Student Name ______________________________________



Resume Rubric

	Criteria
	Lands a Job
	Borderline
	Average
	Discarded
	Score & Comments

	
	10-9
	8-6
	5-3
	2-0
	

	Presentation/ Format
	· Typed or computer generated

· Balanced margins with eye appeal

· One full page

· Format highlights strengths and information

· Appropriate fonts and point size used with variety 
	· Typed or computer generated
· Balanced margins

· Page almost filled (3/4+)

· Format identifies strengths and information

· Appropriate fonts and point size used


	· Typed or computer generated
· Somewhat balanced margins

· Less than ¾ page

· Format detracts from strengths and information

· No variation in fonts and /or point size 
	· Hand Written
· Unbalanced margins

· Only ½ page or badly spaced
· References on same page or “none”
· Format does not distinguish strengths or information
· Fonts distract from readability
	

	Job-Specific Information
	· All action phrases used to describe duties and skills

· Information demonstrates ability to perform the job

· Professional terminology used when describing skills
	· 1-2 duties/skills lack action phrases
· Information unclear about ability to perform the job
· Some professional terminology used when describing skills 
	· 3-4 duties/skills lack action phrases

· Some information demonstrates ability to perform the job

· Information creates doubt about abilities


	· 5-6 duties/skills lack action phrases

· Information does not clearly demonstrate ability to perform the job


	

	Resume Content
	· Heading, objective, skills, experience, and  education covered in detail

· Contact information is professional and clearly accessible

· Extra information given to enhance resume
	· Heading, objective, skills, experience, and  education covered in some detail

· Contact information is accessible, questionable professionalism
· Extra information given to enhance resume
	· Heading, objective, skills, experience, and  education covered with little detail

· Contact information is unprofessional, or incomplete

· Minimal extra  information given to enhance resume
	· Missing one of the following: heading, objective, skills, experience, or  education 

· Contact information is incomplete or unprofessional

· No extra information given to enhance resume
	

	Spelling & Grammar
	· No spelling errors
· No grammatical errors
	· 1-2 spelling errors
· 1-2 grammatical errors
	· 3-4 spelling errors
· 3-4 grammatical errors
	· 5-6 spelling errors
· 5-6 grammatical errors
	

	
	
	
	
	
	Total:


Comments: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

