Student Name: ______________________________________________________ Date: _____________
Part One – Resume/Job Application Assessment Grading Rubric
This is to be scored by the classroom instructor
Use this rubric to score either the electronic or the paper and pencil resume/job application. 

	Sections
	Element of Review
	Points Available
	Points Awarded

	Opening/Intro/General Information
	Includes name, address, telephone, mailing address, and other listed basic demographic info
	10
	

	Education/Training
	Education/Training is listed chronologically and all institution/degree info is listed
	10
	

	Employment 
	Work experience includes job titles, locations, list of duties or accomplishments, etc.  If student has no work experience blanks are indicated with N/A
	10
	

	Skills/Qualifications
	Questions relating to: skills, training, qualifications, licenses, certifications, projects, etc., are listed and easily read
	10
	

	References

	Includes a minimum of three references 
	5
	

	Information Quality
	Information provided demonstrates ability to obtain employment; professional terms are used, information is clearly stated, information is complete
	10
	

	Grammar and Punctuation
	No spelling errors
No grammatical errors
No punctuation errors
	10
	

	Following Directions
	Student has completed all blanks in ink/type. Student signs the application according to directions.  All application directions are followed
	5
	

	Effort
	Project shows thoughtful and careful evidence of substantial effort; took the exercise seriously
	5
	

	Format of Resume
	1-2 pages, balanced, good use of white space, good font choice, has a pleasing look, nice design
	10
	

	Resume Information
	All important/necessary resume parts are included
	5
	

	Resume Effect
	Resume items highlight the strengths of the applicant
	10
	

	Total

	· ½ point scoring is appropriate for this section 
(i.e. 7.5, 6.5. 3.5, etc.)

	Possible
100
	



Note:  The student should paperclip their current resume to the back of either the completed paper and pencil job application or their completed electronic job application print out.
