LCLM4005 – Task 1 Rubric                                                     Student name _______________________
	Criteria
	Points to consider
	Grade
	Comments


	2. 
Knowledge and Understanding Skills 
	Has the student created a CV and cover letter that follows formal requirements?                              CV
· should be a 2-page document that is concise in presentation and consistent in style (including layout and spacing, use of bold text, underlining and italics etc)
· should feature clear sections including a short supporting statement tailored to the selected role, followed by records of work and education in reverse chronological order. Key skills and other attainments may also be included.
· should state that references are to follow

Cover letter: 
· should be a 1-page business letter that reflects a professional tone 
· should include key features of letter writing: names and addresses of sender and recipient, date, appropriate salutation and sign off 
· should employ an appropriate structure in paragraph format: (1) Introduction, (2) Big pitch, (3) Professional alignment and (4) a Call to action  

Has the student accurately interpreted and used the information extracted from relevant sources?                                    
· should show understanding of the Job Description, Person Specification, company website and related documents

Has the student shown awareness of the various theories, concepts and employability tools introduced in this module?
· should use the STAR model to frame (a) written responses for the cover letter and (b) verbal responses in the interview 
· can refer to SWOT, personality types (e.g. MBTI) or learning styles (e.g. Kolb; Honey and Mumford; Fleming) when discussing strengths and weaknesses as well as personal development
· can draw on professional development planning for goalsetting and measuring progress  
	

____/25
	

	3. 
Cognitive and Intellectual Skills
	Has the student provided complete answers to the questions asked in the interview?
· should use the STAR model to produce logical responses (and avoid waffling) 
· should demonstrate self-awareness in terms of professional growth, ability for goalsetting and measuring progress

Has the student provided relevant examples to support their answers?
· should offer an evidence-based approach with demonstration of critical thinking skills and attention to detail
 
	

____/25
	

	4. 
Practical Application Skills
	Has the student responded to the questions asked in a professional manner?                                            
· should use language that is positive, persuasive, professional and inclusive (in alignment with EDI policies and good practice).
· should look attentive, demonstrate an enthusiastic tone and pace along with appropriate volume 
· should display effective non-verbal communication (maintain eye contact with interviewer, use hand gestures, avoid crossing of arms etc) 

Has the student provided answers that would be appropriate in a real-life interview situation?  
· should offer well-rounded responses underpinned by credible experiences of employment, studies and other activities 
 
	

____/25
	

	5. 
Practical Skills for Life and Professional Practice
	Has the student submitted a CV, Cover Letter and Job Description/Person Specification on a single Word document?     
· each document should be identifiable
· together, they should link to a specific role selected by the student-applicant

Does this written submission follow the general guidelines in terms of editing and formatting?                                            
· both CV and cover letter should be presented in Arial font as size 11 or 12 text and make use of 1.5-line spacing

	

____/25 

(with up to 10 marks awarded for submitting these documents) 


	 



