Job Application Portfolio Grading Rubric
Part 1: Portfolio Overview
Presentation—organizes materials in a logical manner; understands visual rhetoric
                          
        1

                 2                                           3                                           4                                           5
|----------------------|----------------------|----------------------|----------------------|----------------------|
Completion—includes all required materials (job/school ad, cover letter, resume, drafts, etc.)
                          
        1

                 2                                           3                                           4                                           5
|----------------------|----------------------|----------------------|----------------------|----------------------|
Part 2: Letter of Transmittal
Format—contains appropriate letter formatting; establishes a courteous, professional tone
                          
        1

                 2                                           3                                           4                                           5
|----------------------|----------------------|----------------------|----------------------|----------------------|
Specificity—does more than summarize assignments; provides detail of purpose/process
                          
        1

                 2                                           3                                           4                                           5
|----------------------|----------------------|----------------------|----------------------|----------------------|
Part 3: Cover Letter
Format—contains appropriate letter formatting; utilizes one full page
                         
        1

                 2                                           3                                           4                                           5
|----------------------|----------------------|----------------------|----------------------|----------------------|
Relevance—understands the position; includes experiences relevant to the job/school
                          
        1

                 2                                           3                                           4                                           5
|----------------------|----------------------|----------------------|----------------------|----------------------|
Details—avoids vague statements; provides details to support claims 
                          
        1

                 2                                           3                                           4                                           5
|----------------------|----------------------|----------------------|----------------------|----------------------|
Part 4: Resume
Proximity—uses space effectively; organizes information in an attractive purposeful way 
                         
        1

                 2                                           3                                           4                                           5
|----------------------|----------------------|----------------------|----------------------|----------------------|
Relevance—includes information relevant to the job/school
                          
        1

                 2                                           3                                           4                                           5
|----------------------|----------------------|----------------------|----------------------|----------------------|
Verb Action Lists—incorporates detailed lists; uses strong verbs; comprehends parallel structure
                          
        1

                 2                                           3                                           4                                           5
|----------------------|----------------------|----------------------|----------------------|----------------------|

5
Well done

4
Better than average

3
Average


2
Needs work

1
Unacceptable
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Cover Letter…………


Resume………………


Mech. Deductions…… 
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