My Career Portfolio Checklist
A career portfolio is a terrific resource for both you and your potential employer as a mechanism for showcasing your personal and professional attributes that help to market your knowledge, skills and abilities.  It is a professional tool that takes you beyond the average candidate and helps you to identify your uniqueness as a person and as a professional.  The portfolio should be used as an opportunity to sell your best attributes during an interview or post-interview with an employer.  You should consider both a hard copy and an electronic version known as an e-folio or often referred to as an “online” portfolio. It is a good idea to create two portfolios.  Keep one with your originals and the other can have clear copies of documents that can be distributed to an employer.  Keep your original portfolio in a safe place as it will have documents that are not easily replaced if lost or destroyed.

Essential Requirements:

· Letter of Introduction-a letter that outlines your personal attributes, professional background, education and skills to a potential employer
Work Experience:

· Current professional resume or vitae with a list of current personal and professional references that contain contact information, phone numbers and/or email addresses

Educational Credentials:

· High School Diploma or GED
· College Diploma/Certificate/Degree or Transcript of courses taken
· Academic Recognitions (Dean’s list, President’s List, Honors)
Professional Credentials:

· Licenses/Registrations or Certifications for professional status

· Continuing Adult Education Credits/Staff Development Courses or Workshops taken organized annually

· Professional memberships/Organizations that support your professional development

Specialized Training or Internships Completed

· Job-Specific, organizational specialized training courses, On-the-Job Training programs, Apprenticeships or Internships relevant to your professional growth (Examples: OSHA, HAZMAT, NRC, Machining/Fabricating Training, etc.)

Awards, Recognitions, Recommendations, Volunteer Work
· Letters of recommendation

· Letters of Recognition

· Awards for service, job performance, longevity, citizenship, community service or professionally relevant

· Service to organizations as a volunteer (focus on service and not denominational/religious affiliations unless relevant to your profession)
Occupational-Related Documents: (copies kept in a clasped envelope in your master portfolio)

· Work license or authorization for US employment eligibility/VISA

· For males born after 1960, Selective Service Registration

· Social Security Card copy

· License or state ID copy

· Birth Certificate copy

· Proof of residence

· Bonding information(as applicable)
Additional items (as applicable):

· Work Samples (Creative writing, published works, papers, research, artistic work, etc.)

· Computer skills/Software capabilities summarized
· Follow-up/Thank you correspondence(in a stamped and addressed envelope for the employer)

· Employment application/log

· List of interview questions about the position

