Career Portfolio Checklist 
Note:  You may elect to organize your Career Portfolio in a different way to better highlight certain skills, but please discuss this change with your instructor to be certain you meet the Student Learning Outcomes required for the course and the program.  

                                                 
    Notebook Presentation  (200 section points)                            

        ____Title Page with Statement of Originality and Confidentiality 

        ____Cover Letter (inside front pocket of your notebook)       
        ____Table of Contents 
        ____Quality Notebook (about one inch thick) 
        ____Page Protectors and Visible Typed Tabs 
 

    Section 1: Credentials (200 section points)                        

        ____Resume 
        ____Transcripts 
        ____Educational Plan of Study (Certificate/Degree Checklists) 
        ____Experiential Learning (Service Hour Log, Flight Logs, or Internship Report 
        ____Letters of Recommendation or one letter requesting a letter of recommendation 
 

    Section 2:  Mission Statement, Goals, and Skills (200 points)                

        ____Personal Mission Statement (a.k.a. Work or Service Philosophy) 
        ____Professional Goals 
        ____Skills (Achievement Verification of Basic Skills / Program Standards) 
 

    Section 3: Student Learning Outcomes (Work Samples) (200 points)        

        ____Educational Work Samples from Cypress College or other college (Labeled) 
        ____Other Work Samples (from job if applicable) 
        ____Course Descriptions  (copy from courses from the Cypress College Catalog)  
 

    Section 4:  Awards, Certificates, Degrees, and Diplomas (100 points)            

        ____Awards (if applicable)

        ____Certificates / Degrees

        ____Community Service / Volunteer Work

        ____Diplomas

        ____Professional Memberships

        ____Letters of Appreciation (if applicable)

 

    Section 5:  Additional Documentation (100 points)                    

        ____Personal "bio" and career story (typed) 

        ____Ten-Year Background History (detailed employment/residence addresses/contact) 

        ____Interview questions (typed responses to most common interview questions)
                                                                    TOTAL POINTS (1000 possible):  ________
                            Scale:        900-1000 = A

                                              800-899 = B

                                              700-799 = C

                                              600-699 = D      Overall Career Portfolio Grade: ________
Note: Typically, you will receive a preliminary grade on all typed work.  After you make the corrections, you should resubmit the corrected work​––with the original work––the following week for a higher grade.  If you do not resubmit the work, the preliminary grade will stand.  All late work will receive a 10% deduction.  

