Employment Interview CAREER PROGRAM

RESUME AND APPLICATION MATERIALS EVALUATION- JUDGES RATING SHEET

Applicant’s Name ___________________________________________   Date ______________

Employment Area __________________________________  College _____________________









Points Possible
Points Actual
I. Resume Evaluation
A. Format







10

_________
B. Originality







10

_________
C. Neatness







 5

_________
D. Effectiveness



 


10

_________

E. Career Goal







 5

_________




             RESUME TOTAL POINTS ---40

_________

II. Letter of Application Evaluation

A. Appearance and neatness





 5

_________

B. Opening - offer a service, arouse interest or other



10      

_________
C. Offer proof of abilities - illustration or results



 5

_________
D. Closing - appeal for action, request for interview, etc.


10

_________
E. Spelling, grammar and punctuation




 7                
_________
F. Envelope - properly addressed and neat




 3

_________
     (correctly inserted and sealed in envelope)

                                  LETTER OF APPLICATION TOTAL POINTS---40

_________
III. Application for Employment Form Evaluation

A. Appearance and neatness  





 3

_________

B. Content (information provided)





 

1. Name, address and current date




 2

_________





2. Personal information




               2

_________

3. Education - name of college, major, extracurricular activities
 3

_________


4. Work experience - places, names, address



 4

_________

5. References names and address




 3

_________

3. Spelling and grammar






 3

_________
                APPLICATION FOR EMPLOYMENT TOTAL POINTS ---20      

__________

      

      PART I, PART II, & PART III  TOTAL ---100

__________
JUDGE’S COMMENTS
Applicant’s strengths - 

Applicant’s areas to improve- 



EMPLOYMENT INTERVIEW CAREER PROGRAM
PERSONAL INTERVIEW EVALUATION- JUDGES RATING SHEET

Applicant’s Name ___________________________________________   Date ______________

Employment Area __________________________________  College _____________________









Points Possible
Points Actual
I. Personal Appearance  
A. Grooming







 5

_________
B. Dress







 5

_________
C. Neatness







 5

_________
D. Composure




 


 5

_________


                  PERSONAL APPEARANCE  TOTAL POINTS ---20

_________

II. Actual Interview
A.  Did the applicant make a first impression



18

_________

 (greet and call you by name, introduce him/herself correctly

  state the purpose of the call, remain standing until invited to be seated?)

B.  Did the applicant answer your questions clearly



10      

_________
C.  Did the applicant volunteer appropriate information


 6

_________
D.  Did the applicant have a pleasant voice




 3

_________
E.  Did the applicant express enthusiasm




 6                
_________
F.  Did the applicant exhibit self-confidence




 6

_________

G.  Did the applicant use proper grammar




 7

_________

H.  Did the applicant show a genuinely wholesome attitude


 5

_________

I.  Did the applicant do something especially impressive


 7

_________
                                              ACTUAL INTERVIEW TOTAL POINTS---68

_________
III. Post Interview
A.  Did the applicant express sincere thanks for your time

 3

_________

      and consideration

B.  Did the applicant leave promptly at the conclusion of the interview

 3      

_________
C.  Did the applicant exhibit a gracious manner generally


 6

_________
                      POST INTERVIEW TOTAL POINTS ---12      

__________

                                PART I, PART II, & PART III  TOTAL ---100

__________
JUDGE’S COMMENTS
Applicant’s strengths - 

Applicant’s areas to improve- 



EMPLOYMENT INTERVIEW CAREER PROGRAM
JOB ANNOUNCEMENT

CATEGORY:

TITLE:

DEGREE

JOB DESCRIPTION:

LOCATION:

EXPERIENCE REQUIRED:

SALARY AND BENEFITS:

CONTACT: 

(Note - Please use an assumed name for envelope, letter, etc.)

AN EQUAL OPPORTUNITY EMPLOYER

