PROFESSIONAL/LEARNING PORTFOLIO GUIDELINES

Description and Purpose

A professional learning portfolio is a collection of written materials that represent your learning and accomplishments both educationally and professionally. It is designed to serve as a visual tool to demonstrate to a prospective employer your ability to obtain and analyze information, solve problems, and write clearly. It should contain pieces of your best work, as well as documents that indicate any outstanding contribution you may have made to a group or organization.

Key Elements

1. Table of contents

2. Current resume

3. Statement of your experience to date and your career goals (1 page maximum). Briefly discuss the major elements that have influenced your life so far, and where you hope to be in the next 5-10 years. Note the month and date it was written; it should be revised at least every six months, and be no more than 90 days old when you are looking for a job.

4. Copies of your best work products (graded) in the courses that you have taken in your major and minor, with a brief description of what skills or competencies these products demonstrate. General areas include:

a. Communication or writing skills

b. Problem-solving or analytical ability

c. Use of a specific computer program

d. Research or data collection

5. Copies of work products from your internship and your internship preceptor's evaluation.

6. Copies of work products from jobs you have held that further support your career goal; you may want to include a brief explanation of how what you learned from these assignments strengthens your experience.

7. Transcripts and degrees

8. Certificates, awards, letters of commendation

9. List of references

Presentation Format

All elements in your portfolio should be of presentation quality, typewritten and neatly organized. I recommend a three-ring binder with tabs, so that you can add to it as you progress in your career. If you have oversized items, fold them and place them in a clear plastic protector sheet. If you have photographs or smaller sized items, paste them on a standard sized sheet of paper or place them in a plastic sheet protector. Design an attractive cover page for the front of the binder.

For More Information

The Career Development Center Resource Library has a booklet entitled, "The Perfect Portfolio." A recently published book on the topic is by Mara W. Loannides (May, 1998), entitled Create Your Ultimate Resume, Portfolio and Writing Samples: An Employment Guide for the Technical Communicator.
