CAREER PORTFOLIO
Directions: Create a career portfolio using the guidelines outlined below. The portfolio is evidence of your academic and professional development, as well as your accomplishments in preparing for a career in the field of biotechnology. Preparation for this project should have been on-going throughout this course of study. 

PORTFOLIO GUIDELINES:

A. It must be contained in a notebook or binder
B. Information should be on one side of quality paper
C. Page dividers will be used to separate the components
D. Sections must be organized according to checklist
E. Each page must have a header/title at top of page
F. The first page should be a cover page that includes: 
· Student Name
· Course Name
· School Name
· Teacher Name
· Date
G. Pictures/Graphics may be included if printed on the page
H. Use the Portfolio Checklist to determine evaluation criteria
I. The portfolio will count as your final grade in this unit and/or additional weight may be added as indicated by the instructor
J. You will prepare and present an Electronic Portfolio Presentation to the class from the information outlined in this portfolio description
K. You will be graded for the presentation as well as for the notebook product above
Again, follow the criteria outlined on the Portfolio Presentation Guidelines to determine contents required for producing the PowerPoint and the class presentation. 
CAREER PORTFOLIO CHECKLIST
CRITERIA:
 DESCRIPTION:_______
COVER PAGE:
INCLUDES:   STUDENT’S, COURSE, & SCHOOL NAME, DATE
RESUME
A ONE PAGE PROFESSIONAL RESUME THAT INCLUDES EDUCATION, WORK EXPERIENCE, HONORS, AWARDS, ETC.
REFERENCES:
INCLUDES 3 LETTERS OF RECOMMENDATION AND THEIR CONTACT INFORMATION

AWARDS & ACHIEVEMENTS:
A DESCRIPTION / EVIDENCE OF AWARDS & ACHIEVEMENTS, etc 
WORK EXPERIENCE: 
DOCUMENTS ALL WORK EXPERIENCES & RESPONSIBILITIES

LEADERSHIP EXPERIENCE: 
LISTS LEADERSHIP TRAINING AND EXPERIENCES

EXTRACURRICULAR ACTIVITIES: 
 LIST OF CLUBS, HOBBIES, SPORTS, ETC.
SPECIAL SKILLS:  
LIST OF SKILLS AND CERTIFICATION, ACQUIRED (TECHNOLOGY)
WORK SAMPLES: 
INCLUDE AT LEAST 3 SAMPLES OF BEST WORK THAT HIGHLIGHTS ABILITIES YOU COULD SHARE WITH EMPLOYER

COMMUNITY SERVICE / 
SUMMARIZE COMMUNITY SERVICE & VOLUNTEER PROJECTS 
PROVIDE DOCUMENTATION IF POSSIBLE; 
DESCRIBE ANY LEARNING OPPORTUNITIES
FOLLOW-UP LETTER:
LETTER THANKING THE INTERVIEWER FOR THE OPPORTUNITY TO BE INTERVIEWED

VISUAL AIDS/ PHOTOGRAPHY: 
PICTURES & VISUAL AIDS USED THROUGHOUT THE PORTFOLIO - IS APPROPRIATE & PROVIDES DOCUMENTATION
ORAL PRESENTATION: 
CONSTRUCT A POWER POINT PRESENTATION IN ADDITION TO THE NOTEBOOK AND PRESENT THE ELECTRONIC PORTFOLIO INFO TO THE CLASS 
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