English 420

Employment Project Assessment *
Student:

Step 1: Job Description and Rationale
	Categories for Analysis
	Possible points
	Achieved points
	Comments

	Exact copy of job ad
	10
	
	

	Description/summary of position
	10
	
	

	Reasons for choosing position
	20
	
	

	Qualifications for position
	20
	
	

	Total points for Step 1
	60
	
	


Step 2: Print Resume
	Categories for Analysis
	Possible points
	Achieved points
	Comments

	Format/Layout/Design
	30
	
	

	Readability
	30
	
	

	Specificity/Relevance to the position
	30
	
	

	Total points for Step 2
	90
	
	


Step 3: Job Application Letter
	Categories for Analysis
	Possible points
	Achieved points
	Comments

	Letter Format
	30
	
	

	Tailoring to position
	30
	
	

	Tone/Style of writing
	30
	
	

	Total points for Step 3
	90
	
	


Step 4: Project Assessment Memo
	Categories for Analysis
	Possible points
	Achieved points
	Comments

	Memo format
	20
	
	

	Clarity and specificity
	20
	
	

	Effective responses to questions
	20
	
	

	Total points for Step 4
	60
	
	


Total point for Employment Project: ___________
*While not listed as specific category, grammar and mechanics—which includes spelling, punctuation, and typographical errors—are essential to the effectiveness of these documents. I reserve the right to deduct points for any egregious errors within a particular deliverable.


