
Mock Job Cover letter Rubric 
 Less than 

Adequate 
C B A 

Format Is not in letter 
format.  

Format is 
distracting or 
sloppy. 

In letter format 
and neat, but font 
is distracting or 
paragraphs are 
too long for easy 
reading.  

The letter is 
appropriately 
formatted as a 
business letter. The 
margins are 
reasonable – 1 inch on 
the sides, 1-2 inches 
top and bottom. The 
text is in a clear and 
readable font (Times 
New Roman 12 point 
is always good). 
Paragraphs are neat 
and eye-catching – not 
too long or short. 

Language The language 
is unclear, 
with grammar 
and spelling 
errors. 

The language 
is too 
informal or 
has some 
errors in it. 

The language is 
clear and correct. 
It is formal, but is 
perhaps too wordy 
or too simple. 

The language is clear, 
crisp and engaging. 
There are no grammar 
or spelling errors. The 
letter is written in 
polite, formal English 
using appropriate 
address. You have 
clear paragraphs. 

Your skills and 
experience 

You don’t 
discuss skills 
or experience. 

You discuss 
skills and 
experience, 
but only in 
general 
terms. 

You discuss your 
skills and 
experience, but it 
is hard to see how 
they relate to the 
specific job you 
are applying for. 

You present your skills 
and experience clearly 
and with specific 
details. You relate 
them to the job you are 
applying for. 

The job and the 
mission of the 
organization 

You do not 
show that you 
understand 
the specific 
job you are 
applying for or 
the 
organization’s 
mission.  

You mention 
the job and 
the 
organization, 
but your 
references 
are not 
specific. 

You show a good 
understanding of 
the job and the 
organization’s 
mission, but they 
aren’t well 
connected to your 
presentation of 
your own skills 
and background. 

You demonstrate that 
you understand clearly 
what the organization’s 
mission is and what 
the job is you are 
applying for. You do 
this by describing 
clearly how your skills 
meet their needs. 

 


