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Cover Letter Evaluation Checklist

Candidate Name: ___________________________________________________
Evaluator Name: ____________________________________________________
Role Applied For: ____________________________________________________ 

Instructions
Rate each category on a scale from 1 to 3 based on how effectively the cover letter communicates the candidate's fit for the role. 

Scale: 1 = Strong/Excellent, 2 = Acceptable/Moderate, 3 = Weak/Needs Improvement


	Evaluation Questions
	1
	2
	3
	Comments

	Relevance & Value Proposition 

	Explains the ‘how’ and ‘why’ behind key projects rather than just listing job titles and tech stacks.
	
	
	
	

	Connects past tasks to business outcomes, efficiency gains, or problem-solving results.
	
	
	
	

	Highlights how past experiences translate directly into solving new, unfamiliar challenges.
	
	
	
	

	Explicitly maps technical or functional competencies to the primary requirements in the job description.
	
	
	
	

	Shows familiarity with the specific tools, methodologies, or frameworks the team relies on daily.
	
	
	
	




	Evaluation Questions
	1
	2
	3
	Comments

	Motivation and Company Fit 

	Shows a clear understanding of the organization's goals, culture, or domain, and explains why the candidate is specifically drawn to this company over others.
	
	
	
	

	Demonstrates a genuine interest in the role by clearly explaining why the candidate wants this specific position and how it fits into their professional path.
	
	
	
	

	Articulates concrete ways the candidate plans to contribute to the team and alleviate current departmental needs.
	
	
	
	




	Evaluation Questions
	1
	2
	3
	Comments

	Style and Communication

	Writing is concise, well-structured, and easy to skim, demonstrating professional written communication skills essential for daily collaboration.
	
	
	
	

	Maintains a genuine, human tone that avoids excessive corporate jargon, robotic phrasing, or overly rehearsed AI-generated buzzwords.
	
	
	
	




	Evaluation Questions
	1
	2
	3
	Comments

	Adaptability & Problem-Solving

	Addresses potential career transitions, industry shifts, or employment gaps with confidence, logic, and a clear narrative of transferable skills.
	
	
	
	




	Evaluation Questions
	1
	2
	3
	Comments

	Operational Transparency

	Clearly states essential operational details such as availability, target start date, and permitted working hours.
	
	
	
	

	Explicitly confirms visa status, work permits, and current location or openness to relocation.
	
	
	
	





Overall Fit:       ◯ Strong Match	◯ Borderline		◯ Not a fit

Key Strengths: __________________________________________________________________________________________________________________________________________________
Concerns: __________________________________________________________________________________________________________________________________________________

Recommendation:	◯ Advance to Interview		◯ Hold		◯ Reject
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