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Transition to CIT Handbook

This handbook was created to support you in your
transition to Masters Level student in CIT.
This is a Transitions to CIT project sponsored by the
Student Engagement Office (AnSEO), Office of the
Registrar and VP for Academic Affairs in partnership
with the Department of Marketing & International
Business and Department of Organisation & Professional Development.

This is the first handbook we have produced to support the Masters students in the Department of
Marketing & International Business and Department of Organisation & Professional Development.

We would welcome any feedback or suggestions for improvements.
Please send your feedback to Jane.Leonard@cit.ie or AnneMarie.Ivers@cit.ie
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Welcome to Cork Institute of Technology
Welcome to Cork Institute of Technology also known as CIT. Our Institute boasts many topclass facilities including its award-winning Library & IT building and its world class
laboratories.
CIT presently has four separate campuses.
1. The main campus is located in Bishopstown and covers an area of approximately 80
acres. As well as the original RTC building, the campus consists of the Library & IT
Building, Gymnasium, Astroturf pitch, running track and playing pitches. The new
Administration Building, the Student Centre and the Tourism and Hospitality Building
are the latest additions to the campus along with the Rubicon Centre which is an onsite business incubation centre. The NIMBUS Centre is adjacent to and attached to
the Rubicon Centre. The NIMBUS Centre provides space for up to 80 researchers,
including facilities for undergraduate project students, visiting postgraduate students
and researchers from other institutions and dedicated industry visitor workstations,
already in use, where company researchers can work in close collaboration with
NIMBUS staff and use NIMBUS research facilities. NIMBUS is CIT's first dedicated
research centre and is intended not only to be a showcase for CIT's research but also
to demonstrate CIT's ability to translate innovative research into economic benefit.
2.
The Crawford College of Art and Design is located at Sharman Crawford Street, Cork.
This campus is currently the subject of redevelopment plans.
3.
The CIT Cork School of Music is located in a purpose-built state of the art facility
located in Union Quay, Cork.
4.
The National Maritime College of Ireland opened in October 2004. The development
of this state-of-the-art building was funded using the public-private-partnership model. The
college is located in Ringaskiddy, Co. Cork.
Student Numbers
CIT currently has in the region of 12,000 registered students with approximately 2,000 new
entries year on year. Of these approximately 6,000 are full-time and the remaining are parttime. The part-time student population consists of a wide variety of students including
access, evening and continued professional development students as well as a significant
number studying music and drama at all levels.
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Transitioning to Masters level
You may be entering our Master’s programme directly from your undergraduate degree, you may
be coming from another institution or perhaps from another country. No matter what your path,
you are beginning a new adventure, so it is important that you are prepared for the challenges and
the workload on the Master’s programme.

You will soon discover that at Master’s level study, there are clear differences in how you are taught
and what your lecturers expect of you, in comparison to what you may previously encountered.
Master’s programmes do not replicate a subject studied at undergraduate level. In your time as an
udner graduate your lecture may have advised you which methods or processes were best, at
Master’s level you are often expected to select your own methods or processes.
Never fear, you will gradually make the transition from undergraduate level to Master’s level study.

Many students also find it more academically demanding compared to undergraduate level.
Master’s level requires you to think about concepts and methods more critically and more deeply.
You will also be expected to link together a number of different ideas to form a bigger picture of the
topic and you will be expected to arrive at solutions for yourself.
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Electing a Class Representative

As part of the Masters programme you will be required to elect 1or 2 Class Representatives. The
course co-ordinator will contact your group for Rep details.
It is vital that each class elects a Class Representative (Class Rep) at the beginning of the academic
year. This person acts as a representative for their class and is their class’s chief spokesperson, very
much the voice of the class. Each Class Rep is a member of Union Council. One of their main duties is
to liaise with Academic Staff and report back to the SU Executive at Union Council Meetings
regarding issues which are of concern to the group. It is important that the person who is elected is
committed to the position, communicates with class, represents the viewpoint of the class and
provide effective feedback to both their classmates, the SU and Academic Staff. College is not just
about studying, it is important that you have an active social life and the Class Rep is there to
organise events so that classmates can form close friendships.
Sam, Steph and Steph will visit classes at the beginning of the first semester to facilitate the Class
Rep Elections. At the end of the year each student will have the opportunity to nominate their Class
Rep for a Union Council Award which recognises outstanding Class Reps for their contribution to
their class and the Union as a whole. Each Class Rep will also receive a Certificate of Merit.
Class Reps play a huge role in the work of the Students' Union and aid its progression and success in
actively representing all the students of CIT. It is a big responsibility, but brings with it an education
in itself.
Being an active Class Rep allows you to:
·
·
·
·
·
·
·
·

Give something back to your class, if you help one person over the course of the year, it's a
job well done
Build and improve on your communication and negotiation skills
Build interpersonal skills
Learn how to organise successful events
Make new friends - the saying that the friends you make at college will be your friends for
life is very true
Build relationships with lecturers, course coordinators, heads of department etc, which will
stand to you throughout the course of your degree
Be in the loop with exactly what's going on across the campus, outside of your own class and
course
Increase your employability, adds that little something extra that all employers are looking
for to your CV

Can you be the voice of your class? Go for it, it's a decision you'll never look back on.
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Student Services
Please find below a list of contact details for Student Services at Cork Institute of Technology. Should
you wish to contact one of the CIT Campuses or Academic Departments please click the links below:
•

CIT Campuses Contacts

•

Academic Departments Contacts

Admissions
Opening Hours: Monday - Thursday: 09:30 - 16:00 (During the Academic Year)
Friday:

09.30 - 12.30 & 14.00 - 16.00

Registration, Module Registration, Applications, Change Contact Details, Deferral, Withdrawal,
Transcripts
•

Tel: 021 433 5041

•

Tel: 021 433 5044

•

Ground Floor, Administration Building

•

Email: admissions@cit.ie

•

Email: transcripts@cit.ie

IT Services ServiceDesk
Opening Hours: Monday - Friday 8:30am - 9:45pm (during semester) / Saturday 9:00am - 5:00pm
myCIT Portal, myCIT Email, Network Account, Blackboard, CIT Print Stations, Student Wifi, Web4
Student
•

Tel: 021 433 5050

•

Open Access, Berkeley Building

•

Email: servicedesk@cit.ie

Student ID Card Office
Opening Hours: 8:30am – 4:30pm (Closed for lunch 1.00pm – 1:30pm)
Student ID Cards
•

Room S102, Student Centre

•

Email: citcard@cit.ie
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Examinations Office
Opening Hours: Monday - Friday 9:30am - 12:30pm / 2:00pm - 4:00pm
Exam Queries, Exam Timetables, Repeat Exams, Exam Supports, Conferrings
•

Melbourn Building

Fees Office
Opening Hours: Monday - Friday 9:30am - 12:30pm / 2:00pm - 4:00pm
College Fees, Grants
•

Tel: 021 433 5440

•

Ground Floor, Administration Building

•

Tel: 021 433 5442

•

Email: fees@cit.ie

Access Service
Opening Hours: Monday - Friday 8:30am - 1:00pm / 2:00pm - 4:30pm
Support Programmes, Student Assistance Fund, Mature Students, Disability Support, Ethnic
Minorities

•

Tel: 021 433 5138

•

Ground Floor, Student Centre

•

Email: deirdre.creedon@cit.ie (Access)

•

Email: laura.orourke@cit.ie (Disability)

Careers Service
Opening Hours: Monday - Friday 8:30am - 5:00pm
Career & Educational Guidance
•

Tel: 021 433 5772

•

2nd Floor, Student Centre

•

Email: careersadmin@cit.ie

Counselling Service
Opening Hours: Monday - Friday 8:30am - 5:00pm
•

Tel: 021 433 5772
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2nd Floor, Student Centre
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Accommodation Office
Opening Hours: Monday - Friday 8:30am - 4:30pm
Lodgings, Shared Houses / Flats, Student Apartments, Hostels
•

Tel: 021 433 5750

•

1st Floor, Student Centre

•

Email: accommodation@cit.ie

Library
Opening Hours: CLICK HERE
Lending Books, eBooks, Online Databases, Theses & Special Collections
•

Tel: 021 433 5286

•

Tel: 021 433 5287

•

Tel: 021 433 5288
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Berkeley Centre

•
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Accessing Resources and Material
All student resources and material that you will need during your Masters can
be found on www.mycit.ie
There are a range of guides available for new and continuing students in CIT and
this should be your first port of call to get you started.

New Students

IT Services (Support)
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Support Services

Academic Information
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Useful Resources
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Office ProPlus for Students
Office Pro Plus is part of the Office 365 for Education. This is a collection of services that allows you
to collaborate and share your work.

It’s available for free to our students while they are attending CIT. The service includes Office Online
(Word, PowerPoint, Excel, and OneNote), unlimited OneDrive storage, and SharePoint sites.

This service will allow you to do the following at no cost:
•
•
•
•

Install the latest version of Microsoft Office suite (including Word, Excel, PowerPoint, etc.)
on 5 personally owned PCs or Macs
Run Office apps on 5 tablets or phones running Android, iOS, and Windows
Get 1TB of Cloud storage on OneDrive
Use the online version of Microsoft Office on any device

Who Can Access the Service?
Students must have an “active” status on the CIT enrolment system. Students must be registered as
current enrolled students of Cork Institute of Technology. Due to Microsoft licensing rules, CIT are
not permitted to offer these benefits to Alumni students.
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To download Office on Pcs/Macs/laptop devices follow these simple steps:
1. Go to http://portal.office.com/
2. Enter your full myCIT email address and current CIT Student password
3. Once authentication is completed select ‘Install Office 2016’ within the main landing page.
4. A pop up window will appear select save file.
5. Locate file saved locally to machine and run the executable file on the machine to install the
complete Office Suite.
6. To download Office on Mobile Devices follow these simple steps
7. Install from the official app store
8. Once app is installed sign in with your myCIT student credentials for full editing capability

Stay connected
If you need to work on the go and across different
devices Office 365 can help.
Click File > Account to sign in and access your
recently used files anywhere, on any device,
through seamless integration between Office,
OneDrive, OneDrive for Business, and
SharePoint.
You can also set up shared folders with other
members of your group.

Version created 2017

12

Quickstart Guide to Blackboard

1. Getting Started with Blackboard
Blackboard is a Learning Management System (LMS), designed to facilitate lecturers in the
management of modules for students, by helping lecturers and learners with course administration.
LMS systems are used to supplement face-to-face lectures and tutorials. The Blackboard Learning
System is a web-based server software platform and provides a repository for formal course
documents and a storage area for work programmes, lecturer-uploaded notes, presentations and
assessments.
It also provides a mechanism whereby students can download lecture notes, submit their projects for
grading and access other course-related material from their Blackboard sites. It allows tracking
mechanisms to monitor student use and progress, and provides various assessment tools. It also
includes functionality which enables students to interact via announcements, email, discussion
boards. Not all academic staff will use Blackboard to support their face-to-face teaching.

Further information on Blackboard can be found on:
http://www.mycit.ie/itsupport/blackboard
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1. Logging into Blackboard

Students can access Blackboard
by going to
https://citbb.blackboard.com
and logging in using their
student number and password.
CIT uses as Single Sign-On
service, which allows CIT users to
provide their student number
and password once to a trusted
service and to then have their
identity securely, consistently
and seamlessly provided to a
number of CIT web applications.
When you initially login to
blackboard you should tick the
box to accept the terms of use
and select Confirm.

Students are then automatically
brought to a page where you
should tick the box not to show
this page again and select
Confirm.
NOTE: Once these options have
been confirmed, you will not be
prompted again.
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Effective from 26 May 2012 the
EU cookie law requires websites
to gain permission from users,
before planting cookies. Before
proceeding to further use this
software application you must
select Agree.

You will then automatically see
any modules on which you are
registered after you log in.
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2 What if I cannot log in?
The Blackboard system is integrated with the CIT registration system, so that when you register for a
course or module, you are automatically enrolled in the corresponding course on Blackboard.If you
cannot log in, please check that you have registered for the current academic session with the
Admissions office. Each evening the Student Records System sends data to Blackboard enrolling all
registered students on their corresponding Blackboard courses. After this time, registered students
will be able to log in to Blackboard and access the system.
If you are not
registered against
modules in the
current year, you
will be unable to
access Blackboard
and will get the
following error:-

If you cannot log in, please check that:
1. You have the correct username and password. To log in you will need your correct single sign
on password. Your student number (e.g. R00012345) is your Single Sign-On password for all
web applications that IT Services offer (myCIT email, Blackboard/e-learning, Smartcard topup,
PC login and exam results).To enable a single password for all services, please log in to your
Web for Student account by clicking here. You will immediately be prompted to change your
password. We also strongly suggest that you enter a security question and answer that will
allow you to reset your password in the future.Within 15 minutes, your new password will be
enabled across all other CIT web applications and you will have access using your SSO PIN.
2. You have registered for the current academic year with Admissions. All information
concerning registration for the academic session 2017-2018 is posted on the Registration
Website.
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Managing your Time
We are all constrained by the same 1440 minutes in each day, and while we cannot control time, we
can control what we do with our own time.
Balancing study, work, family and fun can be a challenge. How we spend the minutes and hours of
our days determines what we accomplish.
Simply thinking about the assignment will not help get it finished. Only studying or writing will do
that does. Talking with your friends about how many assignments you must finish will not help to get
the finished.
The most successful students are very often the students who know how to manage not just their
time but also how to prioritise the most important activities and their work over the semester.
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Creating a Not to Do list

Often, what you don’t do, creates the space for what you can do.
This is true in your post-graduate studies. What are the actions that seem to steal your time or that
simply do not add value?
Your “don’t do” list should be the list of things that get in the way of doing the actual important
things that matter most to you. For instance, if you know that you are easily distracted if you study
with your friends, then perhaps you should schedule some study time alone. If you know that you
study best in a group, perhaps you should avoid spending too much
time studying alone.
Similarly, if you do not take the time to create a template in MS
Word you may find yourself spending precious hours selecting the
correct font type style or heading style.
What would be on your NOT TO DO list
List any behaviour that lead to stress and are counterproductive which you would like to abandon.
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SMART Goal Setting
Many Master’s students struggle with managing their time or creating a structure to organise their
workload over the programme. Clarifying your goals not just for one module but for the entire
programme can often help you to stay on track.

A useful way of making goals more powerful is to use the SMART mnemonic.
While there are plenty of variants SMART usually stand for:
S - Specific (or Significant).
M - Measurable (or Meaningful).
A - Attainable (or Action-Oriented).
R - Relevant (or Rewarding).
T - Time-bound (or Trackable).
Write your goals. making them specific, measurable, action-based, realistic, and timely.
Place them where you can see them every day.
Because even, SMART goals can seem overwhelming, break them into chunks or milestones
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Using the 80/20 rule
Originally, the Pareto Principle referred to the observation that 80% of Italy’s wealth belonged to
only 20% of the population.
More generally, the Pareto Principle is the observation, not law that most things in life are not
distributed evenly.
•
•
•
•
•

20% of the input creates 80% of the result
20% of the workers produce 80% of the result
20% of the customers create 80% of the revenue
20% of the bugs cause 80% of the crashes
20% of the features cause 80% of the usage

The 80/20 rule states that 80% of your results will come from 20% of your effort (or work).
If you had an objective or goal and you listed the 10 steps required to achieve that goal.
Then list these 10 in order of IMPORTANCE.
80% of your objective will be achieved by executing the top 2 things (20%) on your task list. It also
follows that the remaining 80% of tasks will account for remaining 20% of the outcome.
Practical examples

You need to complete an assignment. You decide to spend 2 hours reading 3 articles in depth,
without evaluating their worth until you are finished reading.
OR
Spend 30 minutes creating a criteria list for evaluating articles or journals. Then quickly read a
number of articles discarding those which do not meet your criteria. Then focus in depth on the best
articles.
Taking the time to create a thoughtful list of criteria to evaluate article’s or journals will help you
to get more from your research.
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Plan Horizontally Not Vertically
Many people still use To Do lists as a vertical list of activities or tasks to be completed. The difficulty
can be to find the time to complete each task. Especially is the task may take longer than 1 hour.
In such circumstances, it can be helpful to break the task down into smaller components and to
create a schedule for your time and tasks over a week, rather than a list that must be completed in
one day.

Scheduling is the process by which you look at the time available to you, and plan how you will use it
to achieve the goals you have identified. By using a schedule properly, you can:
•
•
•
•
•
•

Understand what you can realistically achieve with your time
Plan to make the best use of the time available
Leave enough time for things you absolutely must do
Preserve contingency time to handle 'the unexpected'
Minimize stress by avoiding over-commitment to others.
A horizontal schedule allows you to realistically plan the time to do the things that are
important to you, within an appropriate time-frame.

Scheduling is best done on a regular basis, for example at the start of every week. Go through the
following steps in preparing your schedule:
1. Start by identifying the main task you have to complete. This will depend on the module, the
impending assignment deadlines, your work outside college, and on your personal goals in
life.
2. Next, examine your week and decide when you realistically complete the task. For example
if you have to complete some administration work Monday morning may not be the best
time.
3. If necessary break the task into separate steps.

If you use a planned horizontal schedule, you give yourself the flexibility to rearrange your schedule
to react effectively to urgent issues.
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Review
notes

Write first
draft

Read
assignment
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Jar of Rocks
A time management expert took a one-gallon, wide-mouthed mason jar and set it on a table in front
of him. Then he produced about a dozen fist-sized rocks and carefully placed them, one at a time,
into the jar. When the jar was filled to the top and no more rocks would fit inside, he asked, "Is this
jar full ?"
Everyone in the group said, "Yes."
Then he said, "Really ?"
He reached under the table and pulled out a
bucket of gravel. Then he dumped some gravel
in and shook the jar causing pieces of gravel to
work themselves down into the spaces
between the big rocks.
Then he asked the group once more, "Is the jar
full ?"
This time the group said "Probably not"
He reached under the table and brought out a
bucket of sand. He started dumping the sand in and it went into all the spaces left between the rocks
and the gravel.
Alternative ending
Once more he asked the question, "Is this jar full ?" "No !"
…. Then he grabbed a pitcher of beer and
the group shouted.
began to pour it in until the jar was filled
Once again he said, "Good !" Then he grabbed a jug of water
and began to pour it in until the jar was filled to the brim.
to the brim. Then he looked up at the
Then he looked up at the class and asked, "What is the point of
this illustration?”
One person said, "The point is, no matter how full your
schedule is, if you try really hard, you can always fit some more
things into it!”

class and asked, "What is the point of this
illustration?”
One person raised his hand and said, "The
point is, no matter how full your schedule

"No", the speaker replied, "That’s not the point.
The truth is: If you don't put the big rocks in first, you'll never
get them in."

is, there is always room for beer!”

What are the ‘big rocks’ in your life or programme ?
Put those in your jar first.
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KanBan
Taiichi Ohno is credited with the first official use of Kanban during his time working at Toyota. He
needed a way to quickly communicate to all workers how much work was being done, what stage
the work was at, and how the work was being done. His goal was to make work processes
transparent – meaning he wanted everyone, not just managers to know what was “really” going on.
How much work was in progress, where there were delays and how much work was completed.
The goal was to empower line workers so that they could work more intelligently and effectively. He
developed the Kanban as a tool to help visualize, organize, and complete work. Once the managers
and the workers had this knowledge they could make better choices, and decisions regarding
allocating or reassigning resources.

How Kanban Works

1. Visualize Work

By creating a visual model of your personal work Figure 1 Kanban board from PersonalKanban.com
or your group work and workflow, you can
observe the flow of work moving through your Kanban system. Making the work visible—along with
blockers, bottlenecks, and queues—instantly leads to increased communication and collaboration.

2. Limit Work in Process (WIP)
By limiting how much unfinished work is in process, you can reduce the time it takes an item to
travel through the Kanban system. You can also avoid problems caused by task switching and reduce
the need to constantly reprioritize items.

3. Focus on Flow
By using work-in-process (WIP) limits and developing team-driven policies, you can optimize your
Kanban system to improve the smooth flow of work, see the factors affecting progress, and even
reduce frustrations or conflict in your group by analysing the flow of work.

4. Continuous Improvement
Once your Kanban system is in place, it becomes the cornerstone for a culture of continuous
improvement. You and your group members can measure your effectiveness by tracking flow, speed
of work, delays, challenges and more. You will soon begin to see how adapting, experimenting and
using the framework can improve the group’s effectiveness.
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Time Management Technology
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Trello Boards

A Trello board is almost a technology version of the Kanban. It is a free online resource or
smartphone app that contains lists populated by cards. This allows you and your group to plan,
organise and track your work and projects.
You can create a personal board or add other people to your board as you need. Drag and drop
people to cards to allocate tasks. Everyone sees the same board and any changes in real time.

Planning your assignment, you can assign different dates and milestones to each card. You can add
resources. Links and images so that each person in the group is aware of the collective resources.
This saves time, frustration, and group conflict. It also allows for peer feedback and peer review on
the work completed so far. As each person completes their section of the assignment they move
those cards to their done list, and the group receives an update.
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Evernote
Evernote is digital binder and can be a very useful storage and research tool for students. It is
available as a free tool. The application is web based with a smart phone app to ensure you have
always on access to your notes.
An Evernote note can consist of anything, from text to images to PDFs to audio. Once a note is
created, you can instantly access it from your desktop, mobile, or on the web. Evernote will quickly
find the content you’re looking for; it will even recognize text inside images and handwritten notes.
Tips for using Evernote

•
•

•
•
•
•

•
•

Create a notebook structure where you keep the notes from different classes or projects
together.
Save had written notes by scan into an Evernote Notebook. Evernote can read the text in
those images, even handwriting, so you don’t have to search through your notebook looking
for a specific name or date when you need your notes at a later date.
Capture the text on Whiteboards or flipcharts. Whether during the lecture or in your own
study group, this is a very useful way to save time.
Add the Evernote Web Clipper extension to your preferred browser and you can save useful
articles or web pages directly to your class notebooks.
Link to data outside the Note. You can create a hyperlink in your notebook to web resources
outside the notebook.
Create a Draft area in your notebook. Students often struggle to begin the writing process. If
you use the notebook for your pre-writing stage, you can add tentative titles, concepts or
articles that may act as prompts when you begin writing your first drafts.
Use the Smartphone app to study the material in small bits size chunks
Save details of experiences, projects etc that may be useful for your CV, job interview, or
LinkedIn profile.
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OneNote

OneNote is part of the Office suite of applications, that you can access for free using your CIT log-ins.
One of the most attractive things about OneNote is the full integration with Microsoft Office. If
you’re a Microsoft Office user already, then taking advantage of OneNote is a great idea. It also has
no upload limits, so you can start working right away.

When compared to Evernote, the OneNote interface is less complicated. The interface is almost like
opening a filing cabinet, and browsing through the folders. You can think of a Notebook as a drawer
in your file cabinet. That drawer has folders inside, which OneNote calls Sections. Just add a new
section when you want to add something to that notebook.

Clipping using your browser

•
•
•
•

You can add the OneNote extension to your browser. Then when you want to save a
webpage or resource, you click the OneNote icon. You are then presented with a number of
different options.
You can clip an entire screenshot
You can select a region
You can choose Article mode
You can add a bookmark which is just a thumbnail with a link.
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Google Tips and Shortcuts
Is Google the world’s largest, most used, learning resource?
Google is a very effective search tool but many students find that they spend a lot of time searching
for the information they require.
1. Use quotes selectively
If you are searching for something specific use quotes to limit the number of returns. The simplest
and most effective way to search for something specific is to use quote marks around a phrase or
name to search for those exact words in that exact order.
Marketing in Ireland will return a significantly broader number of results than “Marketing in Ireland”
2. Select words that match your search
This is a very important tip. Depending on your reason you are searching you can use different
phrasing.
If you are searching for a help forum or a problem resolution it can be helpful to use casual
language. For instance:
Samsung screen won’t unfreeze. This will return possible solutions or technical support forums.
However, if you are searching for professional information for corporate websites, try to use
language that sounds professional. For instance:
Strategies to promote employee engagement. This will return results from scholarly or corporate
sites.
3. Search within Websites
Many websites have very poor search capabilities. You can use google to search the website if your
use the site or domain limiter.
Searching with site:HBR.com followed by a search term, will find results from only HBR.com.

4. Search by File type
Google's search results mainly concentrate on webpages, but it also indexes publicly available files.
You can look for them using a "filetype:" command at the end of your normal query.
Type Filetype PDF: “Digital Marketing”
5. Search using your voice
If you are simply tired of typing, you can search with your voice, say "Ok Google" or select the
Microphone
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Searching within a website

Search for a specific type of file
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Search by author
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Using Google scholar
Google Scholar provides a simple way to broadly search for scholarly literature. From one place, you
can search across many disciplines and sources: articles, theses, books, abstracts and court opinions,
from academic publishers, professional societies, online repositories, universities and other web
sites.
The results will include some excellent library resources , journals and other resources. To get the
most from your time searching you should link to the CIT library database portal.
Always check with the Library before making any payment to access an article as you may actually
be entitled to FREE access.
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Collaborating and Co- Working
Working in small groups can allow students to develop a range of interactive and collaborative skills
which are often underused in individual study situations.
Many employers have identified these skills as key to the employability of post graduates.
Often employers contact lecturers seeking references for potential employees.
Many of their questions focus on how effective the student was in the following areas:
•
•
•
•
•
•
•

Ability to work in a team
Openness to other people’s ideas
Ability to think critically, creatively and originally
Ability to collaborate on projects
Time management
Ability to manage workload
Relationship with other students in groupwork
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Group work
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Effective Group meetings
Think about your experiences of meetings that met one or more of the following conditions. Were
they productive meetings?
•
•
•
•
•
•

You want information or advice from your group.
You want to involve your group in solving a problem or making a decision.
There is an issue that needs to be clarified.
You have concerns that you want to share with your group.
There is a problem that involves people from different groups.
There is a problem to resolve or a decision to be made and it's not clear what the problem is
or who is responsible for dealing with it.

Now think about your experiences of meetings when the following conditions prevailed. Were these
good meetings?
•
•
•

There is inadequate data or poor preparation.
Something could be communicated better by telephone, memo, or in a one-to-one
discussion.
The subject is trivial.

.
Meetings are always more effective if the purpose of the meeting is clearly understood by all
participants.
Purpose of Meetings

Key Points

Share information

Make decisions

Solve problems
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Communication and Employability
Strong writing skills will to contribute to your career success. You may have the greatest ideas in the
world, but if you can't communicate them clearly and persuasively, they will do little to advance your
career.
As you rise to leadership and management positions, communication skills become even more
crucial --businesspeople who can't communicate well seldom advance to senior positions within a
company.
Changes in technology have only increased the need for strong writing skills. Email has become the
primary means of communication; therefore, workers must be able to write clear, concise, and
professional e-mail messages in order to be successful in the workplace.
Newer communication technologies such as instant messaging, text messaging, the Web, intranets,
video conferencing, social networking software, and wikis are reshaping the way we communicate at
work, and require strong writing skills in order to be used effectively.
In today's global business environment, staying connected with people requires excellent
communication skills. Developing your writing skills as a post-graduate will improve your
communication skills and increase your chances of career success.
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Reading to write
Your success depends most on what comes out of your pen or your keyboard .
That reality is that simply knowing your subject well is not sufficient. Your assessments are
usually written, whether they are projects, essays, reports or even exams. Most post-graduate
students read a great deal in order to be able to produce thoughtful, reflective and well-informed
documents. So, try to avoid becoming a passive reader. If you read books, journals, or articles, do so
with a pen, highlighter, or post-it in your hand
You will need to:
•
•
•
•
•
•
•

Make notes on what you read. What was important? Why would you revisit the text?
Paraphrase, summarise and synthesise what you read. What are the main points?
Cite what you read. Cite while you write. Have a structure in place to note the reference
Comment on and evaluate what you read. Do you agree? Is there good evidence for this
concept?
Compare what you read. How old is it? Is it national, sector bound or generalisable?
Use what you read to support your own writing. How does this fit into to your work?
Differentiate your views from those of the texts you read. Avoid plagiarism, what can you
add to the points in the text?
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Writing to Learn- Notetaking
When you attend lectures, you will have the opportunity to take notes. These notes typically have
two functions:
1. Reviewing the material in preparation for an assignment or exam
2. Helping you engage with or learn the material
You should take notes when the lecturer presents information in verbal or written form. When you
receive this information, and identify the most valuable information, you can make notes about the
information in a way that makes it easier to think about, remember, reapply at a later stage.

Although many students like to use laptops to record their notes, these laptops can prove very
distracting. It is often quite tempting to log on to FaceBook, to check in with Online Gaming or to
answer your emails. This is often linked to our “always on” connected habits.
Recent research by Mueller and Oppenheimer found that students who took notes on laptops
performed worse on conceptual questions than students who took notes using pen and paper
(Mueller & Oppenheimer, 2014). They suggest that while students who are fast typists can record
more information using the laptop, the note takers tended to transcribe lectures verbatim. Thus, the
students did not engage in processing information and reframing it in a way that would support
learning.
The results revealed that while the all students who actually took notes performed equally well on
questions that involved recalling facts, laptop note-takers performed significantly worse on the
conceptual questions.
They concluded that longhand note-takers engage in more processing than laptop note takers, thus
selecting more important information to include in their notes, which enables them to study this
content more efficiently (Mueller & Oppenheimer, 2014).

The notes from laptop users contained more words and had more verbatim overlap with the lecture,
compared to the notes that were written by hand. All the students who took more notes performed
better, including those who had less verbatim overlap. This might suggest that the benefit of having
more content is cancelled out by “mindless transcription.”
Using pen and paper often gives the student the opportunity to doddle or draw arrows connecting
different strands or concepts together. The is one of the most important aspects as students should
be able to make the connections between different elements to promote deep learning.
One of the best ways to promote this deeper understanding is to create something with the new
information. This can be a blog post, a LinkedIn post, an entry in a reflective journal, an update on
Wikipedia, a shared resource for other students etc.
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Sample Lecture Note Template
Many lecturers will provide you with notes before or during the lecture. Having a structure around
how you use these notes during and after the lectures can enhance affect your ability to take clear,
relevant, and reusable notes.
It can also reduce the likelihood of you feeling a little overwhelmed by the amount of information
you receive.
Creating a lecture notes template such as in the example below may help you to collate and connect
different strands to the material in your module.

Module:
Topic:
Preparation: What did I
want to find out in this
lecture. Having read the
course materials what
questions do I have?
Opening comments by the
lecturer. Issues, questions,
links to assignments
Main theme of the lecture
Main points in the lecture
Examples, evidence,
criticisms, literature,
context
Books, authors, or journals
referenced
My questions regarding the
lecture
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Academic Writing

Language is a technology: it can be used to do things; but it is no simple or singlepurpose tool. It is the ultimate Swiss Army knife, with a different implement for
every use or purpose we can dream up. (Pare, 2007)

As master’s students, we invite you to develop the skill not just to complete an assignment or display
knowledge, but to use your writing to explore, to problem-solve, to take chances, to contribute your
knowledge to the particular discipline.
You will become more familiar with the different requirements and contexts by attending lectures,
discussing the topics with your fellow students and especially reading in the subject matter area.
In the same way, you will learn to adapt your language and writing to academia. As a masters’ level
student, you will use both verbal and written communication to introduce and discuss concepts,
ideas, and solutions. You will see how different modules or subjects will require different language
and phrasing. (Pare, 2007) Suggests that the differences between the modules is not just in the
content of written texts. He comments that whether writers create or contribute to journal article, a
company quarterly report, a newspaper article, or a report of a sporting event, they use different
types of argument, select different types of evidence, and make different conclusions depending on
the type of publication.

We all use language to ask questions, provide answers, build relationships etc in our daily lives. We
use written communication as part of emailing, updating Facebook, creating Hashtags on Instagram
etc. Each of these platforms has a particular way of using language. When people use the wrong
type of language it is immediately obvious to you as a reader. People learn how to select and us the
correct terms and structures by creating posts or observing other posts.
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Writing as a Process

Thinking is tedious and writing is hard, and first drafts are flawed by the need
to combine composition and thought. In my own case there are days when the
results are so bad that no fewer than five revisions are required. On really good
days, no fewer than four revisions may be needed.” (Galbraith, 1978)

John Kenneth Galbraith, economist, diplomat, and public intellectual, was renowned for the clarity
of his writing. Using this skill, he was able to communicate complex ideas to a wide audience. His
most famous work was The Affluent Society(1958).
His advice on writing is still valuable to Master’s students.
•
•
•

Start writing now:
Do not wait for the magic of inspiration
Recognise that a first draft is merely that- a first draft. Designed to be edited, rewritten and
improved.

Writing is one of the most important activities at third level. Yet, as we move from one context to
another, as in from undergraduate to Masters or from a workplace to a college, we often lose
confidence in or ability to write well.
At Master’s level, there is a definite expectation that your writing willing have an academic quality or
style. This way of writing is how we define the intellectual boundaries of our disciplines and areas of
expertise.
Typically, it will include a formal tone, use of the third-person rather than first-person perspective, a
clear focus on the problem under investigation, and precise word choice. In the same way as
language is used in professions, such as, law or medicine, academic writing is designed to convey
agreed meaning about complex ideas or concepts for a group of scholarly experts.
Academic writing is often characterised as a hierarchically organised, goal-directed, problem-solving
process (Graham, 2006). Writing, he says, consists of four main recursive processes – planning,
writing, editing, and reviewing.
These activities, however, do not necessarily occur in the exact order suggested. Many writers allow
the process to overlap depending on their individual goals, or working style – although, naturally,
more time is spent on planning or thinking at the start, and on editing and reviewing at the end.
Murray and Moore (2006) describe academic writing as consisting of advances and retreats. There
are things that drive us on – such as creating new knowledge, and gaining approval – and there are
things that hold us back – such as difficulties in getting started, revising the text, finding our voice
and generally feeling inadequate.
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Writing strategies
According to Flower and Hayes, writing consists of three main cognitive processes/strategies:
planning, translating, and reviewing (Flower & Hayes, 1981).

1. Planning
Planning to write can be divided into three sub-strategies: generating ideas, organizing, and goalsetting.
a) According to the Flower and Hayes model, generating ideas consist of retrieving relevant
information from the task environment and long-term memory.
b) The organising phase involves selecting the material from the generating process and
organizing the material into writing.
c) In the Goal setting phase, some materials from the generating process become the criteria
to judge if the text will meet the goal specified.

2. Composing (Translating)
The second part of the writing process, the act of composing also called "translating," is when
writers finally put their ideas into visible language.
This activity through which the writer transforms the ideas from a linear or hierarchic plan into
sentences (Flower and Hayes, 1981).
It involves putting ideas into language (text generation) and then into written words (transcription)
to build cohesive and coherent text.

3. Reviewing
Reading and editing are the sub-strategies of reviewing. In these sub-strategies, the writer examines
any material written with the goal of correcting anything that would prevent the text from meeting
the established goals.
This includes correcting grammatical errors and altering the contents of the writing.
Reviewing is a conscious process in which writers choose to read and examine what they have
written either as a springboard to further translating or with an eye to systematically evaluating
and/or revising the text (Flower and Hayes, 1981; Hayes, 1996).

According to Flower and Hayes (1981) effectively monitoring the writing process requires the
student to take the time to reflect on their own thinking process. Then they can review how their
efforts at the different stages and the specific resources selected are helping them to achieve their
goals with the paper, report, or thesis.
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Figure 2 Flower and Hayes Composing Processes Model (Flower and Hayes, 1981; Hayes, 1996)
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Writing checklist
Use this template in each of the phases in Flowers Model

Question
What do you hope to achieve
in this paper or assignment?

Comment

Achieved

What are the key terms?

What are the key concepts?

What aspects have you
discussed with colleagues?
What are the key criticisms or
challenges?
Have you identified the core
readings in this topic?
Have you asked a colleague to
review your draft?
Who is the final reader?
How will it be assessed?
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Evaluating online content
The internet revolutionized how people find information, and now the rising popularity of both ebooks and mobile devices is transforming our students’ and lecturers’ reading habits. The library in
CIT has a wide range of online resources and e-books which are designed to support you in this
programme.
Before using the internet as your default source of information consider how long it actually takes to
find the information you need. It may take hours to find the answer to a question on the Web that a
Reference Librarian will source in a few minutes. When in doubt, consider the library as a key
resource.
Information available on the wider Internet is not regulated for quality or accuracy as information in
traditional media such as newspapers or television programmes. Having conducted your online
research and selected some useful sources, it is advisable to evaluate the online source to establish
that the information comes from a reliable and appropriate source. It is particularly important that
master’s students develop the skills to effectively evaluate the online resource or information.
Many students also over rely on Wikipedia. Although Wikipedia brands itself as the biggest
encyclopaedia ever created, its use of an open editing model, where anyone can contribute or edit
articles directly should make students cautious when evaluating the relevance or authenticity of
some of the articles.
Wikipedia recommends that you use its platform as a starting point; not as a primary or secondary
source (Wikipedia Foundation, 2010). A link to Evaluating Wikipedia is included in your resource list.

Consider the following criteria and ask yourself the following questions:
Audience
•
•
•

Who is the website’s intended audience? Academics? The general public? School children?
Does it appropriately address the target audience?
Is it relevant for your assignment or research?

Authority
•
•
•
•
•
•
•
•
•
•
•
•

Is the author identified? If the author has chosen to remain anonymous, ask yourself 'why?'
Is the author a person you recognise as an expert in his field?
If not, is there enough information provided to establish the author’s credibility?
Is she qualified to write about the subject?
Can you find references to her elsewhere?
Is the author affiliated to an academic institution or credible organisation?
If the information is part of a journal or other online publication, you should try to establish
the authority of that publication:
Is the name of the publication obvious?
Do you recognise the name of the publisher?
Does it look like a professional publication?
Is there associated branding?
Is the publication referenced elsewhere?
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Accuracy
•
•
•
•
•
•

Is it free from spelling errors?
Is the text well-written and grammatically correct?
Has the content been through an editing process or been peer reviewed?
Has the author included a bibliography?
Are the sources cited reliable and can they be verified elsewhere?
Are research methodologies adequately explained?

Objectivity
•
•
•
•
•

Does the author present objective arguments or make it clear when he is expressing biased
opinions?
Are other points of view explored?
Is it a personal website? Does it express personal opinions?
Is the website part of a commercial organisation, a political party or an organisation with a
specific agenda? If yes, question the motives for publishing the information.
Does the website promote a biased viewpoint?

Currency
•
•
•
•

Can you tell when the information was published?
Is the information up to date?
How frequently is the website updated?
Are the links up to date and working?

A good website will show when it was ‘last updated’ or give a clear indication of the timeliness of the
information. Working links indicate the website is being maintained and updated regularly.
(Adapted from the University of Edinburgh Information services)
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Writing as a Product
Having discussed writing as a process, it is important to consider the written artefact as the final
product of this process. As students on a Master’s programme, it will need to develop your written
communication so that you can present your ideas and findings in a clear, precise, balanced, and
unemotional way. Your use of headings, bold, italics, tables, quotes, paragraphs pictures, charts
influence how your reader interprets your text.
Your document will also contain structured elements such as tables of content, introductions,
transitions, summaries, and conclusions. Each of these separate elements demonstrates your
thought process and writing style. Each element should be used to perform a specific function, it
should encourage the readers engage with your topic or thesis.

Consider the logic of the report’s layout.
Why is the information sequenced in a particular order?
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Visual communication
Our multi-sensory world contains many different types of media and images. As academics, we
need to read and interpret these visuals. However, as academics we also need to be able to select,
produce and utilise them effectively. The correct images or visual elements can make your writing
memorable, provide signposts for your reader, demonstrate points of contrast or emphasis, convey
key messages, prove domain knowledge, and help persuade your reader to understand why your
premise or argument is valid.
Visuals or images form part of a communication process where we interpret and make meaning out
of the world around us. When we communicate using images, colours, or textures the readers’
interpretation is affected by many different variables.
A visual document communicates primarily through images or the interaction of image and text. It is
important to identify and select the most appropriate images to capture and convey your messages.
Whether designing a poster, taking a photograph, or creating a business report, delivering a project
update or writing your thesis your work should be visually appealing and rhetorically effective.
When you design your report, assignment, or thesis, you include images, font styles colours or charts
to help them interpret or understand your key messages. Their impression of your work is based on
what they see, and how you have designed the message. Typical perception errors and biases also
influence this impression.
For instance, the type of image you select to illustrate an organisation or workplace, be reflects not
only your choice of what a workplace looks like, but also allows the reader to make a judgement on
the accuracy or relevance of the image.
Creating Captions
Some visuals may need captions to provide additional explanation. Captions may include the image’s
source, explain its larger context, and/or refer to its placement in your text. Your choice of words
may impact on how the reader interprets the image.
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Proofreading
Proofreading carelessly can spoil a writer's best efforts. Proofreading is classic evidence that writing
looks different to the writer and to the reader.
Proofreading errors are different from punctuation or spelling or usage problems, and you fix them
differently.
Punctuation, spelling, and usage are knowledge problems, and you fix them by learning.
Proofreading problems are usually a matter of seeing, and you fix them by learning to look.
The better you read, the worse you'll proofread, unless you consciously are aware of what you are
doing.
Good readers, fast readers, guess what the words are, and they just check in now and again to see if
they are right. The more they can guess, the less they have to look and the faster and better they
read.

To be a good proof-reader, you have to go back to being a child again, looking at every word as it
comes along. Here are some principles to guide you.
•
•
•
•
•
•
•

•
•
•

Ignore content. As soon as you start paying attention to what the text is saying, you'll start
assuming and stop looking.
Assume there's at least one typo.
Forget what you meant. Read the memo/email as though you never saw it before.
Read backwards. This destroys comprehension, and your eyes can't trick you as easily.
Don't try to do something else when you proofread.
Take your time. When you hurry you guess and skim, and that usually doesn't work.
Proofread a second time, paying attention to content. This is where you find those things
spell check and reading backwards did not catch, such as "The little cap pulls off it you put
enough effort into it."
Read it aloud. It is more difficult, but still not impossible, for your eyes to skip over errors
when you read aloud.
Try to have someone else proofread your work, particularly if the document is important or
going public.
Make proofreading a game. Score points for yourself when you find an error!
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Referencing and Citing
As you conduct research as a master’s student it is very important to maintain your academic
integrity. This integrity is closely linked with correct citation and referencing of existing work.
Taking the time to collate and use the correct references shows that you have conducted relevant
research, your arguments have a solid foundation and you are contributing to an ongoing academic
conversation.
When you demonstrate that you have done the research required to qualify you to join the
conversation, you not only show respect for others’ work, you also confer authority upon yourself
and highlight the your particular perspective on the topic. In these ways, citing sources represents a
fundamental step in developing a scholarly voice.
Additionally, by creating a list of the sources you found valuable are recognising the value of other
academics. You also smooth the path of future readers of your work who may be interested in
exploring the topic in greater depth.

This document does not give specific examples of how to cite in common formats, such as Harvard,
MLA, APA, and Science styles. Within CIT you may have modules that use different styles and some
lectures may have different requirements. Enquire in each of your classes and with each of your
lecturers, which citing and referencing conventions are required.
If in doubt ask your lecturer
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Resources to develop your writing
Useful websites
https://www.oxfordlearning.com/5-effective-note-taking-methods/
https://commons.wikimedia.org/w/index.php?title=File:Evaluating_Wikipedia_brochure.pdf&pag
e=2
http://www.mic.ul.ie/academicdepts/english/Documents/Cite%20It%20Right%204th%20edition.p
df
www.brianpickings.com
www.openculture.co.
www.academia.edu
www.menwithpens.ca
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Assessments & Assignments
The following techniques for completing assignments or answering exam questions are very
useful. Courtesy of (Swales, 1982)
The components of a question
Most assignment titles or examination questions contain the following components:
1. Subject matter or topic. What, in the most general terms, is the question about?
2. Aspect or focus. This is the angle or point of view on the subject matter. What aspect
of the subject matter is the question about?
3. Instruction or comment. This refers to the instruction word or phrase. These
instructions tell the student exactly what to do.
Academic writing in English is Linear; it starts at the beginning and finishes at the end, with
every part contributing to the main line of argument, without waffle or repetition. Writers
are responsible for making their line of argument clear and presenting it in an orderly
fashion so that the reader can follow.
Each of the paragraphs discusses one major point and each paragraph should lead directly
to the next. The paragraphs are tied together with an introduction and a conclusion.
Some questions or essay titles also contain the following components:
Restriction or expansion of the subject matter. This is the detailed limitation of the topic.
What, in specific terms, is the question about?
Viewpoint. This refers to the requirement, in the question, that the writer writes from - or
evaluates - a point of view given by the setter of the
1. Account for
requires an answer that gives the reasons for the subject of the question.
2. Analyse
requires an answer that takes apart an idea, concept or statement in order to
consider all the factors it consists of. Answers of this type should be very
methodical and logically organised.
3. Compare
requires an answer that sets items side by side and shows their similarities
and differences. A balanced (fair, objective) answer is expected.
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4. Consider
requires an answer in which the students describe and give their thoughts on
the subject.
5. Contrast
requires an answer that points out only the differences between two items.
6. Criticise
requires an answer that points out mistakes or weaknesses, and that also
indicates any favourable aspects of the subject of the question. It requires a
balanced answer.
7. Define
requires an answer that explains the precise meaning of a concept. A
definition answer will include a definition, probably expanded.
8. Describe
requires an answer that says what something is like, how it works and so on.
9. Discuss
requires an answer that explains an item or concept, and then gives details
about it with supportive information, examples, points for and against, and
explanations for the facts put forward. It is important to give both sides of an
argument and come to a conclusion.
10. Evaluate/Assess
require an answer that decides and explains how great, valuable or important
something is. The judgement should be backed by a discussion of the
evidence or reasoning involved.
11. Explain
requires an answer that offers a rather detailed and exact explanation of an
idea or principle, or a set of reasons for a situation or attitude.
12. Explore
requires an answer that examines the subject thoroughly and considers it
from a variety of viewpoints.
13. Illustrate
requires an answer that consists mainly of examples to demonstrate or prove
the subject of the question. It is often added to another instruction.
14. Justify
requires an answer that gives only the reasons for a position or argument.
Answer the main objections likely to be made of them. Note, however, that
the proposition to be argued may be a negative one (e.g. Justify the abolition
of the death penalty.)
15. Prove/Disprove
both of these require answers that demonstrate the logical arguments
and/or evidence connected with a proposition prove requires the 'pro'
points, and disprove requires the 'contra' points.
16. State
requires an answer that expresses the relevant points briefly and clearly
without lengthy discussion or minor details.
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17. Summarise/Outline
require an answer that contains a summary of all the available information
about a subject, i.e. only the main points and not the details should be
included. Questions of this type often require short answers.
18. To what extent is X true?
requires an answer that discusses and explains in what ways X is true and in
what ways X is not true.

Sometimes you may find several different instruction words combined into one composite
question. For example:
Define financial accounting. Compare and contrast the Anglo-American and
Continental approaches to financial accounting. Explain the role that the invididual
accountants play in each approach.

Some other important words used in questions.
Concept - an important idea
Concise- short, brief
in the context of-referring to, inside the subject of
criteria-what standards you would expect; what questions you would expect
to be answered
deduction-the conclusion or generalisation you come to after looking
carefully at all the facts
factor(s)-the circumstances bringing about a result
function-what something does its purpose or activities
implications-results that are not obvious, long term, suggested results
limitations-explain where something is not useful or not relevant
with/by reference to-make sure you write about the following subject
in relation to-only a certain part of the first topic is needed
role-what part something plays, how it works, especially in co-operation with
others
scope-the area where something acts or has influence
significance-meaning and importance
valid/validity-is there evidence and are there facts to prove the statement?
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Essay or assignment checklist
Does the essay really address the topic in the
assignment?
Does the essay answer the question in the
assignment?
Does it cover all the main aspects and in
sufficient depth?
Is the content accurate and relevant?
Is everything in the essay relevant to the
question
Is the information logically arranged and
presented?
Are your main points supported by examples?
Is it clear which are your own ideas and which
are from other sources?
Have you properly cited all sources?
Is the grammar, punctuation etc correct?
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