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About Your
C.TAP
Portfolio

In this section, you will
. understand more fully the purpoie of portfolios
. learn what is required in your C-TAP portfolio
. set up a working folder
. keep track of your progress with the Portfolio

Sign4fr Sheea

Whot lr o Portlollo?
A portfolio is a collection of pieces of evidence - evidence
that demonstrares important knowledge and skills. You
may be familiar with an artist's portfolio - a large folder
containing a collection of finished works such as drawings
or sketches, and sometimes photographs or slides of larger
paintings or sculpture. The aftist uses the portfolio to
show his or her best work to qalleries or art collectors.
Ponfolios are used by people in many different occupations:
industrial designers, fashion models, public relations
representatives, writers, contractors, architects, and actors.
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Even workers who have not traditionally used
portfolios - such as nurses, inventors, and disk jockeys
- find them to be a useful way to show their
professional growth and achievements.

Purpose of o Porffolio
As more employers and college officers require applicants
to show what they know and can do, it becomes imponant
that you know how to showcase your abilities. You must
demonstrate, or show olJ, mastery of your subject. For
example, during a successful inteffiew:
. a wood worker shows off linishing skills with photographs

of finished cabinets.
. a hospital information systems specialist demonstrates an

ability to apply insurance codes by showing and
explaining completed forms.

. a landscape designer brings sketches to show original ideas.

. an information resource specialist demonstrates expertise
through database samples and reports,

. a day care worker provides lesson plans to show
reaching expedence.

Your C-TAP portfolio will enable you to show what you
know and can do. Preparing a C-TAP portfolio will also
help prepare you for your future. As you build your
ponfolio, you will:
. learn about careers in your field,
. pracdce job-related skills,
. improve many academic skills such as writing and

research, and
. collect samples o[ your work that show off your skills.

Putting together a portfolio helps you see your own
growth and achievements. Throughout the year, you
can review your portfolio work and decide if you think
it is the best vou can do. lf vou decide a seclion or
piece of the portfolio needs-more work, you can revise 0r
replace it! Once your portfolio is complete, you should
feel a sense of satisfaction.

a
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Porilolio Sign-off Sheet
Keeo this form at the front of your
working folder. Check off each item as
it is completed. Some pieces need to be
reviewed or signed off by your teacher

student:

Class:

Date:

Teacher:

Dare InuialsEa check off when complete:

[ ftbb of Conro|||!

- fl lener of Introdudlon

E ftreer Dsvelopmenf Podoge
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l
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E Application for employ'rnent or college

D L.u., of recommendation

E nesume

I wo* sornple:

E work Sample #l and summary

E work Sample #2 and summary

I work Sample #3 and summary

f, wort Sample #4 and summary

E wfiing somple

I Supervised Proctitol [xperieme [voluolion

Poge 19
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I Ercmple 3: l,elter of Infiodutlion

Tells about goals and
hott to reach them.

Describes strengths
ond qualities.

Tells about
best Norh sallii'qle.

Highlighfs sliius
and abllities.

Tells what uas
leatned by dotag the

worh sdmple,

Relsres poftfolio
worh to gools.

Tells uhat uors leuted
by doiag the port[olio

o
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May 3, 1995

To \flhom It MaY Concem:

I am a graduating senior completing my career-technical training in

medical asisting l see this traioitg as one r*err to{i'ard my go'il of

being a nurse practitioner. I plan to get a ;ob as a chtntal {ssislrnt

and will contin re my traifling while I work l believe that t'ro of mY

qualiries will help guide me in my future work and iraining -

compaxion and ambition The compassion I have fol othec is an

importanr part of my work, and it is partly becar'rse of my feelings

coward others that I chose numing as a profession My ambition will

drive me to continue my training unlil I reach the level of nurse

pmctitioner.

Vorking on the portfolio helped prepare me for real-life experiences

and gave me more confidence co Leep trying l leamed that there is a

difference between just doing something and doing something right

ln the nursing pro(ession, it is important that everything you do is

perfecr. I feel that every section of the pordolio has helped me

prepare for mY Profession.

I hope you enjoy reviewiog my pordoliol

Sincerely,

Stacy tarui[
Stacy Tawil

I am very proud of my second wotk samplt, 'Ste(lhjng e Trey " l\4y

teacher arranged for me to dt stme volunteer wurl at (lcneral

Hospital rhrs year. I leamed abo'rt Universal Precautiorx and

followed hospital proceduree to prepare the tray l used a checklitr

that I developed to make sure I had the correct insttumenls on each

uay. lt felt good because I helped the nunes l learned so much about

working in a hospital. I think this experience helped me because

when I get a new job, I will be more confident l gained real job

exoerience, and made many ftiends and professional contects'

I
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letter ol Introdurlion Orgcnirer

Think about your goals, qualities, and achievements, and
write your thoughts beiow When you have completed most
or all o[ your ponfolio. finrsh the organizer. Use this
information to write your final letter of introduction.

lell obout yourtolt.

I > My educational
goals:

2 > My career goals:

3 > How I will reach
my goals:

> My strengths
and qualities:

5 > My important
achievements:

6 > Other things I
would like the reviewer

to know about me;
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lell ubout the bert work scmple of your portfollo,

7 > My best sample
and why:

8 > What special
abilities the sample

highlights:

9>What l learned
by completing this

sample:

bll whot lho portlollo rn.rnr lo you.

l0 > How the
portfolio pieces relate

to my educational
or career goalsi

II > How my work
has improved:

12>What lachieved
by completing
my portfolio:

l
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Rcqulrcmcnlr ond Eyduallon of Your l6rum5
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Creoting Your R6surn6

Whrl nutl I do?

The third entry in your CDP is a resume. This is a one-
page personal information sheet summarizing your
experiences, qualifications, and special skills and interests.
Often a person shows interest in a particular job by sending
a rdsum€ with a cover letter. The resume is one of the first
things a possible employer sees - it must make a good
impression.

A resume is written in a specific style. The sample rdsumds
on the next pages give you examples of two styles to use.
Your teacher and career center can Drovide other examples,

Complete each section of the organizer on pages 40 to 44.
Use the appropriate information from your completed
organizer to prepare your resum€,

l .
2.

l

Whlt nurt I rhow? Your final resum€ must be t!'Ded and must include all of
Lhe following:
. contact information (name, address, phone)
. career and education plans
. education
. paid and./or unpaid work experiences
. at least one of the following: special interests, activities,

achievements, skills, strengths, abilities
. references or the notation, "References available upon

request."

It is important that you demonstrate:
. career preparation skills
. awareness of career goals
. evidence of self-evaluation
. accuracy
. completeness
. neatness, good overall appearance
. correct grammar and spelling

P.ge 37
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Beninnin J. lee
40'1 1 Sycamore N W

San Francisco. CA 94816
(415) 555-1113

oBJtclvI
Acouire a oosition as a word processor with 0pportunities for increased
computer 0peration responsibilities

tDUoIl0t{
Attending Roosevelt High School, San Francisco
Graduation date:June 16, 1995

Completin0 a ssquenco 0f courses for the business maior
Business skillsl

Operate IBM system, using WordPerfect 5.1
0berale Macintosh system, using Microsoll Works
op€rate 1o-key bY touch
Keyboard 50 words Per minute
Understand general otfice duties

TXPIRIEI{G

Speedy Beplo0raphics, Septombor 1993 t0 pr8senl
General otfico clerk: Word process materials tor copying,
answer telephones, file, and wait 0n customers.

Doli-oellts, January 199310 Augusl 1993
Kitchen statf: PreDDed salads and vegetables, bused tables'
set uD new tables.

Boosevelt Hi0h Sch0ol, A4ust 1992 t0 ilovembot 1992
Footbtll team statistician: Kept team statistics for each game
and comDiled season records.

Camp High Sielra, JulY 1992' Cibin counseloi and activity leader tor a group of eight-year-old boys

A(IrvlTlEs
Treasuret Future Business Leaders of America (tBLA)

Member, KeY Club

References available upon request.

lxrnple 3: CDP Rr6sun6
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Summary Organizer - Work Sample #I
Look at your selected work sample carefully Then use this
organizer to help draft your summary Type the linal version
on the Summary Form located in Appendix B.

Name:
l  r  e:

Date:

I > Describe this
work sample.

2 > What steps did
you take to complete

this work sample?

3 > What skills or
standards are shown
in this work sample?

4 > What did you
leam from doing the

work sample?

Shdcf Grilebool (h!pl.r t Worl Sdnpbr Pogc 5l



I
Summary Organizer - Work Sample #2

::-*;?ffi::f ::lil:'*:ffi tiH'#'y;T#x"":H,o'
on the Summary Form located in Appendix B.

Name:
Title:
Date:

I > Describe this
work sample.

2 > What steps did
you take to complete

this work sample?

3 > What skills or
standards are shown
in this work sample?

4 > What did you
learn lrom doing the

work sample?

o
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Summary Organizer - Work Sample #3
Look at your selected work sample carefully Then use this
organizer to help draft your summary Tygle the final version
on the Summary Form located in Appendix B.' l
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Name:
Title:
Date:

I > Describe this
work sample.

2 > What steps did
you take to complete

this work sample?

3 > What skills or
standards are shown
in this work sample?

4 > What did you
learn from doing the

work sample?

a.
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Summary Organizer - Work Sample #4
Loc.,k at your selected work sample carefully Then use this
organizer to help draft your summary Ty1le the final version
on the Summary Form locared in Appendix B.

o
Name:
Title:
Date:

I > Describe this
work sample.

2 > What steps did
you take to complete

this work sample?

3 > What skills or
standards are shown
in this work sample?

4 > What did you
learn from doing the

work sample?

tltdg|l Guidltool Gopler t Wo lonphr Pog! 5{

o



l
j

AFF.e;uDtx ?":
Summary Form - Work Sample
You may use rhis form for your work sample summades, or you
may create your own. Atrach thc summary ro the work sample. Type
your summaries.

Name: Date:

Work Sample:

Summary:

Standards demonstrated in the work sample are:

Teacher's Signature:


