
MEMORANDUM 

DATE:  May 14, 2019 

TO:   Mrs. Lisa Ramirez 

FROM:  Virianie Cruz 

SUBJECT:  Course Reflection 

The purpose of this course reflection memo is to reflect on the course, the specifics of the 

different projects, my career and on the e-portfolio itself. 

The Course 
When starting this course I was unaware of what it really entailed. I entered the class believing it 

was just another normal English course. After starting I realized that I was in trouble, as this 

course offered another perspective to writing that I was not aware of. I have always deemed 

myself a good writer but was accustomed to the passive voice and adding imagination to my 

writing. This course was very different as it was cut, cut, cut. Straight to the point and in the 

active voice. 

 

Though this course was different from what I was accustomed I was very grateful for it, as the 

format was specially designed for the workplace. Through this Course I was taught to create 

professional job letters and resume. Which I am currently applying to real life. Thanks to these 

new concepts I am receiving more job interviews today.  
 

Projects and Career 
Throughout this course we were assigned many projects, many of which were memos. These 

memos were assigned to us in order to give us practice on the kiss principle of writing. Brevity 

and providing main points while writing in the active voice was the main aim of these memos. 

Other projects assigned included a job packet, design project and a final project proposal. These 

projects involved an integration of the Kiss principle but also the crap principle. Together these 

principles taught me new skills, which was to create the most professional work to apply in the 

workplace. It showed me that I am capable of being a great technical writer and an exceptional 

employee for any company. My website was designed to showcase my writing skills but also to 

show my viewers my creative and fun side. 

 

I believe that this course has definitely molded me to become a great asset in the workplace. This 

course has taught me to be able to express myself in a professional setting and will allow me to 

respond professionally to emails and create proper memos for the company. Being a Business 

major this course definitely gives me an advantage over other candidates and will allow me to 

excel in the workplace. Furthermore, this course has provided me with the expertise to be able to 

write and complete a successful thesis. 
 

Portfolio 
When constructing my e-portfolio I felt it necessary to construct it in an audience friendly 

manner, where audience could easily navigate through my work. I also strategically set it up 

starting at the top with my most recent work going downwards in order, from recent to prior.  I 



chose colors I felt would be able to attract the audience without overwhelming them and used 

medium fonts so that audience could read easily without having to strain their vision. Taking my 

audience into consideration I also gave brief introductions for each entry, for a better 

understanding of what will be viewed. Applying the crap principle taught to me in this course I 

was able to decide how to design and create my E-portfolio in an appropriate fashion. 

This reflection provides my experiences and views concerning this course. I looking forward to 

receiving your positive and innovative feedback. 
 

 


