WRI 115 – Job Analysis Memo Rubric 
	
	Outstanding
	Acceptable
	Developing
	Inadequate
	

	Points
	3
	2
	1
	0
	Comments

	Content:

Statement of Purpose: The central idea.


	Identifiable, strong statement of message’s central idea and how it relates to the reader; enhances the message.
	Identifiable, clear statement of message’s central idea in structure only.
	Identifiable, yet overly broad or weak statement identifying the message’s central idea and how it relates to the reader.
	Lacks a strong statement of the message’s central idea and how it relates to the reader.
	

	Points
	3
	2
	1
	0
	Comments

	Content:

Critical Thinking
engagement with the material; demonstrates insightful ideas from a thorough examination and understanding of the topic


	Balance of source and original ideas shows consistent interaction with the sources and evidence of critical thinking.
	Balance of source and original ideas shows inconsistent interaction with the sources and a decrease in critical thinking.
	Ideas rely too heavily on sources rather than on critical thinking; shows minimal interaction between sources and original ideas.
	Lacks engagement with the material or lacks evidence of critical thinking.
	

	Points
	4
	3
	2
	[bookmark: _GoBack]0
	Comments

	Content:

Body: Provides more information for the reason for the writing. It explains and discusses the subject logically. It relies on concise sentences and paragraphs. 

	Supports and explains ideas presented in the opening using appropriate and relevant details, which are arranged logically.
	Supports and explains ideas presented in the opening using some relevant and appropriate details, which are arranged logically.
	Supports and explains ideas presented in the opening by relying on irrelevant details and/or explains additional ideas not presented in the opening and/or is not arranged logically.
	Lacks support, explanation and development of ideas and/or does not address ideas presented in the opening.
	

	Points
	3
	2
	1
	0
	Comments

	Organization:

Opening: Restates and expands upon the central idea of the message. 
	Expands and amplifies the statement of purpose addressed in the subject line. Necessary information is directly and clearly supplied for the reader. Makes use of indirect or direct structure. 
	Expands the statement of purpose addressed in the subject line. Necessary information is directly and clearly supplied for the reader. Makes use of indirect or direct structure.
	Restates the statement of purpose and provides some of the necessary information for the reader and/or indirectly supplies the information and/or does not make use of indirect or direct structure. 
	Lacks restatement and expansion of the statement of purpose and/or necessary information for the reader. 
	

	Points
	3
	2
	1
	0
	Comments

	Organization:
Closing: Reinforce how you will apply this research to your employment documents
 

	Specifically states how you will apply this research to your employment documents, with rationale.  
	Specifically states how you will apply this research to your employment documents, with no rationale.  
	Generally states how you will apply this research to your employment documents, with no rationale.  
	Lacks a closing. 
	

	
	
	Outstanding
	Acceptable
	Inadequate
	

	Points
	
	2
	1
	0
	Comments

	Writing Mechanics:

Rhetorical Strategies
Purpose, assignment, and
audience (voice, tone, word choice, academic language) 
	
	Addresses purpose and audience; demonstrates appropriate level of academic language (style, voice, tone, word choice); fulfills the assignment.
	Lapses in awareness of purpose and/or audience, use of non-academic language interferes with readability (style, voice, tone, word choice); lapses in meeting assignment.
	Lacks purpose and/or attention to audience, displaying lack of academic language (style, voice, tone, word choice); does not fulfill assignment.
	

	Points
	
	2
	1
	0
	Comments

	Writing Mechanics:

Surface Features.  sentence structure, run-ons, fragments, agreement,
punctuation, capitalization, spelling, etc.
	
	Demonstrates knowledge and use of conventions; enhances the readability of the essay.

	Uses conventions with occasional errors in grammar, punctuation, etc. that sometimes detract from the readability of the essay.
	Difficulties with readability due to incorrect application of conventions.
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