
	[image: ]
	Compose and Create Rubric
CC 20.4 (e)

	Grade 11 
Outcomes/ Indicators 
	5
Advanced Mastery
	4
Mastery
	3
Proficiency
	2
Approaching
	1
Beginning

	CC 20.4 

Create a variety of written informational (including an essay of explanation of a process, an application letter and résumé, and an argumentative or a persuasive essay) and literary (including a reflective or personal 
essay and an analysis 
of a literary text) communications.

	· A sophisticated piece that is specific in its references and free of irrelevant content or summary. 
· Confidently demonstrates ability to discuss content with insight.
· Writing is thought provoking, compelling, and original.  
· Purposeful and effective use of language and conventions.
· Writing stays focused on the prompt and provides compelling support or details. 
	· A thoughtful piece that is specific in its references and free of irrelevant content or summary. 
· Effectively demonstrates ability to discuss content with clarity.
· Writing is well developed, logical, and relevant.  
· Comprehensive and coherent use of language and conventions.
· Writing stays focused on the prompt and provides logical support or details.
	· An adequate piece that is sufficient in its references, but not as well organized or developed as Level 4 or Level 5.
· Demonstrates ability to discuss content.
· Writing is formulaic, mechanical, and somewhat limited.  
· Simplistic use of language and conventions. Does not impede audience understanding.  
· Writing mostly stays focused on the prompt and provides basic support or details.  
	· An unrefined piece that lacks specific references and occasionally has irrelevant content or summary. 
· Inconsistently demonstrates ability to discuss content.
· Writing is limited or vague.  
· Inconsistent use of language and conventions. Writing, at times, impedes audience understanding. 
· Writing has limited focused on the prompt and provides vague or incorrect support or details.
	· An unacceptably brief or incorrect piece. 
· Does not demonstrate ability to discuss content.
· Writing is unclear and unfocused.  
· Language use and conventions impede audience understanding.
· Writing has difficulty addressing prompt.

	CC 20.4 

(e) Write a letter of application and accompanying resume  
	Letter:
· Efficiently explains purpose for writing and the position applied for and lists two or three qualifications for position
· Insightfully elaborates on qualifications listed in opening paragraph and adds precise evidence to support claims of qualifications
· Closes by mentioning enclosed resume, expresses interest in an interview
· Has a confident, formal, and respectful tone


Resume:
· Skillfully formatted and visually appealing document
· Includes specific and necessary information and appropriate categories
· Compellingly presents most relevant accomplishments, qualifications, and strengths 

	Letter:
· Explains purpose for writing and the position applied for and lists two to three qualifications
· Somewhat elaborates on qualifications listed in opening paragraph and adds some evidence to support claims of qualification
· Closes by mentioning enclosed resume, expresses interest in an interview
· Uses appropriate tone that is respectful and formal


Resume:
· Invites the recipient to read because of a clean, visually appealing appearance
· Includes necessary information and appropriate categories
· Presents most relevant accomplishments, qualifications, and strengths
	Letter:
· Simplistically explains purpose for writing and the position applied for and lists one to two qualifications
· Partially explains qualifications listed in opening paragraph and adds rudimentary evidence to support claims of qualification
· Closes by mentioning enclosed resume
· Attempts to reflect a confident, formal and respectful tone




Resume:
· Has a basic, clean, and  visually organized appearance
· Includes some specific and necessary information with categories
· Presents some accomplishments and qualifications

	Letter:
· Missing some essential information such as name and title of company, address, salutation, etc.
· Simplistically explains qualifications listed in opening paragraph and offers little to no evidence to support claims of qualification
· Does not mention enclosed resume
· Informal tone






Resume:
· Has a basic and somewhat organized appearance
· Missing some necessary information and categories
· Lists some unrelated accomplishments and qualifications

	Letter:
· Lacking formal letter format
· Missing three or more pieces of essential information
· Vaguely explains qualifications with no supporting evidence to support claims of qualification
· No closing
· Informal tone
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Resume:
· Has a disorganized appearance
· Missing three or more pieces of necessary information (dates, names, organizations, categories, references, etc)
· Does not list accomplishments or qualifications
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