Cover Letter Evaluation

Name:___________________________________________________

___/10 On time and complete, with all relevant attachments or related assignments and materials.

___ /10 Does the first paragraph:  

___/5  State that you’re applying for the job and tell where you learned about the job (ad, referral, etc.)?



~ Phrase the job title as the source listed it?

___/5  Briefly show you have the major qualifications for the job?

~ College degree, professional certification, work experience?

~ If listing several qualifications, summarize briefly  in same order as in the letter’s body?

​​​___ /20 Does the second part develop your basic qualifications in detail?

~ Make direct links between your education and experience and the work you’ll be doing in the new job?

~ Use you-attitude to emphasize what the writer can do for the company?

~ Use the most specific terms possible?

___ /15 Does the letter separate the writer from other applicants with at least one of the following:

~ Your knowledge of the company.


~  Honors and awards.

~  Unique problem solving and leadership experiences that apply to the work you want to do.

~ Use the most specific terms possible?

~ Does the letter use you attitude to connect these to the job?

___ /10 Does the letter:


___/5 Tell when you’ll be available to be interviewed?


___/5 Tell when you’ll be available to begin work?

___ /5 Does the letter end on a somewhat unique, forward looking note?

___ /15 Is the letter correctly formatted as a letter?  Is it correctly addressed and signed?

___ /10 Does it make the writer appear educated and professional? Is the letter well edited?

___/5 Is the grammar simple and complete as assigned? Clarity Through Simplicity Cover Letter Grammar
___/100 Total Score/Percentage

