Report writing guideline – Sorting Out
From two information tht you have got, one with Ms. Barbara as our guest speaker and an interview with your parents (or a leader from your family), you will write a report writing about how leader solve problem. You use the finding information table in your UOI book for your resources to fill in the content in each paragraph. Below is the format guideline to help you arrange the report writing correctly. 
Paragraph 1: Introduction- you can explain about what is leader and leadership in general then you can also mention that there are two point of view from Ms. Barbara and your parents about how leader solve a problem e.g.  Explain about Ms. Barabra in genral (her position
e.g. Leadership is…..for being a good leader we must ….to explain about this I did two interview one is with MS. Barbara who is…. and another interview with Mr. ….(your dad/mom/family name) who is….. They had two different opinions about how leaders solve the problem. And from their opinion will help to learn how actually a leader make decision.
Paragraph 2: Identifying Problem- in this paragraph you explain about their problem as a leader of certain company. You can mention what kind of problem that they face everyday.
e.g. It has been a risk for being leader to have problem n his/her working environment. Some of the problem that a leader usually has are….. Ms Barabara has some problem too, they are….It also happened with .Mr.  ….(your dad/mom/family name).
Paragraph 3: Skills and strateges to solve problem – you can explain about what leader do when he/she face a problem.
e.g. When there is a problem a leader should develop some strategies to solve it. Some of the strategies are….. . Leader also need to develop …….skills in order to make decision to solve problem.
Paragraph 4- Decision Making Process – You can put some information in the paragraph by answering these questions, how leader make decision, How is the process of making decision?
E.g. When solving a problem, a leader will make a decision through various process. Some leaders think that it really depend on the organization of the company. Just like Ms. Barbara, she thought that ….. Mr . ….(your dad/mom/family name) had different opinion.
Paragraph 5 –Consequences of the decision- This paragraph mostly focus on the impact of the decision made by leader. So you can explain about what are the impact of the decision to other people, to him/herself, to working environment, etc.
e.g. Every decision made should have consequences. As leader we should be risk taker to be responsible for all consequences that might happen. The consequences to other people are….. Some of the consequences are negative too, such as…
Paragraph 6- Closing- explain your opinion about decision making process, which process hat you prefer to have if you are a leader, explain your way to solve problem, Make your conclusion about what leader should do to be good leaderetc
E.g. I think that every leader have their own problem. For me, I prefer to solve problem by …… If I were a leader I will make decision by…… . When people want to be good leader, they need to …..
* This is only guideline for you, we strongly suggest that you use your own word when making the report writing. Please collect the report writing published, on October 5th 2009.
