CAREERS SUMMATIVE

-PORTFOLIO-

WHAT IS A PORTFOLIO?

A portfolio is an organized collection of evidence that shows your accomplishments both in and out of school. It contains samples of your work that exhibits and reveals the quality and variety of your learning, accomplishments, skills, and experiences. 

It is used to support a resume when applying for a job or when applying to a college. I am expecting a professional looking portfolio, one that you can use after this course. You will be adding resources to the portfolio throughout the semester.

STEPS TO DEVELOPING A PORTFOLIO

A. Gather Your Evidence

Collect the info that shows your interests, involvements, and achievements.
B. Organize Your Portfolio

Arrange your evidence into sections that will help someone else see what you have accomplished.
C. Assemble Your Portfolio

Compile your portfolio so it is easy for someone to read and understand.
D. A Final Check

Check that it is up-to-date and that it shows your work in the best possible light. Edit for spelling and grammar.

PORTFOLIO CONTENTS

Your portfolio must be 10 pages in length minimum and include: 
· Title page

· your name 

· title for your portfolio

· Table of contents

· Titles and page numbers of all pages included

· Resume

· Name 

· Contact info (address, email, phone number)

· Objective/Goal sentence

· Skills/Personal Qualities

· Work/Volunteer experience

· Education

· Activities/Interests

· Certifications/Qualifications (if you have any)
· Cover letter

· Your name and address

· Potential employer’s name and address of workplace

· Intro Paragraph

· Content Paragraph

· Conclusion Paragraph

· Sign off, Your Signature, Printed name

· Letter of Recommendation 
· Written by a person who would recommend you for a job
· List of Employment References

· Minimum three references (non relatives)
· Follow format from class handout 

· Completed job application form

· Complete one from the website or find another on internet
· Thank-you letter

Other ideas of items you may choose to include (minimum of 2 of these):
· Report Cards

· Up-to-date Transcript

· A future Education Plan (beyond high school)

· Sports Awards

· Evidence of Community Involvement (swimming/music lessons, fundraising, etc)

· Evidence of community hours.

· Pictures, letters, paperwork that reflects you

· Certificates and awards.

· Samples of school work

EVALUATION OF YOUR PORTFOLIO

You will be evaluated on:

· Completeness

· Presentation and visual appeal (looks professional)

· Evidence of understanding the purpose and process of a portfolio

· Your portfolio interview 

	Level 1
	Level 2
	Level 3
	Level 4

	· Portfolio is not complete and is missing content

· Portfolio is not organized and does not look professional

· Le writing and content of the portfolio would need significant work before it would be considered acceptable. 

· Portfolio does not reflect learning, initiative and creativity of the student.
	·  Portfolio is mostly complete and is missing only some content
· Portfolio is loosely organized and looks only somewhat professional
· The portfolio contains significant errors in writing, grammar and mechanics 

· Portfolio somewhat  reflects the learning, initiative and creativity of the student.
	· Portfolio is complete and content is all included
· Portfolio is organized and looks mostly professional
· The portfolio contains very few errors in writing, grammar and mechanics 

· Portfolio fairly accurately reflects the learning, initiative and creativity of the student.
	· Portfolio is complete and content is all included and completed to a high standard

· Portfolio is neatly and logically organized.

· The portfolio contains almost no errors in writing, grammar and mechanics 

· The portfolio is presented in a professional manner

· Portfolio is an accurate  reflection of the learning, initiative and creativity of the student.

· The portfolio is original and creative


Note: The portfolio should be assembled in a three ring binder or nice duotang.  It is expected that the portfolio is neat, clear and professional.  

Each page should be inside a plastic page protector, including the title page. Items within the portfolio should be in the following order:

1) Title page
2) Table of contents

3) Cover letter

4) Resume

5) Letter of recommendation
6) List of employment references

7) Completed job application form
8) Thank-you letter
Plus other items which you have chosen to include…

Remember...it’s YOUR portfolio! Get organized and get creative! Good luck!







