	Criteria For COVER LETTER
	GRADE
	Criteria For RESUME
	GRADE

	THINKING

· Draws on work/volunteer/life experiences in the “sales pitch” paragraph using sufficient detail

· Links personal skills/qualifications to the benefit of the company (addresses company needs/mission statement/position requirements)


	
	THINKING

· Former experience (volunteer, job, school activities) includes details that are relevant to the job position

· Personal mission/goal statement is clear, thoughtful, and accurately reflects who you are
	

	COMMUNICATION

· Spelling and grammar are accurate 

· Includes important vocabulary 

· Written with the audience in mind

· Individual is perceived positively 

· Communicates with a polite and professional tone (i.e., shows appreciation in the letter)


	
	COMMUNICATION

· Spelling and grammar are accurate 

· Effective use of one-liner statements with action words (be cautious of repetition) 

· The resume is formally written 

· Statements are written in past tense (exception: current involvement)

· Communicates with a polite and professional tone 


	

	APPLICATION

· Name + contact info stands out 

· One page in length; margins are normal 

· Proper address (employer, return)

· Date is included at the top of the page

· Three paragraphs (no indent) 

· Formal salutation + closing remarks 

· Font size + style is appropriate 

· First paragraph opens with general statement (i.e. Please accept …) 

· States the job you are applying and where job opportunity was found

· Closing paragraph briefly recaps why they are the best fit for the position 

· Requests interview and provides contact information 
	
	APPLICATION

· Name + contact info stands out 

· Meets length guidelines (1-2 pages)

· Formatting improves readability and appearance of resume

· Formatting is consistent among entries

· Includes all necessary headings (education, work experience, volunteer experience, essential skills, extra-curriculars, and accomplishments)

· Incorporates subject, dates, places, roles, and responsibilities 

· Education and experience are presented in reverse chronological order

· Info. is concise and not repetitive 

· Consistent font size and type

· Consistent spacing and headings 

· Somewhat unique to the individual 


	


Student Name:
___________________________________________________________________


