[image: ]Cover letter scoring sheet
Give each cover letter a score from 1-5 for each of the areas you are assessing them on. Then total up your scores and decide which cover letter you would put forward for interview. 
Cover letter 1
	
	1
(Poor)
	2
	3
	4
	5
(Excellent)

	Presentation
	☐	☐	☐	☐	☐
	Spelling, punctuation and grammar
	☐	☐	☐	☐	☐
	Professional language
	☐	☐	☐	☐	☐
	Introduction (including who it is addressed to)
	☐	☐	☐	☐	☐
	Addressing the job specification
	☐	☐	☐	☐	☐
	Demonstrating skills and experience using examples
	☐	☐	☐	☐	☐
	Explaining why they are a good fit for the job
	☐	☐	☐	☐	☐
	Explaining why they are a good fit for the company
	☐	☐	☐	☐	☐
	Sign off
	☐	☐	☐	☐	☐


Total score:
What did they do well? 
What could they improve?

Cover letter 2
	
	1
(Poor)
	2
	3
	4
	5
(Excellent)

	Presentation
	☐	☐	☐	☐	☐
	Spelling, punctuation and grammar
	☐	☐	☐	☐	☐
	Professional language
	☐	☐	☐	☐	☐
	Introduction (including who it is addressed to)
	☐	☐	☐	☐	☐
	Addressing the job specification
	☐	☐	☐	☐	☐
	Demonstrating skills and experience using examples
	☐	☐	☐	☐	☐
	Explaining why they are a good fit for the job
	☐	☐	☐	☐	☐
	Explaining why they are a good fit for the company
	☐	☐	☐	☐	☐
	Sign off
	☐	☐	☐	☐	☐


Total score:
What did they do well? 
What could they improve?

Cover letter 3
	
	1
(Poor)
	2
	3
	4
	5
(Excellent)

	Presentation
	☐	☐	☐	☐	☐
	Spelling, punctuation and grammar
	☐	☐	☐	☐	☐
	Professional language
	☐	☐	☐	☐	☐
	Introduction (including who it is addressed to)
	☐	☐	☐	☐	☐
	Addressing the job specification
	☐	☐	☐	☐	☐
	Demonstrating skills and experience using examples
	☐	☐	☐	☐	☐
	Explaining why they are a good fit for the job
	☐	☐	☐	☐	☐
	Explaining why they are a good fit for the company
	☐	☐	☐	☐	☐
	Sign off
	☐	☐	☐	☐	☐


Total score:
What did they do well?
What could they improve?
Which cover letter are you putting forward for interview? 
Why?
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