
WORKKEYS BUSINESS WRITING PRACTICE

The Business Writing assessment measures the skill used when writing an original response to a work-related situation.
Components of the Business Writing.

Utilization of these resources is vital for those looking to successfully earn their NCRC. Required skills on this
assessment may include: Interpreting simple workplace graphics, including: Bar graphs. Sentences are usually
correct, with some variety and complexity attempted. Level 1 is the least complex and Level 5 is the most
complex. Development of Items: In developing the WorkKeys system, ACT consulted with employers,
educators, and labor organizations to develop a list of foundational workplace skills that are used in a wide
range of jobs, are measurable in large-scale testing settings, and are teachable in a reasonable period of time.
Transitions are effective, if not especially varied. Keep in mind that the analytic scores are separate from the
holistic score and are not averaged to determine the holistic score. All other skill areas are measured with
multiple choice items. Instead, employers choose which particular assessments are most relevant to the
position they want to fill and create an exam accordingly. Observation and Teamwork require video media
either tape or DVD. The organization is smooth and maintains clear and consistent focus from beginning to
end. Business Writing Scoring Guide Level scores are used in matching job criteria. The writing is organized
and maintains consistent focus. He gets a signature and delivered the package. Score 5 A paper at this highest
level has well-developed ideas elaborated with relevant supporting examples and specific details. Word choice
is limited, often repetitive, and sometimes incorrect. Employers want their employees written communication
to be direct, grammatically correct and easy to read. Related Links. Scoring - How Long: Scoring options
range from an immediate to a day turnaround. The first WorkKeys assessments were released in  Score 2 A
paper at this level has thinly developed ideas that are not expanded and may be presented as a list. The writing
is generally organized but may have minor lapses in focus. Sentences lack variety, and construction errors
seriously impede understanding. Word choice shows some precision and variety. Sentences are generally
varied in length and complexity. Businesspersons and educators assisted in the design and review of plans and
materials and provided examinees for the prototype and field-test phases of assessment development. The
writing shows insight. May be blank or too brief to evaluate. A passing score on the Workkeys is not only a
requirement for the certificate, but also indicates the overall workplace readiness of the candidate. The style
and tone are inconsistent with standard business English.


