Course: Career Development/ Community Based Learning 10
Teacher:  Mr. Denike
Weight: 25% of final mark
Career Portfolio Instructions

What is a portfolio?

Career development is an ongoing process that recognizes life as an evolution of knowledge, skills, talents and experiences rather than an occupational title. The portfolio is designed to assist the students in planning for their futures and in identifying and mastering the knowledge, skills and attitude needed to succeed in the workforce.   Carefully constructed, the portfolio is a reflection of who you are, who you hope to become, and what you hope to achieve in your future.

The career portfolio is both a process and a product. As a process, it requires you to identify and reflect upon what motivates and satisfies you. It also requires you to examine and reflect on your knowledge, personal strengths, interests, skills, values, and goals. As a product, it is a concrete collection which documents your knowledge, skills, interests, and strengths.  Much of the power of the portfolio comes from the process of creating your portfolio.

At any point, you will be able to use this portfolio in a variety of ways, including:

· communication with a variety of audiences as well as parents, teachers and employers

· reflection/ self-esteem development

· career planning

· volunteerism/ employment

· work-placements/ cooperative education/ internship/ CATT exit interview

· post-secondary admission/ scholarship/ award applications

There are many types of portfolios, each designed for a specific purpose.  You will be developing a career portfolio.  In developing the career portfolio, you will gather selected items to demonstrate your knowledge, skills and attitudes as you move through your career planning.
What should a portfolio look like?
Portfolios are to look professional; therefore your portfolio must be in a black 3 ring binder that is in good condition.  A binder which you have used for several years will undoubtedly be tattered and worn.  It is best to purchase a new binder for your portfolio.  Your name is not to be written on the front cover, but will be displayed neatly on the cover page within the binder.  All entries in your portfolio are to be typed and placed in a protective cover and organized as per the suggested format discussed in the next section.
What goes in a portfolio?
Your portfolio will consist of 6 sections with certain items/artefacts in each section.  At the end of each section you are to include a reflective essay of no less than 200 words where you explain the significance of the items you selected for inclusion in your portfolio.  You can also reflect upon the skills you gained in participating in certain activities, things you learned about yourself along the way etc.

Here is a list of the items which should be included in your portfolio.

I. Title page:  This will include your name and the title, “Employment Portfolio” or “Career Portfolio.”  There is to be no information regarding the school, teacher, block etc.  

II. Introduction
a) Autobiography/ Letter of Introduction

b) Cover Letter

c) Resume with References

d) Reference Letter (s)

e) Business Card

f) Thank you letter

g) Reflective Essay

III. Fundamental Skills

a) Transcripts, report cards;

b) Certificates of achievement, letters of recommendation, letters from past/present employers

c) Performance appraisal, anecdotal observations, rubrics and other assessments

d) Training plans for work placement/ job descriptions

e) Learning narratives of:

a. any job, project or activity that required the use of a skill or skills

b. participation in club, etc., that required use of a skill (i.e. science club)

f) Notebooks, workbooks, lab reports

g) Essays, reports, research, questionnaires, surveys and position papers, letters, articles, etc.

h) Charts and/or graphs created for a report, class project, community activity etc.; picture or

a. videotape of a completed project, models, constructions, equipment, pictures/ visual arts creations (still and motion)

i) Tape or written speech or debate given for any event (i.e. class, award banquet)

j) Copy of valid driver’s license

k) License to operate machinery, equipment, or commercial vehicles

l) A prepared list of books, magazines & technical manuals you have read recently

m) Reflective Essay

IV. Personal Management Skills

a) Assessments

b) Job performance appraisals and/or work habits report, self evaluations, peer evaluations

c) Letter of recommendation from past and/or present employer and/or a teacher, counsellor, principal, or community member

d) Recognition awards (i.e. attendance, proposal, etc.)

e) Application letters (i.e. jobs, college, university)

f) Career research, personal career plan

g) Exercise and healthy lifestyle plan

h) Suggestion letters, diaries, journals, logs, personal agenda planner

i) Certificates for achievement and/or participation

j) Attendance record

k) Other

l) Reflective Essay
V. Teamwork Skills
a) Letter of recommendation demonstrating teamwork skills

b) Performance appraisals for a teamwork activity

c) Learning narratives: descriptions of jobs/activities that required use of a teamwork skill (i.e. peer counseling, etc.)
d) Descriptions of activities involving career planning (i.e. membership in organization, etc.)

e) Documentation of membership in various organizations and committees

f) Documentation of leadership position in various organizations and committees

g) Awards, certificates, and/or letters of appreciation;

h) Training certificates (i.e. peer tutoring, coop program)

i) Copies of employment history

j) Conferences

k) Other

l) Reflective Essay

HOW TO DO A REFLECTIVE ESSAY: 
You will need 4 separate essays for your portfolio.  Each essay should be at least 200 words long and answer the following questions:

1. Why did you choose the items to put in this section?

2. What learning experiences are particularly valuable and why?

3. What does this section say bout you as a learner, student, and a potential worker?

[image: image1.emf]
If you have no certificates, than you can do a Learning Narrative!
HOW TO DO SECTION COVER PAGES:

Every section of your portfolio should have a title page saying what the section is and on the back should be a table of contents


Front





Back

HOW TO FORMAT YOUR LEARNING NARRATIVE:
Learning narrative process: describing what you've learned

Putting 'learning' into words, through a description of its context and results, is the essence of the learning narrative - a written description of one or more experiences that contributed to one or more kinds of learning. To be useful in your portfolio, learning narratives should be verifiable; in other words, the learning can be confirmed by another source who had the opportunity to observe you (e.g., employee, coworker, member of an organization, client) or by work samples and products.

What is involved in the learning narratives process?

Describing the learning experience - the context for the learning

• Where the learning took place

• When and for how long the experience lasted

• Your position or role and major responsibilities

For example:

You may have developed a skill by being involved in a particular activity such as greeting visitors. Have a friend or instructor take a picture of you greeting the visitors properly. Include the picture in your portfolio and prepare a learning narrative to accompany it. The learning narrative should include a description of the activity, your role, when, where and what you learned by participating in the activity.
Learning Narrative Template:


****Please add any additional supporting details including photos, formal assessment, etc.
****Please note that each section should have its own title page.  On the title page all the contents of the section should be listed like a table of contents.
Your portfolio is due on ____________________________________.  Please note that this assignment must be completed on time.  Late assignments will not be accepted without penalty. Class time will be provided for you to work on your portfolio.  
	Employment Portfolio – Evaluation Sheet


	

	Cover Pages: Name is included and presented professionally on main cover page.  Cover pages are included for each section and outline what documents are found in each section.  You will need at least 4 cover pages: 

· Introduction
· Fundamental Skills

· Personal Management Skills

· Teamwork Skills
	/10

	Resume:  A detailed resume which is free from spelling and grammar errors and follows an accepted format is included.   References are included on the resume.


	/10

	Cover Letter:  A detailed cover letter which is free from spelling and grammar errors and follows an accepted format is included.  
	/10


	Reference Letters:  A minimum of at least 1 reference letter is present.  The letter(s) are detailed and state who the individual is, how they know you, what your strengths are, and how to get in contact with them.
	/10

	Introduction: All of the above essential elements are in the introduction.
	/5



	Fundamental Skills:  Transcript, report card, school work samples,   recognition/academic awards are included.
	/10



	Personal Management Skills:  Results from personal skills tests, aptitude tests and career cruising are present.
	/10

	Teamwork Skills: All elements are within sleeves and demonstrate teamwork experience.
	/10



	Reflective Essay:  Minimum 2o0 word reflective essays are included at the end of each section and provide insight into why artifacts were selected and explain the skills used/developed in each section.
	/20



	Presentation:  All documents are typed.  Binder is 3-ring and black or is professional in appearance.  Plastic sleeves are used to hold all documents.
	/5

	Total=             

	
                   /100%

	Comments
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