CAREER PORTFOLIO ASSIGNMENT
Outdoor Adventure Skills -Value:  20%

DUE DATE:
Final Completed Portfolio (20%)
Due: April 5, 2013
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What is a Portfolio?

A portfolio is a folder or binder of information that has been accumulated about a learner's past and present experiences and accomplishments. It is not only a product, it is a process by which prior learning experiences can be translated into learning outcomes and documented.  
Purpose: 

I can use my portfolio: 

· in job interview preparation
· to determine the best career "fit"

· to possibly earn credits in future courses 

· to organize, analyze and integrate parts of my life, both past and present, so that I have a better sense of who I am
· to determine my present level of competency and ability, and identify areas I could develop to increase my employability

· to develop future career and educational goals so that I am better able to meet workplace requirements

· to recognize formal and informal learning such as on the job, volunteer activities, through travel, training etc.

· to achieve 20% of my mark
How to Complete each Portfolio Section
A.  Portfolio Title Page

Purpose:  

This identifies the owner of the portfolio, and the organizational information.  It also helps declare the validity of the portfolio.

What to do:

A typed title page is required for the first page of your portfolio. It must include:

- Interesting eye catching graphic/item

- Title of assignment


- Your name



- Student number


- Course name and number

- Signed verification of the contents of the portfolio.  

See the sample title page included in this handout in Appendix A.
B.  Letter of Introduction

Purpose:  
It is a transmittal letter as well as a cover letter. This must be given serious consideration because it is the first

impression the reader receives of the portfolio..It indicates why you are eligible for the job position.  

 It is directed specifically to the attention of the person to whom you are submitting your portfolio.
What to do:

In correct letter format, typed, and no more than one page in length, include the following:

1. Address it appropriately to your Professor and date the letter. In the paragraphs within the letter describe the following:

· Deliver the portfolio. 

eg. I respectfully submit my request for evaluation of this Career Portfolio for the Professional Portfolio Development course. 

· Present a brief overview of the contents of the portfolio i.e. highlights of your strengths, skills/assets that you’ve included as they relate to the position you are applying for, the promotion you are striving for, or the credit in the course that you are trying to achieve.

· Express appreciation to the reader for considering the portfolio

· State a method that the reader can contact you and offer to discuss the portfolio.
2. Sign the Letter




See sample letter Appendix B.
C.  Table of Contents

Purpose:  
Directs the reader to the appropriate sections of your portfolio
What to do:

1. Type a “Table of Contents” page and include it in your portfolio.   Identify each section of your portfolio, the list the contents of the section.

2. Title the table of contents.  Type the content areas down the left side of the table.

3. Insert the “Table of Contents” after the “Letter of Introduction” in the Career Portfolio tab.
4. Each section “must” have index tabs.
D.  Your Resume  
Purpose:

It allows the reader to see your work/experience history.  

What to do:
Insert a copy of your updated Resume after the Resume tab.

E.  Goals Paper 

Purpose:  

· To indicate your work philosophy 

· To indicate future educational and professional career goals.  Individuals with clearly defined goals accomplish more in life.  Clearly defined goals enable individuals to recognize and anticipate any barriers, which may prevent them from achieving their goals, and to recognize ways to overcome these barriers.

What to do:
Complete the following steps and include the information in your portfolio.  Please use the headings listed below to label each step when you state your “Goals Paper” section of the Portfolio.

WORK PHILOSOPHY 


Develop a work philosophy statement of your beliefs about yourself, other people, and your 
outlook on life in your industry.  An interviewer, in order to see if you match a company’s 
corporate culture, often uses your work philosophy.  After reading this statement, a potential 
employer should know whether you would fit the “style” of their organization.  You take your values, 
beliefs and the ideas that you have internalized and 
write it in point form, to paper.


Your work philosophy might also be called a management philosophy.


Sample Work Philosophy:  (A work philosophy of one graduating student):

· The customer always comes first

· Continuous change is one of my motivators

· It is important that I keep myself updated in the latest technology for my industry 

· I am excellent at organizing and completing projects 

· I have a high need for achievement and work accordingly

F.  Documentation (Work Samples)

Purpose:

To verify your learning with valid documentation both inside and outside of your college experience. These are samples of, or verification of, work that you have produced; the samples are cross-referenced with your assets and competencies and placed in the “Documentation Section” of your portfolio binder.  (This is one of the most important sections of the portfolio.)  

Tips:  

In thinking about how to verify the learning you have claimed, put yourself in the assessor's shoes.  What would convince them that you have learned the skills required for the job position? 
What to do:  
1. PHOTOCOPY ALL DOCUMENTATION TO BE INCLUDED IN YOUR PORTFOLIO.  DO NOT INCLUDE THE ORIGINALS.
2. ALL Letters for documentation MUST be on Company Letterhead, or a printout of the original e-mail message to you.  Do NOT put unsigned, and non-letterhead documents in your portfolio.  They are not valid.
NOTE:    On ALL documentation, underline or highlight exactly where the competency is shown to ensure the reader will find the documented proof easily and remain interested.  

· Each of the following sections may have separate dividers and tabs.

· Use plastic sleeves to enclose all your samples.

· Section dividers can be creative (photo, captions, quotations, etc)

Documentation:
· Academic Work: samples of course work, field notes, assignments, projects, writings, presentations particularly work relevant to job applied for

· Academic Documentation: copy of your transcripts, diplomas; scholarships, bursaries; internship information, College Letter of Achievement and other awards, commendations
· Academic Course Outlines:  Choose from the following options:
· Make a list of each course and choose two or three learning outcomes that best describe what you learned in the course as these relate to the job you’re applying for.  Keep a complete copy of each course outline in your home files to be used for future academic exemptions at other learning institutions; OR

· Make a list of each course and include its corresponding course description.  Keep a complete copy of each course outline in your home files.  Keep a complete copy of each course outline in your home files to be used for future academic exemptions at other learning institutions; OR

· Include the first four pages of each course outline that you receive, in your portfolio.  Keep a complete copy of each course outline in your home files to be used for future academic exemptions at other learning institutions; OR

· Any other combination, however, always make sure you have a complete copy of each course outline for each course you take throughout your academic career in your home files.
· Skills, Abilities and Marketable Qualities: a detailed examination of your skills and experience. Should include the name of the skills area (see skills analysis from week 1), the performance of behaviour ,  knowledge or personal traits that contribute to your success in that skills area, your background and specific experiences that demonstrate your application of that skill (see below)
· Work Samples: including employer evaluations or reviews, job descriptions materials generated while on the job, Word Processing charts, real life simulations, pictures of what you’ve done)

· Data Skills: samples of writing abilities; e.g. articles, proposals, progress reports; charts, graphs, tables, brochures and reports you  created or worked on; computer related examples, e.g. databases, ARC or GIS produced work, word processing documents, internet examples, etc.

· Professional Certifications, Licences and Membership Cards: any certificates, etc. showing evidence of professional learning; e.g. driver’s licence (most obvious), brochures describing training events, workshops, clinics;  first aid, CPR, ORCKA,  memberships in trade or professional organizations
· Volunteer Work: any artifacts, including photos, certificates, programs, etc. that show evidence of work in the community, community service; sports mementos: pictures of teams, reference letters from coaches, supervisors, newspaper clippings. You might also want to include evidence of participation in professional committees or work teams at work, evidence of events you organized
· Letters of Reference or Recommendation: letters or notes from former employers, clients, customers, letters of acceptance for employment; articles and/or newsletters in which your name or photo appears; all must be on company letterhead – unsigned, non-letterhead samples are unacceptable
· List of References: three to five people (including full names, titles, addresses and phone/ e-mail) who are willing to speak about your strengths, abilities and experience. At least one should be a former manager/ employer.
· Military Records, awards and badges, if applicable
Tips:
· Many documents for each experience are not always necessary.  Quality not quantity is important. Too much documentation can complicate the assessment process. Review what you assembled and remove duplications, or items that do not specifically support your learning. 
· In all cases, try to relate the artifacts you include to the job you are applying for: be selective – quality is much more important than quantity

· Use colour photocopies (scans), not the originals; keep the originals in your master file

· Constantly add/ subtract items from your traveling portfolio; keep all originals in a separate file

YOU HAVE NOW CREATED A PORTFOLIO
BUT... remember Portfolio Development is an on-going process.  Keep your portfolio development active throughout your program and your life.
APPENDIX A:

Sample Title Page
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I declare that I have written, typed and organized the contents of this portfolio and that all of the information provided is accurate and true.

Signature:  ___________________________________   
Date:  ________________________
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Sample Transmittal Letter
1234 Main St.

Anytown, ON

L1L 2K8

April 4, 2013
Dr. J. Mior
Fleming College

599 Brealey Drive
Peterborough, ON

K9J 7B1

Dear Dr. Mior: 
I am pleased to present my career portfolio for evaluation for the course Professional Portfolio Development.  The portfolio was prepared completely by me and all information included is accurate and true as you requested.  I believe that this portfolio meets all the criteria necessary to professionally demonstrate my skills as a professional.

As you will notice in this portfolio, I take considerable pride in working productively.  I believe that if you want to accomplish something, you have to analyze the best way of getting the job done and then go about doing it.  This portfolio is a prime example of my ability to work productively as it was done carefully with great thought.  I am confident that with the competencies addressed in this report and the documentation to clearly support those competencies that I will achieve the credit for this course.

Thank you very much for considering this portfolio.  I will continue to update it every six months and I will continue to develop other skills to become a more marketable asset.

Should you wish to discuss this portfolio or offer feedback, I would be most appreciative.  You can contact me by email at jjones@flemingc.on.ca or phone me at 705-555-5555.

Respectfully submitted,

Jim Jones
APPENDIX C:
Sample Goals Paper

Work Philosophy
· I believe that technology is our friend and understanding it is critical to modern day success

· A constantly changing atmosphere helps me focus

· I enjoy working with my hands and using math 

· I like working with clients and customers and seeing to their needs

· Trying new tasks and experiences keeps me highly motivated

Goal Charts
	GOAL AREA
	LONG-TERM GOALS
	MEDIUM-TERM GOALS
	SHORT-TERM GOALS

	Educational
	Graduate with an 80% average overall, from the OAS program Fleming College, by April, 2013.
	Get 80% average by mid-term reading break February 2013.
	Complete all of my homework and reading the day it is assigned so that it is still fresh in my mind.

	Career
	Become a full time Outdoor Tour Guide at  Outdoor Adventure Experiences in September 2013. 


	Obtain a part-time job in during the winter semester by January 15, 2013.
	Update a current resume and include it in my Career Portfolio before April, 2013.

	
	
	
	


GOALS PAPER

MY WORK PHILOSOPHY:

·    

MY GOALS

	GOAL AREA
	LONG-TERM GOALS
	MEDIUM-TERM GOALS
	SHORT-TERM GOALS

	EDUCATIONAL
	
	
	

	CAREER

	
	
	


Marking Scheme


Final Portfolio Assessment:

20%   

Excellent (18-20)  

1. Thoughtful, insightful, analytic

2. ALL PARTS are complete and all are presented in the required format following the program model.
3. Creativity is used to personalize the Career Portfolio.
4. demonstrates a strong link between selected competency (skill), personal assessment (learning outcomes) and documentation

5. clear, concise communication, COMPLETELY free of spelling and grammatical errors
6. creative and professional quality of presentation

Well Done (15-17.9)   
1. Thoughtful, insightful, analytic

2. ALL MAIN PARTS are complete and all are presented in the required format using the program model.
3. demonstrates a strong link between selected competency (skill), personal assessment and documentation

4. clear, concise communication, ADEQUATELY free of spelling and grammatical errors    
5. creative and professional quality of presentation

Very Satisfactory (12-14.9) 

1. Often thoughtful, insightful, analytic

2. MOST PARTS are complete and all are presented in the required format using the program model.
3. Mostly demonstrates a link between selected competency (skill), personal assessment   and documentation

4. clear, concise communication, MOSTLY free of spelling and grammatical errors (4 or less)

5. creative and professional quality of presentation
Satisfactory (10-11.9)  

1. Somewhat thoughtful, insightful, analytic

2. MOST PARTS are complete and are presented in the required format using the program model.
3. demonstrates a link between selected competency (skill), personal assessment and documentation

4. writing is somewhat vague in meaning, but document is SOMEWHAT free of spelling and grammar errors 

5. somewhat professional quality of presentation
Unacceptable (0-9.9) 

1. Weak analysis
2. SEVERAL PARTS are incomplete and not all are presented in the required format; not all competencies used are the program model.
3. demonstrates a weak link between selected competency (skill), personal assessment  and documentation

4. document is difficult to understand and spelling and grammar errors are very evident

5. poorer quality of presentation

6. Little to no documentation is given

 



Replace with your name.





Replace with your student number.





 Your teacher’s name.











Remember! You created this from a previous assignment.  














Delete if you did not type it yourself.





Please note that this is a sample letter.  Prepare a letter using your own words.








Make sure you remove the hyperlink.








Please note that this is a sample. Prepare your own goals.





Career 








Professional Graphic of some type, possibly relating to your future career goal. 
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