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Introduction

The proposed class in this language assessment project is mainly on second-grade students whose majors are business English at one vocational school in Taiwan. 15 students are in the class, and they are all interested in using English for future career in business field. In this class, students will meet the teacher once a week, two hours each time. There are 18 weeks in total (more information, see the syllabus).


After the 18-week program, students are expected to 1) familiarize themselves with various types of business letter writing, to 2) be able to revise others’ work and reinforce themselves the norms in business letter writing, and to 3) enhance their own capabilities in handling real-life business situations. To this end, we designed both traditional and alternative assessment methods. We have resume, cover letter practice, and role-play for week 1-5; inquiry and invitation letter writings as well as job interview for week 7-11; finally, we have complaint letter and electronic correspondence for week 13-17. Within the three time divisions, peer evaluation will be done once in the last class (week 5, 11, and 17). Business writing assignments will be given out after class instructions for reinforcement, portfolio, and later peer evaluation activities (check the syllabus for detail).


Throughout the course, each 5-week class instruction will be followed by one writing assessment, respectively in week 6, 12, and 18. Content of writing assessment will be chosen from one type of letter writing from the previous 5-week instructions.  As to portfolio, students will be asked to collect all the 3 writing assignments and one-page self-reflection journal on both role-play and job interview, along with some other relevant work. The teacher will make announcement about portfolio and journal at the first class. For percentage of scoring on both written and spoken activities, please feel free to go directly into the class syllabus for check.


We believe that, for each business writing type, class instructions and assignments are there to help students comprehend better how writings in business settings are like and reinforce understanding of business writing via assignments.  Having stimuli and response may not be sufficient for successful intake; reinforcement is the next significant step for make-up. For this reason, we include peer evaluation within each time division in the hope of enhancing students’ familiarity with the norms in business writing by revising each other’s work.  Moreover, authentic assessment, particularly in language assessment, makes a better link between students’ learned knowledge and real-life situations. This makes learning closer to real business settings and more natural. The concept explains why we adopt role-play and job interview in the program. How authentic these two activities would be will be discussed later in the Design section. In regard to including portfolio and self-reflection journal, we adopt these two methods because we try to see learning progress and product and to trigger students’ reflection on their own learning. In 3 stages of writing assessment and 5 given assignments, scores decided everything (students’ academic performance), no matter how much effort a student might have possibly put. Portfolio collection is meant for seeing students’ efforts, progress and product; the self-reflection journal gives students an opportunity to speak up on their performances. This way, the teacher will not easily fall into the pitfall of giving scores based on personal preferences. Objectivity could be reached in the biggest possibility.


Design

Resume and cover letter

There are thousands of ways to write a resume and cover letter and different people use different ways to apply different jobs according to their characters.  Thus, there are various kinds of references books and websites about how to write a good cover letter and resume.  It is hard to judge which one is the best; therefore, we started with collecting our materials first and then discussed which one would be the preferable teaching materials.
Due to the numerous reference books and websites about resume and cover letter, it is extremely difficult to choose the most suitable and perfect textbook from them.  Therefore, we finally decided to use both published materials and Websites.  We chose Gartside’s Model Business Letters & Other Business Document and the Web Pages provided by 104 Job Bank and ALE as our teaching materials.  Regarding to the expense, we will photocopy the 16th chapter in Model Business Letters & Other Business Document for our students.  There are two motives of using both published and Internet materials.  

1.  The published contains several samples and was written in English and by native speakers.  We believe that referring to how the natives of English write their resume and cover letter can foster students learning.

2.  Cultures and customs differ from country to country.  What is right in one country might turn to be an offense in the other country.  Thus, in our lectures, we will also look at the samples, instructions and writing tips provided by 104 Job Bank, the biggest job-hunting agency in Taiwan and ALE, one of the famous English Cram School in Taiwan.  However, both the Websites do not offer enough examples and fortunately we find several models in Gartside’s reference book.
In our class lecture, we will use the following measures to assess students writing their own resume and cover letter.
1.  Stimulate students learning motivations by asking how will they find a job and         what is a good job in their perception.

2.  Introduce our topic and look at the examples of resumes and cover letters and induct the principles of a good resume and cover letter.

3.  In class group task: According to the ad (see Appendix 1) Ms CC Jade gives in class, students in groups brainstorm what qualities and personal characters are preferred in that opening job and write a cover letter and resume together in class.  After Ms CC Jade grading students’ group work, she will choose one or two good works and share with the whole class.
Group task:Write a resume and cover letter for Shelly Huang, whose recent status is the same as yours.

	Assistant Wanted

Dell Ranks
No.1 In Global Market Share. Whether it’s exploring new ways for customers to connect with our technologies or creating smarter opportunities for our people, we’re a team that doesn’t let obstacles stand in our way. If you’re ready to add your 110％ to our mix of talents, ideas and resources, we invite you to join us.
Requirements:
1. Degree in Accounting/Finance/Business 
2. Minimum 1-2 years of related experience, preferably in PC environment

3. Strong PC software skills in MS Excel and PowerPoint

4. High work commitment, be self supervised and able to work under pressure in a highly demanding environment     




4.  Take home assignment: It is an individual work.  Students choose one ad in the newspaper or Internet job-hunting agency based on their preference and write their own resumes and cover letters.
Homework
	1. You are a secretary of Neo-Asis.Com and Ms CC Jade is your direct executor.  

In order to widen all the employees knowledge about Ariticail Intelligence.  Ms CC Jade plans to invite Agnes Yuan, who is an expert in AI, to give a speech to all the employees.  Your task is to write a letter to Agnes Yuan enquiring whether or not she is willing to give a three-hour speech in Neo-Asia.com any evening in June. 


	2. You are a salesman in a publishing company, SmartReader.  Your company will have a exhibition in the late April in the 45th floor of the World Trade Center.  Elite is your long-term cooperator and also the biggest bookstore in Taiwan.  Write an invitation letter to Elite to show how heartily you wish them come.



The grading policy is shown in the following:

1. Group task: 20%(10% for resume and 10% for cover letter)

2. Take home assignment: 30% for the first draft (15% for resume and 15% for cover letter) and 50% for the second draft (25% for resume and 25% for cover letter).


It is hard write a good resume and cover letter in the first time.  Therefore, students should have the second chance even more times to revise or rewrite their work.  Ms CC Jade will grade both drafts.  Students usually generate much better work on second time; therefore, the second draft will take more percentages of their total scores in this section.  Of course, the first draft should also take parts of the scores because it will reveal how much students have learned in class.

The scores of group task and take home assignment time 0.06 will be their final scores in this section (this section only takes 6% of the total score.

Role-play

Data collection: In addition to job interview, the real situation in business is also important. Therefore, we design five situations for students to do the role play. They not only can practice what they’ve learned about the use of business English but also can experience the possible situations.
Instruction: 15 students will be divided into 5 groups, that is, 3 people in each group. Each group send a representative to draw the lot to see which topic you get. And you also need to critique other groups by using the form the instructor gives you. Each group will need to follow the requirements but can add extra questions. The time should be controlled within10-15 minutes. The scoring will be as following:

Proper clothing 10%  content 50%  fluency 20%  

body language 10%  peer evaluation 10%  (See evaluation form below) 

Design questions: (1-5)

1. The hosts A and B is going to welcome the guest C whom they meet for the first time
What follows is the basic information about A, B and C:

                                       

A and B have to figure out the following questions:

1. To check if it is the person for whom you look

2. To say something to welcome him

3. To present yourself 

4. To ask if he has any luggage 

5. To suggest carrying one of his suitcases 

6. To ask if he wants to have something to eat/drink 

7. To explain how you go to the hotel 
8. To praise his English 
9. To ask if he already came to the United States before

10. To introduce a little bit about the hotel 
2. You have to pick up a foreigner (Thomas White) at the train station, but you will slightly be late because of a meeting. Therefore, you ask somebody else to go to the train station and then to explain the reason that you can’t go by yourself for the foreigner. 

3. A needs to make an appointment with B. A prefer the time from 10 o’clock to noon. And A is also free at around 4 in the afternoon. And B can change his appointment with the hairdresser.

A secretary is necessary. 

                                            

4. A customer complains about the late product which he/she ordered a week ago. B from the company explained the reasons (you can make up by yourself) to the customer and apologized. B also told the manager and asked what to do. The manager called the customer to apologize and they discussed a way to solve the problem. 
5. A customer ordered a great amount of goods from company A, and the representative from company A agreed. However, A couldn’t really finish all the goods on time, so company A negotiated with company B in order to give B some parts of the order to finish. 

EVALUATION FORM
Group    
__ fulfills basic requirements of assignment 
__ is adapted to audience
__ imaginative and appropriate treatment of topic
__ language use was appropriate and artistic
__ language use was grammatically suited
__ appeared to be well-rehearsed, poised and at ease
__ enthusiastic
__ appropriate eye contact, extemporaneous
__ gestures, movement and body language complement ideas
__ vocal variety reinforced content and structure
__ appropriate use of pauses (not vocalized, timed correctly)
__ free of distracting mannerisms
Target Time: 10-15 minutes
Time Used: ____________
Name: _____________________
Resource from: Quintessential Careers -- DeLand, FL 32720 http://www.quintcareers.com/
Writing assessment I

Subject: Business English

Instructor: Ms. C.C. Jade

There are 2 ads in the following.  Choose one from them which you like the best and write a cover letter and resume to apply that opening job.  Be careful that all the things you write in your resume and cover letter should be true about your current status or the status after you graduate next year.  Do not make up anything, which is not true or you will fail on this exam.
Ad 1

	A Company of CD Group

Market and Sales Assistant wanted

· High school graduates or higher

· Experiences in sales coordinating & logistic administration to be preferred

· Excellent communication skill

· Familiar with PC (MS Office) skill

· Good command of English

Please send your send your resume to:

Personnel Department

No. 510 Chung Cheng Rd.

Hsin Chuang, Taipei Taiwan, R.O.C (220)


Ad 2

	English Teacher wanted

Kid Castle Kindergarten (Shi Chih Branch)

· Female

· Required Language :English (proficient in listening, writing, speaking and reading)

· Please contact by E-mail, or call for an interview

Mr. Lai

Tel: (02) 8693-2848

Fax: (02) 8693-2573

Address: No 20. Lane 86,Fu de yi Road,

Shi Chi, Taipei County, (Taiwan)


Inquiry letter

The use of inquiry letter is suitable for classroom teaching due to usefulness aspect.  In inquiry letter practicing, students can be asked to write for requesting information on a product or service or to be asked to respond an inquiry letter for a (potential) customer.  Writing inquiry letter helps students to form a friendly business relationship in the future and polish students’ current writing technique.  Most important of all, teachers can use inquiry letter to pay attention to students’ tone, style, organization, content, and purpose.  When assessing students writing ability through inquiry letters, teachers should check if students meet the two guidelines that are (1) State clearly and concisely what students want, such as general information, a catalogue, price list, sample, quotation, etc.  (2) Keep the inquiry brief and concise. Students are expected to achieve these two guidelines for writing good enquiry letter.

Invitation letter & meeting arrangement

In this section, we use the 19th chapter in the Gartside’s Model Business Letters & Other Business Document partially as our teaching materials.  We use English edition as our text because our students will soon graduate and they might be interested in working in foreign companies or companies which have overseas business relationship.  Therefore, writing clear and correct business letters becomes most important and that is why we use English Edition as our text since we are not native speakers.

In the following are the steps we are going to take to assess students writing letters of invitation and arranging appointments and meetings.

1. Introduce when and why do we need letters of invitation and arranging appointments and meetings in business.

2.  See the samples of our texts.

3.  Group task: ask the students to write a letter of arranging an appointment based on the conditions Ms CC Jade gives (see Appendix 2).  It is an in-class activity and should be done by groups.
Group task

	You are a secretary of the manager, Crystal Liu in Bruno Travel Agency.  The Martiz International Trade Company will hold an annual overseas tour for their employees in March and Tony Liu is the manager of personnel department in The Martiz International Trade Company and also the person in charge of the tour.  Your task is to write a letter to make an appointment with Tony Liu regarding their annual trip between January 15 to 20.


4.  Take Home Assignment: Students are required to write a letter of invitation and a letter of arranging an appointment or a meeting based on the conditions Ms CC Jade gives (see Appendix 2).  Students might have to revise their letter if it is necessary to make some adjustment.

In the following are the grading policy:
1. Group task: 20% for the letter

2. Take Home Assignment: 40% for each letter

Adding group task and take home assignment times 0.6 (this section only takes 6% of the total score )and the score will be the final score of this section.
Job interview

Data collection: Job interview plays an important role in the process of looking for a job. Since almost every student will need to experience this process, if we can offer them this opportunity to know what they have to pay attention to in a job interview, they will be more confident when one day they meet it. Therefore, in this Business English class, we make a practice job interview that is also a way for us to assess how well students learn. 

Instruction: Here is a list of possible questions which will appear in your interview. In the interview, you will need to draw a lot with several questions on it. You won’t have time to prepare for the questions you get in the interview, so do prepare for all the following questions in advance. Each student will have around 10 minute interview. Furthermore, a list of job interview “do’s and don’ts” will be distributed in class. (see appendix 3) 

Design: Here is a list of sample interview questions job-seekers can expect, especially at first, more traditional interviews. Prepare answers to these questions, but don't memorize your answers so that you come off sounding like a robot; in other words, be prepared for these questions and have an outline or script ready, but don't worry about remembering your answers word-for-word. The scoring will be as following: 

  proper clothing 10%  content 50%  fluency 30%  body language 10%   

Traditional Job Interview Questions: 
· How would you describe yourself? 

· Why did you leave your last job? 

· What are your long range and short range goals and objectives? 

· What specific goals other than those related to your occupation, have you established for yourself for the next ten years? 

· What do you see yourself doing five years from now? Ten years from now? 

· What do you really want to do in life? 

· What are your long range career objectives? 

· How do you plan to achieve your career goals? 

· What are the most important rewards you expect in your career? 

· What do you expect to be earning in five years? 

· Why did you choose this career? 

· How well do you work with people? Do you prefer working alone or in teams? 

· How would you evaluate your ability to deal with conflict? 

· Have you ever had difficulty with a supervisor? How did you resolve the conflict? 

· What do you consider to be your greatest strengths and weaknesses? 

· How would a good friend describe you? 

· Describe the best job you've ever had. 

· Describe the best supervisor you've ever had. 

· What would your last boss say about your work performance? 

· What motivates you to go the extra mile on a project or job? 

· Why should I hire you? 

· What makes you qualified for this position? 

· What qualifications do you have that make you successful in this career? 

· How do you determine or evaluate success? 

· What do you think it takes to be successful in a company like ours? 

· In what ways do you think you can make a contribution to our company? 

· Which is more important: creativity or efficiency? Why? 

· Describe the relationship that should exist between the supervisor and those reporting to him or her? 

· What two or three accomplishments have given you the most satisfaction? Why? 

· If you were hiring a job-seeker for this position, what qualities would you look for? 

· Do you have plans for continued study? An advanced degree? 

· In what kind of work environment are you most comfortable? 

· How do you work under pressure? 

· How well do you adapt to new situations? 

· Why did you decide to seek a position in this company? 

· What can you tell us about our company? 

· Are you seeking employment in a company of a certain size? Why? 

· What criteria are you using to evaluate the company for which you hope to work? 

· Are you willing to relocate? 

· Are you willing to travel for the job? 

· Why do you think you might like to live in the community in which our company is located? 

· What major problem have you encountered and how did you deal with it? 

· What have you learned from your mistakes? 

Resource from: Quintessential Careers -- DeLand, FL 32720 http://www.quintcareers.com/
Writing assessment II

Instructor: Mr. C. C. Jade
Format: Quiz

Time Limit: 120 minutes

Total score: 6 

Business English- Inquiry Letter

Part I:  Please choose one of the inquiry forms to write a FORMAL reply  (3﹪)

(A)  Requests for Samples- An Inquiry for Office Equipment

	Dear Sir/ Madam

We would be pleased to receive details of fax machines which you supply, together with prices.

We need a model suitable for sending complex diagrams and printed messages mostly within Taipei City.

Yours faithfully


(B) Requests for Representative to Call

	Dear Sir/ Madam

I read with interest your advertisement for plastic kitchenware in the current issue of the House Furnishing Review.

I should appreciate it if you would arrange for your representative to call when next in this district. It would be helpful if he could bring with him a good selection of items from your product range.

This is a rapidly developing district and if prices are right your goods should find a ready sale

Yours faithfully


Part II:  Please choose one of the topics to write an inquiry. (3﹪)

1. Request application materials for admission to job vacancy

2. Ask for personal advice 

The grading system should base on 3 parts, which are (1) format, (2) content, and (3) conventions.    In another word, teachers should check (1) if students have all standard parts of the letter and formatted correctly, (2) if students include specific, all relevant information, and (3) if students write with correct grammar, mechanics.  In the above midterm exam, the grading portion should be  (1) format 2﹪, (2) content 2﹪ (3) conventions 1﹪.


Complaint letter

There are several criterion to be noted when students write complaint letter.  Teachers should be aware if students succeed in the following checklist. As to grading system, like other traditional letter assessment, the grading system should focus on 3 parts, which are (1) format, (2) content, and (3) conventions.  In (an)other words, teachers should check (1) if students have all standard parts of the letter and formatted correctly, (2) if students include specific, all relevant information, and (3) if students write with correct grammar, mechanics.  In the above midterm exam, the grading portion should be (1) format 2%, (2) content 2%, (3) conventions 1%.  (Same as Inquiry Letter) 

Table 1: Checklist 

	Making Complaint
	Replying Complaint

	· Make sure that students know who they are writing to
· Show restraint in wording
· State the facts briefly, exactly, and clearly
· Avoid rudeness

· Suggest desired results/action

· Thank the person reading your letter in advance
	· If unreasonable: be firm but polite and try not to offend

· If at fault: students should express regret and admit it

· Explain how the matter will be put right

· Students should reassure about future good service




Electronic correspondence

With the help of technology, most of the traditional business letters have been replaced by electronic mailing. The biggest and common advantages as “speed,” “convenience,” “economy,” and “easiness to collect and file” are what make fax and emails favorable. However, these expediencies do not mean a frivolous attitude can take place of former etiquette in business letter writing. To help students catch up with the mode and be a successful businessman in the 21st C trading world, this course prepare for students the basic knowledge and rules to follow. 

First, there will be two handouts of instructions for fax and e-mail writing. (see Appendices 4, 5) Ms. C. C. Jade will demonstrate tips deserving attention, and students can take notes on the handouts. Secondly, students will be given an assignment accounting for 3% on fax practice and another 3% for e-mail writing after the teacher’s directions. The homework is obliged to hand in by a fax machine and a computer. Particularly for e-mails, Ms. C. C. Jade will give each student a situation randomly and a “prompt” reply plays a crucial role in the grading. Lastly, writing assessment III will be taken place on week 18. (January 13) This assessment (10%) is not only to test students’ knowledge on traditional business letters and high-tech letters but also on how well they can use what they have learned flexibly. The score will be evaluated item by item.   


Works Cited: “other methods of communication” 16-21. 
Mukai Kyoko “Common sense of fax and emails.” Super Eibun Tegami Katsuyoudo 120 Percent. 3rd ed. Taipei County: Taiwan Mansion Books Group. 2001. 212-227.

Writing assessment III

(10% of the final grade) 

1. Write a short and well-organized essay to compare and contrast the differences between traditional business letters with fax and emails. (You can talk about the way of mailing, the organization of the mails, and the formality and informality as well.) 4%

2. List some of the important points to notice while writing emails. (At least 4 points) 2%

3. Choose one from the two situations to answer. (3%)

a. Ask a latest catalog from “Your best postman” delivery company by fax. 

b. Write a request by email to reserve a hotel room for your boss who is going to stay in Paris next Monday to Thursday. (Note: To meet the boss’s special need, the hotel room must have a beautiful night view of Eiffel Tower.)   

Are you in favor of traditional business letters or emails? Give specific reasons to explain why you prefer a certain one. Feel free to tell about your feelings. (1%)


Peer evaluation

It is understandable that doing peer evaluation can trigger students’ critical judgement about peers’ work basing on a few criteria set. The critical judgement, as we believe, will turn out a vehicle for self-examination in regard to the learned knowledge. Hence, we integrate peer evaluation into part of the course. On the paper evaluation sheet (see Appendix 6), 4 domains are included: directions, numerical rating scale, scoring form, and scoring chart. Within group activities, clear and precise directions are especially significant besides teacher’s verbal explanation. In numerical rating scale, students are asked to follow each given item (e.g., format, content organization, tone & style) and to put numbers in.  For students’ convenience, we designed a scoring form and a scoring chart.  Both are meant for helping students clearly see how much they have mastered the learned business letter writing and detect room for improvement. The former requires basic calculation ability to get a total score for each item; the latter bases its completion on the scoring results and students are able to see how far they have gone for each item by positioning three scores and linking them in lines.

As the class syllabus indicates, peer evaluation takes 5%. After collecting students’ evaluation sheets, the teacher will give grades according to the scoring criteria listed in Table 2. That is primarily holistic scoring.


Table 2   

Grading Criteria for Peer Evaluation

5: All mastered   

4: Nearly mastered

3: Not satisfied, but acceptable

2: Not good enough

1: Far below adequacy


Since peer evaluation is not the major factor in students’ overall grades (the aim is to reinforce learning by seeing the more or less learning gaps), holistic scoring is already valid enough. “In decision making about pupil placement, selection, or grading, holistic scoring is most useful” (Airasian 224). As to scoring form and scoring chart, the idea of adopting these two domains came from two pieces of classroom handouts during one course in fall 2002 (教學原理, Education Program, Fu Jen Catholic University). The two handouts are originally designed to examine class learners’ multiple intelligence categories (多元智慧評量).  Both scoring form and scoring chart facilitate learners’ understanding of which category they belong to and spur teachers to make proper adjustments to teaching methods on the basis of majority categories. The main rationale for using the two forms is to let students see where they have been after a period of learning. We found that interesting and useful, so we adapted and applied the two forms into our peer evaluation sheets.

Portfolio

As an alternative method, portfolio assessment is both process-oriented and product-oriented. We began the design of portfolio in the program by coming up with our purposes: 1) to see students’ learning progress and product and 2) to trigger students’ independent reflections on their own learning. In the first class, the teacher will distribute the handout of making-portfolio guidelines (see Appendix 7) for students to follow. What will be covered in portfolio includes 9 items: 1) cover page, 2) table of content, 3) page number, 4) 3 writing assignments, 5) account for selected assignments, 6) 3 peer evaluation sheets, 7) self-reflection journal, 8) one-page course evaluation, and 9) one floppy disk.  The 5) item is elicited to encourage students to reflect on why the certain 3 selected assignments belong in their portfolios. As Airasian proposed in his book, “all pupil portfolio selections require a brief written explanation of why the pupil feels that piece belongs in his or her portfolio” (241). This selection task offers students an opportunity to reflect on their learning. The same hold true for items 7) and 8).

In addition to the guidelines, which is made to avoid confusion about what should or should not be put in portfolio, we use one simple checklist to help students neatly organize their work and to enhance exactness in making portfolio. When it comes to scoring, we set 5 scoring criteria for portfolio evaluation (see Table 3).  The scoring part takes 15% in total (you can refer to the class syllabus).

Table 3

5 Criteria Used for Scoring Students’ Portfolios (15%)

A. _____ The portfolio follows the guideline. (3%)

B. _____ The file arrangement is easy to follow. (3%)

C. _____ Pictures and graphics are used appropriately. (2%)

D. _____ Account and reflection writings are clear and in details. (4%)

E. _____ The portfolio gives an image of hard-working efforts. (3%)


Table 3 shows that our scoring criteria fit our purposes for adopting portfolio in assessment. Items A, B, and C are more product-oriented. Items D and E are more progress-/process-oriented. We also try to observe how well students reflect on their own learning by means of item D. Each item is equipped with one scoring percentage. What the teacher has to do is to take or deduct each item’s percentage number while grading, and then to add all the numbers to reach a total score for students’ portfolios.

Conclusion


All in all, working on this project was demanding but worthwhile. The most difficult part in the whole process might be integrating our individual work. We did reach an agreement before work distribution, but the products were so much different as we sent each other e-mail for a look. Fortunately, we conquered all the problems. 


Other problems are like: in role-play, Jenny finds it hard to utilize objective scoring; performance tests always more or less involve subjective components. In designing resume, cover letter, and invitation letter & meeting arrangement, Crystal finds it difficult to choose which one to use since there are various types of letter writing to choose from. Ann and David did not find many difficulties working on the project. As to Cristina, here is what she said in the following:

Lack of creativity was the problem that I encountered when doing letter assessing. I feel the traditional paper and pencil test disabled the teacher to have various testing formats. For instance, in assessing through inquiry letter, besides asking students to write an inquiry entry or reply, there seems to be no alternative to assess students’ writing ability. Therefore, traditional testing method is kind of dull, but there seems to have little chance to make the test appears more interesting.

List of work distribution


Throughout the proposed project, we have primarily 3 sections: 1) Introduction, 2) Design and 3) Conclusion. The following shows a list of work distribution based on the 3 sections (see Table 4).

Table 4: List of Work Distribution 

Ann: Electronic correspondence, writing assessment III

Cristina: Inquiry letter, writing assessment II, complaint letter

Crystal: Resume and cover letter, writing assessment I, invitation letter & meeting arrangement

David: Class syllabus, introduction, peer evaluation, portfolio, conclusion

Jenny: Cover, table of content, role-play, job interview
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A’s name is Henry Martin.


B’s name is John Bauer.


They are American.


They work in ABS.


They drive car to the airport.


They take their guest to the White Cat.Hotel (The hotel is in the city center and it is near their office. It is quiet and is not very big but the reception is perfect.)


   





C: His name is Charles Echanson.


  He is French.


  He had an excellent journey.


  He has two suitcases and a bag.


  He likes coffee.


  He speaks English well.


  This is the first for him to go to the United States.





B’s schedule


7:00-9:00 free time


9:00-10:00 meeting


10:00-12:00 another meeting


13:00-14:00 lunch with the boss


14:00-17:00 free time


17:00-18:00 appointment with the hairdresser


18:00 off work





A’s schedule


7h-9h breakfast with his boss, Mr. White


10:00-12:00 free time


13:00-14:00 meeting


15:00-18:00 office hour


19:00 off work











Where? Direct your readers to where the syllabus is.





Can’t find it.





Note: After finish reading the whole project, I finally found it—at the very beginning. Good rationale





Yes





?





good





A good point.





Yes!





Will it make up the 6% of the total (final) semester grade? Confusing!





What’s the difference between Group task & Takehome assignment?





(Since they both are about resume & cover letter writing.)





to





ok





are





How do you transform the result of peer evaluation (based on the form provided here) to the score (10% of the final grade) ?





How will it be graded?





to





,





10% according to your syllabus.





?





Only 5%?





Grammar?





?





But it says 10% in your syllabus? It’s confusing.





Not a good term to use here since it’s similar to “format.”





Is it considerate on the midterm exam?





?





?





Why not giving the complete bib. info?





Not the correct bib. format.





A take-home exam? Or done in class?





Testing their writing + organizati-onal skills?





If it’s done in class (within the 100 min class time), it will be rather difficult for the Ss to finish.





15% ?





?





Still I don’t quite understand how you can assign scores for peer evaluation.





Why is a floppy disk asked? Any specific reason for this requirement??





What if there are not pictures/graphics?





How do you judge it? Rather subjective.





Yes





I can see your efforts in doing this project. To me, most of the assessment activities seem to turn out to be learning activities, too. Does the teacher give lectures (or how to do certain things, e.g. writing cover letter), and then the S’s performance will be assessed directly? Before the assessment, are they given any time & opportunity to practice the skill being assessed? 
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All the pages in appendix should be numbered, too.








