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Best practices when it comes to administrative professionalism are constantly 
evolving. The principles of diversity, equity, and inclusion also have significant 
influence on those changes. If you are wondering how all of that impacts the way you 
communicate, look no further. Here are three key technical writing tips I want to share 
with you that can help.

1.  Provide Image Descriptions and Alt Text
Imagery can improve technical writing. Visuals might even be essential to providing 
instructions or for detailed documentation. But if you want to enhance the 
understanding of your reader, you need to make sure that you are doing that for all of 
them.

I recommend keeping your visual aids as simple as possible and providing 
image descriptions and alt text wherever you can. A guideline from the American 
Anthropological Association explains the difference between the two– as well as how 
to write both. 

If you are creating graphics of your own, I also recommend following accessibility 
guidelines. Butler University’s guide is a great place to start learning how you can do 
this.

2.  Incorporate Inclusive and Gender Neutral Language
A recent study from Pews Research shows that some 5.1% of adults under 30 years 
old in the US are trans or nonbinary. Being aware of that can improve how we write. In 
order to create an environment and content that represents everyone, it is important 
to normalize and implement inclusive and gender neutral language. There are a 
couple ways to do this in technical writing.

For one, make sure you are using correct pronouns when you are referring to people. 
It is becoming more of a common practice for people to indicate what their pronouns 
are, so pay attention. You can learn more from the GLSEN Pronoun Guide and plenty 
of other resources to work on this and learn more. If you do not know someone’s 
pronouns, stick to they/them. You can check out the APA Style Blog to learn how to do 
this.

You might also want to know what you can do if you need to formally address 
someone when you do not know their pronouns. One thing is certain: you never want 
to assume. Depending on the situation, I would suggest just using their full name or 
‘Mx.’ in their title. Even Merriam-Webster recognizes ‘Mx.’ as a title. The main takeaway 
here is to do what you can to adapt inclusive and gender neutral language into your 
writing as much as possible. Today’s audience will appreciate it. 

http://asaporg.com
https://www.americananthro.org/ImageDescriptions?navItemNumber=25126
https://libguides.butler.edu/accessibility/infographics
https://www.pewresearch.org/fact-tank/2022/06/07/about-5-of-young-adults-in-the-u-s-say-their-gender-is-different-from-their-sex-assigned-at-birth/
https://www.glsen.org/activity/pronouns-guide-glsen
https://apastyle.apa.org/blog/singular-they
https://www.merriam-webster.com/words-at-play/mx-gender-neutral-title#:~:text=The%20gender%2Dneutral%20Mx.%20is,to%20be%20identified%20by%20gender.
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3.  Keep It Simple
Get comfortable with cutting your work down. Hit the delete button. Make sentences 
concise. This article was originally over 1,000 words but I was able to cut it down to 
439 words prior to this sentence. And I could make it even shorter if needed.

In summary, keep it simple and accessible with technical writing. There are lots of 
resources out there on how to improve this form of communication, but they often 
do not stress these points, which is why I emphasized them so much. Writing image 
descriptions and in a gender neutral way as well as breaking down complex materials 
to be more easily understandable all serve the same purpose: to make the transfer of 
information less complicated for everyone. 

Looking for 
more in-depth 
training? 

Check out other training 
resources on ASAP!  
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