









Updated Fall 2003

CAREER PORTFOLIO CHECKLIST

12th Grade

Your portfolio contains seven categories.  Showing evidence of the content underneath each category will assist in developing your portfolio.  The more evidence that is included, the more your portfolio is enhanced.  Complete the content in the bold letters.  In the blanks on the right, check where evidence exists in your portfolio.

Categories

INTRODUCTION


+Table of contents


+Introduction Letter


+Cover (seniors only)

SELF ASSESSMENT


+Interest Inventories


+Self Profile


+Student Evaluation Form

EDUCATIONAL EXPERIENCES


+Best Works (6 Core) (*6 Specialized) 

+Awards/Honors/Achievements (1)


+Co-curricular/Leadership


Activities  (2)


+Attendance Reports


+Transcript

PERSONAL EDUCATION PLAN


+Career Plan/Goals


+Career Cluster

EMPLOYMENT/EMPLOYABILITY


+Resume


+Letter of Application


+List of References (*3)


+Letter of Recommendation (*1)


+Mock Interview Evaluation


+Work-based Experiences


+Employment Experiences


+Job Shadowing Experiences

FUTURE EDUCATION/TRAINING


+Post Secondary Information


+Career Information

WORK & COMMUNITY EXPERIENCE


+Volunteer Experience

· Leadership Experience

· Groups/Organizations/Clubs

KEY:

+ = Must be included in portfolio

(*) = Minimum requirement

·  = Recommended
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CAREER PORTFOLIO DEVELOPMENT-FOUR YEAR PLAN

Revised: Fall 2003
     Freshmen Year


      Sophomore Year


       Junior Year


           Senior Year

+Interest Inventory


+Interest Inventory


+Interest Inventory


+Letter of Recommendation

  (Interest/Ability Career Cluster

  (Self-Directed Search

  
 (ACT-PSAT-ASVAB



(Review)

   Worksheet—Guidance Dept)

    Guidance Dept)

 
       Guidance Dept)


+Portfolio Letter of Introduction

+Self Profile Sheet (A)


+Update Self Profile Sheet
(A)

+Update Self Profile Sheet(A)

+Update Self Profile Sheet











+Student Evaluation Form
(A)

+Update Resume (A)











+Letter of Recommendation

+Mock Interview Evaluation



+Portfolio Table of Contents

+Best Works  (A)



+Best Works (A)



+Best Works (A)



+Best Works (A)

  ( 4 Works minimum/year


    ( 4 Works minimum/year

    ( 4 Works minimum/year

   ( 4 Works minimum/year

    Date all Works submitted)

      Date all Works submitted)                              Date all Works submitted)                              Date all Works submitted)


* Core




*Core




*Specialize



*Specialize
+Awards/Honors/Achievements Sheet(A)
+Update Awards/Honors/Achievements
+Update Awards/Honors/Achievements
+Update Awards/Honors/Achievements 







(A)




(A)




(A)

+Co-curricular/Leadership Activities Sheet
+Update Co-curricular Activities Sheet
+Update Co-curricular Activities Sheet
+Update Co-curricular Activities Sheet


(A)




(A)




(A)




(A)
















+Attendance Report & Transcript

+ 4-year Career Plan/Goal Sheet

+Update Career Plan/Goal Sheet

+Update Career Plan/Goal Sheet

+Update Career Plan/Goal Sheet

  Career Cluster Packet


 Career Cluster Packet


  Career Cluster Packet

                Career Cluster Packet

       (Guidance Dept)


    
(A)




(A)




(A)






+Letter of Application 


+List of References

      
+Update List of References






  (English Dept)




(A)




(A)










+Resume (English Dept)


+Update Resume (A)


+Career Portfolio Presentation












  (Advisement/Release Time)

+Work-based Experiences Sheet(A)
+Update Work-based Experiences

+Update Work-based Experiences

+Update Work-based Experiences







(A)




(A)




(A)






+Research Post-Secondary  

+Update PS Information/Opportunities
+Update PS Information/Opportunities

  




   Information/Opportunities


(A)




(A)







(A)








+Student Career Portfolio Self-Reflection
















  Sheet (A)

+Community Experiences Sheet(A)

+Update Community Experiences

+Update Community Experiences

+Update Community Experiences

  (Volunteer/Leadership Experiences

(A)




(A)




(A)







+ Job Shadowing Experience (10-12)
+ Job Shadowing Experience (10-12)
+ Job Shadowing Experience (10-12)

