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Days:  Thursdays 



Instructor:  

Jodi Nooyen

Time:  8:30-10:30am



Office: 

M-14037A

Dates: 4 February – 18 March (7 weeks)
Phone Extension: 
212-963-2001

Classroom: 
DC1-244


Email:  

nooyen@un.org 

Course Webpage: www.unejn.org/w4w
Office Hours:  
by appointment

Course Description:  The focus of this course is on writing and language – though it may also include some technical and formatting suggestions.  The fundamental basis of good writing is to (1) know your purpose and (2) know your audience.  Based on our purpose(s) and audience(s), writing for the web differs from other kinds of writing at the United Nations.

Like other UN writing, the purpose of most UN websites is to provide information.  However, it’s unique in that those who use the Internet want to grab information and use it quickly.  We need to make it easy for users to get answers to questions or to complete tasks.  

To write well, we also need to know who is using our webpage(s) and what they want to know.  Is the writing for the Intranet or Internet?  Is it for the general public or only for experts on the topic?  Do we really know who is visiting our pages - and, if we're not perfectly sure, how can we find out?  Having a clearer understanding of our audience and their needs will help us to determine the appropriate content, level of formality; and length of sentences and paragraphs.  

Participants will also learn how to edit websites.  Revising and editing are even more important on a webpage than on paper because websites have increasingly become our 'public face'.  To look professional and to be respected, we need to be accurate and clear.

Required Materials: 
In addition, please purchase and bring the following materials to class:

· Course textbook
Redish, J. (2007) Letting Go of the Words: Writing Web Content that Works  San Francisco, CA: Morgan Kaufmann Press. [ISBN-13: 978-0-12-369486-7]
· A memory stick – to save exercises completed in class and typed notes.

· Optional: Paper and a pen/pencil (for taking notes in class) 

Recommended Books:

Jarrett, C. & Gaffney, G. (2009) Forms that Work: Designing Web Forms for 

Usability.  San Francisco, CA: Morgan Kaufmann Press. [ISBN: 978-1-55860-710-1]

Krug, S. (2005) Don’t Make Me Think, 2nd Ed. Upper Saddle, New Jersey: Pearson 

Education / New Riders Press. [ISBN-10: 0321344758]
McGovern, G. (2007).  Killer Web Content.  London: A&C Black Publishing. 
            [ISBN-10: 071367704X]
 Course Schedule (tentative) 

	Date
	Lesson Plan
	Homework

	Lesson 1

4 February
	- Course overview

- Presentation of websites

- How you use the Internet

- Pet peeves & challenges
	-Read Units 1 & 2, pp. 1-28

-Apply something you’ve learned, 
  and be ready to tell us about it (suggestions given in class).

	Lesson 2

11 February
	- Discuss Content! & People!
- Share how you applied what you learned.

- Review exercise or quiz
	- Read Unit 13, pp. 329-348

- Complete ‘Sustainability plan’ handout.

	Lesson 3

18 February
	- Discuss Getting from Draft to Final  
                 Web Pages 

- Share your ‘Sustainability plan’

- Review exercise or quiz
	- Read Units 5 & 6, pp. 69-126

- Apply something you’ve learned, and be  
   ready to tell us about it.

	Lesson 4

25 February
	- Discuss: 

(1) Writing Information, not Documents (2) Focusing on your Essential Messages
- Share how you applied what you learned.

- Review exercise or quiz
	- Read Unit 7 (*optional), pp. 127-162

- Read Units 8, pp. 171-204

- Apply something you’ve learned, and be 
   ready to tell us about it.



	Lesson 5

4 March
	- Discuss Tuning up your Sentences, and 
  Designing your Web Pages for Easy Use*
- Share how you applied what you learned.

- Review exercise or quiz
	- Read Units 9 & 10, pp. 205-262

- Apply something you’ve learned, and be 
   ready to tell us about it.

	Lesson 6

11 March
	- Discuss Using Lists and Tables and
  Breaking up your Text with Headings
- Share how you applied what you learned.

-Review exercise or quiz.
	- Read Units 11 & 12, pp. 273-328

- Apply something you’ve learned, and be 
   ready to tell us about it.

	Lesson 7

18 March
	- Discuss Using Illustrations Effectively  
  and Writing Meaningful Links

- Share how you applied what you learned.

- Wrap-up and review
	- Schedule an individual appointment with 
   your instructor, if you haven’t already.

- Complete the online course evaluation 


Evaluation: This is a pass/fail course.  The following is required to pass the course:

· Satisfactory attendance.  You should have 75% attendance or better. ( i.e. You can only miss 2 classes or fewer)
· Class participation.  The best way to learn is to practice.
· Weekly homework.  Between lessons, you will read one or two chapters in our course textbook; think of a way to apply something you’ve read to a website you’re working on; and present your work to the class in the following lesson.
· Quizzes.  Each week, there will be a short quiz to review what we have read.
· Individual Appointment.  In addition to the seven group lessons, you will have one individual appointment with your instructor to discuss your own web writing questions or needs.  This can be scheduled at any time during the course.

Successful Completion Certificate:  You may request a ‘Successful Completion Certificate’ to add to your personnel file if you successfully complete this course. You may ‘successfully complete’ this course by: 

· attending at least 5 group lessons and the 1 individual appointment

· presenting at least 2 times on ‘how you applied what you learned’

· completing the end-of-term course feedback form










