
English 202C — Technical Writing
 

Job Application Package Draft Workshop 

Memo: 
1. Does the writer include enough relevant background information about the company and 

position for you to understand the approach to the résumé and cover letter? Is this approach 
appropriate for the target audience? Why or why not? 

2. Does the rhetorical analysis contain sufficient specificity regarding résumé and cover letter 
decisions? 

3. Does the memo reflect standard memo formatting? Is the information easily accessible? 

4. Does the memo have clear and appropriate reader-centered purpose, preview, and concluding 
statements? 

Cover Letter: 
1. Does the writer observe appropriate conventions for block letter format? 

2. Does the first paragraph make clear the writer’s purpose, intention, and connection with the 
company? 

3. In the body, does the writer highlight a few key skills or experiences that make him or her a 
strong candidate for the company? Does the writer support his or her claims? Does he or she 
show explicitly how these skills and experiences will be beneficial to the company? 
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4. Does the cover letter merely summarize the résumé or does it interpret and expound on the 
writer’s experience and qualifications? Is this cover letter a persuasive document? 

5. Is the letter tailored to the specific audience? How does the writer accommodate the 
audience? 

6. Does the writer use the appropriate tone? 

7. Does the conclusion invite further consideration and an interview? Does it contain the proper 
contact information? 

Résumé: 
1. Is the résumé visually appealing? Does it make effective use of white space? Does it contain 

sufficient margins? Does it look professional? 

2. Does the résumé contain appropriate contact information? 

3. Has the writer included an objective? Is it relevant? Is it necessary? Does the objective suit 
the rhetorical situation? 

4. Is the experience section arranged chronologically or functionally? Is this appropriate? 

5. Are the sections arranged in the most effective manner? 
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6. Does the résumé contain sufficient detail? 

7. Does the writer do an effective job selling him- or herself? 

For the entire package: 
1. Do the documents look neat and professional? Do they follow the correct formats? 

2. Do the documents contain any typographical, spelling, punctuation, or grammatical 
mistakes?  

3. Does the writer make effective use of language—concrete nouns, active verbs, and vivid 
modifiers? 

Finally: 
1. If given the opportunity, would you hire this clown? 

 

 

 

 

 

 


