Guidelines for production and evaluation of

“Professional Communication Skills Essay”

Content

The Professional Communication essay is a documented paper of two to four pages in length (600-800 words).  It is an essay; it is not written in Q/A format.  For this paper you will interview someone who has a job you ultimately aspire to have as a professional (not necessarily an entry-level position you may apply for), once you have become qualified for such a position.  From this person, you will find out what communication and computer skills are necesssary for success in the field.  Your primary audience will be other first- and second-year college students.  Your paper will address the following professional communication skills as they apply or relate to your chosen field:
· Listening

· Reading/researching

· Speaking/oral presenting/use of visual aids

· Writing

· Computer use

Since a personal interview will be your primary source of information, use direct quotes extensively.  Develop the paper with specific, concrete examples and details rather than generalizations.  If possible, attain samples of the written communication which your interviewee has produced that exemplifies his or her work.

Mastery of skills/completion of course objectives

· Integrate experiences in thinking, reading, listening, and speaking (2.1)

· Compose papers based on research and readings (2.3)

· Tailor writing to the needs of the audience (2.4)

· Use the basic form of the academic essay and other forms of written electronic and print communication (3.2)
· Summarize, paraphrase or quote from sources (3.5)

· Use conventional in-text citations and works cited formats (3.6)

Editing skills should reflect college-level work and be relatively free of such errors as

	Sentence Boundaries

__Fragments

__Run-ons/comma splices

__Awkward constructions


	Punctuation

__Comma use/misuse

__Semicolon/colon misuse

__Hyphens 
	Mechanics

__Spacing

__Capitalization

__Dash (not hyphen)

__Quotation marks



	Diction

__Correct verb form/tense

__Subject/verb agreement

__Appropriate word choice 
	Style

__Metadiscourse

__Lack of clarity

__Lack of fluency

__Inappropriate vocabulary


	Other editing problems




