Portfolio Requirements
"The portfolio is designed by you, to help you present the best of yourself to other people" Anna Graf Williams, Portfolio at a Glance
1.  Table of Contents

2.  Resume

3.  Text Based Resume (Notepad)

4.  Cover Letter

5.  Letters of recommendation (2 minimum)

6.  Ten questions with answers you would expect to be asked during an interview.

7.  Five questions you would ask at an interview.

8.  Certificates, diplomas, degrees, and awards you have received.

9.  Records of community service/volunteer work (brochures, letters of recognition)

10.  Work and learning samples

11.  Transcripts

12.  Professional memberships and service

13.  Networking contacts

14.  Newspaper clippings featuring you

15.  Letters/notes of appreciation

Once you have gathered all of your information it is important that you properly showcase your portfolio and organize your information.  Use the following tips to help organize your information.
  Optional: photo sheet holders, plastic pouch
  Focus on educational, work, volunteer history 

  Analyze the samples: what, when, why, how, with whom 

  Group the samples: note the skills and personal qualities the samples reflect (use post-it 
    notes when organizing) 

  Organize samples chronologically by date, by function or skill or even by theme 

  Write captions and narratives for each work sample 

  Use titles at the top of the page and a caption below
  Three-ring binder 

  Sheet protectors 
  High-quality paper 
