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This document contains templates that can be used as models for 
standardizing your evaluation of applications when deciding whom to 
invite for an interview. 
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APPLICATION REVIEW SCORING TOOL for Personnel Assistant position 
 

 Applicant Applicant Applicant Applicant Applicant Applicant Applicant Applicant Applicant 

Criteria          
Experience in an office 
setting  
None = 0 
2 years = 1 
over 2 years = 2 

         

College education 
Less than 2 years = 0 
2 years = 1 
over 2 years = 2 

         

Sub-Total (a score of 1 or 
higher is required to meet the 
minimum qualifications) 

         

For each of the following 
items, add 1 point: 

         

Veteran 
 

         

Public Sector  
experience 

         

Personnel  
experience 

         

Employment Services 
experience 

         

Human Services 
 experience 

         

Database training or 
experience 

         

College courses (> 2 years) 
 

         

College courses or other 
training in HR topics 

         

Complete and thorough 
application or resume (attn to 
detail) 

         

Evidence of math skills 
 

         

Evidence of experience 
interpreting rules & regs 

         

 
Total 

         

 






