	Business Communications
	Resume Rubric


	Parts Of The Resume
	Accomplished
	Developing
	Beginning

	
	7-10
	3-6
	0-2

	Identification 
· first and centered on page or graphic elements used
· Current address (may require 2)

· Telephone number (2)

· E-mail address

· Internet address (Opt.)
	All required parts of the identification are present and emphasis has been placed on the name.
	One of the required parts of the identification is missing.  

Emphasis has not been placed on the name.
	More than one of the required parts of the identification is missing and/or emphasis has not been placed on the name.

	
	4-5
	2-3
	0-1

	Objective

· Specific enough to be meaningful
	Objective present and specific and meaningful-- not to specific to eliminate from possible jobs
	The objective is present and to specific or too broad
	The objective is not present

	
	4-5
	2-3
	0-1

	Career Summary

· Persuasive summary statement 

· Transferable skills

· Accomplishments Attributes
	Career summary present w./ statements of transferable skills and/or accomplishments and/or attributes
	Career summary present-- lacks transferable skills and/or accomplishments and/or attributes
	The career summary is not present

	
	7-10
	3-6
	0-2

	Qualifications

· Education

· Begins w/ most recent 

· Degree

· Major

· School

· Graduation date
	Parts divided--easily understandable/functional sections and clearly labeled.

Arranged in a sequence that best promotes the candidate.

Education listed in correct order not missing any information.
	Difficult to understand--parts are not logically divided and/or clearly labeled.

Arrangement lacks promoting candidate's strongest qualifications.

Required parts of education missing; too much information is given; in the wrong order.
	Qualifications are not divided.

Labels are not used.

Arrangement has no logical order.

More than 2 of the required items from education are missing.

	
	7-10
	3-6
	0-2

	· Work experience

· Job title

· Company name

· Dates of employment

· Primary responsibilities

· Key accomplishments
	Reverse chronological order.

Includes all required sections.


	Listed in reverse chronological order.

One to two sections are missing.
	Not in reverse chronological order.

More than two sections are missing.

	
	4-5
	2-3
	0-1

	
	Action verbs and adjectives always used 

	Failed to used action verbs and adjectives in place of pronouns on one to three occasions. 

Adjectives or adverbs seem too strong
	Failed to used action verbs and adjectives in place of pronouns to describe work experience on one more than three occasions.

	
	0
	0
	0

	Honors and activities (optional)
	
	
	

	
	0
	0
	0

	Personal Information (optional)

· 
	Does not include personal information that could lead to discriminatory hiring.

Includes personal information that strengthen the resume.
	
	Includes personal information that could lead to discriminatory hiring.

	Organization
	4-5
	2-3
	0-1

	· Arranged in the strongest order

· Reverse chronological 

· Functional order 

· Chrono-functional
	Appropriate order.
Did not deviate more than two times.
	Appropriate order.
Did not deviate more than three times.
	Appropriate or inappropriate order.

Deviated more than five times

	Mechanics
	7-10
	3-6
	0-2

	· No spelling or grammar errors
· Sufficient white space
· Headings and lists used to condense partition text
· Fonts are large enough
	3 or fewer errors.
	4-5 errors.

	6 or more errors.

	
	4-5
	2-3
	0-1

	
	Name and a page number at top of every page and “Continued” at the bottom of the first page--more than one page is used.

Graphic elements always used appropriately
	Graphic elements are almost always appropriately used (no more than 3 design flaws) to emphasize important points (Italics, bullets, bold, capitalization, etc.).


	Name and a page number  not at the top of every page--“Continued” not at bottom of the first page if more than one page is used.
4 or more design flaws when using graphic elements.

	
	7, 8, 9, 10
	3-6
	0-2

	Consistent throughout.
Appropriate emphasis.
Balanced attractively. on the page
Use of white space.
Printed on a laser. printer
	2 or fewer errors

	3 or 5 errors.
	6 or more errors.

	
	4-5
	2-3
	0-1

	References 
	Three or four references present.

Appear to be appropriate for the career objective.
	One to two references present.

All but one appears to be appropriate for the career objective.
	No references present.

All references appear to be inappropriate for the career objective.


	Total Possible
	80

	Point from Above
	

	Adjustments
	

	Points Received
	


	Name
	


