Grading Rubric

Job Application: 
Resume’, Cover Letter, Business Card, Envelope, Application, Interview
Name:  
  
Number: ___________________

Due Date: 


	Task
	Possible
	Student Evaluation
	Teacher Evaluation

	Project turned in on time!
	15
	
	

	Project has a sense of being “finished”
	10
	
	

	Job Application
· Application filled out in blue or black ink

	25
	
	

	Business Card:

· Correct size (3.5” x 2”)
· Incorporated Logo Design
· Student’s Name Emphasized/ Obvious on Card
· Incorporated Student’s Full Address on Card

· Incorporated Student’s Phone Number on Card

· Full &/or multiple spot color is used

· Creativity/neatness of design

	30
	
	

	Envelope:

· Incorporated Logo Design

· Student’s Name and Full Address in top left corner of envelope

· Employer Name and Address written in blue or black ink on the envelope

· Addressee and Stamp area clear of all printing

· Full &/or multiple spot color is used

· Creativity/neatness of design


	30
	
	

	Cover Letter: 

· Incorporated Logo Design

· Student’s Name and Full Address on Letterhead

· Letterhead Design was inventive & compelling

· Cover letter properly formatted

· Date

· Employer’s Address

· Salutation

· Body (3 good paragraphs)

· Closing

· Student Signed letter in blue or black ink
· Cover letter properly formatted

· Spelling/Grammar


	30
	
	

	Resume’:

· Student’s Name, full address and phone number at the top

· Resume’ follows a professional format

· Student clearly indicates education and training in a well thought-out and descriptive manner

· Student clearly indicates work/volunteer experience in a well thought-out and descriptive manner

· Spelling/Grammar.


	30
	
	

	Interview:

· Student Typed Questions/Answers (5 points)
· Student Included Questions:

__________  x 1 point each =  _____________

· Student Answered Questions with complete and thoughtful answers:

__________  x 1 point each =  _____________

__________  x ½  point each =  _____________


	55
	
	

	Total
	225
	
	


