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Chapter 1: What is a Digital Portfolio?

A “portfolio” is a collection of work that shows a person’s skills, abilities, training, and experiences.  In the old days, portfolios were folders that contained things like papers, art work, drawings, and pictures.  Today, we can store all that information and more on a CD.  We can create a “digital” portfolio by using a computer.  As a Virtual Enterprise student, you can use a digital portfolio to highlight your accomplishments, and increase your chances for employment.

Why are we making digital portfolios?

The first reason is that the portfolio is a substantial portion of your final grade.  Secondly, the portfolio is a collection of your work and is ready to show anyone that wants to find out bout your skills and talent.


Now, let’s say that you were the owner of a large company and you need to hire someone for a job opening.  You have a dozen people applying for the job.  All look like good people; they’re dressed nicely and act politely.  How do you decide who to hire?  You may want a person with a special skill, or a certain amount of education.   It may be important that they already have some experience with that kind of job.  You may want someone who is a good leader.  You may also want someone who is very organized.  


Those twelve people may tell you that they fit all of  those needs, but  how will you know for sure? You would probably want them to prove it.  You might ask them for evidence of their education, experience, and leadership and organizational skills. 


What if YOU were one of those twelve people who really wanted the job? Wouldn’t you want a  good way of showing all the reasons why you should be hired for the job? 


You might collect evidence of your education, experience, and skills.  You could also include examples of good things you have done in the past.  Putting all these things together in a collection is a portfolio?

What can be included in a digital portfolio?

You have probably seen many Internet web pages; anything that can be placed on an Internet web page can be placed in a digital portfolio.  Some of the things that can be put in your portfolio are:

· Awards

· Drawings

· Papers

· Pictures

· Presentations

· Report Cards

· Sample work

· Short video clips 

· Spreadsheets

· Voice recordings

Grading Your Digital Portfolio


This resource guide is a basic guide for completing the portfolio.  If only the basic, average, criterion is met, it will be reflected in your grade.

· Average- C

· Above Average- B

· Excellent- A

The average portfolio will include only the basic material required.  The above average portfolio will include the documentation of skills and abilities.  An excellent portfolio will be appealing to the eye, and will include everything prior, and will consist of a professional collection of work.

The Three Possible programs for Making a portfolio

· Power Point
· Word
· Front Page
Things You Can Do to Make Your Portfolio Look Great

Use simple, light-colored backgrounds

Many people are tempted to use backgrounds with complicated designs.  There are many problems with this choice.  Multiple colored backgrounds can make  the words hard to read.  In some parts of the page they look good, but in other areas they text blends into the background.  

Chose a color scheme

Contrast is what makes something stand out from the things around it.  It is very important to make sure that your text and graphics stand out over your background.  You want the viewers of your portfolio to easily see the important information that you are presenting. 

Make sure your fonts are legible and readable

Legibility- means the text is easy to view and understand when you look at it quickly

Readability- is the ability of text to be read line after line for a longer length of time

DO NOT WRITE IN CAPITALS FOR A LONG PERIOD OF TIME.  IT IS DIFFICULT TO READ LINE AFTER LINE, AS YOU WILL SOON FIND OUT.  CAPITALS SHOULD ONLY BE USED TO EMPHASIZE SOMETHING, AND IF YOU USE CAPITALS FOR A LONG PERIOD OF TIME SUCH AS THIS, THE EMPHASIS IS LOST.  AND IT GETS FLAT OUT ANNOYING.  SO DON’T DO IT; OR ELSE.

Chapter 2: Creating a Splash Page

A splash page is the first page a viewer will see when looking at your portfolio.  Your splash page will include your:

· Name

· School Name

· Company Name 

· Portfolio Description

Your splash page should look similar to this:

	Corey Rubay

Academy of the Canyons

Adventure Outdoors Company

Virtual Enterprise Portfolio


It is highly recommended that you use a light background with dark text. This will help ensure a professional look.

You may want to add a photograph or your company logo to your splash page.  DO NOT (note the proper use of capitals) add too much to your splash page.  Simpler is better!!!

Helpful Hint:

The shadow effect is an easy way to add a look of dept to certain piece of text in your portfolio.  Title and section headings are examples where this effect looks good.  

Chapter 3: Creating the Portfolio Introduction Page


The portfolio introduction page introduces you to the viewer of the portfolio.  Included are things you like to do or are involved in; your interests, hobbies, activities, clubs, and athletic teams.  Also included are your leadership experiences, as well as work and school recognitions and awards. 


The single  introduction page is used to impress the reader.  This is your chance to show your positive qualities, skills, interests, and goals.  As the saying goes: “Put your best foot forward!” 

Portfolio Introduction Page Organizer

Complete this organizer before you sit in front of  the computer!

Introductory Paragraph

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


Closing Paragraph

	

	

	

	

	

	

	


Also important:

These items should NOT be included in your digital portfolio

· Age and date of birth

· Social Security Number

· Marital status, information about children

· Health Concerns

· Race, ethnic background, citizenship status

Chapter 4:Creating a Cover Letter and Resume

Creating a Cover Letter and including it in your portfolio


A “cover letter” is a brief business letter you send with a resume when you are answering an ad or asking a company if they have any openings.  The purpose of the cover letter is to generate the reader’s interest so he/she will want to read your resume and contact you for an interview.


One of the important things to know is that a cover letter is written to particular person, company, and job.  The cover letter is very specific.  If you are applying to a number of companies, you would write a cover letter for each company.  


The cover letter you will create will be sent to an actual person in the company (usually the owner or the person responsible for the hiring) and will be saved in your portfolio as evidence that you know how to create one.  


A cover letter is usually written in three paragraphs:

Paragraph 1: Introduction

Explain what position you are interested in, how you heard about the opening  (or about the company) and that you are sending a resume to show that you are qualified for the position.

Paragraph 2: Background and Company Connection

Show some enthusiasm and interest in the company.  Explain why y ou are an excellent candidate for the position.  Call attention to the skills and abilities that make you the person to hire (see Chapter 7).  You may want to include additional skills and abilities that are not included on your resume.  This paragraph is not intended to give all of the information on your resume, however.

Paragraph 3: Next Step and Action Request

As you close your letter, explain what action you will take (such as contacting them and scheduling an interview).  If the letter is for an advertised job, you may want to tell them how to contact you for an interview.  

Same Cover Letter

Daniel Hartmann

19300 West Nadal Street

Canyon Country, CA 91387
(661) 252-6110

January 20, 2008

Mrs. Corey Rubay

Owner

Adventure Outdoors Company

26455 Rockwell Canyon Road

Santa Clarita, CA 91355

Dear Mrs. Rubay,

I am interested in a position with your company as a technical assistant.  I know several people who are employed at Adventure Outdoors Company, and they strongly recommend your company as an outstanding place to work.  I am eager to add my abilities while working for a dynamic company such as yours.

According to publications I have read, Adventure Outdoors Company has an outstanding reputation for using technology in their manufacturing process in an environmentally responsible manner.  Throughout my education, I have taken every opportunity to learn as much as I can about computer technology.  Last year I was able to intern at a local insurance office, where I assisted with a majority of the maintenance of software/data, and developed a number of spreadsheet and database applications for the office.  I have enclosed a resume for your consideration. 

I will be contacting your office next week to see if we could meet to discuss your company’s need for help in the future.  Just starting our in the technical field, I would also appreciate any guidance you could provide.  Thank you for your consideration. 

Sincerely, 

Daniel Hartmann

Cover Letter Organizer

Date

Address 

Dear_________

Paragraph 1: Introduction 

	

	

	

	

	

	

	

	


Paragraph 2: Background and Company Connection

	

	

	

	

	

	

	

	

	

	

	

	

	


Paragraph 3: Next step and Action request

	

	

	

	

	

	

	

	


Sincerely,

You

Creating a Resume and including it in your portfolio

A resume is a sheet of information that lists your experiences, your qualifications, and the skills and abilities you have (see Chapter 7).  It can also contain other information like interests and achievements.  It needs to only be brief, so it can be quickly read.  It is usually only one page long. 

Here is how you use a resume when searching for a job.  First, a number of employers will ask for interested applicants to send in a resume.  The employer will look over the resumes and pick those that look promising.  He/She then contacts those people and interviews them.

  An employer may ask for the resume even if there is not a position open at the time.  The employer keeps those resumes in a file and may contact those people when an opening is available.  Some employers expect a person to bring a resume with them for an interview.  This helps the person who is doing the interview. 

There is one extra benefit of having an updated resume.  When you need to fill out a job application, you will find it much easier.  This is because you will have almost all of the information on your resume that is needed on the application. 

Resumes are written using a certain style and organization.  They need to be read quickly and contain the details that are needed.  

Resume Organizer-No Previous Work Experience

Summary: Write a 3-4 sentence “advertisement” about yourself.  You want to include your work experience, skills, talents, and attributes.  Make sure you include your strengths as a desirable prospective employee.   

	

	

	

	

	


Experience: School, Club, and Volunteer-related experiences

	

	

	

	

	


Education: Do not go any father back than high school.  List the most recent education first.

	

	

	

	

	


Honors and Awards:

	

	

	

	

	


Skills and abilities: Include only if you have space left.  Do not repeat things you said in summary

	

	

	

	

	


Interests and Activities

	

	

	

	

	


Resume Organizer-Previous Work Experience

Summary: Write a 3-4 sentence “advertisement” about yourself.  You want to include your work experience, skills, talents, and attributes.  Make sure you include your strengths as a desirable prospective employee.   

	

	

	

	

	


Work Experience: For each position include: Job Title, Company, Address, Phone number, Dates employed, and supervisor’s name.  Also; list the duties and responsibilities of that position, as well as skills/training you received and any accomplishments you had

	

	

	

	

	


Education: Do not go any father back than high school.  List the most recent education first.

	

	

	

	

	


Honors and Awards (optional):

	

	

	

	

	


Interests and Activities

	

	

	

	

	


Sample Resume-Previous Work Experience

Daniel Hartmann

12345 Sesame Street

Springfield, CA 90210
(312) 510-4101

Summary 


I am a very conscientious and dedicated person, and I follow through with the commitments I make.  I am seeking a position where I can increase my knowledge of technology and develop my skills and talents.

Experience

Crew Member-Freddie’s Fast Fish, 6543 Main Street, Springfield, CA 90210


Rob Smith, Manager (312) 510-1221


June 2002 through December 2003

Cashier, food preparation, inventory, stocking and keeping restaurant clean.  I made sure costumers were happy with their food and service.

Gardener- Sullenger Lawn Service 2003-Present 

I have been maintaining lawns and landscape for a number of houses around my neighborhood.  All of my customers have continued to use my services since I began to work for them. 

Intern-Bill Williams Insurance Company, 329 1st Street Springfield, CA 90210


Bill Williams, Owner/Agent (312) 510-6000



November 2004-May 2005

Through my business program at school, I served as a Technical Assistant Intern for a busy insurance office.  Maintained software, performed backups, created spreadsheet and database applications.

Education 


Springdale High School, Springfield, CA- August 2002-Present


Expected Date of Graduation: June 2006

Skills and Abilities


Keyboarding (50 wpm)

Word Processing


Spreadsheets



Internet Proficient


Leadership



Interpersonal Skills

Interests and Activities


Snow Skiing



Snowboarding


NASCAR Auto Racing

Guitar Playing

REFERENCE AVAILABLE UPON REQUEST

Sample Resume-No Previous Work Experience

Daniel Hartmann

12345 Sesame Street

Springfield, CA 90210
(312) 510-4101

Summary


I am a very conscientious and dedicated person, and I follow through with the commitments I make.  I am seeking a position where I can increase my knowledge of technology and develop my skills and talents.

Experience


Volunteer-Springfield Homeless Center-October 2000-May 2002



I helped with maintenance, painting, grounds keeping, and other duties


Treasurer-Springfield High Ski Club - 2003-2004 school year

President- Springfield High Ski Club – 2004-2005 school year



I have been active in the ski club throughout my high school years.  I have served on several committees and have been elected to the higher positions of leadership as I proved my abilities.

Education


Springfield High School, Springfield, CA – August 2002- Present


Expected date of graduation: June 2006

Honors and Awards


Principal’s Award, 2003


Springfield Community Service Award


Honor Roll, 2002-2003 and 2003-2004 school years

Skills and Abilities


Keyboarding (50 wpm)

Word Processing


Spreadsheets



Internet Proficient


Leadership



Interpersonal Skills

Interests and Activities


Snow Skiing



Snowboarding


NASCAR Auto Racing

Guitar Playing

REFERENCE AVAILABLE UPON REQUEST

Chapter 5: Collecting Letters of Recommendation

As part of the process of gathering information for your portfolio, you will ask three people to write a letter of recommendation for you. You will be asked to turn in these letters with a hardcopy of your resume and cover letter. You will re-type these letters on a word processor and paste them into your digital portfolio. Including actual letters is much better than simply offering several names as references. 

Obtaining the Recommendations and Making them Portfolio ready

1. Think of THREE people who would be able to write a letter of recommendation for you. Each person should be:

· Someone who is an adult over 18 and not still in high school

· Someone who has known you for awhile (the longer the better) Knowing you for one year or more is best

· Someone who is not related to you

· Someone who can say positive things about you

· Someone who has seen your work (in class, at a job, during volunteer work or club/sports activities)

2. Plan how and when you will contact these people

3. Write a letter to each person asking them for the recommendation. Inform them that you are completing a portfolio assignment and are seeking a position in a virtual company. Let them know their letter will be re-typed or scanned to be part of the computer presentation you are preparing. 

Easy Method for writing a letter of recommendation

The Letter should have the following:

Heading


-Use Company Letterhead if Possible




-Include a Date for the letter


-Address it: “To Whom It May Concern:

First Paragraph;

· Identify student by first and last name

· Tell how long the student worked for you, or how long you have known the student

· If the student participated in volunteer work, internship, or any other type of unpaid work experience, be sure to explain that in you letter

· Explain the duties/responsibilities the student had, and/or the types of work the student performed

Second paragraph

· List the positive qualities you were able to observe while working with or        knowing the student.

Third paragraph

· Inform the Reader of your recommendation. Possible wordings are:

Based on my experience with [students name], I would gladly recommend him/her for any position or opportunity that would be suitable for his/her level of knowledge and experience.

Because of his/her successful work experience, I would gladly recommend [student name] for [anticipated employment opportunity or career area]

Provide the reader with information on how to contact you. Please provide your business address and phone number if possible. 

Chapter 6: Making a Job Description


The real world and virtual world application is the same for job descriptions.  Job descriptions describe the job and not the individual who fills the job.  The primary purpose of a job description is to identify the essential functions of the position.  The secondary purpose of a job description is to provide clarity within an organizational structure.  It forces the organization to assess its needs and determine the roles and responsibilities of each of its employees.  Job descriptions are the result of job analysis within a given organization and are essential to the selection and evaluation of employees.  Job descriptions are the basis on which job advertisement are written.


Job descriptions are written based on a job analysis.  Job analysis is the systematic assembly of all the facts about a job.  The purpose is t o study the individual elements and duties.  All information related to the salary and benefits, working hours and conditions are included in the job specification.  


The primary use of the job description is to provide clarity within an organizational structure.  It forces the organization to assess its needs and determine the roles and responsibilities of each of its employees.  

Some verbs used in written job descriptions: analyzes, approves, authorizes, conducts, controls, coordinates, develops, evaluates, expedites, inputs, maintains, operates, performs, plans, recommends, schedules, supervises, trains, and verifies.  

Job Description

Date: _________

Prepared By:_________

Title: _________

Department:_________

	Job Title:
	Pay Range:

	Reporting To:
	Number of People Supervised:

	Job Summary:

	

	


Duties and Responsibilities:

	1.

	2.

	3.

	4.

	5.

	6.

	7.

	8.

	9.

	10.


Knowledge, Skills, and Abilities:

	1.

	2.

	3.

	4.

	5.


Special Requirements:

	

	

	


	
	

	Employee Signature
	Management Signature


Chapter 7

Creating an Individual Education and Career

Plan

One of the things you are trying to show with your portfolio is that you are a person with goals and plans for the future.  Employers want people who know where they are going (as far as their future is concerned) and how they plan to get there.  In this chapter, you will create an individual Education and Career Plan that will be included in your portfolio.

Individual Education and Career Plan Organizer

Directions: This section can be included in your portfolio as they appear on this organizer (except for the words in italics)

My educational goals are to:

	

	

	

	

	


Note: It is important that you are specific.  Although you may change your mind later, list the education/training/experience that you see in the future at this point.
I feel these educational goals are important to me because:

	

	

	

	

	


Note: This is your chance to show that education, training, and experience are a priority to you, and that you are willing to put forth the time and effort into becoming better prepared for your career.

I have the following views on preparing for the future:

	

	

	

	

	


Note: Again, you have the chance to show that you understand the importance of creating a goal and working to achieve it.
My career goals are to:

	

	

	

	

	


Note: It is again important to be specific.  Although you may change your mind later, list the career goals that you see in the future at this point.

I have chosen these career goals because:

	

	

	

	

	


Note: This is your chance to show that you are interested in a career with a bright future, and that you have set definite goals for professional life.  You are not on of those people who waits for success to just happen.

I have done the following things to prepare for my future career:

	

	

	

	

	


Note: This is your chance to show that you have taken positive steps to build your level of knowledge, skills and experience.  Do not forget to list research you have done on your chosen career, training you have received, and experience you have gained.

Be sure to focus not only on the quality of the answers, but also on spelling, grammar, punctuation, and writing quality.

Chapter 8: Promoting your own Skills and Abilities


One of the most important things about you portfolio is that it “shows off” your skills and abilities.  In this section of the portfolio, you will provide a list of skills and abilities that you have.  You will also provide evidence for some of these skills.


There are several ways to list your skills and abilities.  Some students choose to write several paragraphs for each skill area.  Of course, they are written in  complete paragraphs, just as if you were doing a written assignment.  You can also choose to simply make a list of the skills and qualities that apply to each area.  The list will be a set of words, not complete sentences with an example following.  You will be required to make a separate page for each area (personal qualities and abilities, employability skills, academic/cognitive skills, leadership/teamwork skills, self-management skills).  

What do I write when I am asked about my qualities, skills, and abilities?

On the next few pages, you will see a list of possible choices for each of the areas.  Some of the words are qualities, which will explain how you are.  Some words are skills and abilities, which explain what you can do.

Personal Qualities


These words can be used to describe the personal qualities you may have.  When using these words in a sentence, use either “I am” or “I have: before the word.  For example: “I am honest…” or “I have shown compassion…”

Accurate

Experienced

Patient

Assertive

Fair


Personable

Caring


Flexible

Pleasant

Cooperative

Friendly

Positive 

Compassion

Helpful

Precise

Confident

Honest


Professional

Courage

Imaginative

Reliable

Creative

Independent

Respectful

Curious

Ingenious

Responsible

Dependable

Innovative

Responsive

Dynamic

Knowledgeable 
Sociable

Eager


Loyal


Stable

Effective

Mature


Trustworthy

Entertaining

Modest

Understanding

Enthusiastic 

Organized

Unique

Skills and Abilities

The previous list was personal qualities (which explains how you are).  This list is actual skills and abilities (which explains what you are). 

You probably understand what these skills are:

Budgeting


Designing

Planning

Calculating


Explaining

Problem Solving

Communicating

Listening

Reporting

Comparing


Managing

Researching

Conflict


Observing

Teaching

Delegating


Organizing

Writing

Decision Making

Performing


These skills you may not recognize:

Arranging- sorting things into categories

Empathizing- being concerned about how others feel

Implementing- creating a finished result from the beginning

Initiating- “getting the ball rolling” (starting things)

Mediating- helping to solve problems between people

Monitoring- watching the results of something to make sure it turns out as expected

Motivating- getting people excited and ready to work

Negotiating- being able to help several people reach an agreement

Persuading- convincing others to do something

Prioritizing- being able to choose the most important thing from several options

Reasoning- using logic and thought to solve problems

Systematizing- developing systems to solve problems

Visualizing- being able to see things in your mind as they are planned

Employability Skills (Skills valuable for an employee to have)
Bilingual- the ability to accurately type without looking at the keyboard

Computer Skills- this can include the following abilities:

· Touch typing- the ability to accurately type without looking at the keyboard

· Application software- the ability to use software such as word processing, spreadsheets, databases, web page design, e-mail systems, graphic programs, and others

· Networking- Ability to set up and/or maintain a multiple computer network.  If you have network installation, configuration, or support skills be sure to be specific about those skills

· Customer support- being able to train and assist computer users in software applications, and to support those users

· Service, Installation and Upgrading- being able to maintain, install, and/or upgrade computer equipment

Communication Skills-
· Speaking- this not only includes formal speeches, but also the ability to explain things to others

· Teaching- again, this not only includes formal lessons, but also includes one-on-one teaching of how to do something

· Writing- There are different forms of writing; creative writing, writing for publications and papers, and technical writing are several examples.  If you have training or experience in a specific form of writing, making sure you mention this

· Other forms of Communication-  if you know any other languages, or sign language, be sure to mention this in your portfolio

Customer Service Skills- there are many specific skills that can be included in this area.  Some of these skills are:

· Delivering great service

· Handling difficult customers

· Telephone skills

· Sales/Marketing skills

· Solving customer problems

Management Skills- These are the skills that are helpful in supervising other employees and the skills that would be helpful in running a business.  If you have work experience as a supervisor, assistant manager, or manager, you will want to list the skills and abilities that were important while doing the job.

Occupational Safety Skills- Many companies require basic safety, first aid, CPR, and lifesaving skills.  Many also require safety training on things that are hazardous, such as equipment, tools, procedures, hazardous material, hazardous wastes, and vehicle operation.

Organizational Skills- These are the skills that are needed to organize things.  This could be organizing people (in an activity), organizing things (files, offices, or items), or organizing time (like scheduling for an event). 

Office Skills- There are dozens of different office skills that people could have.  Some of the more common ones are:

· Accounting Procedures/ Bookkeeping

· Clerical skills

· Computer skills

· Dictation

· Filing/ Records Management

· Office Management

· Receptionist

· Telephone Skills

· Transcription 

· Typing/ Word processing

Technical Skills- All the skills that are job-specific would be placed in this category.  Ask your teacher for assistance in identifying the technical skills you may posses. 

Time Management Skills- This is the ability to manage your time efficiently.  You may use your time wisely, keep up with appointments and commitments, and try to have a balance between work and fun.  

Academic/Cognitive (Mind) Skills:

· Arithmetic/Mathematic- performing math computations and solving problems using math
· Creative Thinking- thinking about thing in a creative way; using your imagination
· Creating/Building- making things from scratch or adapting things to a different form or purpose
· Learning Skills- this means knowing how to learn-finding information, taking notes, studying
· Listening- this may seem like an obvious skill, but not everyone knows how to actively listen so they fully understand and can better remember what they heard
· Problem Solving- Most everyone can solve at least some problems. People who are good at this have the ability to come up with a different solution to a problem and knowing the good and bad points of each potential solution
·  Questioning- the ability to ask direct and effective questions
· Reading/Comprehension- understanding what you have read or been told
· Reasoning- This includes the ability to understand the relationship between objects.  May also include the ability to use knowledge to solve problems or make decisions 
· Researching- This includes knowing where and how to get information and how to decide on the value of the information gained
· Science and Technology- many careers require a background in science and engineering
· Writing- Writing as a skill includes being good at all these basic things: sentence structure, grammar, punctuation, spelling, and word choice.   It is also important to write clearly and in an organized way
Leadership and Teamwork Skills:

The personal qualities that would apply to leadership and teamwork are:

Assertive


Effective

Precise

Caring



Fair


Professional

Compassionate

Flexible

Reliable

Cooperative


Friendly

Respectful

Confident


Helpful

Responsible

Dependable


Mature


Responsive

Disciplined


Organized

Stable

Dynamic


Patient



Eager



Positive

The skills and abilities that would apply to leadership and teamwork are:

Arranging


Implementing

Planning

Budgeting


Initiating

Prioritizing

Communicating

Listening

Problem Solving

Conflict Resolution

Managing

Reasoning

Decision Making

Monitoring

Reporting

Delegating


Motivating

Researching

Explaining


Negotiating

Systematizing

Personal Management Skills


These skills are some of the things that people have in common that are good at self management.  You will notice that these are good personal qualities as well as good qualities for an employee to have.

· Dependability

· Ethical Behavior

· Goal-Oriented Decision Making

· Initiative

· Organization

· Responsibility

· Self Control 

· Time Management

Chapter 9: Documentation Course Competencies

Throughout you portfolio you have been asked to show evidence of skills and abilities you possess. Remember the portfolio can and should include:

· Drawings

· Pictures

· Papers

· Awards

· Presentations

· Financial spreadsheets

· Web page designs

· Word processing documentation

· Report Cards

· Sample Work

The following organizer can work for any skills and ability you wish to include (from whatever category)

	Skill:
	How will you demonstrate that skill:

	The artifact you will include in the portfolio:
	What you will write on the portfolio page about this artifact and skill:


	Skill:
	How will you demonstrate that skill:

	The artifact you will include in the portfolio:
	What you will write on the portfolio page about this artifact and skill:


	Skill:
	How will you demonstrate that skill:

	The artifact you will include in the portfolio:
	What you will write on the portfolio page about this artifact and skill:


	Skill:
	How will you demonstrate that skill:

	The artifact you will include in the portfolio:
	What you will write on the portfolio page about this artifact and skill:


	Skill:
	How will you demonstrate that skill:

	The artifact you will include in the portfolio:
	What you will write on the portfolio page about this artifact and skill:


	Skill:
	How will you demonstrate that skill:

	The artifact you will include in the portfolio:
	What you will write on the portfolio page about this artifact and skill:


Chapter 10: Making Your Portfolio Unique

You may find yourself extra time to improve your portfolio. You may have more than basic knowledge of the software application you are using. Also, you may know a bit more than average about making web pages. Here are some suggested ideas for improving your portfolio your portfolio and making it unique.

Portfolio Additions and Improvements

Try adding/doing these things to your portfolio:

· Making a Special Navigation Bar
You have probably seen great-looking web pages that have “navigation bars” (a row of buttons that link to the sub pages). Try making a custom navigation bar using a graphics program. Always follow the “three click rule” however. Every page in your portfolio should be no more than three mouse clicks from any other portfolio page. This is a rule that professionals always try to follow.

· Add Additional Features
One example of a cool feature is “mouse over” buttons (This is when the buttons change their look when the cursor is moved over them). Just don’t get carried away with all the little features. They can easily distracting.

· Make a custom background
You may want to come up with your own background. However, make sure the text and graphics on the page are easy to see with whatever background you come up with. And, it is NOT a good idea to “tilt” the background with your pictures.

· Improve the look of the pages by customizing the tables and graphic elements

The tables were designed to be a good size for a web page. But they were also designed to be “generic” so they would fit many different schools and programs. Whatever you do, please do not use fancy fonts (lettering) since they are harder to read!

· Add a page or two that shows your hobbies and interests
One student created a page with pictures of the car that he restored. Another student put pictures of her collection of cups and saucers from around the world. Yet another student chose to include pictures of the places she has traveled. Those kinds of pages show you are a real person with hobbies and interest outside of work and school. The person that views your portfolio might even be impressed because s/he shares that same hobby or interest.
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