
	Your task is to prepare a written situational analysis and problems and opportunities statement for Latrobe University moving to an online learning environment. Note that the brand here is Latrobe University for your campus only ( bundoora campus ) 
	
	

	Executive Summary
An executive summary provides an overview of a document and is usually the first thing the reader will see. Your Executive Summary should state the problem being analysed and the method of solving the problem. Conclusions and recommendations are then given in a complete but brief synopsis. Do not show too much detail. Don’t include any references. Usually one paragraph is sufficient.
Table of Contents
Your TOC should be clearly set out showing sections and page numbers. Draw a dotted line from the section to the page number. You do not need to use the word “page” – it is understood that the number refers to the page number of the main document.
eg. 2. Situation Analysis – External .............. 5
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	1. Introduction/Background
Background needs to be presented professionally with relevant detail about the company, its history and key areas of operation and performance. Include detail of any marketing or financial data and present them in an informative narrative. Current vision, mission and marketing aims should also be clear.
	10
	

	2. Situation Analysis – External
This section should demonstrate the ability to undertake background research and data collection on the current market, industry, competitor and demand for a specific brand. Your narrative explaining your findings should provide a critical analysis of the data and include coverage of the key elements of the external environment.
	20
	

	3. Situation Analysis - Internal
This section should demonstrate the ability to undertake background research and data collection on the internal market factors affecting the specific brand. Your narrative explaining your findings should provide a critical analysis of the data and include coverage of the key elements of the internal environment.
	15
	

	4. Problems and opportunities
Based on your research and exploration of the data report on the problems and opportunities you have identified, providing sufficient detail explaining each so that the audience obtains a clear idea of the issue. You should report 3-5 key items for each problem and each opportunity.
	15
	

	5. Recommendations
Based on the analysis undertaken you are required to propose and a number of proposals or recommendations (3-5). These will be drawn from the analysis you have undertaken. You are expected to provide a compelling/persuasive case for their adoption and be supported by the presentation of the internal and external analysis that follows. The recommendations should be achievable, realistic and provide the audience with clear guidelines on what would be required for their implementation.
	25
	

	6. References
	
	

	Presentation, Grammar, Spelling and Referencing
Quality of writing is expected to be of a very high “University” level standard (i.e., a mostly well thought-out, with clear guidance through linked and cohesive paragraphs and adherence to the suggested headings). Correct grammar, spelling and punctuation is expected.
A reference section headed “6. References” using the Harvard format. You must show in-text citations and not just a reference list at the end. Strictly adhere to the word limit.
	
	

	
	
	




Class notes :

