APPENDIX D

Career Services’ Resume Rubric

	
	1. Resume needs significant improvement and would not be considered.
	2. Resume is average and needs improvement to be considered.
	3. Resume could land you an interview but may need a few improvements.
	4. Resume should effectively land you an interview.
	SCORE

	Format
	This resume is either a half page or three pages long. The font is too big or may be hard to read. There is more white space than words on the page. You have picked the wrong format to use. There are multiple spelling errors.
	The font and spacing of the resume is not appealing and easily scanned. Information such as dates are inconsistent on the page. There are more than one spelling or grammar errors.
	This resume has some uneven white space.  Some information is inconsistent (dates, bolding, underlining). There may be a single spelling or grammar error.
	The resume makes good use of space. It can be easily scanned and is pleasing to the reader. There are no grammar or spelling errors. 
	

	Header
	The header is hard to read and missing information. Some information may be inappropriate (e-mail, telephone information).
	Your name and header information are hard to read or may be confusing. Phone numbers are not clearly labeled and some information may be missing.
	Header information is easy to find but your name is not the biggest and boldest thing on the page. Current and permanent contact information may not be labeled correctly.
	Header information is easy to read and contains necessary information. 
	

	Education Section
	This section is missing some crucial information, i.e. Institution listed without a location, graduation date is not listed, major is listed but not the name of the degree. 
	This section is not well organized. Some information is missing. There is no order to how information is formatted in this section.
	This section is organized and easy to read. This section includes: institution and location, graduation date, name of degree, and major. Some “extra” information that might help you is missing. (ex. Relevant coursework or honors and achievements.)
	This section is organized, clear, and well defined. It highlights the most pertinent information. This section also helps add value for the position applied for including relevant coursework or honors and achievements.
	


This rubric was created by the University of West Florida. http://uwf.edu/studentaffairs/documents/CareerServices2005-2006RubricSet.doc
	
	1. IR is lacking in every category and needs significant improvement.
	2. IR is lacking in several places and needs improvement.
	3. IR conforms well to all standards; there is room for minor improvement in one or two areas.
	4. IR conforms very well to standards with little or no room for improvement.
	SCORE

	Content
	The writer does not describe the scene with nearly adequate detail. Much improvement is needed in almost every content area.


	The writer describes the scene with some detail, but more is needed for the report to be considered adequate. Two or more of the basic content elements are missing. 


	The writer describes the incident with basically adequate detail, but more specifics and/or details could be included. One element of the basic content elements may be missing.
	The writer describes thoroughly all specific details of the incident: how they arrived on the scene, what happened when they got there/while they were there, what measures were taken as follow up.
	

	Mechanics
	The report contains many severe grammatical, spelling and punctuation errors and an unsuitably informal or unprofessional tone, and lacks suitable narrative structure.
	The report contains several and/or severe grammatical, spelling, or punctuation errors, and/or adopts an unsuitably informal or unprofessional tone, and/or the report lacks coherent narrative structure.


	The report contains one or two minor grammatical, spelling, or punctuation errors, and maintains a suitably professional tone and appearance while following a logical narrative structure.
	The report is free of grammatical, spelling and punctuation errors, and maintains a suitably professional tone and appearance in addition to being a logical narrative.


	

	Objectivity
	The report includes a great deal of speculation. It makes generalizations and assumptions throughout.


	The report includes facts as well as speculation. It may make some generalizations and/or assumptions.


	The report includes only facts and no speculation. It focuses on observation and avoids generalities and assumptions with only one or two minor deviations. 


	The report includes only facts and no speculation. It focuses only on observation and avoids generalities and assumptions.


	


Residential Life’s Incident Report Writing 
 Rubric

Student Conduct’s Essay Writing Rubric
This rubric was created by Vickii Castillon and Leonard Valdez at Sacramento State

	
	1. Student completely lacks understanding/knowledge Significant improvement needed.
	2. Student understanding/knowledge is limited. Improvement needed. 
	3.  Student understanding/knowledge is adequate. There is room for improvement.
	4. Student understanding/knowledge is very good.  Little need for improvement.
	5. Student understanding/knowledge is exceptional. No improvement needed.
	SCORE

	Demonstrates knowledge of policy violation
	The student demonstrates no understanding of the policy and how their behavior violates policy.
	The student demonstrates limited understanding of the policy and how their behavior violates policy.
	The student adequately demonstrates understanding of the policy and how their behavior violates policy.
	The student very clearly demonstrates understanding of the policy and how their behavior violates policy.
	  The student demonstrates thorough and complete understanding of the policy and  how their behavior violates policy.
	

	Accepts responsibility for actions
	The student demonstrates no acceptance of responsibility for their actions.
	The student demonstrates limited acceptance of responsibility for their actions.
	The student adequately demonstrates acceptance of responsibility for their actions.
	The student very clearly demonstrates acceptance of responsibility for their actions.
	  The student demonstrates thorough and complete   acceptance of responsibility for their actions.
	

	Demonstrates increased awareness and maturity
	The student demonstrates no increase in awareness and maturity.
	The student demonstrates limited increase in awareness and maturity.
	The student adequately demonstrates   increase in awareness and maturity.
	The student very clearly demonstrates   increase in awareness and maturity.
	  The student demonstrates thorough and complete    increase in awareness and maturity.
	

	Demonstrates commitment not to violate University policy in the future
	The student demonstrates no commitment to refrain from future policy violations.
	The student demonstrates limited commitment to refrain from future policy violations.
	The student adequately demonstrates commitment to refrain from future policy violations.
	The student very clearly demonstrates   commitment to refrain from future policy violations.
	  The student demonstrates thorough and complete    commitment to refrain from future policy violations.
	

	Demonstrates  understanding of the value of academic integrity


	The student demonstrates no understanding of the value of academic integrity.
	The student demonstrates limited   understanding of the value of academic integrity.
	The student adequately demonstrates    understanding of the value of academic integrity.
	The student very clearly demonstrates    understanding of the value of academic integrity.
	  The student demonstrates thorough and complete     understanding of the value of academic integrity.
	


� This rubric was created by Vickii Castillon and Alan Haslam at Sacramento State





