Cover Letter Rubric
	Yes/
No
	         Key 
Components
	                                   Contents

	
	
	Business Format & Overall Quality

	
	Format:
	Correct business format with the date, addresses, formal salutation, and signature


	
	Content:
	Clear, concise, and consistent with attached resume without completely repeating all of the same information


	

	Grammar
/Spelling:
	No errors – letter has been thoroughly spell-checked and proof-read

	
	
	Section 1: Introduction

	
	Position Wanted:
	Clearly identifies the specific position you are seeking (as listed in the job posting/description) 


	
	How:
	Describes exactly how you heard about the opening- whether it was through a job database, a personal reference, bulletin board posting, etc…


	
	Why:
	Identifies why you are interested in the position and the company


	
	Wording:
	Creative and catches the employer’s attention quickly without being too wordy

	
	
	Section 2: Identify Skills & Experience

	
	Qualifications:
	Identifies 1 or 2 of your strongest qualifications and clearly relates how these skills apply to the position and will benefit the organization

	
	Interest:
	Explains more specifically why you are interested in the position and the organization in relation to the skills you mentioned


	
	
	Section 3: Closing

	
	Direction:
	Refers reader to resume


	
	Etiquette:
	Thanks reader


	
	Follow Up:
	Indicates how you will follow up within a stated period of time


                                                                                                                                         
 (
See back for example
)[image: ]

EXAMPLE
 (
Formal business format with YOUR address at the top, followed by the date and the name, position, and address of contact
)


780 Beacon Road
Walden, Nevada 45678
777-888-4343

January 25, 2011

 (
States the exact position and 
how
 you heard about the opening
)
Mary Silver, Director of Human Resources
Wainwright Finance
430 Airmont Avenue
 (
Describes one or two of your greatest qualifications in relation to the desired position
)Airport, Nevada 45688

Dear Ms. Silver
I’m interested in the Customer Service Representative position advertised in the January 22nd Walden Times.  This position would be an ideal opportunity to utilize my past work experience and customer service skills. 
My past employment as a counter clerk and salesperson helped me develop a successful manner of dealing courteously with the public. Under stressful or busy circumstances, I have the ability to remain polite and unruffled, and still get the job done.  These skills are vital in a customer service representative position.  This position interests me because of the opportunity to utilize my abilities while being part of a team. 
 (
Thanks the reader
)I am available for an interview at your convenience and would appreciate the opportunity to further discuss this position with you or to answer any questions regarding my attached resume. I will contact you in the next two weeks to follow up and provide you with any additional information.  Thank you for considering me for this position.  I hope to hear from you soon.
Sincerely,
 (
Politely and professionally states a follow up initiative as well as mentions the enclosed resume.
)Toni Parker
Toni Parker
Enclosure
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