



Application

Category_______________________ 


Student _______________________

Teacher ________________________ 


School _________________________
If “Job Applying For” is omitted, score is “0”

If application is for job other than those listed for the J&TF, score is “0”

	Criteria
	1
	2
	3
	4
	Score

	Provide Factual Personal Information

Full name; address with zip code, phone number with area code, SSN not required
	Provided little or no personal information
	Most personal information given; no more than 2 items omitted.
	All personal information given with 1 omission
	All personal information given 
	

	Employer’s
(paid or unpaid) Information

Employer’s name, Company, Street, City, State, Zip, Telephone

Acceptable:  Private individual(s)

Not acceptable:  Uncle Joe, Mom, relative, family
	Little or no employer (present or prior) information provided
	Present or prior employer(s) provided with no more than 2 omissions
	Present or prior employer’s name provided with 1 omission
	Complete present or prior employer’s information provided (no omissions)
	

	Completion
All blanks on job application are filled in either with required information or with N/A.

	Completion

*3 or more blanks left out on application
*School name or address partially completed

*School subjects are partially or not at all related to job desired


	Completion

*2 blanks left out on application

*School name on application but may omit city & state 
*diploma section completed

*School subjects may include some subjects unrelated to job desired


	Completion

*1 blank left out on application

*School name and address included; may omit street but include city, state & zip

*diploma section completed

*School subjects studied are related to job desired or to type of diploma completed or working toward
	Completion

*All blanks are 

completed (including signature)

*School name and  

address includes street, city, state & zip code

*diploma section completed

*School subjects  

studied  are related to type of job desired or to type of diploma completed or working toward
 
	

	Experience/Skills
Job title reflects name of position; skills are relevant to career of interest. 
Special Skills (last section before signature line)  or other work experience listed enhances chances of employment
	Experience/Skills
Student does not list experience and/or skills, paid or unpaid.

Special Skills or other work experience section not addressed or listed 
	Experience/Skills
Experience and skills listed are vaguely connected to job or career of interest.

Special Skills section may be not completed or may be completed but unclear how related to job of interest (may include soft skills ) or may be listed as N/A
	Experience/Skills
*Experience and skills listed within application are relevant to job or career of interest but are less well developed.

*Student lists at least 2 related work experiences or skills
*Special Skills section completed and relevant to job of interest (may include soft skills)
	Experience/Skills
*Experience and skills listed within application are fully and clearly relevant to job or career of interest and are well developed.

*Student lists at least 3 related work experiences or skills
*Special Skills section completed and clearly relevant to job of interest (may include soft skills)
	

	Legible

Application is easily read
	*Print is somewhat legible (can read a few of the words).  There are no more that 3 erasures or otherwise noticeably corrected words.


	* Print is mostly legible (can read most of the words, no more than 3 words slightly hard to read). There are no more that 2 erasures or otherwise noticeably corrected words.
	*Print on application is mostly legible with no more than 1 or 2 words slightly hard to read. There is no more than one erasure or otherwise noticeably corrected word.


	*Application is completely legible; very neat.  There are no noticeably corrected words (i.e., no White-Out, strike-troughs, erasures, etc.)

	

	Correctness – Spelling, Capitalization & Grammar
(No abbreviations except state and titles)
Use of word “Done” under “reason for leaving” is considered improper grammar
	3-4 errors in spelling and/or grammar and/or
2 abbreviation errors
Application is completed in pencil

(Note inconsistent verb/ subject agreement)
	2-3 errors in spelling and/or grammar and/or
One abbreviation error
Application is completed in pencil

(Note inconsistent verb/ subject agreement)
	1 error in spelling, or capitalization and/or grammar

No abbreviations other than state and titles
Application is completed in ink or typed
(Note inconsistent verb/ subject agreement)
	No spelling, capitalization  or grammar errors

No abbreviations other that state and titles
Application is completed in ink or typed

(Note inconsistent verb/ subject agreement)
	

	
	
	
	
	
	__________

TOTAL



