A Personal Portfolio

For

___________________
This portfolio is the work of________________.

Please do not copy without personally expressed permission.  Some of the exhibits, work samples and/or contents are the proprietary property of the organization whose name is on the documentation.  

REFERENCES:
Xxxxxxxxxxxxxxxxxxxxx

Teacher/Asst. Principal
Ridge View High School

803-699-2999

4801 Hard Scrabble Road

803-699-2888 (Fax)

Columbia, SC  29229
Mrs. Mary Harmon


School to Work Coordinator


Ridge View High School

803-699-2999  x226

4801 Hard Scrabble Road



Columbia, SC  29229

XXXXXXXXXXXXXX

Previous employer/ 
Name of Business


Phone # including area code
Address




You can use Community 



Columbia, SC  29229


Service contact here too!
XXXXXXXXXX


Personal reference (no relatives)
Address




Phone #

List a minimum of 3 references.  You can list up to 5 so there is an easier ability to contact at least three by the employer.   Keep extra copies in your portfolio to leave with the interviewer.
Functional Resume Template

NAME

Academic Level (e.g., 1B) and Plan Name (co-op resumes only)

University of Waterloo ID# (co-op resumes only)

Street Address

City, Province and Postal Code

Phone Number

E-mail Address and/or Web Page

(include both Local and Permanent Addresses if applicable)






____



_____________
OBJECTIVE (optional for co-op resumes)

· Title of position applying for or area of work

SUMMARY OF QUALIFICATIONS (or SKILLS SUMMARY)

· Number of years experience in relevant paid or unpaid work 

· Related special knowledge, training or certification 

· Relevant accomplishment/skill/attribute

· Relevant accomplishment/skill/attribute

· Relevant accomplishment/skill/attribute

EDUCATION (or section most related to work being sought)

Candidate for (unless already graduated) Degree Name, Plan, Specialization/Option, Institution, City, Province, Date Begun – present (or year of graduation)  

· Relevant Courses: 3-6 related to objective listed by course name (not number):

· Relevant Projects:

· Thesis:

· Awards (if not creating separate section):

Other Diplomas (including secondary school if in 1st year of post-secondary studies)/Certificates, listed as above with locations and dates

 XXX EXPERIENCE or SKILL (heading reflecting type(s) of work that will be described, relevant to job objective)

· An accomplishment/statement relevant to job objective, preferably detailing unique actions and benefits, beginning with action verb, taken from paid or unpaid work/academic or life experience

· An accomplishment/statement relevant to job objective, preferably detailing unique actions and benefits, beginning with action verb, taken from paid or unpaid work/academic or life experience

· An accomplishment/statement relevant to job objective, preferably detailing unique actions and benefits, beginning with action verb, taken from paid or unpaid work/academic or life experience

· Name

p. 2

YYY EXPERIENCE or SKILL (heading reflecting type(s) of work that will be described, relevant to job objective)

· An accomplishment/statement relevant to job objective, preferably detailing unique actions and benefits, beginning with action verb, taken from paid or unpaid work/academic or life experience

· An accomplishment/statement relevant to job objective, preferably detailing unique actions and benefits, beginning with action verb, taken from paid or unpaid work/academic or life experience

· An accomplishment/statement relevant to job objective, preferably detailing unique actions and benefits, beginning with action verb, taken from paid or unpaid work/academic or life experience

WORK HISTORY

Most Recent Title 


Workplace, City, Province
Month/Year – Month/Year

2nd Most Recent Title (Volunteer) 
Workplace, City, Province
Month/Year – Month/Year

3rd Most Recent Title (Part-time)
Workplace, City, Province
Month/Year – Month/Year

4th Most Recent Title 


Workplace, City, Province
Month/Year – Month/Year

OTHER SECTIONS (e.g., Publications, Memberships)

ACTIVITIES & INTERESTS

· Most Recent Position Held, Club/Organization/Team, City, Province, Month/Year – Month/Year 

· If desired, an accomplishment/statement relevant to job objective, preferably detailing unique actions and benefits to organization, beginning with action verb

· 2nd Most Recent Position Held, Club/Organization/Team, City, Province, Month/Year – Month/Year 

· If desired, an accomplishment/statement relevant to job objective, preferably detailing unique actions and benefits to organization, beginning with action verb

· List of activities/hobbies separated by commas (no dates necessary) 

Keep several copies in portfolio to hand to an interviewer.  This gives them something to refer to and write on during the interview.  It is good to have a one page resume for them to use for this purpose.  So if you need to, create two resumes.  One for the portfolio and one for interviewers.
Work Philosophy
Type a description about the type of worker you are (high energy, organized, do it all, like to help people, strong customer service skills, etc.).

Describe, briefly, the influences in your life that helped to formulate your Work Philosophy.

Describe why an employer should hire you and how you will make a difference in his business.
HONORS-CERTIFICATIONS-MEMBERSHIPS
Honors:

List any Honors you’ve received.

Example:  

Honor Roll 


Month/Year

School

Special Award


Month/Year

School/Job

Offices you’ve held

Month/Year

Type of Office (President, Secretary, Treasurer, Committee Head, etc).
Scholarships you’ve received and qualified for

Certifications:

List any type of certifications.  For example:

First Aid





month/year

CPR






month/year

Life Guard





month/year

Microsoft Office Certification

month/year

A+ certification in computers

month/year

Certified Nursing Assistant


month/year

Referee certifications

Coaching certifications

Safety certifications

Memberships:

Student Organizations  (Skills USA, HOSA, DECA, Student Gov’t, etc.)

Clubs  (Spanish Club, Key Club, Soccer Club, etc…)

Professional Organizations  (example:  Boy/Girl Scouts)

Community Service:
List type and where you did this, plus dates.

Underneath post hours if you like.

Personal Biography:

Tell a little about yourself!

Where you grew up, who raised you, places you’ve lived and/or visited.

Special talents you have (bi-lingual?  Musical?   Artistic?)

Things that are important to you/values.

Your vision of the future.

Goals

EDUCATION:

High School



where
Grades completed
Middle School



where?
Grades completed

Elementary School


where?
Grades completed

List all schools you’ve attended.  This shows ability to adapt to new circumstances.

Put any awards, degrees, acceptance letters, and transcripts in sleeves following this page.

SAMPLES

OF 

MY

WORK

Include writing samples, art, papers that made you very proud, samples of CAD ability, charting ability, and anything else that you can represent your abilities.
ACKNOWLEDGEMENTS:
