	Third Round
With Higher Standard 

Name:  ________________________    On Time:  _____    ___/35
	
5 = Outstanding
4 = Good (Appropriate)
3 = Good (Usable) 
2 = Minor Problem(s)
1 = Needs Work


	Resume 
	Header 
	

	
	Objective
	

	
	Parts (education, experience, references…)
	

	
	use of action words 
	

	
	skills identified 
	

	
	achievements 
	

	
	word choice and phrasing
	

	
	responsible for, commended for, strength in, or similar
	

	
	grammar, word choice, etc.
	

	
	little use of word "I" 
	

	
	consistency in format 
	

	
	consistency in punctuation 
	

	
	Resume usable
	/5

	References
	Same header as Resume
	

	
	References title below header
	

	
	Same format as Resume
	

	
	One pages
	

	
	Education, Employment, Personal, etc used
	

	
	Personal:  Co-worker, Friend, etc identified
	

	
	Full addresses properly formatted
	

	
	References usable
	/5

	Scanable Resume 
	Correctly prepared
	/5

	Covering Letter
	Approximately three paragraphs
	

	
	Organization--handling information, content…
	

	
	Grammar, word choice, etc.
	

	
	Little use of word "I" 
	

	
	Enclosure notation
	

	
	Benefit to employer emphasized, not to applicant
	

	
	Ask for interview, give telephone number in last paragraph
	

	
	Covering Letter usable
	/5

	Thank-You Letter
	Approximately three paragraphs
	

	
	Organization--handling information, content…
	

	
	Grammar, word choice, etc.
	

	
	Little use of word "I" 
	

	
	Benefit to employer emphasized, not to applicant
	

	
	Ask for interview, give telephone number in last paragraph
	

	
	Thank-You letter usable
	/5

	Aesthetics
	Obvious Care and Attention
	/5

	
	Overall Appearance
	/5
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