
Resume Rubric

* TIP #1: At no point are complete sentences required. Instead, work hard to select a few key verbs, nouns, and adjectives.
* TIP #2: Highest-scoring resumes include impact statements: “[role,] resulting in club winning state-wide contest.”

Point Scale 4: Exemplary. Almost no errors. 3: Standard mostly met. Some errors / inconsistency.
2: Standard met at times. 1: Standard rarely/not met. 0: No attempt evident.

4 3 2 1 0

Formatting, Top section: Full name is first, in largest type. Phone and an appropriate email address.
Optional: Home address, descriptor (such as position desired.) Correct CAPS, spelling, etc.

Formatting, Body: Visual “rules” are strictly followed. You may choose the formatting rules, but order and
style (bold, italics, CAPS) must be consistent. Ex: Job title, Company: Year in that order & style. These are
all clear and consistent: Justify (usually left); spacing; indents. Categories (“Experience”) are clear &
sensible.    Colors: At least 85% is black type, white background. No graphics or images.

“Qualifications” section (“Summary of Qualifications”): A 2-3 line “BEST OF” summary of the resume.
Describes the candidate with powerful language, especially in an adj.-noun format (ex: “proven leader.”)
“Qualifications” are appropriate, accurate, unique, and supportable by evidence (experience) elsewhere in
the resume or with a brief story. Can include: Key skills or traits, work experience or related activities. Tip:
Take a strengths-finder test, and use the results to describe yourself! Top QUALs includes cause/effect
statements like “responsible for…” “resulting in…” “which achieved…” Formatting meets criteria above.

“Experience” section (or similar header): Entries all have a position title, employer name, and if possible,
date/s employed. (“Watched neighbor kid” → “Child care provider, Johnson Family: 2018-2019.”)
Each position entry contains at least three bullet points, all beginning with strong, accurate verbs. Verbs for
all entries use past tense (“-ed.”) Ex: “Directed,” “Designed...”
If a “Skills” section is used, all skills are, in fact, skills. Wording and formatting is consistent, skills relevant.

Formatting meets criteria above.

“Education” section details relevant information, but nothing irrelevant to employer. Relevant could
include: GPA, clubs, sports, awards, related coursework (like this class) or strong academic projects. Any
school experience (attendance award, leadership club, cool class) is listed under the school it happened at.

Formatting meets criteria above.

TOTAL: ___ / 20

https://high5test.com/test/
https://www.indeed.com/career-advice/resumes-cover-letters/experience-vs-skills


Sample Resume:


