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Overview: 

The Process Technology program at Brazosport College offers students a hands-on 

learning experience for the petrochemical industry. In this program, students learn about 

operating production facilities, troubleshooting equipment issues, monitoring quantitative 

measures (temperature, pressure, etc.) with instrumentation principles, and conducting lab 

analysis reports. The overall objective of this program is to prepare students in ensuring that 

the plants are functioning reliably and safely. 

Goal of Writing in This Course: 

The goal of writing assignments, in this course, is to be able to communicate effectively 

and productively for your position as a Process Technician. 

Successful writing: 

 Clearly articulates the subject you are writing about 

 Focuses on content rather than on grammar 

 Includes factual evidence rather than opinions 

 Can be used by another student to accomplish a task 

Preparation:  

The goal of writing assignments within this program is to help prepare students to engage in 

effective, work-related communication that are complex and technical. The majority of 

communication interactions on the job are written, which include, but are not limited to: 

 Communication with other process technicians, supervisors, and other plants 

 Collaboration with Health and Safety Technicians for a project 

 Filling out accurate reports and logs 

 Work permits 

 Incident reports 
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Assignment Descriptions: 

 “Profile” Group Project- This group project is a semester long effort that involves building a 

profile of a process technician to gain a better understanding of the job. The group will be 

required to compose a summary of chapter objectives for each module in class. Each summary 

addresses why the chapter objective is significant for the job of the Process Technician. After all 

the summaries are written, the team must compile them together to generate a team report 

and create a PowerPoint presentation for the end of the semester. 

General Tips:  

 Assign a task to each group member; remember, this is a GROUP project. 

 Be concise and straightforward with each summary. The summary should be a short 

overview for a chapter objective and its significance. 

 Use any notes and the textbook to answer the questions. 

 Work on the assignment throughout the semester; this is NOT something that can be 

put off until the last week. 

 Use Purdue OWL and EasyBib for online assistance with citations. 

 For the presentation, keep in mind that the information is more important than the 

“looks.”  

 Rehearse the presentation beforehand to verify the clarity and to also ensure all the 

content can be covered in the allotted time. 

 Save the presentation in multiple places (student P drive, Google Drive, Flash Drive, etc.) 

in case it is somehow deleted. 

Safety Incident report: This is a group assignment that involves researching and presenting key 

learning points for a chosen safety incident. The goal of this assignment is a two-fold: 1) To 

equip students with efficient information search strategies, which will ultimately prepare them 

to expediently search for information under stress and in emergency situations. 2) Increase 

awareness of specific plant incidents to enable a holistic and systems view of safety in a plant 

environment. The report must summarize at least two related historical incidents pertaining to 

the incident category, and each occurrence must also provide a minimum of three ways they 

could have been prevented. After the report is written, a PowerPoint presentation will be 

created to discuss the key points from the report. 

General Tips: 

 Assign a task to each group member; remember, this is a GROUP project. 

 After gathering the sources, create an outline to have a structure to follow for the 

report.  
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 Not sure how to start the report? Get straight into the body paragraphs and come back 

to the introduction later. Sometimes writing the main points first will give an idea for 

how to start a paper. 

 Use Purdue OWL or EasyBib for online assistance with citations. 

 For the presentation, use only one slide per incident. This is a way to maintain the 

audience’s interest, so they don’t have to read so much from the screen. 

 Rehearse the presentation beforehand to verify the clarity and to also ensure all the 

content can be covered in the allotted time. 

 Save the presentation in multiple places (student P drive, Google Drive, Flash Drive, etc.) 

in case it is somehow deleted. 

Equipment Report: This a group report that involves the discussion of a process equipment 

item or system covered in the textbook. Research will be necessary for the assignment. The 

sources can be online or in print. However, a visit to the library is required by the professor for 

this phase of the assignment. The report can be written or oral; the group has a choice to either 

write a paper that is at least five pages long or give a PowerPoint presentation that has at least 

20 slides. 

General Tips: 

 Assign a task to each group member; remember, this is a GROUP project. 

 Ask a librarian for assistance with finding credible sources for the research phase. 

 Whether the report is a paper or presentation, create an outline before the production 

of the report to have a structure to follow. 

 Use Purdue OWL or EasyBib for online assistance with citations. 

 For a written report, a helpful strategy is to begin writing the body paragraphs and come 

back to the introduction later. Sometimes writing the main points first will give an idea 

for how to start a paper. 

 For the presentation, use only one slide per incident. This is a way to maintain the 

audience’s interest, so they don’t have to read so much from the screen. 

 Rehearse the presentation beforehand to verify the clarity and to also ensure all the 

content can be covered in the allotted time. 

 Save the presentation in multiple places (student P drive, Google Drive, Flash Drive, etc.) 

in case it is somehow deleted. 
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Technical Writing: 

Technical Writing is communication about a particular subject that requires direction, 

instruction, or explanation. 

The General Principles of Technical Writing: 

 Have a clear purpose 

 Be aware of your audience’s interest in what you are writing 

 Be aware of how the intended audience best receives information 

 Focus on keeping the vocabulary clear and concise 

 Keep the word choice specific to your audience 

 Make the tone professional but not complex 

 Focus only on one idea per sentence 

 Where appropriate, break down paragraphs into bullet points to enhance readability 

 Chunking complex, related ideas into categories will enhance readability 

 For communication intended to prompt action from a recipient: 

o Reflect the action in the subject line (e.g. Action Needed: Complete the XYZ 

Report Review by 4/30/2018) 

o Provide a one-sentence action statement at the beginning of the 

communication, stating the date by which the action needs to be completed 

o Provide a short paragraph (approximately three sentences) to communicate 

background information and why it is important for the recipient to complete 

the action 

o End the communication by thanking the recipient for their support, and offer an 

opportunity for them to express concerns or ask questions 

Other Helpful Tips: 

Clarifying the Who: 

Remember the person you are writing to will not be the only person to read the following 

information. Therefore, make the topic specific and easy to understand. Think of all the possible 

people who could view your communication and write to that audience.  

Clarifying the What: 

Keep your purpose the focal point of the paper. If you reread and see a sentence that does not 

communicate information related to your topic, remove it. 
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How the Writing Center Can Help: 

 Understanding the assignments and reviewing the instructions 

 Researching credible sources through the internet and library databases 

 Helping you read and annotate sources for your assignments 

 Brainstorming and thinking out your ideas 

 Organizing your materials and sources 

 Creating an outline to follow as you write your paper 

 Clarifying your ideas and ensuring that they are explained well 

 Creating your PowerPoint Presentation 

 Practicing and reviewing your presentation with you 

 


