INTERVIEWING SKILLS
RATING SHEET

COVER LETTER AND RESUME
Student’s Name: ___________________________________

Interviewer’s Signature: _____________________________

	Items Evaluated
	Points Possible

Superior      Excellent   Good     Fair      Poor
	Points Allocated

Comments

	1. Cover Letter

Content (opening, qualifications and key information, close)


Neatness, format, spelling and punctuation
	   5                     4              3            2            1

   5                     4              3            2            1
	

	2. Resume:

Organization and content (clear, concise, pertinent)


Neatness, format, spelling and punctuation
	   5                     4              3            2            1

   5                     4              3            2            1
	

	Total Points 


	 
	


