
Your manager has realised that the staff in your department are unhappy at work at the moment and 
asked you to write a report on the matter. Write your report, listing the causes of their dissatisfaction, 
providing examples to illustrate them and explaining what the staff would like to be done to rectify them.  

The aim of this report is to explain both the causes of my department staff ́s complaints and what they feel 

could be done to improve the current situation.  

Personnel  ́s grievances  

• Low salaries: during the research I carried out to find out the reason for their being so dissatisfied, it was 

unanimously claimed that how much the staff are paid does not reflect whatsoever how much they thrive 

everyday. Be it upon meeting demanding deadlines on time or by spending extra time at the office to meet and 

plan the following week, they do their utmost to keep a responsible, effective and trustworthy image for the 

company notwithstanding their scarce wage.  

• Stationery material is not fully covered: despite this being a publicity agency, staff can only print black and 

white documents. Thereby, should someone need to print, photocopy or scan a full colour image, they will need 

to pay for it themselves.  

• Excessive heat: the air conditioning has been out of order for two months, which not only makes workers tire 

faster, but also the atmosphere more tense in turn.  

Proposed solutions  

• Perceive higher salaries and be paid for extra hours. Most workers having little children to care for and whose 

expenses they have to cover, they find it outrageous that their wage is conspicuously scant and many hours 

they work are not remunerated, either.  

• Recycled paper to make up for the expenses on colour ink. Since said ink is fairly expensive and needs to be 

used everyday, it has been proposed that workers bring recycled paper from their homes to avoid its 

unnecessary use as draft paper. Hence, the money saved on paper sheets can be employed to provide colour 

ink.  

• Fixing the air conditioner and installing vended water machines: as they reported, it should be essential that 

the former unit be repaired as soon as possible in order to favour a pleasant office ambiance. Furthermore, 

most seemed to agree that vended water machines would be convenient both to cool off during breaks and to 

force them to increase their water consumption.  

Hoping this report satisfies your request, may these suggestions benefit both the company and its employees. A 

booklet is also in preparation. 


