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Unit 01 — Basic Human Resources
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STUDENT WORK/RUBRIC

Seplemiter |1, 1%

Dicar Hirng Marsgeer,

By reaste i Desiree Supaysrr, | em cormenily o seainr al Lamar County High Scbol | lave ples o silend

Gandom State Culleye. | e inerestod in bevormny s nese. | an cormenlly wisking on coepleing all e halik e

s pay skl bes ti afler. | am s ationiding a clisicald class al Gendie theogh Ihe nersng pgras.

These disses have bt me sy anasing lifewonk skilks. My iop fve sholls are
& Comeumicem skilk
& Working well with uikers
® A kcam player
® Palicnoe

®  Time sanagescnl skills

1 b revesved many subeciso] skilbs Dok cospleting and gnivg trough these programs. They have gaghl e
ikt every g krara. Whes | pradests high scbied, | plin o sllend Gonlen Ssie College 0 an their nereng
pragram. They have an of he besl musing programs. Afier | gradiale and gt my Gt degee, Daill ten g
sinighl B working & 4 gurse.

Adier & cosple of pears, D will plan e e buick 1o college W be & nerse practiones bs advinze my cancer. | kave mmy
Bodshis thal iecl ude speedieg time with my Geesily, ficals, goomg Gehins, kol mot o my Gvonte risg i do 5o
a0 liy ey inal anienal shelter bo walk sl play with ihe deys. Ciieg be ey Jeval sniml sheller grves s & serme of
prumpunes bevtiese | am givig loving silemtion be recie dogs el no e las adogial vl

Bely prorifiinn i whirswinyg regy skeills sonad imierests | hve sl ained all ibrough my ligh schiel years ad life. A you
car lell, Lam very passionile ks help posple and things. In this peetioka, sy eevane & & dhor semesny of sy
schimling, experiences, and skills [ have ioofier. In addition, Jhave my beter of secommendilion, ssmples of sy
ik, il st of sefierences. | ezally hope you sk Pl in sviewieg my poetfilie. Think po fir tikeng yeur
B e read all of this.

Semcercly,

Dsiree Gprayberny

Ovganizacion [20%]

3. Aocomalished -
Moty Uses cormen
bLesinems wrtting fonmat

and sTnucune

15 padars

3. Accompiished = Pieoe
cf wriong coarty stres
thi purpose < Somewhar
hard to foliow - Tone b
gernerally approprice
for Inbended audienoe

15 padars

3. Accomgpitshid - Picce

2. Developing - Same
notable o with

business writing format
and mcue

10 pedars

2. Drvwedoping = Punpces:
of plece af writing i
unclear« Hard oo follow
= Tone b too farmal or
ey It for
Intended audence

18 pedars

2. Drevrioping - Piece of

of writing typed with few | writing fyped with

prodicms in spacing,
fiort, or formas

15 padacs

1. Accomigishied = One:
of Dw0 mistakes with
punchuation or grammar
= O ar o speling
orrors

15 pedars

frequent problems in
sparing, for, or format

10 pedacs
2. Deveioping » More

e fwo mistakes In
punchuation ar grammar
= MWore than T spcling
erors

18 pedars

1. Begrring - Severdl
notable oo with
FESHOCT b COTECt
buesiness writing fonmat
and snucune

§ poines

1. Begirring - Purpase
of plece of writing i
unciear - Main icea
niot suppored by
explanations.ar facts «
Wrinng ramikes; hard 1o
follow orunderstand «
Tane b Inapnropriake
for inbenided audienoe:
5 poines

1. Begirning - Ficce of
writing na fyped, wrong
formar used and hard o
reaid

5 poincs

1. Begirring - Incorrect
u=e throughout the
Iezer of punciuation or
gramimar - Frequont
speling oo dstrac
from letter

5 poines

Comments: Excellent. Well written letter with expression and captures the
interest of the reader. Spelling and grammar is correct. The formatting of the
letter is correct using block style business letters. Grade of 100!




