really bother you at work? 
 
• Optional: What are the top three skills needed to be successful in this career?  
 
• Optional: What are some typical mistakes in communication made by people who are 
new to the job? 
 

Write a short memo in which you report on the results of your interview. Use the memo format, 
and direct the memo to your teacher. In the introduction, tell me whom you interviewed and 
why. In the body of the memo, list the questions you asked and summarize the answers you 
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received. As a result of interviewing someone who works in the career field that you would like 
to have a job in, you will learn about the writing that you are likely to do later on the job. 
 

Dashes and Hyphens 
 
Interview question number 4 above uses dashes. Please be aware that dashes and hyphens are 
different. A hyphen is shorter. 
 
 Dash — Hyphen - 
 
To make a dash on a Macintosh, simultaneously press these keys: shift—option—hyphen. 

 
If you can’t figure out how to make a dash on your computer, use the Help menu. If that doesn’t 
work, use two hyphens to represent a dash. 
 
 Dash -- 
 

How Do I Interview People? 
 
Often the best way to gather information you need for an on-the-job communication is to talk 
with someone who has special knowledge of the topic or situation you are writing about. For 
example, if you are a reporter writing about sports, these are two good sources at Ohio 
University: 

 
• Eric Wagner: a sociologist, Dr. Wagner understands much about the Sociology of 
Sports. 
 
• Charles Alexander: a historian (another Charles Alexander is an engineer), Dr. 
Alexander has a deep knowledge of the history of baseball.  
 

Guidelines For Interviewing 
 
Before the Interview  
 
1. Choose a helpful, informative person to interview. 
 
2. Plan the interview. 
 
•  Contact your interviewee in advance to arrange a time and a place for your meeting. (You can 
 also arrange a time for an interview over the telephone or interview someone by using e-mail.) 
 
•  Before going to the interview, review the goals of your communication so that you know 

exactly what information you need. 
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3. Write your questions ahead of time. 
 
•  Before going to the interview, plan the questions you will ask—and write them down. 
 
•  See the Interview Report Assignment in this section for some good questions to ask at the 
 interview. Of course, you may ask additional questions of your own choosing. 
 
4. Avoid questions that invite a yes-or-no response. 
 
During the Interview 
 
1. Let the interviewee do most of the talking. 
 
2. Try to keep the conversation on the topic of your interview. 
 
3. Even if you are tape-recording the interview, take notes. 

 
4. Throughout the interview, watch the time. 
 
After the Interview 
 
1. Thank the interviewee for his or her time. 
 
2. If appropriate, write a short thank-you note in addition to thanking the interviewee verbally. 
 
 
SAMPLE INTERVIEW REPORTS 
 
See the following pages. 
 
 
Note: When you write the Interview Report, put the questions in bold to keep your 
communication from looking too grey. 
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To: David Bruce 
From: Kris Bader  
Date: February 8, 2010 
Re: On-the-Job Writing Interview Report 
 
For my interview, I chose to interview my father, David Bader. He is Senior Vice President and 
one of five partners for his architecture firm, KA Inc. One day I hope to be as successful and as 
accomplished as my dad, so I really wanted to interview him and learn about his opinions on 
writing in the workplace: 
 
How much time per week do you spend writing on the job? 
On average I would estimate 40% to 50% of my time is dedicated to some form of writing. 
 
What kinds of writing do you do on the job? 
I write many proposals, business letters, marketing articles, project evaluations, contracts, 
specifications, and internal business administration letters. I also contribute to board and 
shareholders meeting minutes and numerous emails.  
  
How important is it to be able to write well in your job? 
Written communication and documentation of events is critical in today's business world. Having 
the ability to write is more important than being able to design or draw a building a landscape or 
master plan. 
 
Are communication skills (whether written or oral) important for people who want raises 
and promotions? 
Communication is what makes our business work. Employees who utilize these skills will excel 
in the business world, as you need to be a good listener and be able to communicate at every 
level of a project both in written and oral presentations.   
 
What advice would you give a person who is currently taking a course that is intended to 
prepare him/her to write well? 
Focus on being able to get to the point in your written communication using proper grammar and 
spelling.  
 
Which mistakes in other people's writing really bother you at work? 
My biggest problem is people’s inability to write a concise business letter.  
 
What are the top three skills needed to be successful in this career? 
Writing in our business (Architecture) requires a lot of knowledge of facts and process. Being 
able to put that information on paper requires the writer to be able to communicate his vision in a 
clear, unclouded method. Therefore I believe the skills needed are the ability to focus your 
attention to the entire process, which includes the written concise documentation of all 
information, direction and decisions. Being confident in your abilities to communicate utilizing 
proper grammar and spelling is another important skill. Lastly being able to take the essence of a 
verbal communication and put it into a written form that becomes the agreement by which you 
do your job.   



 

To: David Bruce                                                                                                                              
From: Jake Chapman   
Date: October 13, 2009                                                                                                                     
Re: Interview for On-the-Job Writing 
 
I interviewed a family friend, Bob Sipkins, about on-the-job writing. He is a former lawyer, who 
now writes for lawyers. Bob worked as a Minnesota trial lawyer as a partner and founder of 
Bernick and Lifson. He graduated from Vassar College in 1974, and later graduated from 
William Mitchell College of Law in 1979. I interviewed Bob because I am interested in US Law, 
and may pursue a career as a lawyer. I asked him these questions regarding on-the-job writing: 
 
How much time per week do you spend writing on the job?                                                       
Approximately 50% of my time is devoted to writing letters or drafting litigation documents. 
 
 What kinds of writing do you do on the job? 
Roughly half my written stuff was ‘objective’—drafting Complaints (to initiate a lawsuit) or 
Answers, or responding to discovery requests that seek information on the claims/defenses. The 
other half was more subjective, writing memoranda for motions or briefs for appeals to a higher 
court, which require being persuasive and making an intelligent argument. Letters to clients and 
other lawyers could fall into either category. 
  
How important is it to be able to write well in your job? 
Critical. Being an excellent trial lawyer requires first-rate communication skills, both written and 
oral. When I see mediocre written work, I know I can win a case because the other lawyer is 
either not that smart or too lazy to work on his/her written product. The quality of one's work 
sends a signal to both the other side AND to the judge.  
  
Are communication skills—whether written or oral—important for people who want raises 
and promotions? 
Raises and promotions? In most law firms, a litigator who doesn't write well won't get very good 
performance reviews. Now, there may be other virtues that cause the firm to give a big raise or 
promotion—like billing a huge number of hours or bringing in a big client or big case. The old 
adage is that every law firm has ‘finders, minders and grinders.’ Not everybody has the same 
personality or skill base. 
  
What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
My advice today is the same as it was when I used to teach young lawyers how to practice law 
and write well. TWO RULES: THINK and PROOFREAD. One needs a gameplan before doing 
good legal writing (memoranda and briefs). It is equally important to proof what you’ve written, 
both to check for typos, spelling, punctuation, etc. and to make sure it reads well and makes 
sense. I still review all my work several times to make sure it meets these standards before I 
forward it to the people who hired me.  
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Which mistakes in other people’s writing really bother you at work? 
I used to get p*ssed off when my associates didn't follow those rules and I would read something 
that was sloppy, either because it didn’t make sense or because of typos, etc. That would extend 
down to simple letters to other lawyers. I would emphasize that every written document from our 
office creates and leaves an impression with whoever is on the receiving end. 



 

To: David Bruce 
From: Joe DeMarco  
Date: 2/9/10 
Re: Interview for On-the-Job Writing 
 
For the On-the-Job Writing Interview, I decided to interview my father, Joe DeMarco.  He is the 
VP of Sales for New World Pasta, which is a pasta and rice manufacturing company.  I chose to 
interview my father because I have recently received a job offer from a food broker, Acosta 
Sales and Marketing.  The position I have been offered is a two-year Leadership Development 
Program that consists of marketing, sales, and retail training.  I believe my father’s many years 
of business experience will benefit our discussion and I know he will give me the straight 
answers that I am looking for.  I asked my father the following questions regarding on-the-job 
writing: 
 
1. How much time per week do you spend writing on the job? 
  
I typically spend 50% of my time at work writing, which involves writing emails, presentations, 
and memorandums.  Writing is an essential everyday task that involves dedication and 
commitment.  
 
2. What kind of writing do you do on the job? 
 
My writing consists of writing emails, presentations, and memorandums throughout the 
company.  I typically don’t have to write customer follow-ups, but on occasion, I have to write 
for a larger customer account. 
 
3. How important is it to be able to write well in your job? 
 
Being able to write well in my job is extremely important.  Good communication is critical in 
business among customers and co-workers.  Communication is much faster today than it has 
been in the past, and needs to be performed quickly and efficiently to expect results.   
 
4. Are communication skills, whether written or oral, important for people who want raises 
and promotions? 
 
Of course, communication with customers and different functions of the organization is very 
important.  If you are unable to effectively communicate, then you won’t be able to advance in 
your career.  
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
 
I would recommend you write clearly and precisely.  Be able to quickly get to your point and 
allow the reader to understand what you are trying to communicate.  I recommend you write with 
a reader-based writing style where you focus on how the  
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reader would interpret your message.  Also, have a process for your writing where you need to 
state the purpose, the due date, and the details of where/when/why/how. 
 
6. Which mistakes in other people’s writing really bother you at work? 
 
What bothers me the most at work is when people attempt to hold long back-and-forth 
conversations through email.  It bothers me when some people can’t just simply call the person 
for longer discussions instead of filling an email’s inbox. 
 
7. What is unique about writing for your job? 
 
Presentation skills are needed for my particular job.  I am constantly developing presentations for 
customers and senior management.  These presentations require a lot of time and effort, but are 
very essential to the sales team and customers. 
 
 
 



 

To: David Bruce 
From: Zach Ellenberger 
Date: October 24, 2010 
Re: Interview about On-the-job Writing 
 
I spent this past summer working as event staff for PromoWest Productions in Columbus.  As a 
communications major with an interest in music, I interviewed my former co-worker and close 
friend Michael Hunter who is the Promotions Coordinator for PromoWest.  I had the opportunity 
of working closely with him and learning much about his responsibilities as the Promotions 
coordinator. 
 
1. How much time do you spend per week writing on the job? 
 
In a 40-hour week, I do about 15 hours a week of writing.  Most of it is typed on my computer, 
but some of it is also handwritten, so it’s a nice blend of both. 
 
2. What kinds of writing do you do on the job? 
 
Well, like I said before I do mostly email.  Most of my communication with other businesses or 
bands is done through emails.  My main source of communication with interns is through 
texting, so that is type as well.  But I also do a lot of handwriting within the company like writing 
job lists for interns, writing daily objectives, and taking notes at staff and marketing meetings.  
One of my responsibilities is to change the marquee on the venue.  It doesn’t exactly involve a 
physical writing ability, but it requires the use of grammar and writing techniques. 
 
3. How important is it to be able to write well in your job? 
 
Very, very important!  A key factor of marketing is spelling and grammar.  Companies will get a 
lot of heat if someone should notice that a band’s name was misspelled or if a flyer advertised 
incorrect information.  I work closely with the creative assistant to make sure that never happens.  
We constantly review tour information to make sure everything is right.  In our business, a 
mistake on a flyer can warrant fines from bands. 
 
4. Are communication skills—whether written or oral—important for people who want 

raises and promotions? 
 
Absolutely.  In my job, I interview interns and review resumes on a daily basis.  It’s my job to 
find loyal, hard-working people to promote my company’s name.  But part of that requires them 
to be well versed in their grammar.  If interns don’t write well, it can be a strong indicator of 
their personality and whether they’ll succeed or not.  Why should I pay someone more when they 
can’t even spell “promotion”… and it happens. 
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5. What advice would you give a person who is currently taking a course that is intended 

to prepare him or her to write well? 
 
Most importantly, know your audience.  Cater to them as well.  When interviewing, I try to make 
it a point to keep in mind that the interviewee is a person.  That being said, you want to be the 
kind of person whom I feel like I can get along with and can contribute to the company.  It shows 
in your writing all the time.  Also, put the effort into standing out as an individual, being creative 
and taking the initiative to push company limits.  And don’t forget grammar, grammar, grammar. 



 

To:  David Bruce 
From:  Jessie Fannin  
Date:  October 9, 2007 
Re: Interview for On-the-Job Writing 
 
I interviewed my mother, Monika Fannin, about on-the-job writing. She is a Massage Therapist 
who specializes in Chronic Pain. Massage therapy is somewhat similar to physical therapy, in 
which I plan to make my career, so this information should be beneficial to me. I asked her these 
questions regarding on-the-job writing: 
 
1. How much time per week do you spend writing on the job? 
I spend about ten minutes per patient, and the number of patients varies from week to week. In 
special cases where a referral is made to a chiropractor or an insurance company, I will need to 
write a SOAP note, so that will lengthen the time spent writing for that specific patient. 
 
2. What kinds of writing do you do on the job? 
I record clinical information on my patients before and after performing their massage. Before 
the massage, I record their complaints, current problems, special requests, or anything I pick up 
on during the clinical interview. After the massage, I add further notes as to what I found upon 
actual palpation of their musculature, as well as my treatment and any instructions I may have 
given to the patient. 
 
These notes may have to be transposed into a SOAP note and submitted to insurance if requested 
(mostly Worker’s Compensation claims), to a court of law if the patient is in litigation, or to a 
chiropractor or physician if the patient is referred on. A SOAP note consists of the following: 

 
S - Subjective  
Statements made by the patient about how he or she feels and the details of how any 
accident or injury may have occurred. This information should include the date of injury, 
place of injury, and if any popping, clicking, weakness or other sensation was felt.  
 
O - Objective  
Statements made by me stating how the patient looks including obvious deformity, 
swelling, bruising, palpable muscle tension, palpable scar tissue, palpable trigger points 
in the muscles, etc. If possible, the individual muscles involved should be named (i.e., 
palpable fibrous tissue was found overlying the rhomboid muscles). I do also give an 
overall statement about how the massage proceeded and what I found upon palpation or 
massage of muscle groups. I go on from here to explain the various treatment massage 
techniques that were given to each area.  
 
A – Assessment  
Statements made by me after the massage of my findings about the condition of the 
patient (i.e., patient has rigid musculature of his neck after automobile accident). 
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P - Plan  
Statements made here would include when the next massage was to be scheduled, any 
suggestions given to the patient such as icing, elevation, etc., as well as any comments 
the patient may have as they leave. This helps tell me for the next visit what 
strengthening, stretching or other things the patient may have been working on and how 
this has helped their problem.  
 

3. How important is it to be able to write well in your job?  
It is extremely important. My patients return for continued treatment of a specific problem or 
perhaps multiple symptoms such as in the case of fibromyalgia. My writing should be extremely 
accurate so that correct payment for a specific problem may be paid or a physician or 
chiropractor may get a clear picture of what I saw when caring for the patient. Many times an 
insurance company simply wants to know if the patient had an increase in pain and palpable 
findings after an auto accident, or if when you saw him or her prior to the accident no symptoms 
were present in the area of question. 
  
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
Absolutely. You may be a good practitioner of massage, but if you communicate poorly to your 
patient (i.e., talk too much, inappropriately, or not at all), then he or she may not return for 
additional massage therapy or report to the referring physician that you seemed uninformed or 
unprofessional. My raises and promotions are on the basis of customer and referring physician 
satisfaction and continued referral of new patients. If my written and oral communications are 
presented in a clear, concise, and professional manner, that is a direct reflection on my education, 
experience, and overall skill as a massage therapist. Many times, a patient will return not because 
they have continued pain, but because you listened to them. Listening is also a very important 
communication skill. Focusing entirely on the patient is extremely important. I see a patient for 
over an hour, so I see them longer than any other medical practitioner in their life. I must be very 
careful also to obey all Ethical Codes and Practices.  
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
Focus on detailing your communication in a way that cannot be easily misunderstood. Don’t 
generalize; be specific. Name the muscle or muscles you are referring to, not just “upper arm.” 
Use good sentence structure and perfect spelling. Be professional and to the point.  
 
6. Which mistakes in other people’s writing really bother you at work? 
I do not deal much with the writings of other people in my current line of work. However, in my 
past while working at a hospital, my biggest gripe was with run-on sentences, the misuse of 
commas, and spelling mistakes.  



 

To: David Bruce 
From: Jaclyn Goddard  
Date: October 8, 2008 
Re:  On-The-Job Writing Interview 
 
I interviewed my aunt, Mary Rowe, about on-the-job writing. Mary’s job title is Chief of Staff, 
ACS Inc., Human Resource Outsourcing. While she used to be involved in finance and has held 
many financial jobs in her career, she is currently working in administration. As Chief of Staff, 
she reports to the Executive Managing Director, HRO, and serves as his support for both internal 
administration and operations strategy. I hope one day I can be just as established in my career, 
so her answers to my questions should be very beneficial. I asked Mary the following questions 
regarding on-the-job writing: 
 
1. How much time per week do you spend writing on the job? 

 
I spend at least 50% of my time writing on the job. 
 
2. What kinds of writing do you do on the job? 

 
I do a lot of writing with the preparation of: 

• slide decks and presentation materials, 
• organizational announcements, 
• bi-weekly newsletters for employee population, 
• weekly business summaries for escalation to corporate management, 
• instructions for various internal processes, 
• summaries of analytical and statistical material, 
• back up documentation to support award requests, and 
• numerous emails to colleagues, managers, vendors, etc. to advance day-to-day projects. 
 

2. How important is it to be able to write well in your job? 
 

Writing skills are critical to the performance of my job. 
  
4.  Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
 
Yes! Communication skills are important for anyone who wants to be successful in their work.  
Good communication skills allow an employee to not only deliver a work product, but convince 
others of its value and relevance. Good communication skills allow an employee to effectively 
and efficiently work with colleagues to produce quality results within strict timeframes. Good 
communication skills are an advantage to those who want to express their career aspirations and 
expectations to upper management. An employee is more likely to be rewarded with additional 
compensation and more responsibilities if he/she can communicate the value of their deliverables 
to both subordinates and higher levels of management.   
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5.  What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
I would suggest the following advice: 
 

• Think of your audience and consider what information they really need.   
• Reflect on the communication style of someone you enjoy or respect. Try to incorporate 
the aspects of their style that appeal to you.   
• Remember that different situations require different communication styles. The 
approach you use to make a business proposal will differ from the approach you use to 
email a colleague to facilitate a meeting. 

 
6.   What is an example of something that you have written recently that has resulted in 
effective action? 
 

1. I recently delivered a PowerPoint presentation that explains our upcoming 
reorganization, the reasons for the change, the next steps, and my manager's 
expectations. It was considered a great "kick off" for a very significant change in our 
group.  
 
2. My executive managing director needed to communicate his expectations about the 
goals and objectives his managers incorporated into their bonus plans. I drafted his 
communication and included specifics and back up explanations. We completed our 
bonus planning and documentation with quality based on these instructions and this 
communications.  
 
3. Our managers needed to complete their merit increase planning for their employees 
last month. I wrote a communication about the process steps, timing, and explanation of 
our compensation philosophy. We were able to effectively and timely deliver the 
planning because the team had the information they needed to quickly get it done.  

 
7.   What are some typical mistakes in communication made by people who are new to the 
job? 
 
Young professionals often find it difficult to remove emotion from their communications (oral 
and written). Business communications are better delivered and respected when they are focused 
on facts, analytics, process steps and specific deliverables....not on feelings, frustrations, or 
ambiguous requests. 
 
Someone new to a particular job or role may also fail to adjust their communication style for 
their audience. The way we talk to or solicit information from our managers may differ from 
how we work with peers. Our communication style may also differ from person to person based 
on their individual preferences.  
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If you are new to your role, it can be overwhelming when asked to communicate about particular 
deliverables. When you are still gaining competence, you may find it difficult to communicate 
about the work you don't fully understand. You will learn a lot about your job by forcing 
yourself to explain an aspect of it to another. 
  
8.   What are the top three skills needed to be successful in this career?  

• Communication Skills- and the ability to vary communications by audience and 
situation 

• Business Analysis-and the ability to use numbers, metrics, and anecdotal information to 
make recommendations and decisions 

• Extensive Knowledge- of how our particular industry, line of business and team 
operates.  



 

To; David Bruce	
From: Amanda Harrell	
Date: February 7, 2011	
Re: Interview for On-the-Job Writing 
	
I chose to interview Dr. Richard Morman.  He is a primary care physician, as well as the 
physician my family sees most regularly.  Although I am not particularly interested in becoming 
a primary-care physician, I plan on pursing a medical career with regular patient interaction.  
	
1. How much time per week do you spend writing on the job? 
	
I spend as much time writing on the job as I do meeting with patients.  Each appointment is 
between ten to twenty minutes, and the number of patients varies each week.  When a patient 
makes an appointment for a referral to another doctor or for an insurance request to receive 
surgery or special care, the amount of writing will increase.  Insurance companies require a large 
amount of paperwork to be completed to make sure the person is receiving the proper medical 
assistance.  
	
2. What kinds of writing do you do on the job? 
	
Most of the writing completed on the job is filling out patients’ charts and writing prescriptions.  
In order to properly keep record of a patient’s medical history, I have to ask diagnostic questions 
relating to their symptoms and reasons for the appointment.  All symptoms and changes to 
health, as well as changes in prescriptions, must be recorded accurately.  Often, I must complete 
physical evaluations for students to partake in sporting activities.  
	
When pharmaceutical representatives come into the office, they may require paperwork to be 
completed.  Also, paperwork must be completed when a patient needs assistance with insurance 
claims, like I mentioned previously.  
	
3. How important is it to be able to write well in your job? 
	
Being able to write well in my job is important.  All recorded information must be accurate and 
up-to-date to prevent any risks of harm to a patient.  Upon each patient’s return, I have to review 
my previous notes before offering any treatment to prevent possible allergic reactions or 
complications.  If the notes taken during previous appointments aren’t clear and concise, errors 
are possible.  
	
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
	
Being able to communicate orally and through written communication are extremely important.  
If you are unable to communicate clearly with the other people working in the practice, or with 
other doctors who work with your patients, the results could be fatal!   
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By being able to communicate well both written and orally, you will be able to improve 
treatment of patients and confusion in the office will be avoided. Satisfied patients and staff lead 
to raises and promotions. 
	
Another important form of communication is being able to listen.  You must always listen to the 
patients’ concerns no matter how much of a hurry you are in, or if you think the patient is 
wrong.  Listening to the patient can help reveal important information to make the most accurate 
diagnosis. 
	
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
	
My biggest piece of advice is to focus on writing clearly and making sure your thoughts and 
ideas come across on paper as they do in your head.  This is crucial in the medical field to avoid 
a lot of unnecessary errors.  Also, you should focus on accurate spelling since a lot of medical 
and drug terminology can be extremely long or difficult to spell. 



 

To:  David Bruce 
From: Ryan Kowalewski 
Date:  April 28, 2010 
Re: On-the-Job Writing 
 
For the on-the-job interview I interviewed my finance professor, Sam Ghosh. Professor Ghosh 
teaches several different finance courses currently and used to work as a financial advisor for 
PriceWaterHouseCoopers. Both of these jobs are relevant to me since I plan to work as a 
financial advisor for many years before I hope to teach accounting or finance at a university. 
Here are five important questions I asked Professor Ghosh concerning his work as a financial 
advisor: 
 
1. How much time per week did you spend writing on the job? 
It depends on what I was working on during any given week. If I was busy crunching numbers 
and calculating how much a deal was going to cost, I may write only 2 or 3 hours a week. On the 
other hand, some weeks I spent replying to emails and business letters trying to talk clients into 
letting me work for them.  I spent 4-6 hours writing during these weeks. 
 
2. What kinds of writing did you do on the job? 
Most of my writing was directed towards potential clients whom I could assist with financial 
advice. These clients would typically contact several firms to find which one would help best 
serve them. My letter was the major factor that influenced whether clients would meet with me 
or take their business elsewhere. I had to carefully write these letters since my boss would 
sometimes request to see what I was sending to clients. 

 
3. How important is it to be able to write well in your job? 
Very important since my letters determined how much work with clients I would be rewarded 
with. If clients were not impressed with my letter, I would not be able to meet with them to 
provide them with my financial advice. 
 
4. Are written and oral communication skills important for people who want raises and 
promotions? 

Yes, because if my boss did not think my writing was up to the appropriate level, it would really 
hurt my chances of earning a pay raise or being promoted. If my writing could not attract 
potential clients, it did not matter how well I served as a financial advisor. 

 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 

 
Take these classes seriously. Writing is an important skill that takes time to develop. The only 
way you can become a better writer is to practice and really listen to the feedback you receive 
from others. 
 



 

To: David Bruce 
From: Mike McGann 
Date: October 11, 2009 
Re: Interview for On-the-Job Writing 
 
I interviewed Dave Smith, a Senior Financial Advisor at the United Bank of Switzerland, or 
UBS. UBS is a financial services company which focuses on managing private wealth assets. I 
hope to eventually become a Senior Financial Advisor, so I feel that interviewing Mr. Smith will 
give me a good idea as to how much and what kind of writing one does when they are a 
Financial Advisor. These are the questions I asked him about on-the-job writing: 
 
1. How much time per week do you spend writing on the job? 
It all varies from week to week. Sometimes I won’t have much to write at all. Other times, I can 
spend most of the day writing reports on possible investments for a particular company or 
individual. These reports are then turned into presentations, which also can involve a great deal 
of writing. 
 
2. What kinds of writing do you do on the job? 
Again, it varies quite often, but it includes: 
 

• Investment or security reports 
• Investment or security presentations 
• Company announcements 
• Daily company communications via email 
• Spreadsheet and statistical software packages used to analyze data 
• Writing forms for the Securities and Exchange Commission regulations 

 
3. How important is it to be able to write well in your job? 
As a Financial Advisor, it is extremely important to know how to write well. My job is to 
convince clients that we have found the best way to invest their money. In order to convince 
them, our reports and presentations must be put together very well so they are convincing. It is 
also very important when talking to potential clients because you are trying to convince them 
that they should trust our company with their money. If the report or presentation is not as good 
as it can be, don’t count on getting that client. My particular job title is paid commission only, so 
it’s even more important.  
 
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
Financial Advisors deal with people on a day-to-day basis. Your ability to communicate with 
other people is crucial. The only way someone will get a raise or promotion is by bringing in 
new clients. As I said before, this is no easy task. Your reports and the way that you present them 
to potential clients hinges on your interpersonal skills. 
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5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
Take as many writing classes as you can throughout college. You may not think it is very 
important, but that is what separates the good advisors from the great. Writing is a skill where 
many people struggle and knowing how to write in the workplace can do great things to your 
career.  
 
6. What are the top three skills needed to be successful in this career? 
The three most important things needed to be successful in this career is first and foremost a 
college degree. You can’t do much in this business without a degree. It helps to have a degree in 
finance, economics, or some type of business degree. However, it is not necessary. We have 
Financial Analysts and Advisors who have degrees in English and History. The next important 
thing to have is a solid set of interpersonal skills. As I mentioned before, I don’t get paid unless I 
convince clients that they should let me manage their money. I will be successful only if my 
interpersonal skills are good enough to where the client trusts me and my plan for their assets. 
The third skill is having a good understanding on the things that affect the economy such as 
money markets, interest rates and investing.  



 

To:  David Bruce 
From:  Peggy Metzger  
Date: October 6, 2009 
Re:  Interview for On-the-Job Writing 
 
For the on-the-job interview, I contacted my sister, Susan (she prefers Susie) Daughenbaugh. 
Susie works as a Quality Assurance Manager (QA) at Reiter Dairy, LLC in Springfield, Ohio. I 
know this isn’t close to Veterinary medicine, but if for some reason I fail to get my veterinary 
degree, I will at least have a degree in Biological Sciences, and this is something I could do with 
that degree. So, this information can still be quite useful to me. I asked her these questions 
regarding on-the-job writing: 
 
1) How much time per week do you spend writing on the job? 
I really don’t want to do the math, but in the course of an 8-hour work day, I am writing 
anywhere from 4 to 6 hours. 
 
2) What kinds of writing do you do on the job? 
Most of the time, when I am writing things at work, they are directional and inquisitory emails. 
These are either getting sent to my superiors to find out the information I need for other things I 
am doing, or they are to my workers to find out results of tests or other information. I, also, write 
many of the procedures and policies along with doing charts and flow diagrams for my meetings. 

 
3) How important is it to be able to write well in your job? 
Very! I send e-mails because I don’t want to waste my time running out into the plant to find the 
person, and if I don’t word the question right, then that confuses the reader. So they then, either 
have to waste time in finding me, or send me an e-mail back asking for clarification.  Then I 
have to send them one back, and so on and so forth. So, a well-written e-mail can save time, and 
keep the frustrations of both parties to a minimum. 
 
4) Are communications skills—whether written or oral—important for people who want 

raises and promotions? 
Yes, especially if you are going to have people under you. If you are unable to communicate 
effectively and concisely, then your people will find it hard to follow your directions. 

 
5) What advice would you give a person who is currently taking a course that is intended 

to prepare her to write well? 
The best advice I can give is to write clearly and concisely.  Also, good grammar is very helpful 
in landing the job, let alone keeping it. 
 
6) What is unique about writing for your job?  
In my job, I would have to say the most unique writing I have to do, and love to do, is being able 
to describe physical things, and physical applications in a written manner. Being able to write up 
tests that are to be run on the product and not be questioned over it. 
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7) How can I improve my writing? 
When writing directions, e-mail, or any correspondence really, just be as clear and concise as 
possible. You want a total idiot to be able to look at the directions, read them, and be able to 
perform whatever task you need them too. 
 
8) Which mistakes in other people's writing really bother you at work? 
I absolutely hate people who give unclear statements, or requests in their e-mails/ 
correspondences. My old boss used to send me e-mails that would ask me to get her a file. I 
would have to send one back, asking what file she needed. She would respond with a topic, and I 
would still need it narrowed down more, to a test, or a run for example. We would have to keep 
sending e-mails back and forth, or I would get fed up enough to just leave my office, to go talk to 
her to figure out what she needed exactly. It drove me crazy and was a total waste of her and my 
time! 
 
9) What skills are needed in you job to be successful? 
In my job you need to be able to give clear directions. You need people to understand them the 
first time, not the sixth time reading them through.  Along with giving directions, you also need 
to be able to read and execute directions from others. You also need to be able to communicate 
your thoughts, and the processes effectively, not confusing the people, even though it makes 
perfect sense to you.  
 
 



 

To: David Bruce 
From: Kristin Nieto 
Date: November 5, 2008 
Re: Interview for On-the-Job Writing 
 
I interviewed one of my former professors, Dr. Sally Marinellie, about on-the-job writing.  Dr. 
Marinellie is a Speech and Language Pathologist and teaches Language Development to 
Hearing, Speech, and Language majors.  I am a Hearing, Speech, and Language major and I plan 
to pursue my future career as a Speech and Language Pathologist.  I asked Dr. Marinellie the 
following questions about on-the-job writing: 
 

1. How much time per week do you spend writing on the job?  
 
It really varies with respect to what I have going on with my research.  For example, over the 
summer all I did was write research manuscripts--about 6 hours per day.  During the regular 
academic quarter, that goes down because of all the other responsibilities such as teaching 
and committee work.  I would say that, on average, I write about 5-10 hours per week during 
the regular academic quarters.  
 
2. What kinds of writing do you do on the job?  

 
Mostly, I write papers that describe experimental studies that I have done (i.e. manuscripts) 
in the hope that a journal will accept that paper for publication.  I also write research grants 
in order to get money to do more research.   
 
3. How important is it to be able to write well in your job? 

 
Extremely important because research is conducted in order to disseminate the results.  In 
doing so, you must be able to write clearly and efficiently.  
 
4. Are communication skills--whether written or oral--important for people who want 

raises and promotions? 
 

Yes, very important.  
 
5. What advice would you give a person who is currently taking a course that is 

intended to prepare him or her to write well? 
 

1. When you are stuck, just get something down on paper.  You can always revise.  
2. Always, always proofread carefully.  In doing so, read your work out loud (not silently).  

You’ll notice more mistakes that way.  
3. Know exactly who your audience will be and write to their level/background knowledge.  
4. Do not write like you talk.  Writing is more formal.   
5. Make every word count.  
6. Go back and re-learn 8th grade grammar (e.g. run-on sentences). 
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7. Plan and outline before writing. 
8. Keep sentences simple and easy for your reader to process. 

 
6. What are the top three skills needed to be successful in this career? 

 
1. Ability to handle multiple tasks and prioritize. 
2. Effective communication skills. 
3. Being good with details.  

 
 



 

To:     David Brice 
From: Ben Palocko  
Date:  April 29, 2010 
Re:     Interview About On-the-Job Writing 
 
Since I am interested in pursuing physical therapy as a career, I chose to interview Dr. Nicole 
Scardino, a friend from the health center where I used to work in the summer.  
 
1. How much time per week do you spend writing on the job? 
 
Writing is a big part of my job. Reading and writing patient treatment charts is a daily task. 
These charts contain important information like what type of injury the patient suffers from, 
what medication the patient is on, pre-existing conditions, and their treatment plan. It’s hard to 
say exactly how much time I spend each week, because I write little snippets throughout the day 
and make a lot of notes. Maybe a couple hours at most.  
 
2. What kinds of writing do you do on the job? 
 
A few examples of what I would write on the job are patient progress reports, patient evaluations 
and re-evaluations, discharge papers, and treatment plans and exercises. Every day, notes are 
written on patient charts for the next PT to review before the next treatment appointment. I also 
have to write down any difficulties that the patients have while performing the exercises, as well 
as any complaints that he or she may have during a therapy session. 
 
3. How important is it to be able to write well in your job? 
 
The ability to communicate information and ideas in writing so others will understand is so 
important. You also have to be able to read and understand information and ideas presented in 
writing to effectively treat your patients. If I don’t understand something that a physician or other 
medical professional has written about a patient, something I do could potentially be harmful.  
 
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions?  
 
As a physical therapist, in many ways you are your own boss. There really isn’t promotion, per 
se, that you would see in the business world. You really make yourself more valuable through 
gaining a specialization and through experience, but of course, communication skills are one of 
the most important qualities of being a good PT—if not the most important.  
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
 
Be able to read any write any kind of medical terminology well enough so that you don’t even 
have to think about it. I would say learn to write clearly and in an organized fashion and you 
should be good. Never forget the medical terminology!  



 

To: David Bruce 
From: Randi Robinson 
Date: February 10, 2010 
Re: Interview for On-the-Job Writing 
 
I interviewed Joseph Plicka about on-the-job writing. He is an Ohio University Creative Writing 
professor, and a former journalist. I am still unsure whether or not teaching will be my future 
profession, but I was hoping his answers would help me make my decision. Below are the 
questions I asked him regarding on-the-job writing. 
 
How much time per week do you spend writing on the job? 
As far as my own creative work goes, I don't spend nearly as much time as I would like. Ideally, 
I would like to be writing 20 hours a week minimum. Right now, with my wife in school and two 
little ones at home, it's more like 5. Of course, add the writing I do in emails, both personal and 
professional, and it could easily be 10-15 or more. 
 
What kinds of writing do you do on the job? 
Again, email is the main one. I email students and professors. As the editor of the journal 
Quarter After Eight here in the English department, I am responding to potential contributors, 
printers, grant providers, etc. I submit assignments to the one class I'm taking via a listserv. I also 
write letters of recommendation for students. The most important writing I do is drafting stories 
and poems, revising stories and poems, and writing cover letters to journals where I am 
submitting my work with the hope of publication and, someday, a tenure-track university job. 
 
How important is it to be able to write well in your job? 
My career completely depends on it. No matter how good a teacher I am, if I don't eventually 
publish a book, I end up switching careers or teaching 5 classes a term at junior college (not that 
there's anything wrong with that, it's just not my career goal). 
 
What about in a job that doesn’t have writing in the title, such as a chemist? 
I think that in many professions, people will go as far as their ability to communicate can take 
them. In today's computer-literate society, that communication often takes the form of writing, 
but it can be oral as well. Lawyers who can't communicate are done for. Teachers as well. No 
one wants to go to a doctor or dentist who can't reach his or her patients on a personal level and 
explain to them clearly what their diagnosis and treatment options are. Chemists and biologists 
have to write about what they learn. It doesn't matter how good your work is; if no one knows 
about it or understands it, you are rarely singled out and/or rewarded. Obviously there are 
exceptions. Some people are just too brilliant, lucky, or ambitious to be kept back, regardless of 
their writing/speaking skills. But the cards are stacked in favor of the literate. 
 
Are communication skills-- whether written or oral-- important for people who want raises 
or promotions? Why? 
I would refer to my last answer for this question. Also, I think people who can communicate well 
are people whom organizations trust to carry out their mission. For better or for worse, until 
someone invents a machine that can peer into your soul and report back what's there, what comes 
out of someone's mouth or pen is a major criterion for evaluating competence, loyalty, and  
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intellect. Good writing and speaking will win you many things in life, the least of which are 
money and fame. 
 
What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
Take it seriously. When you are encouraged to revise something, give it the same attention you 
would a first draft. If possible, consider what kind of writing you will be doing in your 
profession and try to choose topics that will lend themselves to that. Talk to your instructor about 
practical applications and connections for the writing you are doing in class. 
 
What kinds of papers-- aside from stories/poetry-- should I have in my portfolio to show 
prospective employers? For example, if I have a set of instructions in my portfolio, what 
would be some good topics for a set of instructions? 
I am not entirely sure what an employment specialist would say to this question and am not sure 
I'm totally qualified to speak here. I think it largely depends on what kind of job you are applying 
for. I would generally say that a portfolio should contain your best work, regardless of what kind 
of work it is. Obviously, an insurance company might not be too interested in your stories and 
poetry, but they might be interested in an excerpt from an academic paper you wrote, a memo 
from the internship you had last summer, a letter to the editor, a newspaper clipping, or even in 
this day and age a contribution to a blog (probably not anything too personal). On that note, you 
might want to consider any writing out there on the internet that you wouldn't want a prospective 
employer to see. 
 
How can I improve my writing? 
Apart from writing a lot, read. A lot. 
 
Which mistakes in other people’s writing really bother you at work? 
I don't understand sometimes how a student could send me an email without a) addressing me by 
name ("Dear Joe," or at least, "Joe,") and b) signing their own name at the end. Once a thread of 
conversation has been established, the formality is a little less important. But especially when 
you are writing someone you rarely speak to in a professional context, that just seems like a no-
brainer. 
 
On the whole, I think I'm a pretty forgiving person. But again, when you are writing to someone 
you don't know very well, presentation means a lot. Don't think that just because it's an email 
people won't judge you just a little bit by your typos, spelling errors, and eye-straining syntax. 
Mostly the things that bother me arise from the same general source: a failure to consider one's 
audience. 
 
What are the top three skills needed to be successful in this career? 
For a career in "creative writing"? 
 
Patience. Devotion. Ability to work in solitude for long hours. Ability to bear rejection. 



 

To: David Bruce 
From: Kylie Schafer  
Re: Interview for On-the-Job Writing 
Date: Tuesday, October 13, 2009 
 
I interviewed Danline Bryant, a journalist for the Athens Messenger, for this assignment. She has 
been a journalist for many years and has worked at many papers. Being a journalist is a related 
field to being a photojournalist, especially since sometimes photographers have to write the story 
that goes with their photographs. This information is beneficial for being a photojournalist, my 
current career path, and gives a little light to the way newspapers function. I asked Danline these 
questions regarding on-the-job writing: 
 
1. How much time per week do you spend writing on the job? 
 
I work 40 hours a week, and I spend a majority of my time writing. Some of my work hours are 
spent traveling to and from events, conducting interviews and covering meetings. Meetings eat 
up a lot of time—2 hours each meeting, on average, and I usually have one or two each week. I 
guess I spend 25 hours writing each week. That’s just a guess, though. 
 
2. What kinds of writing do you do on the job? 
 
I write straight, hard news and features. 
 
3. How important is it to be able to write well in your job?  
 
Extremely important. They always say a reporter is just as good as her/his last story. You can’t 
afford to make mistakes, and you must be able to keep your readers’ interest. You have to give 
them a reason to keep reading, and if you don’t you lose them.  
 
4. Are communication skills (written or oral) important for people who want raises and 
promotions? 
 
Not really. I know a lot of journalists around the country, because I’ve made friends wherever 
I’ve worked, and as they have gone on to other jobs, just as I have, we’ve always kept in touch. 
Here’s the thing we’ve found (and it’s backed up by j-school profs I know)—most writers are 
driven. We write because we want to or have to, and publishers know that. Ergo, the bennies 
aren’t good at most papers and the pay is lousy. I worked at only one newspaper where the 
publishers seemed to really value their word-herders, photogs and other employees.  
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him/her to write well?  
 
Write as much as you can. Writing is a muscle that has to be built. And read the kind of stuff you 
want to write. Work for the student newspaper. Write and read a lot. Develop your own 
standards and stick to them. Be creative. 
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6. What are some typical mistakes in communication made by people who are new to the 
job?  
 
Not being curious enough. Not thinking before writing.  Most often, people in my field make 
mistakes in note taking. I always tell student writers to tape their interviews until they develop 
their own form of shorthand, and get to the point they can take accurate notes. Be  
sensitive if you are dealing with trauma, death, etc. Your right to a good story doesn’t trump their 
right to dignity, privacy, etc. 



 

To: David Bruce 
From: Kady Shoemaker 
Date: October 7, 2009 
Re: Interview for On-the-Job Writing 
 
I interviewed my cousin, Kim Shoemaker, about on-the-job writing.  She is a 2nd grade teacher at 
Paint Valley Elementary School, located in Bainbridge, Ohio.  It is my career goal to become an 
elementary teacher, so this interview is extremely useful in helping me prepare for my career.  I 
asked her these questions about on-the-job writing: 
 
1. How much time per week do you spend writing on the job? 
 
I spend an awful lot of time per week writing on the job.  Now it may not always be formal 
writing, but being an elementary teacher requires you to be writing something about 80% of the 
school day.  
 
2. What kinds of writing do you do on the job? 
 
So much writing is done in this profession.  I guess the first thing I’ll mention is lesson plans.  
Writing the lesson plans for the day can be done months or weeks ahead of time, but the time 
spent writing them is still significant.  I am constantly observing my students and writing down 
my observations.  These observations may just be small sentences or words but I am still writing.  
Also, you’re teaching so writing on the board happens all the time.  I could really go on and on 
about the kinds of writing that I do, IEPS, memos to staff, letters home to parents, grading, etc.  
 
3. How important is it to be able to write well in your job? 
 
It is extremely important. I teach children.  I write letters and send them home to families 
weekly.  If I do not write these letters well, the parents will think I am not an adequate educator.  
When I write a recommendation to my administrators, I want them to take me seriously; 
therefore, writing well is particularly important.   
 
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions?  
 
Communication skills, both written and oral, are important in my career.  As far as raises go, that 
comes with time and your education.  A promotion could be considered being moved to a more 
preferable age-level or becoming a principal or guidance counselor. The age-level promotion 
would depend on the teacher and would require communication skills.  Becoming a guidance 
counselor or principal requires other training. 
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well?  
 
Take it seriously, because it will help you in the long run.   Do what is asked of you, and do it to 
the best of your ability. 



 

To: David Bruce 
From: James Sampson  
Re: On-the-Job Writing Interview 
Date: March 15, 2011 
 
These are excerpts from an interview with Laurie Sampson, a US Coast Guard-licensed captain, 
who is certified to teach with The American Sailing Association. 
 
How much time per week do you spend writing on the job? 
 
As a sailing instructor slash [boat] delivery person, the amount of time I spend writing on the job 
is sporadic. Often there is a flurry of communication followed by quiet periods. Writing takes the 
form of emails and resumes going back and forth. Before you get a job, potential employers want 
to know about your qualifications and experience and what kinds of sailing situations you have 
been in. At the end, there is wrap-up information. It is less demanding when I am not in charge. 
If I am bearing the brunt of the responsibility, there is follow up in terms of how did it go and 
were there any issues or anything to report. Submitting your bills and providing supporting docs 
is done either with email, filling in a form, or a letter that gets submitted to the boss with all the 
invoices and back-up documentation. 
 
On top of all of that, I maintain a blog. In my leisure time I have an online journal that I add 
pictures to, and describe particular adventures I’ve had that I share with friends and anyone else 
online who comes across it. This is the Web address: <www.lauriesampson.wordpress.com>. 
 
If you were unable to communicate effectively, what would be the consequences? 
 
I wouldn’t be able to find work because the sailing community is very much a word-of-mouth 
culture. Lots of websites are out there with people mostly looking for work or talking about 
themselves and describing what they’re looking for. When someone running a boat or working a 
boat is looking for crew, they’re more likely to talk to people they know and trust and ask if 
they’re interested, or if they know of someone who’s interested. With that in mind, I always 
present myself neatly, politely, and positively when I’m literally walking the dock or meeting 
people in bars, or passing out boat cards. 
 
Here’s one example. I was sailing on Pooka in 2006. The boat was docked in Key West, and I 
was casually saying hello to the people docked further down the dock, just as I say hello to 
people in the coin laundry doing laundry. Two weeks later I was at the Ft. Lauderdale marina in 
the office reading. Capt Eddy, who has a 65-foot motor yacht, approached Tim, with whom I was 
sailing, and asked him if he knew anyone who might be interested in working the upcoming 
summer season as a cook/steward. Tim pointed me out, and I had a 6-month gig. 
 
If I couldn’t communicate effectively, I would probably not get as many jobs and/or people 
would be more skeptical of hiring me.  



 

To: David Bruce 
From: Rachel Trame (ENG 308J, 9-11 MW; Homework #5) 
Date: April 24, 2012 
Re: Interview for On-the-Job Writing 
 
I interviewed my hairdresser, Courtney Clemons, about on-the-job writing. Although I am 
currently studying Health Services Administration here at Ohio University, I am still considering 
going to hair school after college. The school I plan to attend is Aveda, which is where Courtney 
went as well. In addition to this, she was an OU grad. Go, Bobcats! On a day-to-day basis, 
Courtney is responsible for booking client’s, coloring/cutting hair, performing manicures and 
pedicures and also waxing eyebrows. I asked Courtney these questions regarding on-the-job 
writing. 
 
1. How much time per week do you spend writing on the job? 

 
In a normal day, I usually see around seven to eight clients. Because I am a hair stylist, not too 
much writing is involved. However, I do tend to keep notes on each clients ticket. These notes 
are never lengthy, only a few sentences. I write them to remember what a certain client may or 
may not have liked that particular time they had visited me. Also, I have to fill out a separate 
ticket, which I turn into the front desk at the end of each appointment. This ticket tells the 
receptionist whether I had cut, colored or waxed my client and how much they should be 
charged. 
 
2. What kinds of writing do you do on the job?  
 
Even though I’m usually dealing with hands-on work such as cutting, coloring and waxing, there 
are important things I need to take note of as a hair stylist. It is important to remember that each 
client is different from the next. For example, if a client really likes a certain color combination I 
provided her with, I’ll make note of what chemicals I mixed together or what kind of cut I gave 
them. Also, I’ll write small notes to myself on their tickets if there was something I did that the 
client was not satisfied with. This allows me to make sure I don’t make the same mistake twice. 
 
3. How important is it to be able to write well in your job? 
 
Obviously I’m not getting graded on if I spell my sentences right, or put my commas in the 
correct places. However, it is really important for me to make sure my handwriting is legible 
enough for the receptionist to understand considering they’re the ones billing the clients. If 
clients are charged for something they didn’t get done, they most likely won’t be satisfied with 
our services. This would not only affect me as their hairstylist, but our salon as a whole. Also, it 
is extremely important for me to able to read my own writing as well. As I stated above, I keep 
track of what chemicals I mix together for certain clients. If I think I wrote a five instead of an 
eight, my client’s hair will be much lighter than they’d hoped for. 
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4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
 
Communication skills are definitely an important part of being hair stylist. Good communication 
ensures a closer relationship with your client, which is something you always want to achieve in 
this industry. Hairdressers who have poor communication with their clients are also less likely to 
achieve client satisfaction. Clients who feel more comfortable with their hairdressers are more 
upfront and honest about how they actually want their hair to look. I wouldn’t say having great 
communication skills is important for getting a raise or promotion, but in terms of whether or not 
you want to keep your job, they’re essential. 
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
 
I would encourage anyone who is taking a writing course to take full advantage of it. Whether or 
not you’re a hairdresser or a doctor, good writing skills are a must in the real world if you wish 
to be taken seriously. Being able to write well isn’t just important in your workplace, but 
anywhere you go, whether you’re sending a e-mail to your landlord or writing an invitation to a 
birthday party. This is especially true with the technological world we’re living in today.  
 
6. Which mistakes in other people’s writings really bother you at work? 
 
Sometimes the receptionist will misspell a client’s name if they’re attempting to schedule an 
appointment but are not yet in our system. When the client shows up the day of and I call her 
Andy instead of Abby, it makes the salon and myself seem like we don’t really care about being 
genuine to our clients. This issue is probably one of my biggest pet peeves.  
 
7. Do you have any job-hunting tips for me? 
 
In terms of job-hunting, I would recommend that you do some research before sending out your 
resume. Working at a company that best suits you as an individual is extremely important. The 
more comfortable you feel, the better you’ll be at your job. Also, make sure you connect with 
your co-workers. After all, you’re going to be around these people everyday in the same 
building. Establishing a good relationship with your co workers is part of the key to loving your 
job! 
 



 

To: David Bruce 
From: Caleb Troop 
Date: 2-8-09 
Re: Interview About On-The-Job Writings 
 
Since I am a junior broadcast journalism major, I wanted to talk with someone who could 
enlighten me on his experiences in the workplace.  Tony Castricone works for WBNS 97.1 The 
Fan in Columbus, which owns the broadcasting rights for the Blue Jackets hockey team and 
Ohio State Buckeyes football and men’s basketball organizations.  He fills in a sports talk show 
host, and does live sports updates from 5-noon over the air.  He also has worked with ESPN and 
has done television play-by-play for Sports Time Ohio.  Castricone is a 2005 graduate of Ohio 
University, where he worked for The Athens Messenger, WOUB-TV, and WATH/WXTQ Radio 
among other companies. 
 
1.  How much time per week do you spend writing on the job? 
Really, every day and every hour I am writing.  It’s vital that I pack as much sports information 
and scores into 60 seconds for the listeners to get caught up.  I have to write efficiently and 
strongly to keep the audience interested. 
 
2.  What kinds of writing do you do on the job? 
I write in a variety of forms.  Obviously, the goal of our station as a business is to keep people 
tuned in.  More people listening means higher ratings which means we can make more money in 
advertising.  So whether I’m hosting a talk show and need to write creative teases or I’m just 
passing along the latest news and notes in a 60-second sports update, I write to stimulate the 
listener, I guess. 
 
3.  How important is it to be able to write well in your job? 
It depends on what you do, but writing is part of every single job.  Even my program director 
writes promos.  He is a suit, but even the highest-up boss needs to write well.  There’s no job in 
sports radio where you do not have to write.  Even our talk show guys have to write teases, 
intros—it’s all about being compelling and getting people to stick around.  So yes, it is very 
important. 
 
4.  Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
It’s really important.  I think one of the things in our profession that people want out of an 
employee is consistency.  In the spring and fall, I’ll deal with an allergy problem.  It can get so 
bad that I will deal with non-stop sneezing that potentially can make hosting a show very 
difficult.  That’s obviously a challenge.  You have to come up with a game plan for it.  I have a 
doctor who knows it is something that I battle with.  He can cook up allergy stuff for me, and I’ll 
be OK. 
 
5.  What advice would you give a person who is currently taking a course that is intended 
to prepare him or her to write well? 
There are a million things people do not realize about our profession that is important.  Probably 
what we do.  The biggest thing is that people just think it is probably a little bit more glamorous  
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than it is.  We don’t make nearly as much money as people think, and we work way, way more 
hours than people think.  So I guess just the perception of the lifestyle as compared to what it 
actually is.  It is a lot harder work than people realize, and it’s not easy to write. 
 
6.  The biggest advantage to working where you work is what? 
I just got out of a press conference, and I kind of roll my eyes because they are bad at answering 
questions.  Now I am getting more respect for them!  I’d have to say the biggest advantage is that 
I am home, and I am in an environment in which I am comfortable. I’m familiar with everything 
that we do.  We cover Columbus sports, and I’ve been in Columbus my whole life.  I think all 
the time about how I can move up in market size, but my value to a station is greater here than it 
could possibly be anywhere else because I can reference things and understand the local vibe. 
 
7.  Can you name the most enjoyable single experience you’ve had in your profession? 
Absolutely.  March 17, 2007.  Second round of the NCAA tournament.  Lexington, Kentucky.  
Ohio State is the number-one seed taking on Xavier.  I was sitting in the front row of the media 
seats, courtside probably about 10 or 11 seats away from where the CBS play-by-play guys are.   
To watch in front of my eyes something that captivated the entire nation and [to watch the OSU 
player] hitting the game-winning shot to send it to overtime before thrusting their way to 
victory—to know I was a part of that was just really, really cool.  To go into the locker room and 
tell the story from the locker room by doing one-on-one interviews and seeing the relief in their 
faces—that made me realize that I could end up calling it a career tomorrow and I probably got 
more out of it than I ever thought I was going to.  That was really, really cool. 



 

To: David Bruce 
From: Shannon Vance 
Date: February 15, 2010 
Re: Interview for On-the-Job Writing 
 
I interviewed my father, Jeffrey Vance, about writing he does on-the-job as a professor at a 
community college in Dayton, Ohio. He teaches courses on Economics and Finance, and he has 
been a professor for more than ten years. Because my father is the one who inspired me to 
become a professor in my own field, archaeology, the information he has provided should be 
very beneficial. I asked Professor Vance the following questions about on-the-job writing: 
 
1. How much time per week do you spend writing on the job? 
I often spend at least half of my time writing when I am at work or working from home. Because 
my job requires a lot of hours of work both in and out of the classroom, this can mean several 
hours per week of writing. 
 
2. What kinds of writing do you do on the job? 
Being a professor requires several different types of writing. For one thing, I have to prepare 
notes to present in class when I am teaching. Then, of course, a lot of the communication with 
students and other faculty members is done through email. I often spend as much as a couple of 
hours in a day reading and responding to emails. There are also business letters, reports, and 
other things like that that I have to write. I serve on several committees at Sinclair, so this 
requires writing as well when we review candidates for jobs or discuss college policies. Teaching 
at Sinclair, which is a community college, I don’t have to do a lot of publishing, but that is 
something you will have to do when you get your PhD and teach at a bigger school.  
 
3. How important is it to be able to write well in your job? 
As a professor, it is important to be professional, and this has to show in your writing. You have 
to communicate with students, other people at the college, people from other schools, people in 
the business community…you have to be able to show that you have a knowledge of grammar 
and so on, otherwise you risk appearing uneducated and unprofessional, which is not good when 
you are supposed to be teaching people.  
 
4. Are communication skills – whether written or oral – important for people who want 
raises and promotions? 
Of course. Being a professor means communicating, especially with students. If you can’t do 
that, you can’t teach. I have served on committees to decide whether to grant tenure to professors 
at Sinclair, and something we look for is the ability of the person to teach effectively and be 
accessible to students, which involves both speaking and writing. 
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
Pay attention and learn everything you can. Writing is an important skill in any field, not just for 
a professor. Make sure that you are able to write clearly and be understood. To give a good 
impression when writing, you have to learn how to sound professional and know the rules of 
proper grammar and how to spell words correctly. 
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6. Is there anything about writing on the job that can be difficult or frustrating? 
Sometimes the amount of writing can be overwhelming. It helps if you are able to type fast 
because it reduces the amount of time you spend on each email or document. Also, it can be 
frustrating to try to communicate with students, especially by email, who are difficult to 
understand, can’t comprehend what you are trying to tell them, or who are argumentative or 
difficult to deal with. I often have to write emails to students who try to argue about a grade or a 
test question, and this can be annoying because this just adds to the amount of time I have to 
spend responding to emails.  
 
7. What skills are important for a professor specifically? 
Like I said, your career will be different from mine because you will probably be publishing a lot 
of things like articles, maybe a book, about your field. I would recommend that you learn as 
much as you can from the anthropology department about how to do this. As far as day-to-day 
writing, know how to write professional emails and letters to other faculty, people outside of the 
college, students - essentially, everyone. You will also want to make sure that notes and 
materials you use in class are clear and organized so that students can learn from them.  



 

To: David Bruce 
From: Rebecca Waddell  
Date: October 8, 2009 
Re: Interview for On-The-Job Writing 
 
For this assignment, I have decided to interview Mrs. Brenda Ford.  Mrs. Ford is a kindergarten 
teacher at Waverly Primary School.  Since I plan on becoming an early childhood educator, I 
thought that it would be very helpful and fitting to interview her.  Last spring I had the 
opportunity to observe and work first-hand with the students in her classroom.  During this time, 
I noticed the types of writing she was doing on the job on a daily basis. I asked Mrs. Ford the 
following questions about on-the-job writing. 
 
1.  How much time per week do you spend writing on the job? 

 
As far as time spent writing with students, I spend approximately 25 hours a week.  We write 
all of the time! 
 

2.  What kinds of writing do you do on the job? 
 
Being a kindergarten teacher, most of my writing is centered on the practicing and teaching 
of writing skills with my students.  We work on printing of letters and numbers, journal 
writing, morning message for modeling, name, etc.  I also write a weekly newsletter that is 
sent to the parents of my students to keep them informed on upcoming events in the 
classroom.  Some of my writing for my job takes place at home.  For example, I write lesson 
plans to plan out all of the events of the day.  Although I am not writing this while on the job, 
it is still a crucial type of writing that must be completed for this job. 
 

3. How important is it to be able to write well in your job? 
 
As a teacher, I think it is extremely important to write well for communication with the 
parents and to model correctly for the students.     
 

4. Are communication skills--whether written or oral--important for people who want 
raises and promotions? 
 
From my experiences as a parent and a teacher, I believe that communication skills are 
extremely important.  They are not only important for people wanting raises or promotions, 
but are useful in many other aspects of life like making friends, succeeding in school, and 
communicating thoughts or feelings. 

 
5. What advice would you give a person who is currently taking a course that is intended to 

prepare him or her to write well? 
 
I would advise that person to use prewriting to organize thoughts, write rough drafts, and 
edit.  Also, use peers whenever possible to read it over and give thoughts or critique.  Pay 
close attention during this class; the skills you learn will be used throughout your life. 



 

 
David Bruce      -2-         October 8, 2009 
 

 
6. What are the top three skills needed to be successful in this career? 

 
Not necessarily in any particular order, I would have to say communication, organization, 
and ability to inspire. 
 

7. Do you have any job-hunting tips for me? 
 
Go to school districts and give them a face to attach to a resume, keep options open about 
grade levels or positions, and use any contacts that you can to get your foot in the door. 



 

To: David Bruce 
From: Matthew Watson  
Date: October 6, 2008 
Re: Interview About On-the-Job Writing 
 
I decided to interview my supervisor at the Circulation department at Alden Library at Ohio 
University because I am considering getting an MLS. Michelle Dixon is the student supervisor 
and covers the night and weekend times. 
 

1. How much time per week do you spend writing on the job? 
I spend probably about eight hours writing on-the-job. Most of my time is spent working 
with the library patrons and student workers. 
 

2. What kinds of writing do you do on the job? 
The bulk of my writing comes from e-mail correspondence with students, patrons, other 
circulation supervisors, and other departments within the library. I also write up 
supervisor action reports, incident reports, and recommendations. 
 

3. How important is it to be able to write well in your job? 
It is extremely important. I have to be able to communicate ideas to my coworkers easily. 
Since I am the nights and weekends supervisor, I do not see my fellow supervisors that 
often so I cannot simply tell them what I mean. I have to be able to put it in writing. 
 

4. Are communication skills – whether written or oral – important for people who 
want raises or promotions? 
Yes, writing abilities and oral abilities are very valuable in this department. Writing well 
is just a general job skill. But at the Circulation desk, we are constantly helping patrons – 
checking out books, handling fines, and helping with general questions. If an employee 
does not have oral presentation skills, it will be obvious and their job performance and 
therefore evaluations will suffer. 
 

5. What advice would you give a person who is currently taking a course that is 
intended to prepare him or her to write well? 
Go to class and actually pay attention. Notice the mistakes you make consistently in order 
to make sure you do not make them again. “Writing” is deceivingly simple – take this 
class seriously. 



 

To: David Bruce 
From: Raina Wolfe-Stein 
Date: October 12, 2009  
Re: Interview about On-The-Job Writing 
 
For this assignment, I interviewed Kerri Shaw, a social worker in Athens County.  Kerri Shaw 
works at Trimble Elementary School as a school social worker.  I am currently pursuing a degree 
in social work, and plan to work with children in the future.  I have considered working in a 
school setting; therefore, the information I received from Kerri may give me an idea of what 
types of writing I may do on the job in the future. 
 

1. How much time per week do you spend writing on the job? 
I spend about 30 % of my week writing, between 12 - 15 hours. 
 

2. What kinds of writing do you do on the job? 
I write letters to parents and staff, newsletter articles, case notes and email 
correspondence.  I also write monthly reports about my program, as well as grant 
proposals. 
 

3. How important is it to be able to write well in your job? 
Extremely important.  Often, it's the only form of communication I have with individuals, 
so it's imperative that I be able to communicate professionally and effectively.  Also, I 
represent an education institution as a school social worker and we want that "face" to 
present well. I have contact with university staff, government officials, and agency 
leaders, as well as parents who are illiterate.  Being able to write well enables me to 
communicate with a range of people. 

 
4. Are communication skills--whether written or oral--important for people who want 

raises and promotions? 
Last year, our agency was suffering from the budget cuts, and the prevention programs 
were being evaluated for efficacy.  We had to collect data (and more data and more data), 
compile it, interpret it and present it orally and in report form to, essentially, support our 
positions.  Fortunately, the data showed progress and change, so we remained on staff, 
but it is certainly an example of how important it is to be able to communicate well, 
especially in this economy.  In social services, we must be our own advocates. 
 

5.  What advice would you give a person who is currently taking a course that is 
intended to prepare him or her to write well? 
Use your peers for proofreading shamelessly.  Learn what parallel sentences are and ask 
all the questions you can in that safe environment of the classroom.  Practice!  Write 
about something you love so that it flows out of you. 
 

6. Which mistakes in other people's writing really bother you at work? 
Run-on sentences and inappropriately informal greetings.  Also, not using proper 
capitalization and grammar when writing professionally. 
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7. What are the top three skills needed to be successful in this career? 
Flexibility, empathy/positive regard for others regardless of circumstances, and the ability 
to multi-task. 
 



 

To: David Bruce 
From: Brittany Zorn 
Date: February 2, 2010  
Re: Interview About On-the-Job Writing 
 
Someday I either plan to become an Audiologist or a Medical Technologist and work in the 
hospitals. Since I still don’t know which one I want to do yet, I decided to interview Nancy Zorn, 
my mom, who is a Medical Technologist who works at the University of Maryland Medical 
Center. 
 

1. How much time per week do you spend writing on the job? 
 

About 1/3 of the time is spent writing on the job per week. Lab results are usually the number 
one thing spent writing about. These results have to be written clearly and neatly to 
communicate between doctors and patients. Writing also takes place when filling out billing 
information, and if this isn’t done correctly the insurance companies won’t pay. 
 
2. What kind of writing do you do on the job? 

 
Short concise sentences are usually how lab reports are written out. You don’t want long 
paragraphs when giving doctors results because all they want are the quick facts so they can 
know what to do next. Time is very limited when working in a hospital. Doctors want quick, 
factual, and medically correct information given to them. 
 
3. How important is it to be able to write well in your job? 

 
Extremely! If people don’t communicate and write clearly someone could die or get really 
hurt. If you can’t write well, you could lose your job because you made one simple mistake. 
The hospital could also lose money from employees making mistakes and making patients 
want to go to other hospitals. 
 
4. Are communication skills—whether written or oral—important for people who 

want raises and promotions? 
 

Yes! If people don’t use clear communication skills, you could lose your job. Little mistakes 
caused by miscommunication can lead to big problems for doctors and their patients. Even if 
you’re tired, you need to be able to have good communication skills with patients so you 
don’t lose business. 
 
5. What advice would you give a person who is currently taking a course that is 

intended to prepare him or her to write well? 
 

The advice I would give someone who is taking a course preparing them to write well would 
be to pay attention and focus because writing is such an important skill to have in the future 
for any type of job. Learn as much as you possible can and take the time to do it right the first 
time.  



 

To: David Bruce 
From: Catherine Zucker 
Date: February 8, 2010 
Re: Interview for On-the-Job Writing 
 
For the on-the-job writing interview, I decided to speak with my father.  He aids in the 
development of biomedical products.  I plan to go into the health field, in biomedical research, 
hospital laboratory work, or development of biomedical supplies.  The last of these professions 
listed may not be my first goal, but it is most likely where I would like to end up as I climb the 
ladder in the field.  My father is very successful, so I decided he would be a good subject to 
answer the following questions: 
 
1. How much time per week do you spend writing on the job? 
I probably spend about 10 percent of my time writing while at work.   
 
2. What kinds of writing do you do on the job?  
Most of this writing consists of short e-mail communications with co-workers or managers.  I 
also frequently write reports that summarize product information.  When I interview potential 
employees, I record their answers to questions for later referral.  I also do a lot of computer work 
with various programs which incorporate bits of writing. 
 
3. How important is it to be able to write well in your job? 
As with any job, it is very important to be able to write well in my career.  Communicating data 
and information accurately and in an easy-to-understand way is critical.  Meeting and conference 
times are usually communicated through email, so others must be able to understand the 
information you are trying to convey.   
 
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
Of course.  If I were unable to communicate effectively, I am sure that I would be viewed in a 
different light by others.  Having good oral and written communication skills shows that you are 
someone who can make things happen.  You are an important part of a team. 
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
Work hard and pay attention to good advice.  It is important to take in and consider any criticism.  
The most important thing I can tell you is to have others read your writing.  The majority of the 
time when you write something at work, many others will read it.  You need to be confident that 
you can communicate effectively and get your point across in a way that others can understand.  



 

Appendix B: About the Author 
It was a dark and stormy night. Suddenly a cry rang out, and on a hot summer night in 1954, 
Josephine, wife of Carl Bruce, gave birth to a boy — me. Unfortunately, this young married 
couple allowed Reuben Saturday, Josephine’s brother, to name their first-born. Reuben, aka “The 
Joker,” decided that Bruce was a nice name, so he decided to name me Bruce Bruce. I have gone 
by my middle name — David — ever since. 

Being named Bruce David Bruce hasn’t been all bad. Bank tellers remember me very quickly, so 
I don’t often have to show an ID. It can be fun in charades, also. When I was a counselor as a 
teenager at Camp Echoing Hills in Warsaw, Ohio, a fellow counselor gave the signs for “sounds 
like” and “two words,” then she pointed to a bruise on her leg twice. Bruise Bruise? Oh yeah, 
Bruce Bruce is the answer! 

Uncle Reuben, by the way, gave me a haircut when I was in kindergarten. He cut my hair short 
and shaved a small bald spot on the back of my head. My mother wouldn’t let me go to school 
until the bald spot grew out again. 

Of all my brothers and sisters (six in all), I am the only transplant to Athens, Ohio. I was born in 
Newark, Ohio, and have lived all around Southeastern Ohio. However, I moved to Athens to go 
to Ohio University and have never left.  

At Ohio U, I never could make up my mind whether to major in English or Philosophy, so I got a 
bachelor’s degree with a double major in both areas, then I added a Master of Arts degree in 
English and a Master of Arts degree in Philosophy. Yes, I have my MAMA degree. 

Currently, and for a long time to come (I eat fruits and veggies), I am spending my retirement 
writing books such as Nadia Comaneci: Perfect 10, The Funniest People in Comedy, Homer’s 
Iliad: A Retelling in Prose, and William Shakespeare’s Hamlet: A Retelling in Prose. 

By the way, my sister Brenda Kennedy writes romances such as A New Beginning and Shattered 
Dreams.  



 

Appendix C: Some Books by David Bruce (1954- ) 
Retellings of a Classic Work of Literature 

Ben Jonson’s The Alchemist: A Retelling 

Ben Jonson’s Bartholomew Fair: A Retelling  

Ben Jonson’s The Case is Altered: A Retelling  

Ben Jonson’s Catiline’s Conspiracy: A Retelling  

Ben Jonson’s The Devil is an Ass: A Retelling  

Ben Jonson’s Epicene: A Retelling  

Ben Jonson’s Every Man in His Humor: A Retelling  

Ben Jonson’s Every Man Out of His Humor: A Retelling  

Ben Jonson’s The Fountain of Self-Love, or Cynthia’s Revels: A Retelling  

Ben Jonson’s The New Inn: A Retelling  

Ben Jonson’s Sejanus’ Fall: A Retelling  

Ben Jonson’s The Staple of News: A Retelling  

Ben Jonson’s Volpone, or the Fox: A Retelling 

Christopher Marlowe’s Complete Plays: Retellings 

Christopher Marlowe’s Dido, Queen of Carthage: A Retelling 

Christopher Marlowe’s Doctor Faustus: Retellings of the 1604 A-Text and of the 1616 B-Text 

Christopher Marlowe’s Edward II: A Retelling 

Christopher Marlowe’s The Massacre at Paris: A Retelling 

Christopher Marlowe’s The Rich Jew of Malta: A Retelling 

Christopher Marlowe’s Tamburlaine, Parts 1 and 2: Retellings 

Dante’s Divine Comedy: A Retelling in Prose  

Dante’s Inferno: A Retelling in Prose  

Dante’s Purgatory: A Retelling in Prose  

Dante’s Paradise: A Retelling in Prose  

The Famous Victories of Henry V: A Retelling 

From the Iliad to the Odyssey: A Retelling in Prose of Quintus of Smyrna’s Posthomerica 

George Peele: Five Plays Retold in Modern English 

George Peele’s The Arraignment of Paris: A Retelling  

George Peele’s The Battle of Alcazar: A Retelling  

George’s Peele’s David and Bathsheba, and the Tragedy of Absalom: A Retelling 

George’s Peele’s Edward I: A Retelling 



 

George Peele’s The Old Wives’ Tale: A Retelling 

George-A-Greene, The Pinner of Wakefield: A Retelling 

The History of King Leir: A Retelling 

Homer’s Iliad: A Retelling in Prose  

Homer’s Odyssey: A Retelling in Prose  

Jason and the Argonauts: A Retelling in Prose of Apollonius of Rhodes’ Argonautica 

The Jests of George Peele: A Retelling 

John Ford: Eight Plays Translated into Modern English 

John Ford’s The Broken Heart: A Retelling 

John Ford’s The Fancies, Chaste and Noble: A Retelling 

John Ford’s The Lady’s Trial: A Retelling 

John Ford’s The Lover’s Melancholy: A Retelling 

John Ford’s Love’s Sacrifice: A Retelling 

John Ford’s Perkin Warbeck: A Retelling 

John Ford’s The Queen: A Retelling 

John Ford’s ‘Tis Pity She’s a Whore: A Retelling 

John Webster’s The White Devil: A Retelling 

King Edward III: A Retelling 

The Merry Devil of Edmonton: A Retelling 

Robert Greene’s Friar Bacon and Friar Bungay: A Retelling 

The Taming of a Shrew: A Retelling 

Tarlton’s Jests: A Retelling 

The Trojan War and Its Aftermath: Four Ancient Epic Poems 

Virgil’s Aeneid: A Retelling in Prose  

William Shakespeare’s 5 Late Romances: Retellings in Prose  

William Shakespeare’s 10 Histories: Retellings in Prose  

William Shakespeare’s 11 Tragedies: Retellings in Prose  

William Shakespeare’s 12 Comedies: Retellings in Prose  

William Shakespeare’s 38 Plays: Retellings in Prose  

William Shakespeare’s 1 Henry IV, aka Henry IV, Part 1: A Retelling in Prose  

William Shakespeare’s 2 Henry IV, aka Henry IV, Part 2: A Retelling in Prose  

William Shakespeare’s 1 Henry VI, aka Henry VI, Part 1: A Retelling in Prose  

William Shakespeare’s 2 Henry VI, aka Henry VI, Part 2: A Retelling in Prose  



 

William Shakespeare’s 3 Henry VI, aka Henry VI, Part 3: A Retelling in Prose  

William Shakespeare’s All’s Well that Ends Well: A Retelling in Prose  

William Shakespeare’s Antony and Cleopatra: A Retelling in Prose  

William Shakespeare’s As You Like It: A Retelling in Prose  

William Shakespeare’s The Comedy of Errors: A Retelling in Prose  

William Shakespeare’s Coriolanus: A Retelling in Prose  

William Shakespeare’s Cymbeline: A Retelling in Prose  

William Shakespeare’s Hamlet: A Retelling in Prose  

William Shakespeare’s Henry V: A Retelling in Prose  

William Shakespeare’s Henry VIII: A Retelling in Prose  

William Shakespeare’s Julius Caesar: A Retelling in Prose  

William Shakespeare’s King John: A Retelling in Prose  

William Shakespeare’s King Lear: A Retelling in Prose  

William Shakespeare’s Love’s Labor’s Lost: A Retelling in Prose  

William Shakespeare’s Macbeth: A Retelling in Prose  

William Shakespeare’s Measure for Measure: A Retelling in Prose  

William Shakespeare’s The Merchant of Venice: A Retelling in Prose  

William Shakespeare’s The Merry Wives of Windsor: A Retelling in Prose  

William Shakespeare’s A Midsummer Night’s Dream: A Retelling in Prose  

William Shakespeare’s Much Ado About Nothing: A Retelling in Prose  

William Shakespeare’s Othello: A Retelling in Prose  

William Shakespeare’s Pericles, Prince of Tyre: A Retelling in Prose  

William Shakespeare’s Richard II: A Retelling in Prose  

William Shakespeare’s Richard III: A Retelling in Prose  

William Shakespeare’s Romeo and Juliet: A Retelling in Prose  

William Shakespeare’s The Taming of the Shrew: A Retelling in Prose  

William Shakespeare’s The Tempest: A Retelling in Prose  

William Shakespeare’s Timon of Athens: A Retelling in Prose  

William Shakespeare’s Titus Andronicus: A Retelling in Prose  

William Shakespeare’s Troilus and Cressida: A Retelling in Prose  

William Shakespeare’s Twelfth Night: A Retelling in Prose  

William Shakespeare’s The Two Gentlemen of Verona: A Retelling in Prose  

William Shakespeare’s The Two Noble Kinsmen: A Retelling in Prose  



 

William Shakespeare’s The Winter’s Tale: A Retelling in Prose  

Other Fiction 

Candide’s Two Girlfriends (Adult) 

Honey Badger Goes to Hell — and Heaven 

I Want to Die — Or Fight Back 

The Erotic Adventures of Candide (Adult) 

Children’s Biography 

Nadia Comaneci: Perfect Ten 

Personal Finance 

How to Manage Your Money: A Guide for the Non-Rich 

Anecdote Collections 

250 Anecdotes About Opera 

250 Anecdotes About Religion 

250 Anecdotes About Religion: Volume 2 

250 Music Anecdotes 

Be a Work of Art: 250 Anecdotes and Stories 

Boredom is Anti-Life: 250 Anecdotes and Stories 

The Coolest People in Art: 250 Anecdotes 

The Coolest People in the Arts: 250 Anecdotes 

The Coolest People in Books: 250 Anecdotes 

The Coolest People in Comedy: 250 Anecdotes 

Create, Then Take a Break: 250 Anecdotes 

Don’t Fear the Reaper: 250 Anecdotes 

The Funniest People in Art: 250 Anecdotes 

The Funniest People in Books: 250 Anecdotes 

The Funniest People in Books, Volume 2: 250 Anecdotes 

The Funniest People in Books, Volume 3: 250 Anecdotes 

The Funniest People in Comedy: 250 Anecdotes 

The Funniest People in Dance: 250 Anecdotes 

The Funniest People in Families: 250 Anecdotes 

The Funniest People in Families, Volume 2: 250 Anecdotes 

The Funniest People in Families, Volume 3: 250 Anecdotes 

The Funniest People in Families, Volume 4: 250 Anecdotes 



 

The Funniest People in Families, Volume 5: 250 Anecdotes 

The Funniest People in Families, Volume 6: 250 Anecdotes 

The Funniest People in Movies: 250 Anecdotes 

The Funniest People in Music: 250 Anecdotes 

The Funniest People in Music, Volume 2: 250 Anecdotes 

The Funniest People in Music, Volume 3: 250 Anecdotes 

The Funniest People in Neighborhoods: 250 Anecdotes 

The Funniest People in Relationships: 250 Anecdotes 

The Funniest People in Sports: 250 Anecdotes 

The Funniest People in Sports, Volume 2: 250 Anecdotes 

The Funniest People in Television and Radio: 250 Anecdotes 

The Funniest People in Theater: 250 Anecdotes 

The Funniest People Who Live Life: 250 Anecdotes  

The Funniest People Who Live Life, Volume 2: 250 Anecdotes  

The Kindest People Who Do Good Deeds, Volume 1: 250 Anecdotes 

The Kindest People Who Do Good Deeds, Volume 2: 250 Anecdotes 

Maximum Cool: 250 Anecdotes 

The Most Interesting People in Movies: 250 Anecdotes 

The Most Interesting People in Politics and History: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 2: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 3: 250 Anecdotes 

The Most Interesting People in Religion: 250 Anecdotes 

The Most Interesting People in Sports: 250 Anecdotes 

The Most Interesting People Who Live Life: 250 Anecdotes 

The Most Interesting People Who Live Life, Volume 2: 250 Anecdotes 

Reality is Fabulous: 250 Anecdotes and Stories 

Resist Psychic Death: 250 Anecdotes 

Seize the Day: 250 Anecdotes and Stories 

Discussion Guide Series 

Dante’s Inferno: A Discussion Guide  

Dante’s Paradise: A Discussion Guide 

Dante’s Purgatory: A Discussion Guide 

Forrest Carter’s The Education of Little Tree: A Discussion Guide 



 

Homer’s Iliad: A Discussion Guide 

Homer’s Odyssey: A Discussion Guide 

Jane Austen’s Pride and Prejudice: A Discussion Guide 

Jerry Spinelli’s Maniac Magee: A Discussion Guide 

Jerry Spinelli’s Stargirl: A Discussion Guide 

Jonathan Swift’s “A Modest Proposal”: A Discussion Guide 

Lloyd Alexander’s The Black Cauldron: A Discussion Guide 

Lloyd Alexander’s The Book of Three: A Discussion Guide 

Mark Twain’s Adventures of Huckleberry Finn: A Discussion Guide 

Mark Twain’s The Adventures of Tom Sawyer: A Discussion Guide 

Mark Twain’s A Connecticut Yankee in King Arthur’s Court: A Discussion Guide 

Mark Twain’s The Prince and the Pauper: A Discussion Guide 

Nancy Garden’s Annie on My Mind: A Discussion Guide 

Nicholas Sparks’ A Walk to Remember: A Discussion Guide 

Virgil’s Aeneid: A Discussion Guide 

Virgil’s “The Fall of Troy”: A Discussion Guide 

Voltaire’s Candide: A Discussion Guide 

William Shakespeare’s 1 Henry IV: A Discussion Guide 

William Shakespeare’s Macbeth: A Discussion Guide 

William Shakespeare’s A Midsummer Night’s Dream: A Discussion Guide 

William Shakespeare’s Romeo and Juliet: A Discussion Guide 

William Sleator’s Oddballs: A Discussion Guide 

Author: Free Downloads for Teachers & Students 

Free Mark Twain Anecdotes: Large Print Edition 

How to Manage Your Money: A Guide for the Non-Rich 

How Do I Write a Resume, List of References, and Cover Letter? 

How Can I Write My Own Anecdote Books? 

How Do I Write Humor and Satire? 

Teaching Problem-Solving: A Fun Activity 

How to Teach the Autobiographical Essay Composition Project 

Composition Project: Writing an Argument Paper 

Composition Project: Writing an Autobiographical Essay 



 

Composition Project: Writing an Evaluation/Review 

Composition Project: Writing A Manual 

Composition Project: Writing an On-the-Job-Writing Interview Report 

Composition Project: Writing a Famous Plagiarist Report 

Composition Project: Writing a Problem-Solving Letter 

Composition Project: Writing a Progress Report 

Composition Project: Writing a Proposal for a Long Project 

Composition Project: Writing a Resume, List of References, and Job-Application Letter 

Composition Project: Writing a Set of Instructions 

Free Writing Handouts 

Free Writing Handouts with Anecdotes 

Free Writing Handouts with Anecdotes, Volume 2 

Free Writing Handouts with Anecdotes, Volume 3 

Writing Tips: How to Write Easier and Better 

Academic Writing 

Bruce, David. “Teaching Problem-Solving Through Scenarios.” Classroom Notes Plus: A 
Quarterly of Teaching Ideas. April 2004. 

Bruce, Bruce David, David Stewart, and H. Gene Blocker. Instructor’s Manual and Test Bank 
for Stewart and Blocker’s Fundamentals of Philosophy, 5th edition. Upper Saddle River, New 
Jersey: Prentice Hall, 2001. 

Bruce, Bruce David, and Michael Vengrin. Study Guide for Robert Paul Wolff’s About 
Philosophy, 8th edition. Upper Saddle River, New Jersey: Prentice Hall, 2000. 

Bruce, Bruce David, and Michael Vengrin. Study Guide for Robert Paul Wolff’s About 
Philosophy, 7th edition. Upper Saddle River, New Jersey: Prentice Hall, 1998. 

Bruce, Bruce David. Study Guide for David Stewart and H. Gene Blocker’s Fundamentals of 
Philosophy, 4th edition. Upper Saddle River, New Jersey: Prentice Hall, 1996. 

 

Humorous Quizzes 

Bruce, David. “Quarterly Quiz.” The Opera Quarterly. Vol. 21. No. 2. Spring 2005. 

Bruce, David. “Quarterly Quiz: Tenors.” The Opera Quarterly. Vol. 20. No. 4. Autumn 2004. 

Bruce, David. “Quarterly Quiz: Sopranos.” The Opera Quarterly. Vol. 20. No. 3. Summer 
2004. 



 

Bruce, David. “Shakespeare Quiz.” The Shakespeare Newsletter. 52:1. No. 252. Spring 2002. 

Bruce, David. “Quarterly Quiz: More Singer Anecdotes.” The Opera Quarterly. Vol. 18. No. 
1. Winter 2002. 

Bruce, David. “Mystery Quiz.” International Gymnast. March 2002. 

Bruce, David. “Mystery Quiz.” International Gymnast. February 2002. 

Bruce, David. “Mystery Quiz.” International Gymnast. November 2001. 

Bruce, David. “Shakespeare Quiz.” The Shakespeare Newsletter. 51:1/2. Nos. 248-249. 
Spring/Summer 2001. 

Bruce, David. “Mystery Quiz.” International Gymnast. June/July 2001. 

Bruce, David. “Mystery Quiz.” International Gymnast. March 2001. 

Bruce, David. “Quarterly Singer Quiz.” The Opera Quarterly. Vol. 16. No. 4. Autumn 2000. 

Bruce, David. “Shakespeare Quiz.” The Shakespeare Newsletter. 50:1. No. 244. Spring 2000. 

Bruce, David. “Dancer Quiz.” Attitude: The Dancers’ Magazine. Vol. 14, No. 3. Fall/Winter 
1999. 

 


