BUS 303:  Advanced Professional Skills
Cover Letter Critique Form (for peer review of cover letter) 
Name of reviewer: ____________________________________     Name of cover letter writer:  ____________________________________

	Evaluation Criteria
	Yes
	Somewhat
	No

	The letter demonstrates the applicant’s knowledge of the position and the organization.
	
	
	

	The letter is written in professional business letter format (single spacing within paragraphs, left-aligned text, proper date and address info at the top, etc.).
	
	
	

	The opening paragraph effectively establishes a connection with the targeted audience.
	
	
	

	The opening paragraph briefly sums up the applicant’s qualifications/strengths.
	
	
	

	The opening paragraph specifies to which position the applicant is applying.
	
	
	

	The body paragraph highlights specific skills and demonstrates a strong fit with the job.
	
	
	

	The body paragraph provides concrete examples to connect the applicant’s experience with the employer’s needs, including relevant qualifications and results.
	
	
	

	The concluding paragraph requests an interview (or another appropriate next step) and includes necessary contact information.
	
	
	

	The tone of the letter is professional and confident.
	
	
	

	The letter is written in a clear, concise, and coherent style (check for variety in the opening of each sentence and paragraph, and avoid opening all paragraphs with “I”).
	
	
	

	The letter is proofread and polished, with no spelling or grammatical errors.
	
	
	


Areas for Improvement (at least 2):
___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

Strengths (at least 2):

___________________________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

Instructions: 1) After reviewing the cover letter and filling out this form, the reviewer should discuss the critique with the cover letter writer and give the writer this form. 2) 
The cover letter writer should keep this form and turn it in with the Employment Package.

BUS 303: Advanced Professional Skills
Résumé Critique Form (for peer review of résumé)

Name of reviewer: ________________________________________ Name of résumé writer: ________________________________________

	Evaluation Criteria
	Yes
	Somewhat
	Needs Work

	Appearance: Résumé looks professional; uses standard, 11-12 point fonts; includes ample white space; has standard (approx. 1 inch) borders; uses consistent formatting for section headings; and doesn’t include too many fonts
	
	
	

	Contact info: Résumé includes all necessary contact info and name is easily visible at the top of the page
	
	
	

	Organization: Résumé includes helpful and appropriate section headings to organize applicant’s story
	
	
	

	Education: This section contains complete degree information
	
	
	

	Experience: This section is descriptive; shows relevant, transferrable skills rather than tasks; uses strong action words and concrete examples; and quantifies results whenever possible
	
	
	

	Keywords: Résumé ethically and effectively shows a good fit with the position and includes keywords from the job description (if available)
	
	
	

	Writing: Résumé “shows” vs. “tells” and uses appropriate action verbs
	
	
	

	Parallel structure: Lists contain items that are parallel in structure (e.g., verbs have same tense)
	
	
	

	Redundancy: Résumé avoids repeating the same words (e.g., “organized XXX” and “organized YYY”)
	
	
	

	Conciseness: Résumé is concise and does not contain unnecessary words
	
	
	

	Proofreading: Résumé has been thoroughly proofread and contains no typos
	
	
	

	Overall: Résumé leaves the reader with a positive impression of the applicant
	
	
	


Areas for improvement (at least 3):

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

Strengths (at least 2):

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

Instructions: 1) After reviewing the résumé and filling out this form, the reviewer should discuss the critique with the résumé writer and give the writer this form. 2) Upload an image of this page to the “Resume Critique Form” drop box by 11:59pm the day of class. 3) The résumé writer should keep this form and turn it in with the Employment Package.

