
 
 
 
 
 
 
 
 
 
 
 
 
 

Rubrics: Cover Letters and 
Resumes  

 
Enhancing and Advancing 

Students’ Learning Outcome 
and Influencing Retention 

Center for Career and Professional Advancement 
(CCPA) 

Diana Chávez, Ph.D. 
Assistant Director – CCPA  



Using Rubrics in Higher Education  

 
 Supports student learning 

 
 Supports and inform teaching practice 

 
 Supports specific pedagogical strategies 
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Rubrics: Use & Approach within  
Higher Education  

 

 Before creation of lesson, assignment or exam 

 Hand out before assignment distribution 

 During completion of in-class assignment 

 After assignment was graded, offering better 
feedback and supporting stronger remediation 
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CCPA Rubrics Purpose:  
Resume and Cover Letter 

Assessment Project  
 

 Student Learning Outcome (SLO) – writing is part of our 
divisional undertaking  

 Writing – language and clarity are specifically assessed 
and evaluated 

 CCPA staff are undertaking a rubric assessment 
project that evaluates the quality of students’ writing 

and final product 

 Resumes and Cover Letters assessed using constructed 
rubrics 
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CCPA Rubric: Higher Education & 
Career Center 

 Support student learning 

 Teaching tool – WRITTEN 

 Evaluation techniques that conveys writing /communication that 
are transparent and clear to students  

 Strengthen and reinforce writing through feedback  

 Tool in training new staff members 

 Collect data for external stakeholders – faculty, staff, peer staff 
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CCPA Rubric: Function 

 

 Utilized during 1:1 - student appointment 

 Post individual 1:1 - student take away, to review 
and reference, learning tool to modify and 

enhance future cover letter and resume drafts  
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Resumes: Scores across colleges 

Resume SSHA Natural Sciences Engineering 
Score 2 17% 
Score 3 57% 
Score 4 43% 100% 83% 
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Cover Letters: Scores Across Schools 

Cover Letter SSHA Natural Sciences Engineering 
Score 3 33% 66% 
Score 4 67% 100% 33% 
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Cover Letter: Across Classification 

Cover Letter  SSHA Natural Sciences Engineering 
Freshman 17% 100% 

Sophomores 17%   
Juniors     33% 
Seniors 66%   33% (Scored 2) 

Undergraduate 
Alumni     33% 
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Resumes: Across Classification 

Resume SSHA Natural Sciences  Engineering 
Freshman 14%     

Sophomore       
Junior 43%     
Senior 43% 50% 83% 

Graduate   50% 17% 
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Result Implications 
 

 Important to identify what resume and cover letters 
levels and preparedness 

 Promote writing preparedness at all levels, inside and 
outside of the classroom 

 Develop resume writing and cover letter workshops. 
(High Attendance) 
 An opportunity to engage students 

 We are able to follow a student’s progress over time.  
 For example, evaluate a student’s resume before a 

workshop and then encourage them to come back with 
changes and evaluate it again.   
 Did they improve?  
 Which topics were still difficult to grasp?  
 Might you need to spend more time addressing those 

during the workshop? 
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Informing Practice 

 Resume Review Training 

 Feedback Offered in Resume Review  

 Outreach – providing lots of feedback 

 Teaching tool 

 Stakeholders – informing our institutional partners 
and peers 
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Informing Student Learning  

 Partner what students are learning outside the classroom to inform 
how they learn inside the classroom 
 

 Knowing HOW you learn leads to development (writing, etc.) 
 

 Self-aware: oral and written communication 
 

 Increases a willingness to learn from new ways 
 

 Co-curriculum – activities, programs, and learning experiences that 
complement classroom learning - learning in co-curriculum – connect 
to academic learning 
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Advancing Rubrics - Theory 

 Piloting rubrics, initially with one career specialist – 
expanding it out to all Career Specialist – 

 Rubrics are under development to include student 
development theory  
 Transition into a multidimensional phase, taking it to 

another level 
 Include self-efficacy and student development theory 
 Specifically Cognitive-Structural Theory – address how 

students perceive and rationalize their experiences  
 Assist in knowledge acquisition  

 
 Evolve to include mock interviews – Oral Communication 
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