UNIT 2 PORTFOLIO PROJECT RUBRIC
Two points should be deducted for each mistake in spelling, etc. of items, more for items missing—teacher discretion.

	Assignment Title 
	Possible 
	Earned 
	Comments 

	Job Description and where you found out about it
	20

	
	 

	Resume (perfectly revised after instructor graded)
	40
	
	 

	Cover Letter (perfectly revised after instructor graded)
	30
	
	 

	Job Application (perfectly revised after instructor graded)
	30
	
	 

	Interview Questions (5 questions from file—8 pts. each)
	40
	
	 

	Business Attire—20 items
(five items each for men’s/women’s business attire and men’s/women’s casual business attire—2 pts. each)
	40
	
	 

	Total
	
	
	




