




Knowledge
Knowing a fact; being able to recall 

or recognise it

Comprehension
Understanding what a fact means

Application
Being able to put a fact to use; applying 

knowledge in practice

Analysis
Able to break information into parts; identify 

relationships/cause and effect

Synthesis
Extract relevant facts from a body of knowledge 
– use these to address an issue in a new way

Evaluation
Arrive at a judgement based on knowledge

State, List , Label, Recall, Define, Identify

Describe, Categorise, Classify, Associate, Interpret 

Demonstrate, Apply, Use, Solve, Calculate

Compare, Discuss, Give reasons, Explain

Compose, Construct, Design, Combine, Integrate

Support, Judge, Decide, Appraise, Recommend



Brainstorm

Research - Select

Plan conclusion

Plan 
sections/paragraphs



















Presentation of 
evidence, facts, 

findings

Analysis and 
conclusions





Conclusion

Main discussion

Introduction

Draw a 
conclusion

Discussion of 
idea

Outline idea



Explain the significance of the evidence and 
any conclusion that can be drawn from it 

Present facts relating to the topic with 
evidence to support

Outline a topic or point of view 



Many organisations report that skills shortages can 
be observed in both applicants and current staff, with 
employers estimating that 25% of their vacancies are 
in areas where they believe there is a skills gap.  
Additionally 16% of organisations surveyed believed 
there was a skills gap amongst current staff (Learning 
and Skills Council, 2017). These figures could suggest 
an increased importance in the training element of 
Human Resources will be seen in the future.  
Companies may consider training staff to increase 
productivity in their current role, but also with a view 
to filling higher level roles where the external labour 
market cannot supply suitable candidates.





Quotes need to…

• Be from a reliable source

• Lead your reader to the desired 
conclusion in a logical way

• Avoid hidden assumptions



• All statements backed up with evidence 
from primary or secondary research

• One idea discussed per paragraph

• Logical progression of ideas- links 
between paragraphs/ideas

• Make clear links back to the question, 
and to the main point you are making

• Balanced argument

• Keep sentences brief and to the 
point and language straightforward


