KSA’s Example 2 (using CARC-Context, Actions, Results, Challenge-format)

Agency Name:

Department Name:

Position Title, Series, Grade:

Announcement Number:

Candidate: Your Name

Social Security Number: 000-00-0000

Title: Knowledge, Skills & Abilities

Factor 1: Skill in written communications.

Context

As a final project for my Bachelor of Arts in Communications, I wrote a ten-page marketing plan based on research I conducted on products of the 3M Company. I then selected a new product to feature in the project and submitted the work to a local company. My marketing plan followed an outline I developed and included the following components: Executive Summary, Product Details, Market Description, Sales Outlets, Marketing Calendar, and Conclusion. 

Action 1

Each section of the marketing plan required specific research and writing styles. For the Executive Summary, I summarized the plan’s main points and provided a brief overview of each section. In Product Details, I incorporated photos of the newly-developed product and provided specific details for Sales Representatives. For Sales Outlets, I researched stores and online outlets in which the product could be sold and gave brief descriptions of their customers and sales potential. The Marketing Calendar featured press release submissions, roll-out dates, print deadlines and exhibitions. The Conclusion brought all of the pieces together in a document that highlighted the important facts and projections.

Action 2

I carefully considered my audience and adopted writing styles and structures appropriate for each audience, including executives, mid-level managers, marketing specialists and sales representatives. I was careful to craft the level detail in each piece to fit the available time and information needs of its target audience. 

Action 3

To create a finished product, I summarized information in charts or tables where necessary and formatted the plan using Microsoft Word and Excel. I used fonts, point size and color to polish the project and make the plan easy-to-read.

Results

The marketing plan received an “A” from my project advisor and fulfilled the requirements of my major. In addition, I presented the plan to the Marketing Department of 3M and components of the plan, including my outline, were adopted by their writers.
Challenge

From a writing standpoint, the marketing plan was a particular challenge because of the widely diverse audience for its various parts. I had to pitch each segment to a different audience, recognizing that each audience was distinct with respect to the reading time and level of detail it could spend on its part of the plan. This fact required me to give the document extensive attention to detail. 
