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While preparing for the exam, I encountered difficulty in specific areas. I had a challenge preparing for memos and letters. For instance, differentiating the inquiry, sales and claim letters was a challenge. All these types of business letters vary from one another, each having a specific format and purpose. I had a problem in differentiating the tone to be used in each type of letter. For example, even though inquiry letters ask questions while demanding a reply, does it mean the tone has to be hash? The aspects such as tone and approach used in these business letters gave me a challenge. Also, technical communication in the workplace entails many variables ranging from managing conflict, creating effective teams and ethical issues. Grasping the concepts within the organization that require the understanding of individual needs and feelings gave me a challenge while preparing for the exam. For example, finding the appropriate strategies for managing workplace conflict without hurting the feelings and needs of others.

