9.  Portfolio Worksheet

1.  Decide how to organize your portfolio:  by resume category, dates, skills, 

     and/or themes.

2.  Write down the categories you will use, using the following categories as 

     ideas. 

A.  By Resume Category

Professional Experience

Education

Certifications

Continuing Education

Professional Affiliations

Computer Skills

Foreign Language Skills

Community Service/Volunteering

Awards/Honors

Publications

Presentations

Military Service


B.  By Dates


C.  By Skills

Communication Skills

Creative Skills

Culinary Skills

Financial Skills

Human Resource Management Skills

Management Skills

Marketing and Sales Skills

Supervisory Skills

Technology Skills

Sanitation and HACCP Skills


D.  By Themes



Types of Menus



Types of Menu Items



Types of Restaurants/Foodservices

3. Collect your artifacts and select the best sample(s) for each category.   

    Following are some ideas. 


A.  Professional Experience

Photographs of plated foods, buffet tables, etc.

Samples of menus

Samples of recipes

Customer survey results

Performance evaluations

Documentation of accomplishments: increases in sales, decrease in costs, etc. (Can use bar graphs, pie charts, or other graphics.)

Major projects completed

Training materials developed

Title page of report written

Newspaper/magazine clipping describing event you contributed to

Thank-you letters from customers

Menu clip-ons or other artifacts of marketing/sales skills

Memos, reports, letters that show communication skills

B.  Education

Copy of your college diploma(s)

College transcript

College course descriptions

Copy of scholarship letters

Copy of awards or honors

Copy of honor society memberships

Photographs or other artifacts of internships

Photographs or other artifacts of extracurricular activities

Listing of leaders of an organization in which you held an office

Photograph or other artifacts of service project participation

Title page or other artifacts of relevant course projects such as a business plan

C.  Certifications

Copy of certificates

Description of what you are doing to recertify

D.  Continuing Education

Chronological list of workshops, seminars, courses attended during last five years

Certificates (if available) from workshops, seminars, courses

Chronological list of trade and industry shows attended in last five years

E.  Professional Affiliations

List of organizations to which you belong, the year you joined, offices you held, and boards or committees on which you served

Copies of current membership cards

Artifacts of leadership positions held

F.  Computer Skills

Copies of menus, brochures, etc., you created

List of computer software you are proficient in

G.  Foreign Language Skills

List of college courses you have taken in a foreign language

Statement of which languages you are proficient in, and whether you are proficient at reading, writing, or speaking each one

H.  Community Service/Volunteer Work

Photographs, flyers, menus or other artifacts of volunteer work

I.  Awards/Honors

Copy of certificate or photo of you accepting award/honor

J.  Publications

Title page of published articles

List of publications, including date published and publisher’s name

Front cover of publications

K.  Presentations

List of presentations, including date, topic, and place

Sample of visual aids, handouts, etc.

L.  Military Service

Copy of honorable discharge showing years of service

Verification of military education

Certificates verifying competence in various areas

Commendations and awards

Photographs of accomplishments

4.  Decide if you want your first tab to be for your resume and reference list.  

     Otherwise put them in the binder pocket.  Decide if you want to include a 

     work philosophy.  If so, write a rough draft here.  Use the first or second 

     tab for your work philosophy depending on whether or not you use the 

     first tab for your resume and reference list.  

5.  Create your index tabs for each category.  

6.  For each artifact, you need to write a title and caption.  After you think of a concise title 

     for each artifact, work on the caption.  Your caption can be in the form of a short 

     paragraph or a bulleted list.  When writing your caption, consider these questions.  

· What is being shown?

· What were the results?

· How did you accomplish this task?  What skills did you use?  What personal qualifies, such as persistence and flexibility, were important?

· Why were you doing this?  Why is it important?

· When did this happen?

· Who worked with you on this?

· If anything presented is confidential, do you have permission to use it?

Category #1:  _______________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Category #2:  _______________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Category #3:  _______________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Category #4:  _______________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Category #5:  _______________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Artifact:  ________________________________________________________________

Title:  __________________________________________________________________

Caption:  ________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

7.  Lay out your pages.  Allow 1-inch margins on the sides, top, and bottom.  Use lots of white space.  Avoid headlines in all capital letters.  Be consistent in your layout.

8.  If your artifact consists of photos, tape them after you have printed the headline and caption on the paper.  

    If your artifact is a menu, put it in a sheet protector, print your title and caption on card stock, cut it out, and let it float on top of the menu in the sheet protector.  

You can always put your titles and captions on a separate page if needed.  












