Dr. Tracy Bridgeford (tbridgeford@mail.unomaha.edu)
Technical Communication

What is collaboration?

I Two or more people working to a specified goal.
1 The work often extends over a period of time.

1 The exchange of information is reciprocal.

Tasks for Collaboration
Tasks need to be complex enough to require multiple perspectives and various areas of expertise.

Problem-solving (identifying, analyzing, evaluating, assessing, and articulating)
Revising

Editing

Corresponding (email, phone, person -to-person)
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Guidelines for Collaboration
1 Be willing to negotiate your ideas.

1 Listen actively to what others have to say (try to see it from their perspective, seek to understand not
control).

Give constructive criticism (don't seek to undermine others' sense of achievement an d personal value).

Take criticism as it is intended, that is, with the intention of improving the communication, not as a
personal vendetta.

1  Agree on the how you will work together as a team.
0 Define and represent the task,
0 Explicitly make procedural decis ions (Proposal).

i Beprepared
9 Think about the task ahead of time.
9 Prepare notes about issues or concerns that the team needs to consider.
9 Prepare visuals and written drafts in advance of the meeting.
I Demonstrate a positive, engaging attitude.
I Beinterested, even enthusiastic in face -to-face meetings and online.
1 Show up on time for meetings.
1 Finish tasks correctly, completely, and on time.
I Maintain regular contact with team members.
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Social Skills

1 Always act professionally (encourage each other to contribut e; explicitly ask questions beyond content —
questions about rhetorical elements).

Rhetorical elements
 Situation/Context T Argument
T Purpose .
 Content q
1 Audience 1
1 KeyPoints q
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