Assignment Description 
For this assignment, you will write a set of directions for an ECU task for new NC State students. As part of a new orientation effort, you’ve been asked to write a set of instructions for a common activity that students need to do before or during their first semester on campus.
New students to ECU are tasked with getting set up in a variety of logistical areas, including registering for classes,  etc. As someone who’s been here at least for a little while, you know the ropes, so to speak.
Audience
New ECU Students, who may be incoming freshmen or  transfer students
You know that you have a wide variety of new students that you’re going to need to write to: the technically savvy and not, the new student and the transfer student, etc. One thing you do know is that this is an individual who has likely never done this activity before and needs a lot of handholding throughout the process.
This assignment consists of two parts:
You will create two documents in one file:
1. An audience analysis memo- The audience analysis should be written as an informal memo to me. Follow the directions for profiling your user - Creating your Audience Analysis (see details below).
2. A set of written instructions- The written instructions should be able to stand alone. The user should be able to complete a task, or subtask of a larger task, completely. Be sure to identify how long it will take, what is needed, and what should result from the user following the instructions.
Requirements
· Keep your audience in mind when you are designing and writing your set of instructions.
· Use numbers to order steps and bullets to create lists.
· Begin each step with an action word.
· Format and design of the document are just as important as the written text; layout and visuals contribute to communicating a message.
· Instructions are clearly written and that your visuals clearly relate to your text.
· Begin your instructions with a purpose statement (what the instructions should help the audience accomplish) and an audience statement (who should use the instructions).
Submission Requirements
You can submit multiple files for project 2 through the assignment area. If you can, please put both documents into one file. Please, submit a word file or PDF file for project 2.
 
_______________________________________________________________________________________________________________________________________________________________________
LESSON:  Audience Analysis
Writing usable instructions requires that you first consider who will use them. All of us have tried to use instructions that were written at either too low or too technical a level. Because of these frustrating experiences, most people tend to view instructions with skepticism.
So that your readers will not anticipate your guidance with such skepticism, you should consider the following questions before you begin structuring your information:
1. What is your objective?
2. Who are the primary/secondary users? (Consider education, technical background, cultural aspects, etc.)
3. What will be the users' main questions?
4. What will be their likely reading pattern?
5. What are the users' main goals?
6. How will the users' measure success when completing your instructions?
You need to view your audience as consumers. In order to facilitate readers' "buying into" your instruction, you need to carefully consider their prior knowledge and expectations. The conventions, and steps, that you will use must match your users' needs, as well as abilities. Viewing your readers as collaborators can help you anticipate areas where they may need additional guidance or cautions.
 
Creating Your Audience Analysis Memo
First, select your topic for the instruction assignment. 
In your audience analysis memo, begin with an introduction that introduced your topic and generally describes your audience. 
As part of the introduction give a purpose statement that reflects the purpose and content of the memo.  
Once you have written the introduction, present the audience analysis. In the audience analysis section, answer the following questions:
· What kind of information does the user need to know to complete the desired actions?
· What kind of information about my topic can my user do without?
· What are the activities the user will need to do to achieve the overall action or goal of the manual?
· What kind of frustrations will the user likely to bring to the task, and how can I keep from making these worse and avoid others?
· What kind of strengths will my typical user bring to the task, and how can I build upon these in delivering the instructions?
Remember, the audience analysis needs to be written as an informal memo to me. Be sure to frame it with an introductory paragraph that clearly states your problem and purpose. As part of the introduction, give a purpose statement that reflects the purpose and content of this document. Use headings to organize and present the sections of the memo. 
You may use a list format and restate the questions with the answers, but give responses in paragraph form. Go beyond the obvious; try to understand your users' current knowledge, skills, and background. This will help you to create effective and usable instructions.
Rubric
Instruction Assignment Rubric
	Instruction Assignment Rubric

	Criteria
	Ratings
	Pts

	This criterion is linked to a Learning OutcomeAudience Analysis Memo
		10 pts
Excellent
Clearly introduces the topic and gives a clear purpose statement. Thoroughly answers all required audience questions. Memo presents all required parts and uses headings to organize and present content. Memo clearly meets the needs of the audience.
	5 pts
Very Good
Somewhat introduces the topic . Does not give a clear purpose statement. Answers all audience questions required but some answers my be underdeveloped. Memo presents some of the required parts for the heading and somewhat use headings to organize and present content. Memo somewhat meets the needs of the audience.
	2 pts
Fair
Does not introduce the topic to reader. Responses to the required audience questions are limited. Memo does not present required elements and/or does not use headings to organize content. Memo attempts to meet the needs of the audience but there are weaknesses.
	0 pts
Ineffective
Did not complete the audience analysis memo.



	10 pts

	This criterion is linked to a Learning OutcomeInstructions: Introduction
		15 pts
Excellent
Introduction clearly states who should carry out the task and what will be accomplished. Introduction clearly states when the task should be carried out (how often, if appropriate). Introduction clearly defines necessary terms and states any general safety measures or concerns. Introduction clearly list materials needed to complete the task.
	10 pts
Very Good
Introduction somewhat defines the audience and states what should be accomplished. Introduction somewhat indicates what the audience needs in terms of knowledge and background. Introduction somewhat indicates the conditions when these instructions should (or should not) be used. Introduction somewhat defines any necessary terms. Introduction somewhat provides a list of needed materials. General warnings and cautions are somewhat presented.
	5 pts
Fair
Tasks and procedure are indicated but weaknesses exist. Introduction states what should be accomplished by completing the instructions, but there are weaknesses. There are weaknesses in defining what the audience needs to know. Conditions when these instructions should (or should not) be used is limited. Terms defined are limited. List of materials is limited. Warning and cautions are given but there are weaknesses.
	0 pts
Ineffective
The introduction does not present any of the required elements.



	15 pts

	This criterion is linked to a Learning OutcomeInstructions: Steps and Organization
		25 pts
Excellent
Steps are logically and clearly organized into parts/ sub-parts. Each step starts with a descriptive action verb and contains only a single action. Careful attention has been paid to word choice and the imperative mood is used throughout.
	17 pts
Very Good
Steps are somewhat organized into parts/ sub-parts. Several steps start with an action verb and/or contain a single action. Minimal attention has been paid to word choice and the imperative mood may or may not have been used throughout.
	9 pts
Fair
Steps are not logically organized into parts/ sub-parts. Few steps start with an action verb and most steps contain multiple actions. Word choice does not indicate careful attention and the imperative mood is not used throughout.
	0 pts
Ineffective
Steps are not separated into parts/sub-parts. No action verbs are used within steps and/or all steps contain multiple actions. Word choice indicates a disregard for the expertise of the audience.



	25 pts

	This criterion is linked to a Learning OutcomeInstructions: Document Design
		15 pts
Excellent
Document design is consistent, geared towards users’ needs. Document design fills the page but is not overcrowded. Instructions are visually organized in a clear and consistent pattern. Alphanumeric and bulleted lists are used appropriately.
	10 pts
Very Good
Document design is mostly clear and consistent. Document design fills the page but is somewhat overcrowded. Instructions are visually organized but there are a few weaknesses. Alphanumeric and bulleted lists are used but there are some weaknesses.
	5 pts
Fair
Content is unorganized, limiting the reader’s ability to understand the progress of steps and tasks. Alphanumeric and bulleted lists are used, but incorrectly.
	0 pts
Ineffective
Document design is does not meet the needs of the audience.



	15 pts

	This criterion is linked to a Learning OutcomeInstructions: Use of Visuals
		15 pts
Excellent
Every step has visual representation, annotated where necessary. Images help the reader understand each step, with text or context within the image clear. Images appear in the correct location.
	10 pts
Very Good
Some steps have images, which may or may not be annotated. Images may be incomplete, too large, or too small, limiting contextual understanding. Images may be in the correct location.
	5 pts
Fair
Few images are included, but contextual understanding is difficult, and/or images hinder the reader’s ability to understand the required action(s). Images may not be in the correct location.
	0 pts
Ineffective
Images are not used to illustrate steps.



	15 pts

	This criterion is linked to a Learning OutcomeAudience
		10 pts
Excellent
Document is geared towards audiences’ needs and show a clear understanding of the audience.
	5 pts
Very Good
Document meets most of the audience’s needs and shows some understanding of the audience.
	2 pts
Fair
Document meets few of the audience’s needs. Document needs revision.
	0 pts
Ineffective
Document does not meet the audience’s needs. Does not show understanding of the audience’s needs. Document does not accomplish its intended function.



	10 pts

	This criterion is linked to a Learning OutcomeGrammar, Punctuation, Careless Errors
		10 pts
Excellent
No typos, spelling, grammar, or punctuation errors exist.
	5 pts
Very Good
There are a few errors but they are not distracting to the audience.
	2 pts
Fair
Several errors exist and are distracting to the audience.
	0 pts
Ineffective
Errors make the document unreadable.



	10 pts

	Total Points: 100
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