	Project: Professional Career Portfolio

	Introduction:

	 This project is a required final exercise.

NOTE: Your Professional Career Portfolio Project must be presented in writing to your instructor at your last class session and after all other projects that you wish to submit in order to successfully complete this course. You will fail the class without successful completion of this final exercise.  Consider this your final examination.
The Professional Career Portfolio project serves as the final exercise in this class.  Please read the syllabus carefully to prepare for the professionally written presentation.  Start preparing well before your last week of classes so you can write a thoughtful and professional career portfolio which selectively includes many of your previous project pages, but not all. There will be additional explanations that you must provide to explain the "tools" that you created in your previous projects.
Your portfolio serves two main purposes: first, it helps you understand how to use your class projects in a practical way to advance your future career, and second, it allows you to develop your own professional portfolio for use in your job search, professional interviewing and long-term career advancement. A portfolio is a tool with an extensive range of uses. You can use it on a piece by piece basis to strengthen your case for getting the job interview, professional position, or advancement you seek.  Parts of it can serve as a performance showcase during an interview follow-up, performance review or when seeking a promotion. On a personal level, it chronicles your career’s progress and accomplishments.

Even if you already have an internship/job and are not interviewing, you, in all probability, will be interviewing again in a few years, or seeking a promotion even sooner. Later, when you have additional portfolio pieces to add to your portfolio "toolbox", this project will give you a foundation to build on. 
Look in the powerpoint slides from an earlier lecture where Career Portfolios were discussed for suggestions on what to include. You may have other ideas as well; feel free to discuss them with your instructor and Career Center career counselors. In thinking about what to include, understand that each piece should demonstrate your skills in a unique way and present you and your credentials to your best advantage professionally.  The pieces should contribute to, not just repeat, anything you want to emphasize in an interview or follow-up request. For each actual interview you will want to select and modify the contents of your portfolio carefully since not all pieces are appropriate for every job.  You carefully select parts of your career portfolio "toolbox" to share with potential employers.  Feel free, however, to include all potential pieces in your final project, including items that are for your personal planning purposes that you may never wish to share with a potential employer.

	Instructions:

	There are three aspects to this project: content, visual impact, and final presentation. All are essential to receiving full credit so make sure your portfolio is complete, you have followed the instructions carefully and you are well prepared.  Read instructions carefully because this is more than just a collection of all of your previous projects.
The Selection of Contents: Organize your portfolio to include a minimum of 8 to 10 pieces in prior projects that you may want to use, after updating, in the future. This may include but is not limited to:

· portions of research studies you have done
· employer profiles

· job descriptions

· career profiles

· list of employer possibilities

· list of employment contacts

· interview preparation presentations

· interview S.T.A.R.S.

· personal professional "commercials" 
· a current grade transcript with courses and grades
· a hypothetical transcript showing projected courses over time
· awards, recognitions, successes (all of your significant achievements)
· community involvement and volunteer activities
· cover letters and other professional career correspondence
· your employer resume
· your networking/recommendor resume (2-3 pages)
· confidential professional recommendations
· your internship performance appraisal (or other performance indicators)
· graduate study application materials
· psychological tests and other instruments that provided you with a concise self analysis that you can use for evaluative purposes 
· Other projects if appropriate

 You may include documents additional to your class projects. Each selection may have multiple uses but each piece should enhance at least one of your competencies or “selling points” in a way that merely talking about it cannot. Include entries that will convince a future audience that you are indeed a person of substance, with substantial learning abilities, education and experience. You may want to think of your portfolio as a visual interview.
You want to include all relevant materials that enhance your future employment possibilities.  This is your professional "toolbox" of items that you will eventually selectively distribute to potential employers, graduate schools, and for other evaluative purposes.  
Review your selections and keep in mind that each:

· will be used to assess your overall writing ability and professionalism  

· will be read by professionals as portfolio entries not as “class projects”  
· some materials may need to be rewritten or reformatted to better suit the look and style of your portfolio 
· may need a brief introduction* 
*NOTE: Why use an introduction?  An introduction leads your reader through your work sample; it shows your readers what is important and what competency you are demonstrating. For instance: you have an excellent sample from a professional academic project you want to include. This project demonstrates your ability to interpret and extrapolate data, create spread sheets, and make accurate predictions. You need to clearly state this in your introduction so your readers know what you are demonstrating. You may also explain the process you went through to create the piece if you feel this demonstrates an exceptional competency as well.  
How do you decide what needs an introduction? Say you have an interview, you successfully use parts of your "portfolio" in the course of your interview and the interviewer asks for a copy of something. You discussed your materials from your portfolio in your interview but the interviewer forgot to explain to others involved in the evaluation the circumstances surrounding the interview discussion.  They never heard your explanation because the interviewer is not likely to write about the materials.  A clear introduction to items in your "toolbox" materials works as a “map” for navigating the piece and also serves to emphasize your strengths. 
The Portfolio’s Visual Impact: The portfolio must be professional. Your portfolio needs to look appropriate for a presentation to a high-level professional; after all, this represents the best you have to offer. While there is no one way a portfolio must look, a new three-ring binder, with each completed project neatly holed and organized by titled dividers with typed labels, makes a suitable impression.  These might be things that you would add to a personal web site.  Some students have used a PowerPoint presentation or something equally creative.
All materials should be well organized. Each item should be clearly identified.  Neither you nor an interviewer should have to go digging for anything.  If an item is important enough to include, it’s important enough to present professionally and in a clever and creative manner. All text should be error free. Proof read, proof read, proof read!! Ask friends to review your work.  These are samples of your best work and must be perfect.  The visual impact should be outstanding.  Try to do more than concentrate solely on content. Finally, be sure to submit only copies of your work and NOT the originals which you will stay for later use.
The final Presentation: This could be between 8 and 10 pages long. Your instructor will be looking for two main components. 

1) Your overall competency in an interview setting. You have now had weeks to work on your interview and presentation skills.  Use your acquired skills now to explain your professional career development plans.  You are illustrating what you have learned and displayed in this class.
2) Your demonstration and display of each piece of your portfolio. Be prepared to walk your instructor or Career Center career counselors through your portfolio using specific entries to sell yourself.  How relevant is the material that you are presenting in your professional career portfolio?
These materials that you select represent examples of items that you can use your Career Portfolio in interview or networking situations. The examples you choose and your presentation style and fluency will determine your grade for the course.  Again, think of this as your final exam. 

Incidentally, your Career Center staff can make recommendations and give advice on which items could be selected and uploaded to the Career Center web site along with your employer resume and other documents.  


	Turn In:

	Your Professional Career Portfolio


