University Career Services

Resume Rubric

University Career Services

Cover Letter Rubric


  
Student Name: ____________________________________________ Evaluator: _______________________________
	Content 
	You’re Hired (4 points) 
	Admirable (3 points) 
	Acceptable (2 points) 
	Attempted (1 point) 

	FORMAT & APPEARANCE 
________ points
	· Typed/Professional Font
· One page with balanced margins and white space

· Sections are clearly defined and appropriate
	· Typed/Professional Font
· One page

· Missing balanced margins and white space

· Sections are clearly defined and appropriate
	· Typed/Professional Font
· More than one page

· Missing balanced margins and white space

· Sections are not clearly defined and appropriate
	·  Typed
· Unprofessional Font
· More than one page

· Missing balanced margins

· No white space

· Sections are not clearly defined and appropriate

	JOB-SPECIFIC & VOLUNTEER INFORMATION

________ points


	·  3-5 bullet points using strong action verbs
· Use of #, $, and % in descriptions

· Professional terminology used

· Points demonstrate abilities and transferable skills 
	·   3-5 bullet points using action verbs
· Use of #, $, and % in descriptions

· Some professional terminology used

· Points demonstrate abilities and transferable skills
	·   3-5 bullet points 
· Use of #, $, and % in descriptions

· Some professional terminology used

· Points do not demonstrate abilities and transferable skills 
	·  No use of bullet points  
· No use of #, $, and % in descriptions

· No professional terminology used

· Points do not demonstrate abilities and transferable skills 

	CONTENT, SPELLING, & GRAMMAR

________ points
	· All sections covered in some detail
· Relevant information is highlighted

· Use of chronological order 

· Consistent bolding, font, headers, etc. 

· No spelling, typing, or grammar errors.  
	· Most sections covered in some detail
· Relevant information is highlighted

· Use of chronological order 

· Some consistent bolding, font, headers, etc.

· Some spelling, typing, or grammar errors.  
	· Some sections covered in detail
· Relevant information is highlighted

· Use of chronological order 

· Inconsistent bolding, font, headers, etc.

· Spelling, typing, or grammar errors.   
	· No sections covered in detail
· No relevant information is highlighted

· Use of chronological order 

· Inconsistent bolding, font, headers, etc.

· Spelling, typing, or grammar errors.   


Score: ______________ out of 12

Comments:  









 Student Name: ____________________________________________ Evaluator: _______________________________
	Content 
	You’re Hired (4 points) 
	Admirable (3 points) 
	Acceptable (2 points) 
	Attempted (1 point) 

	PRESENTATION &

FORMAT

________ points
	· Typed/Professional Font
· One page with balanced margins and white space

· Sections are clearly defined and appropriate
	· Typed/Professional Font
· One page

· Missing balanced margins and white space

· Sections are clearly defined and appropriate
	· Typed/Professional Font
· More than one page

· Missing balanced margins and white space

· Sections are not clearly defined and appropriate
	·  Typed
· Unprofessional Font
· More than one page

· Missing balanced margins

· No white space

· Sections are not clearly defined and appropriate

	EFFECTIVENESS

________ points


	· Uses language/keywords from the job description
· Provides employer with information on WHY they should hire you

· Does not repeat resume

· Positive and conveys enthusiasm

· Includes employer research
	· Some language from the job description
· Provides some information on WHY they should hire you

· Does not repeat resume

· Positive and conveys enthusiasm

· Includes employer research
	· No language from the job description
· Provides some information on WHY they should hire you

· Repeats resume

· Includes some employer research
	· No language from the job description
· No  information on WHY they should hire you

· Repeats resume

· No employer research

	CONTENT, SPELLING, & GRAMMAR

________ points
	· All sections covered in some detail
· Includes job title 
· Relevant information is highlighted

· Consistent bolding, font, headers, etc. 

· No spelling, typing, or grammar errors.  
	· Most sections covered in some detail
· Includes job title
· Relevant information is highlighted

· Some consistent bolding, font, headers, etc.

· Some spelling, typing, or grammar errors.  
	· Some sections covered in detail
· No job title included

· Relevant information is highlighted

· Inconsistent bolding, font, headers, etc.

· Spelling, typing, or grammar errors.   
	· No sections covered in detail
· No job title included
· No relevant information is highlighted

· Inconsistent bolding, font, headers, etc.

· Spelling, typing, or grammar errors.   


Score: ______________ out of 12 

Comments:  









Last Updated July 2017
Last Updated June 2017

