Job Search “Report Card”
Todd Lempicke

OptimalResume.com

	Student:
	

	Instructor:
	


Performance Scale

4 – Displays strong performance and understanding

3 – Demonstrates appropriate development and knowledge

2 – Has a beginning knowledge but needs practice

1 – Does not meet basic requirements

·  Grade
	Preparation
	
	

	Skills Assessment
	
	

	Industry & Company Research
	
	

	Organization, Tools & Resources
	
	

	Strategy & Goal Setting
	
	

	Interview Prep
	
	

	
	
	

	Resume & Documents
	
	

	Accomplishment Statements
	
	

	Targeting & Tuning
	
	

	Format and Precision
	
	

	Customized to Job / Industry
	
	

	Resume Website
	
	

	eFolio Strength
	
	

	Cover, Thank You & Other Letters
	
	

	
	
	

	Personal Branding
	
	

	Discovery, Definition & Differentiation
	
	

	Social Media Profile
	
	

	References + Recommendations = Reputation
	
	

	Connections 
	
	

	Online Job Networking
	
	

	Elevator Speech
	
	

	
	
	

	Search Activities
	
	

	Networking
	
	

	Job Prospecting & Research
	
	

	Career Fairs
	
	

	Phone Calling
	
	

	Contact Building
	
	

	Follow Up
	
	

	
	
	

	Results
	
	

	Openings Discovered
	
	

	Phone Interviews
	
	

	Face-to-face Interviews
	
	

	Offers Received
	
	

	
	
	

	
	
	

	Final Grade
	
	


