Name: Date:
COVER LETTER RUBRIC
SKILL EXCELLENT AVERAGE POOR
COVER LETTER COVER LETTER COVER LETTER
(A) (B) ©

Format: Correct business

Format: Correct business

Format: Business format

BUSINESS format w/date, addresses and format w/date, addresses and w/out date, addresses and
FORMAT & signature. signature. signature.
OVERALL
QUALITY Content: Clear and concise Content: Decent in content Content: Does not make
but does not convince sense.
employer to call.
Grammar/Spelling: No errors | Grammar/Spelling: Minimal Grammar/Spelling: Multiple
errors errors
Points 25 Max 20 Max 15 Max
Position Wanted: Clearly Position Wanted: Somewhat Position Wanted: Does NOT
SECTION 1: identifies position you are identifies position you are seeking | jdentify position you are
INTRO- seeking . seeking
DUCTION How: Describes how you How: Does NOT describe how How: Does NOT describe
heard about the opening you heard about the opening how you heard about the
. - opening
Why: Identifies why you are Z:/eh%.t;i:gtzzly describes why you Why: Does NOT describe
interested why you are interested
Wording: Creative & catches Wording: Bland, might not catch | Wording: Will NOT grab
attention quickly attention fast enough employer’s attention
Points 25 Max 20 Max 15 Max
Quialifications: Identifies 1 or | Qualifications: Identifies one Quialifications: Does NOT
SECTION 2: 2 of your strongest or more skills, but NOT discuss any relevant
IDENTIEY qualifications, clearly relates related to position at hand. qualifications
SKILLS & how skills apply to the job. Re-states info on resume w/ no

EXPERIENCES

Interest: Explains specifically
why you are interested

new info

Interest: Vaguely expresses
interest

Interest: Does NOT state why
you are interested

Points 25 Max 20 Max 15 Max
Refers reader to resume Does NOT refer reader to Does NOT refer reader to
SECTION 3: resume resume
CLOSING ) . .
Etiquette: Thanks reader Etiquette: Thanks reader Etiquette: Does NOT thank
reader
Follow up: Assertive as to Follow up: Assumes that the
how you will follow up w/ a employer will contact you to Follow up: Does not mention
stated time period. follow up. plans for follow up
Points 25 Max 20 Max 15 Max
Total Points 100 Max 80 Max 60 Max
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