Building a Personal and Career Portfolio

GLC 2O “summer” Course Summative Assignment (30%)

Student Name: _____________________________________________________________________ 


Your portfolio is worth 20% of your overall mark.  An in-class interview explaining specific aspects of your portfolio to the teacher is worth 10% of your overall mark.  You will be assigned an interview time to take place on the last two days of the course.  During your interview, you will be asked five questions about your portfolio.  You will not know which entries you will be asked to discuss, however, I will give you a list of possible interview questions in advance.  You will be marked on both your interview skills and your understanding of course content.  You will receive more information about the interview portion at a later date.

What is a Personal and Career Portfolio?

A Personal and Career Portfolio is an organized collection of evidence that shows your accomplishments both in and out of school.

A portfolio contains samples of your work that exhibit and reveal the quality and variety of your learning, your accomplishments, your skills, and your experiences.

What are the steps to developing a Personal and Career Portfolio?
1) Gather your evidence

· Collect information and records that show your interests, involvements, and achievements (guidelines attached).
2) Organize your portfolio

· Arrange your evidence into sections that will help someone else see what you have accomplished.
3) Assemble your portfolio

· Format and compile your portfolio so it is easy for someone else to read and understand the information you have gathered.
4) Review your information

· You have much to be proud of in your portfolio.  Check that it has up-to-date information and that it shows your work in the best possible way.
Your Personal and Career Portfolio

Use the following pages as a checklist to ensure that you have met all of the requirements of your portfolio.

Be sure to use a duo-tang, binder, (book-like case) to present your work.  Your portfolio must also include dividers that are clearly labelled to keep your work organized.  Your portfolio will be content-rich and visually attractive and it will reveal what you are all about (in other words, be creative and let your personality shine through!).  Have fun with this project!

Due Date: _________________________________________________  
Deadline: __________________________________________________________
In-class work periods: ____________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________

Portfolio Checklist
The introduction and all 5 sections must be completed.  Pay close attention to the bracketed information in each section.  It tells you the specific requirements for that section.  In some sections, you must complete all items listed, whereas, in other sections, you get to choose a few items from a list of options.  When making your choices in these sections, be sure to choose the items that will make you shine to a future employer or post-secondary institution.  For example, if your high school report cards have not been very good so far, they would not be a good item for you to include.  If you have trouble completing/collecting the items for this assignment, it is an indication that you may want to re-evaluate your effort level and involvement in both school and outside of school activities.  After all, these items represent the character and skills of a person who employers want to hire!

Introduction (Both items are required)

· An attractive title page with your photo.  Be creative!
· A table of contents page.  Organize your table of contents by section and include the name of each item and its page number(s).  Also, make sure you number your pages so that your table of contents is useful!
Section 1 – Who am I?  (All 3 items are required ~ this should be on 4 separate pages please)

· A biography/personal profile of yourself.  In approximately one page, mention your full name, your place of birth, your current age, where you live, what schools you have attended and a few goals you have for the future – personal or job related.  You can choose how to present this information – a written list or a graphic organizer.

· Favourite quotation.  Find one quotation that you really like.  In a short paragraph, describe what this quotation means to you personally and explain how it relates to your life/represents you as a person.

· Hobbies and interests information.  Create a simple mind map describing what your hobbies are and what you’re interested in. You may include photographs if you wish.

Section 2 – Career Planning (All 6 items are required)

· Current resume.  It must be typed (not hand-written).
· Practice cover letter.  It must be typed (not hand-written).
· Completed job application form.  This should be a real application form from a potential employer (for a part time/summer job while you’re in high school).
· A list of commonly asked interview questions along with your actual answers.  You must include at least 5 possible questions and 5 answers (in full-sentences).
· Personal career interest report.  Write a 200-300 word report on a job that you would like to pursue in the future.  Discuss your findings under the following headings: the job title, the education needed to get that job (including high school courses and post-secondary education/training – be specific if you know which institution you’re interested in), the rate of pay for that job, and of course a detailed job description.  Be sure to visit careercruising.com to find this valuable information.
· Employability skills list.  Generate a list of your 5 best and strongest employability skills.  At the bottom of the list, write a short paragraph explaining how these skills will help you obtain and keep a job in the future.
Section 3 – Teamwork/Leadership Skills (2 items required)
· Teamwork Skills Report.  Write a one page report describing a job/activity/project that required you to use your teamwork skills.  What did you learn about yourself during this process?  What did you learn about your group members?  How did your communication skills enhance your teamwork skills?
· Volunteer Work Report.  Write a one page report that summarizes what type of volunteer work you have done and explain how you got started doing it.  Also, if you have plans to volunteer somewhere else in the future, explain where you are planning to go and why you’d like to work there.
Summary

Your Personal and Career Portfolio is a very useful way to introduce the “whole you” to a potential employer or when applying to admission to a college or university.  It is something about which you should be very proud.

The evidence necessary for a great, thorough portfolio comes in many forms.  You can include evidence of your skills, your talents, your achievements, your awards, your experiences, as well as your learning and employability skills.  Be sure to include things you do both in school and away from school to demonstrate how you are well-rounded.

Have fun, be creative and be sure to review the rubric for expectations.  Please see me right away if you have any questions or concerns.  Do not procrastinate – get started right away!  Also, remember to break your large task into manageable chunks!  Good luck! (
Grade 10 Careers Portfolio Evaluation (20% of Final Grade)

Student Name: ___________________________________________________________  Student Number: ______________________________
COMPLETION CHECKLIST
	INTRODUCTION (2 items)
	
	SECTION THREE – TEAMWORK/LEADERSHIP (2 items)
	

	Title page with photo
	
	Teamwork skills report
	

	Table of contents page
	
	Volunteer report
	

	
	

	SECTION TWO – CAREER PLANNING (6 items)
	

	Resume
	

	Cover letter
	

	Job application
	

	Interview questions and answers
	

	Personal career interest report
	

	Employability skills list and paragraph
	


PORTFOLIO EVALUATION RUBRIC
	CRITERIA
	Level R (below 50)
	Level 1 (50’s)
	Level 2 (60’s)
	Level 3 (70’s)
	Level 4 (80’s)
	Level 4+ (90’s)

	All required elements are completed.


	
	
	
	
	
	

	Portfolio contains best examples of what you have accomplished.  
	
	
	
	
	
	

	Writing structure utilizes appropriate format: spelling, grammar, paragraph construction, organization, etc.
	
	
	
	
	
	

	Sequence of portfolio is logical and organized.


	
	
	
	
	
	

	Format of the portfolio is visually appealing an easy to read – creativity is displayed.
	
	
	
	
	
	

	Organization and presentation demonstrates that you would be a excellent person for an employer to hire.
	
	
	
	
	
	

	Portfolio demonstrates a good understanding of course material.
	
	
	
	
	
	


Overall Achievement Level: _____________ Comments:
