
!" A career portfolio can help illustrate your professional 
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to prospective employers.

!" The career portfolio also serves as a marketing tool, 
offering employers a preview of  your performance as a 
potential employee.

An effective portfolio needs to represent you and your 
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characteristics. For this reason, you need to know what careers 
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!" Documents the quality and quantity of  your 

professional accomplishments
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!" Helps you document your accomplishments and results
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education, the career portfolio is making inroads with employers in other areas as well.
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A prospective employer can gain a clearer picture of  who you are and what 
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and professionalism that might have gone unnoticed with a simple resume can stand 
out with the career portfolio.

So, show employers what you can truly do. Provide them with a look inside your 
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Community Activities 

!"Outline of  a plan you designed for a program or presentation
!"Records you maintained during an event or activity
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!"Agenda discussing what you accomplished
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Classroom/School Experiences

!"Assignment with special comments from an instructor
!"Picture or representation of  a class project 
!"Report on a topic of  special interest
!"Outline of  a presentation 
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!"Positive evaluation received from an instructor or supervisor
!"Summary of  a research project
!"I30()$#.)%-"%4")&'4,**)1,"'#',4
!"Assessment instruments and results

Academic Recognition
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!"Summary of  scholarly research or projects
!"Newspaper articles or other recognition of  special honors
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!"Award for participation in an event
!"Award for placing in a competition
!"Pictures of  team or individual participation in an event
!"Letter of  recommendation from a coach, advisor, or any 
academic source
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participated or presented
!"Awards and honors for leadership

Special Skills

!"Handouts, letters, memos, reports, charts, graphs, 
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!"Documentation of  knowledge of  a foreign language 
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Work-Related Experiences
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!"Letter of  recommendation from past or present employer
!"Positive performance evaluation
!"Recognition from supervisor or customer for performance
!"Resume indicating relevant previous employment
!"L4#)-)-5U:%47*+%'"'#$7,.*"%4"+#-2%3.*
!"Annual report of  accomplishments

Personal Attributes

!"<3.%0)%54#'+6"
!"Character references supporting your strengths
!"Essay focusing on career goals or personal career statement
!"Appropriate personal pictures 
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Only include items that are necessary to your career pursuits. 
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assets, yet not so overwhelming in length so as to discourage 
a potential employer from reading it (15–25 pages is a good 
length). Consider tailoring your portfolio directly to a desired 
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computer and communication skills, then only include items 
that prove you possess these skills.
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Then pass your portfolio on to a friend to look over. Talk 
through the sections of  your portfolio with a friend, thinking 
#0%3.":+)$+"'#4.*"6%3"&#6",(#0%4#.,"%-")-"#-")-.,41),:;"@= "6%3"
plan to leave the portfolio with an employer, make sure that it 
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clearly state importance of  the item for the reader.
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This essay may include a stated purpose of  the portfolio, an 
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learned from creating the portfolio, as well as what you plan to 
achieve in the future.

If  a portfolio is not requested prior to an interview, you can take 
it with you and offer it for viewing near the end of  the meeting. 
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view it with you or after you leave.

Creating a scaled down version of  a portfolio is another option. 
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the copies are of  good quality. Also, keep the items relevant to 
the position you are seeking.

Other options for allowing an employer to view your portfolio 
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popular due to the convenient viewing and sharing of  items. 
The following site can help you put together an electronic 
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Step 5: Check it Out
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PORTFOLIO TIPS
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PORTFOLIO EXAMPLE #1 - Example for a Teacher/Educator
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