
You’re Hired: Resume & Cover Letter 

Criteria  Description Points (Max 10 for each) 
 

Job Alignment 
Clearly tailored to the 
submitted job posting; 

highlights relevant 
experiences and skills 

 

 
Professional Formatting 

Clear structure, easy 
readability, consistent 

formatting 

 

 
Achievements & Clarity 

Emphasizes achievements; 
clear, concise language 
with quantified results 

when possible 

 

 
Grammar & Mechanics 

Free of grammatical errors, 
typos, and spelling 

mistakes 

 

 
Cover Letter 

Effectiveness 

Engaging introduction; 
clearly communicates 

enthusiasm and suitability 
for the role 

 

 Total Points (50 
possible) 

 

 


