Career Professional Portfolio
Evaluation Form

Name:  ________________________________

Resumes (_____/15 points)

Two or more versions with different format/layout or emphasis tailored to various jobs
Curriculum Vitae (_____/10 points)

Comprehensive and well organized using appropriate categories
Cover Letter Templates (_____/15 points)
Three or more templates are tailored for various job types by emphasizing different skills, experiences, or goals
Sentence structure is effective, appropriate vocabulary is used, transitions are used effectively, letter flows together well, introduction and conclusion paragraphs are well written and clear, paragraphs in the body of the letter are well organized and developed

List of Professional References (_____/5 points)
Five or more references are provided with appropriate contact information
Samples of Work/Writing (_____/5 points)
Any relevant examples of work/writing (i.e., press releases, research papers) suitable for showing prospective employers aside from forthcoming Senior Capstone Paper Project
Job Search Materials (_____/5 points)
Sample job listings, list of keywords for locating applicable job postings, list of potential companies, list of applicable job titles, salary information
Interview Materials (_____/5 points)
Talking point answers to common interview questions, list of questions to ask prospective employers, tips and reminders for interview preparation and performance
Online Profile/Portfolio (_____/5 points)
Working URL is provided to professional and complete online profile/portfolio
Overall Quality (_____/10 points)
Application materials are free of grammatical and spelling errors, have been proofread well to avoid errors and typos, and use proper punctuation, capitalization, and endmarks









TOTAL ______/75 points
