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Career Portfolio Assignment 

About the Career Portfolio 

What is a Career Portfolio? A career portfolio is a way to document and display your 

knowledge, abilities, and potential for employment.  Think of it as a collection of 

information about you that can help you “sell” yourself to a potential employer.  In fact, a 

professional career portfolio could be just the thing that sets you apart from other job 

candidates. 

A well-prepared portfolio shows your achievements and skills, and documents the quality 

of your experience. While you are developing your portfolio for this course, you really 

should think of it as a starting point for a career portfolio that you maintain throughout 

your professional career.  

 Your career portfolio can help you market yourself to employers. It can be one of the most 

helpful resources for you during the interview process in a couple of ways.  First, you can 

use the information to help you prepare for an interview. Second, during the interview with 

the employer, you can support yours answers to employer questions with items from your 

portfolio. As you are talking about specific projects or skills, you can refer back to your 

portfolio and point out examples of your work. 

 Your portfolio is an organized record of goals, accomplishments, skills, projects completed, 

and other evidence of successes and progress. Use your portfolio to compile your 

achievements and reflections, to demonstrate your accomplishments, and to show your 

ability to add value. 

 Designing Your Portfolio 

Keep in mind that a printed copy of your Career Portfolio as an excellent resource to take 

onsite to interviews. 

For this assignment, you will create a professional formatted Career Portfolio.  You may use 

information from other courses (such as class assignments) as part of your submission. 

Here is the recommended order for your Career Portfolio. Make sure to put the documents 

in this order when you submit them to the PEAK Coordinator. 

•  Title Page (“Career Portfolio”, Your Name) 

•  Sample Cover Letter (tailored to a job that you are interested in applying for) 

•  Academic Plan of Study Summary Sheet (course titles – not course numbers) 

•  Statement of Professional Goals (short term and long term) 



 2 

•  Personal Mission Statement 

•  Resume 

•  Written and Visual Documents (may be memo, case response, research report, 

Power Point presentation slides, or brochure that you developed) - at least 3-5 

required 

•  Evidence of Skills and Knowledge Acquired from Academic Preparation and Work 

Experience (See Sample Documents listing for Business Majors Below.) - at least 1 

required 

•  Leadership Experiences (as appropriate, college career only) 

•  Community Involvement (as appropriate, college career only) 

•  Performance Appraisals (if applicable) 

•  Awards/Certificates/Honors (as appropriate, college career only) 

•  Letters of Commendation (optional) 

•  Other Evidence of Professionalism (optional) 

•  List of References (names, positions, addresses, phone numbers) 

•  Solicited Letters of Recommendation (at least 1 required) 

Common Documents for Evidence of Skills and Knowledge for Business Majors (Others are 
Acceptable):  

•  Accounting: (1) (Systems Understanding Aid) or (2) flow chart of an accounting 
system 

•  Business Administration:  (1) a production process flow chart, (2) an evaluation of a 
benefits program for an organization, (3) an analysis of a computer system potential 
acquisition 

•  Economics: (1) analysis of commercial building an a projected market area, (2) 
population project for a particular city for the next 20 years, (3) evaluation of a 
county’s transportation needs for a specific timeframe. 

•  Entrepreneurship: (1) business plan, (2) venture capital funding request, (3) pro 
forma financial statements. 

•  Finance: (1) survivor portfolio, (2) risk analysis, (3) capital budgeting case, (4) ratio 
analysis, (5) investment  portfolio, (5) leasehold evaluation 

•  Human Resource Management: (1) a written job description, (2) policy statement, 
(3) newsletter article, (4)  training program 

•  Information Systems Technology: (1) program flow chart, (2) SWOT analysis, (3) 
system design documents 
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•  Management and Business Administration: (1) SWOT analysis for a company, (2) 
strategic plan, (3) policy  statement on cell phone personal use in a firm 

•  Marketing: (1) marketing plan, (2) tri-fold brochure, (3) market research, (4) 
survey questionnaire  instrument, (5) branding analysis, (6) new logo for a firm 

Using Your Portfolio After This Experience 

It may be a good idea for you to print out your portfolio and maintain a hard copy version 
of your work. Just remember---your portfolio will not speak for itself; you must explain it. 
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 you, not the portfolio, will need to prove 
your ability.   

Always take your portfolio to interviews. When the interviewer begins to ask questions 
about your resume, you can use your portfolio to support your responses. For example, an 
interviewer might say, "I see that you have worked as a human resources intern at for a 
local manufacturing company. What were your favorite projects?" You might reply, "My 
favorite assignments include this article (turn portfolio towards the interviewer and show 
him/her the article in the portfolio) that required a lot of research and this piece (show 
article) that I wrote for the company newsletter."   

During some interviews, you may not have the time to show your portfolio to the reviewer 
in detail. If possible, carry extra copies of pieces of which you are most proud (or those 
most relevant for that given interview) so you can offer them to the interviewer to examine 
later. In other cases, when you may have a series of on-site interviews scheduled 
throughout the day with several representatives of the same employer, offer to leave your 
portfolio with the key person while, for instance, you go to lunch with other members of 
the interview process. You could also offer to send copies of the materials to the 
interviewer as a follow-up to the interview.   

If you do not get to share the contents of your portfolio at all during a particular interview, 
you can still use your portfolio to prepare for an interview. Again, reviewing the contents of 
your portfolio as you prepare should provide you with fresh examples that you can draw 
from during the course of your interview.   

What About Online Career Portfolios? 

A good next step for you may be to create an online career portfolio. There are several 
online tools available that can serve as an online portfolio. Below are some options in case 
you would like to create your own electronic career portfolio. All the tools listed here allow 
you to create an account for free. You can create files or folders and share those links with 
potential employers. 

Dropbox – www.dropbox.com  

Skydrive – www.skydrive.com   

Google Docs – docs.google.com   

http://www.dropbox.com/
http://www.skydrive.com/

