Portfolios


What is a Portfolio?   A portfolio is a place where you store all types of documents related to your training, work experience, contributions, and special accomplishments. It is the place to document all your talents and accomplishments so that you have a good sense of your "assets."   An effective portfolio is a visual representation of your experience, strengths, abilities, skills.   There are wide variations in professional portfolios and in where and how they can be used. Begin you collection with whatever is relevant to you. 

List of Suggestions   

Education
· Transcripts (all)

· Diplomas, certificates, CEUs, licenses

· Course descriptions

· Assessments, test results (e.g. GRE scores), appraisals (e.g. 180° or 360° feedback), grade reports

· Awards, honors, honor society memberships

· Traineeships, fellowships
· Workshops, seminars, conferences attended

· Certificates/evidence of special training
Activities
· Leadership positions held

· Volunteer activities

· Organizations joined (all)

· Public speaking/presentations or performances

· Awards

· Travel related to personal interests
Research and Teaching-Related Activities
· CV
· Performance reports, appraisals (e.g. internship/student teaching evaluations)

· Letter of nomination and/or recommendation

· Accomplishments (could include newspaper clippings that detail your achievements)

· Awards

· Professional licenses

· Publications, reports, published articles

· Training materials created
· Samples of brochures, flyers made

· Surveys

· Documentation of accomplishments 
· Major projects completed/participated in

Personal Qualities or Strengths
· Strengths (personal qualities that will help you contribute to an employer)

· Teamwork and people skills, problem-solving, budgeting, planning and organization, time management, energy, discipline, motivation, persistence, responsibility, dependability, etc.

· Raising a family and /or running a household/Contributing to your family 

· Helping community organizations and  working on projects not directly in your area of research
· Keeping fit and healthy; being a member of a sports team (requires energy, discipline, motivation, persistence, teamwork)

Notice that few of the items on the list are actually physical objects. Others imply the existence of objects, and some are intangibles, like activities or personal qualities. You'll need to bring out the intangibles, by creating something to represent them visually, like a fact sheet or companion page, which compliments your CV. Having a visual representation of your accomplishment will give you an opportunity to talk about why you have included a particular item and what it represents in terms of your abilities.   
Collecting Portfolio Materials   It is usually best to collect portfolio materials while they are being created, but it is possible to create portfolio items that "represent" your past accomplishments after the occasion has passed. 

1) At the time (materials made on the job/during the community service activities)

· Reports or research summaries

· Training packets

· Handouts from training workshops

· Survey results

· Published articles

· Brochures, flyers 
· Audio/visual documents

· PowerPoints of presentations
2) After the fact (representations of prior activities)

· Certificates

· Collage of travel experiences

· Photo of award or you accepting award

· Symbol that represents your philosophy, with text description

· Newspaper and other media coverage of your scholarship or teaching 
Information Ownership   When collecting materials to represent your past work accomplishments, include only items which you clearly own, or which you have permission to include. For example, if you have written a report while employed, your employer is normally considered the owner, even if you wrote it as a contract employee. Be aware that you should not be divulging proprietary information of any kind. If you are unable to get permission to use examples of your work, you still should be able to (creatively) demonstrate your contributions.  Students have a distinct advantage in this situation, because their writing, research and data manipulation samples from classes are clearly owned by them. However, students must be aware that they cannot freely make use of work they have completed during an internship or period of employment, unless they have written permission from that employer.   
Designing Your Portfolio   Keep in mind that your portfolio displays you to a reviewer; therefore it must present you in a professional manner. Don't skimp on your portfolio display system as "the book is often judged by the cover!" Arrange your portfolio in much the same way you would organize your CV, showing in priority order your information that relates to the needs of your reviewer. A well-organized portfolio indicates that you are a serious candidate. You may choose to include a table of contents to help direct the reviewer. Plan to label and index materials, placing like materials together under a labeled tab so that you can turn to that section easily in the course of conversation with your reviewer.   
Using Your Portfolio   
Your portfolio will not speak for itself; you must explain it. Remember, your portfolio is a means, not an end! Don't make the mistake of relying on the portfolio to sell your skills to an interviewer. A good portfolio can be a big help, but in the end it's you, not the portfolio, that will need to prove your ability.  
Reviewing the contents of your portfolio before an interview should provide you with fresh examples that you can draw from during the course of your interview.
Resource: Colby-Sawyer College

http://www.colby-sawyer.edu/campus-life/career/search_prep/portfolios.html
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