Name: ______________________________________              Class: 
Cover Letter and Resume Rubric
	Category
	Above and Beyond
	Meeting Expectation
	Almost There
	Not Meeting Expectations

	Formatting/ Nuts and Bolts
Points earned

__________

Comments:


	Earn 15-11 pts.

Cover letter and resume was printed out on white paper. Formatting has been followed per instruction on exemplar. Contains correct spelling and use of grammar. 
	Earn 10-5 pts.
Cover letter and resume was printed out on white paper. Most of the formatting has been followed per instruction on exemplar.  Mostly contains correct spelling and use of grammar. 
	Earn 4-2 pts.
Cover letter and resume was printed out on white paper. Little of the formatting has been followed per instruction on exemplar.  There are many errors in spelling and use of grammar. 
	Earn 1-0 pts.
Cover letter and resume was not printed out on white paper. Formatting has not been followed per instruction on exemplar. Cover letter and resume do not look like they have been edited.  

	Cover letter/ Resume Nuts and Bolts
Points earned

___________
Comments:
	Earn 25-20 pts.
Information given relates to the job the character is applying for.
	Earn 19- 10 pts.
Most of the information given relates to the job the character is applying for.
	Earn 9-4 pts. 
A good amount of the information given does not relate to the job the character is applying for.

	Earn 3-0 pts.
Majority of the information does not relate to the job the character is applying for.

	Accuracy of Qualifications
Points earned

____________

Comments:
	Earn 30-25 pts.
Cover letter and resume are completely accurate and contain all of the required information.

	Earn 24-15 pts.
Cover letter and resume are completely accurate and are only missing a few pieces of required elements. 
	Earn 14-9 pts
Cover letter and resume need more work. Some of the information is unclear or incorrect. Required elements are missing. 
	Earn 8-0 pts.
Cover letter and resume are not completed. Most of the information is incorrect or missing. 

	Creativity/Persuasion
Points earned
_____________

Comments:
	30-25 pts.
Cover letter and resume have been done in a creative fashion that not only gets across important information but looks just like a resume that character would create. Your cover letter and resume make me think you are the perfect person for the job.
	24-15 pts.
Cover letter and resume are done very well and contain all required info but lacks a certain creative edge that makes the resume completely believable, or makes me want to hire you.
	14-5pts.
No real attempt was made to make the resume seem real. Facts were just plugged into the appropriate places. You don’t convince me that you’re a good candidate for the job.
	5-0 pts.
 Cover letter and resume were not done well per instructions. There is little creativity in the cover letter and resume. You are not the right person for this job. 

	
	
	
	
	


