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Mata Kuliah: Bahasa Inggris II (English for Academic and Professional Purposes)

Semester: 7
Minggu Ke: 8 Tugas Ke-: 3
1. Tujuan Tugas: Mampu menulis Cover Letter dengan menggunakan Bahasa Inggris yang baik dan berterima 
2. Uraian Tugas: Mahasiswa menulis cover letter yang authentic. 
a. Objek garapan: cover letter untuk melamar pekerjaan.
b. Yang harus dikerjakan dan batasan-batasan: Mahasiswa menulis cover letter sesuai dengan kaidah yang berlaku.
c. Metode/cara mengerjakan, acuan yang digunakan: Mahasiswa membuat cover letter sesuai dengan jenis pekerjaan yang diinginkan. Tugas dapat dilakukan di dalam kelas atau dikerjakan di rumah. Contoh dapat dilihat http://www.cvplaza.com/how-to-write-a-cover-letter/how-to-write-a-cover-letter/ 

d. Deskripsi luaran tugas yang dihasilkan/dikerjakan: printed review: print out dan softfile pdf atau ms word cover letter yang authentic.
3. Kriteria Penilaian
Cover Letter Rubric
	Criteria
	1-3
	4-5
	6-7
	8-10

	Function
	Audience and purpose are not clear.
	Audience and purpose are less clear, and weak parts remain.
	Audience and purpose are present but could be stronger.
	Audience and purpose of the cover letter are strong and   clear.

	Form & content
	Format is hard to see. Major sections are missing information (address, date, salutation, body, closing, signature).
	Format is confusing. Major sections are missing information (address, date, salutation, body, closing, signature).
	Format is mostly clear. Each major section includes most required information (address, date, salutation, body, closing, signature).
	Format of the letter is clear. Each major section includes all required information (address, date, salutation, body, closing, signature).

	Effectiveness
	Letter does not have a professional appearance, tone, or style. Much revision is needed.
	Letter shows a less professional appearance, tone, and style.
Several weaknesses need attention or revision.
	Letter shows an appropriate appearance, tone, and style. Some inconsistencies remain.
	Letter shows a very professional appearance, tone, and style.

	Grammar & mechanics
	Writer has difficulty following guidelines; most sentences contain numerous errors and cannot be understood.
	Writer follows some guidelines, but sentences contain multiple errors and are difficult to understand.
	Writer follows most guidelines, but some sentences are unclear, uneven, or contain errors.
	Writer follows all guidelines for spelling, grammar, usage, mechanics, etc. Sentences are strong and varied.

	Task Completion
	Late for less than one week, but has all elements.
	Late for less than one day, but has all elements.
	Late for less than one hour and has all elements.
	On time and has all elements.


