L-C-6-1_Résumé Evaluation


Name___________________________  Class:______________________ Date:____________

Résumé Evaluation
Directions: Use the following to guide the drafting of your résumé. Next, exchange your résumé and this handout with a classmate for a peer evaluation. Turn this rubric in with the résumé.

Missing 
Developing  
Complete
Resume Categories:
· Contact information
0
1
2
· Objective
0
1
2

· Education 
0
1
2
· Work experience
0
1
2
· Computer/technical experience
0
1
2
· Honors/awards
0
1
2
· Clubs/activities
0
1
2
· Community involvement
0
1
2
· Talents/Abilities
0
1
2
Reference Page
· At least three professional references
0
1
2
· Correct job titles and contact information
0
1
2
Formatting:

· Easy to read, size 12 type, clear font
0
1
2
· One inch margins
0
1
2
· Name, contact info. and objective near top
0
1
2
· Crisp, yet simple design 
0
1
2
· One to two page résumé maximum
0
1
2
Editing:

· Correct grammar & mechanics
0
1
2
· Correct capitalization
0
1
2
· Correct spelling
0
1
2
Voice:

· Professional word choice, syntax, and tone
0
1
2
· Action verbs used for descriptions
0
1
1

After a peer evaluation, complete the following:
· One idea that a peer used that I might use in my résumé revision is . . . because . . .

· I believe one strength of my résumé is. . . because . . .
