Preparing the Career Portfolio 

Computer Lab Assignment

Today in the computer lab we will be preparing the documents needed for the career portfolio.  Upon completion of this lab you will have: 



A copy of your resume



A cover letter 



A list of all job related skills you know how to perform 



A copy of the career profile from the GCIS program on our computer 

Network

1. Print a copy of your resume from your Rising Professionals disc. 

2. Using the example attached, write and prepare your own cover letter using Microsoft Word. 

3. The “Skills List” is a listing of all the job skills you know how to perform without supervision.  These will include all the Medical Services skills you have learned this semester, as well as any you may have acquired elsewhere.  BE SPECIFIC.   Use “Wash hands aseptically” and “Understand and use standard precautions” rather than “I know medical asepsis”.  These should not be sentences but a listing and all verb tenses should be consistent.

4. Log on to the GCIS program using the icon on your opening screen.  Log on as yourself and go to the career information section.  Pull up the career that you are interested in pursuing or the one most closely related.  Print all the info about this career. 

Career Portfolio Grade Sheet

Cover Letter




10 points


________ 

Resume




10 points 


________

Occupational Competency List

15 points 


________

 Including skills checklists

Or documentation of skill

Letters of Recommendation

15 points


________

(minimum of 3 required)
 

Achievement Records/Transcripts
15 points


________ 

Awards and Recognitions and/or

Work Samples/Documentations

15 points


________

Career Profile 

Documentation of progress towards

Goal             



10 points


________

Appearance/Neatness/Organization
10 points


________







TOTAL POINTS

________

Comments: 

