CAREER PORTFOLIO

NAME:


ACTIVITIES REPORT

I. SCHOOL CLUBS AND ACTIVITIES - Check the grade(s) in which you participated in any of the following activities. Write the name of any office which you held beside the name of the activity.
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National Honor Society

Model United Nations

 Marching Band

Choral Groups

Class Officers 

Student Council

Robotics Club

Multi-Cultural Club

Dance Team 

Office Helper

Environmental Club

News Paper

Prom Committee

Fellowship of Christian Ath.

French Club

 Spanish Club

German Club

Drama Club

History Club 

Homecoming 

Instrumental Music Groups

Intramurals (Name sports):



Latin Club

 Stage Crew

Other:

Orchestra

 Math Club

Beta Club

GRADE

ACTIVIIES



FBLA

DECA

Year Book

Drill Team 






II. INTERSCHOLASTIC ATHLETICS - Check the grade(s) in which you participated in any of the following

sports and an “L” if you lettered in that sport. List beside each sport the position played and/or any special skill or award won
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Cheerleading

Cross Country

Field Hockey

Lacrosse (Boys)

Lacrosse (Girls)

Athletic Team Managers



Volleyball

Wrestling

Other:



Golf

Soccer

Softball

Swimming

Tennis

Track

Baseball

Basketball

Football



GRADE

SPORTS


Answer all questions as thoroughly as possible.

1. In what activities do you participate outside of school? Indicate any awards or honors won due to your involvement.

2. What did you do last summer?
3. Have you done any extensive or unusual travelling? If so, where?

4. List any work experience you have had.

5. What are your hobbies or special talents?

6. What are some things in which you have a strong interest?

7. What do you consider to be your chief strength(s)?

8. Can you think of any specific experiences which have influenced your development?
9. What are your career goals?

10. What community service projects have you participated in?

11. What volunteer activities have you done? What did you do?

Special Training and Skills

These items show special training, skills, and competencies 

· Have you earned any certificates for completion of training programs? 

· Have you earned any Licenses?

· Do you have brochures, agendas, or programs for workshops, seminars, and conferences attended?

· Do you have photos, newsletter articles, membership cards, and materials about an honor society or other organization you belong to?

· Do you have copies of certificates and awards for special skills?

Examples of Work

Do you have documents that illustrate your academic and technical skills? Such as 
• Certificates which demonstrate academic excellence

• Evidence of scholarships

• Certificates which prove competency: Standard First Aid, Driver’s License

• Samples of your best writing

• Essays, poetry, songs, or drawings you have created

• An assignment or test you are proud of

• A lab write-up you have done a good job on

• Samples of your word processing skills

• Samples of your ability to use specific software programs

• Samples of charts or graphs / data base / spreadsheets

• Samples of bulletin boards / displays / projects you have developed either alone or with others

• Pictures of projects you have done in shop, in art, or other classes

• Pictures of a vehicle you have worked on

• Evidence of competency in other languages

• Notes from others recognizing your academic and technical skills
•Reports, handouts, presentations created
TEAMWORK / LEADERSHIP SKILLS
Do you have examples of teamwork / leadership skills? Such as:
· Working with others

· Cooperating to reach goals

· Respecting the views and opinions of others

· Advising / counseling

· Leading

Do you have documents that illustrate teamwork skills? Such as:
· A description of an activity or project where you worked with others

· Documents which illustrate your membership / roles / achievements in a team or club

· Events / activities where you were in a leadership role (e.g. yearbook

· committees, graduation activities, field trips, concerts, fund raisers)

· Membership / achievements in a cultural organization

· Letters / certificates of appreciation indicating leadership / teamwork skills
Components of a Career Portfolio Checklist
DUE DATE


_____ Work Experience



_____ Leadership Experience



_____ Extracurricular Activities



_____ Special Skills



_____ Examples of Work


_____ Cover Letter



_____ Resume



_____ References



_____ Completed Job Application



_____ Follow-up Letter



_____ Mock Interview Reflection







RUBRIC
	CATEGORY
	EXCELLENT
	GOOD
	FAIR
	POOR
	POINTS

	Cover Letter
	Provides a letter discussing interests, goals, and experience. The letter is in an appropriate format and contains no spelling or grammar errors
	Provides a letter discussing interests, goals, and experience. The letter is in an appropriate format and contains no spelling or grammar errors
	Provides a letter discussing interests, goals, and experience. This letter is NOT in appropriate format and/or contains some spelling and grammar errors. 


	Letter does not discuss interests, goals, and experience. This letter is NOT in appropriate format and/or contains too many spelling and grammar errors. 


	

	Resume
	Presents a complete, neat, resume, which describes education and experience in professional language. The format is consistent and has no errors in grammar, punctuation, or spelling.
	Presents a complete, neat, resume, which describes education and experience in professional language. The format is consistent and has no errors in grammar, punctuation, or spelling. 


	Presents incomplete resume using an inconsistent format. The student was able to PARTIALLY describe education and experience. There are some errors in grammar, punctuation, or spelling. 


	Presents incomplete typewritten resume using an inconsistent format. The student was able to PARTIALLY describe education and experience. There are several errors in grammar, punctuation, or spelling. 


	

	References
	Provided 3 references from non-family members that include: full names completed addresses, telephone numbers, e-mail addresses and relationship


	Provided 2 references from non-family members that include: full names completed addresses, telephone numbers, e-mail addresses and relationship


	Provided 1 reference from non-family members that include: full names completed addresses, telephone numbers, e-mail addresses and relationship or references with incomplete information


	Provided no references from non-family members 


	

	Completed Job Application
	Student has every section filled out. Application is neat and easy to read. There are less than 3 abbreviations. There are no errors in grammar, punctuation, or spelling.
	Student has most section filled out. Application is neat and easy to read. There are less than 3 abbreviations. There is 1 error in grammar, punctuation, or spelling.
	Student is missing information from most sections Application is not neat and easy to read. There are 2-3 errors 
	Application is missing
	

	Work Experience/ Leadership Experience
	Provided examples when available
	Provided examples when available
	Provided examples when available
	Provided examples when available
	

	Extracurricular Activities/ Special Skills


	Provided several examples of Extracurricular Activities/ Special Skills that provide evidence of your potential by demonstrating

what you accomplished in the past.


	Provided 2 examples of Extracurricular Activities/ Special Skills that provide evidence of your potential by demonstrating

what you accomplished in the past.


	Provided  1 example of Extracurricular Activities/ Special Skills that provide evidence of your potential by demonstrating

what you accomplished in the past.


	Provided no examples of 

Extracurricular Activities/ Special Skills


	

	Examples of Work
	Provided several examples of work that provide evidence of your potential by demonstrating

what you accomplished in the past.
	Provided 2 examples of work that provide evidence  of your potential by demonstrating

what you accomplished in the past.
	Provided 1 example of work that provide evidence of your potential by demonstrating

what you accomplished in the past.


	Provided no examples of work
	

	Mock Interview
	Evidence that student came fully prepared to answer questions during the job interview. The student listened carefully as they were being interviewed and asked several relevant follow-up questions based on what the person said. 


	Evidence that student came somewhat prepared to answer questions during the job interview.  The student listened carefully as they were being interviewed and asked a couple of relevant follow-up questions based on what the person said. 


	Little evidence that student came prepared to answer questions for the job interview. 

The student asked a couple of follow-up questions based on what s/he thought the person said. 


	No evidence that student came prepared to answer questions for the job interview. The student did not ask any follow-up questions based on what the person said. 
	

	Follow up Letter
	The thank you letter was extremely clear and concise. It explained its purpose and was written in a professional manner
	The thank you letter was clear and concise. It explained its purpose and was written in a somewhat professional manner
	The thank you letter was somewhat clear and it explained its purpose, but was not appropriately written
	The thank you letter was not clear and concise. It did not explain its purpose. It was very unprofessional.
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