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JMP 2610 Employment Materials – 100 pts.
Cover Letter and Resume
[bookmark: _GoBack]Find a current job listing that you are qualified for or will be qualified for after you graduate (the job listing does not have to be local), then prepare a 1-page cover letter and resume using the amended format on p. 155 and p. 160 of the textbook. An objective IS required. NOTE: Per page 156, omit high school except for only exceptional achievements. Include a PDF copy of the job listing with your assignment. Read the grading rubric before beginning the assignment.

 Grading Criteria
	 
	Strong 
	Developing 
	Needs Work 
	Missing
	Points 

	Cover Letter
	15 Points 
	10 Points 
	5 Points
	0 Points
	15% 

	Cover Letter
	The cover letter clearly defines intent, is professionally-written and error free.
	The cover letter defines intent and is professionally written; contains less than 5 errors.
	The cover letter is unclear on intent and contains more than 5 errors.
	Element missing
	 

	Resume
	20 Points 
	15 Points 
	10 Points 
	0 Points
	80% 

	Appearance
	The resume has a professional appearance. The margins, layout, white space and indentation all demonstrate attention to detail with no errors.
	The resume has a professional appearance; there are a less than 5 typographic errors.
	The resume has a less-than professional appearance and there are more than 5 typographic errors.
	Element missing
	 

	Objective
Required
	The required objective is targeted to the specific position, emphasizes job-related skills, is concise and free of errors.
	The objective is targeted to the specific position, is concise and free of errors.
	The objective is too general and contains errors.
	Element missing
	 

	Skills & Abilities 
	The skills listed are specific to the position and industry.
	The skills listed are specific to the industry or to the position.
	The skills listed are too general.
	Element
missing
	 

	Education
	Education is listed chronologically and all institution/degree info is listed.
	Education is listed chronologically, but only some institution/degree info is listed.
	Education is NOT listed chronologically and some institution/degree info is missing.
	Element missing
	 

	Other
	5 Points  
	0 Points  
	0 Points  
	0 Points
	5% 

	Job Listing/ Resume Review Meeting
	Job listing (PDF) is provided for reference.
	Listing not included
	Listing not included
	Element missing
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