[image: image1.jpg]QYR * g,

g,

S
Y Stutonts ¥

2,

é\w@ﬁ.ﬁ * f%vz



Resume and Cover Letter Rubric

Kankakee Area Career Center 2013-2014
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	Organization

and

Grammar

(Resume)
	Information is very organized; well-constructed with subheadings, and with no grammatical, spelling or punctuation errors.
	Information is organized; well- constructed with subheadings and, has no more than one grammatical, spelling or punctuation errors.
	Information is organized, but not well-constructed, and contains two or three spelling or grammatical or punctuation errors.


	Information appears to be disorganized and contains more than three grammatical, spelling or punctuation errors.

	Organization

And
 Grammar

(Cover Letters

and Thank you

Letter)
	Letter is to the point and contains three paragraphs. It is well-constructed with no grammatical, spelling or punctuation errors.

Maximum 2 pts. if template is used
	Letter is to the point and contains three paragraphs. It is well-constructed, but contains at least one error in grammar, spelling or punctuation.

Maximum 2 pts. If template is used
	Letter contains two or three grammatical, spelling or punctuation errors.

Maximum 1 pt if template is used
	Letter contains three or more grammatical, spelling or punctuation errors.


The Maximum number of points a student can receive for the Resume is 4 points.

The Maximum number of points a student can receive for each cover letter and thank you letter is 4 points.

If a student uses the template, without making paragraph changes, to create their cover letters and thank you letter, the maximum they will receive for each letter is 2 points.
We encourage students to create their own letters making them more personal.
