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A career portfolio... 
demonstrates your skills and knowledge 

that you have acquired 
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Presenter
Presentation Notes
Your career portfolio demonstrates your skills and knowledge and is a representation of the contribution you can make to an organisation



Why a career 
portfolio? 
To show employers (or investors) who 

you are and what you could contribute 

To help you manage your career 

Compile more effective CVs and prepare 

for interviews 
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Photo credit: Oberazzi 

Presenter
Presentation Notes
You need a portfolio to show possible employers (or investors) who you are, but more importantly, what you could contribute. Your portfolio will also help you to manage your career effectively, as it contains your reflections on where you are at the moment and what you have to do in order to go where you want to be. Lastly, your portfolio will allow you to compile more effective CVs and prepare for interviews.



For students... 
Use to make more effective applications 

for work experience (eg. internships, 

practical work placements, work-

integrated learning modules) 

 

Final year students: use it to help you 

enhance your graduate job applications 

or applications for further study 
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Presenter
Presentation Notes
First, second or penultimate year students can use it to help them make more effective applications for work experience (eg. internships and placements; work-integrated learning)Final year students can use it to help them enhance their graduate job applications or applications for further study



For the more 
experienced... 
Make a career change 

 

Receive higher levels of recognition for 

your work (performance management) 
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Presenter
Presentation Notes
If you are a more experienced employee, your portfolio will help you to make a thoughtful career change. You could also receive higher levels of recognition for your contributions - your portfolio is a reflection of your accomplishments and shows people what you are capable of doing.



When and where can 
you use it? 
During job interviews 

During interviews for postgraduate 

studies 
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Presenter
Presentation Notes
You can use your portfolio anytime and anyplace where you need to be able to display your skills and how these are relevant to a specific opportunity. This includes applying for a job and applying for postgraduate studies where a selection process is involved.



Using within the 
workplace 
During performance reviews 

Competing for an internal job 

Asking for additional responsibility 

Negotiating remuneration 

Inform a new boss or colleagues of your 

talents and experiences 
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Presenter
Presentation Notes
If you are already working, then you could use your portfolio during performance reviews as evidence of your contribution; to compete for an internal job; asking for additional responsiblity; negotiating an adjustment in terms of your remuneration and informing a new boss or colleague of your talents and expertise.



What type of 
experiences? 
Full- and part-time work 

Contract work 

Vacation work 

Internships 

Work-integrated learning 

Voluntary work 
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Presenter
Presentation Notes
You can include any experiences in your portfolio - remember to think about full- and part-time work; contract work; vacation work; internships; work-integrated learning placements and voluntary work. All of these experiences contribute to the development of your skills.



Before you start... 
Decide how you would want to organise 

your portfolio 

On-line/ printed/ both? 
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Presenter
Presentation Notes
Before you start with your portfolio, you need to decide how you would want to organise your portfolio. Do you want to use on-line tools to place your portfolio on-line? Are you planning on printing your portfolio? If you want to print, will the on-line tool allow you to do this without effort?



3 sections 
Skills record 

Reflections 

Evidence 

Skills record 
Reflections 
Evidence 
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Presenter
Presentation Notes
There are three main sections to your portfolio: your skills record; your reflections on your activities and evidence related to your skills



Skills record 
Summary of your skills development: 

What happened? 

Where did it happen? 

When did it happen? 

Which skill(s) did I develop? 

What specific examples demonstrate this 

skill in action? 

Example of a skills record sheet 
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Name of 
organisation 

Northern Wildlife Trust 

Date June-September 2011 

Description Voluntary assistant: worked in a group of 
four volunteers to design and carry out a 
survey 

Skills developed Examples Evidence 

Teamwork I worked as part of a team to 
design and execute a 
research survey. I had to 
organise myself to make sure 
that I did not let my team 
members down. I also had to 
negotiate and sometimes 
compromise with other team 
members so that we could 
complete specific tasks 

Recom-
menda-
tions from 
my team 
members 

Time 
management 

I was able to learn more 
about the organisation and 
how it works. I could see how 
the information collected by 
the survey would be used to 
increase visitor numbers 

SPSS (Statistics 
Package for the 
Social Sciences) 

I was responsible for the 
analysis of the data with 
SPSS. I produced the report 
that was presented to the 
marketing committee. 

Complete
d report 
and 
presentati
on 

Presenter
Presentation Notes
Your skills record contains information about specific experiences you have had and how these contributed to the development of your skills. Questions you can ask here include: What happened? Where did it happen? When did it happen? Which skills did I develop - do I have examples of activities I was involved in to develop these skills? Also, indicate what evidence you have to support your statement. Also remember to not shy away from using challenges that you experiences as examples: these challenges together with how you approached the challenges show that you are able to think creatively about solving problems.



Basic workplace 
skills 
Computer skills (software packages and 

on-line tools) 

Language (compile, understand and 

interpret reports, e-mails, manuals) 

Communicating effectively in English 

(individual and groups) 

Numerical skills (charts, tables, budgets) 
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Presenter
Presentation Notes
There are basic workplace skills that are valued by employers - make sure that you collect evidence about these skills and others that are relevant to your industry and field. Some of these skills include computer skills, language skills and numerical skills.



Basic workplace 
skills 
Solving problems and making decisions 

Ability to work effectively with others in 

teams 

Positive attitude toward change 

Willingness and ability to learn 

continuously 
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Presenter
Presentation Notes
Further valued skills include problem-solving, ability to work well with others, a positive attitude and a willingness to learn.



Action plans 

Work logs 

Journals 

Any other tools you have used to help 

you with your development during your 

work experience 

My reflections 
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Presenter
Presentation Notes
Your reflections show that you have thought about your experiences and how you have managed your development. Examples of reflections include action plans, work logs and journals. These documents will help you to reflect on your skills and will be helpful in terms of compiling your CV and when you prepare for interviews.



What did I do? 

What did I like? 

What did I dislike? 

What did I learn? 

What skills did I develop? 

Did I have any challenges?  

How did I manage these challenges? 

Reflection questions 
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Presenter
Presentation Notes
As you engage with your work, ask yourself questions to constantly reflect on your development. Some examples of questions include: What did I do? What did I like? What did I dislike? What did I learn? What was my role? What did I do really well? What skills did I develop? Did I have any challenges?  How did I manage these challenges?



Progress reports 

Feedback from colleagues, clients, 

supervisors 

Certificates, awards, prizes 

Photographs 

Reports 

 

My evidence 
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Presenter
Presentation Notes
The evidence that you include in your portfolio needs to support your claims. For example, if you claim that you have well-developed conflict resolution skills you need to think about what evidence would illustrate this (for example, a letter from a client commending you for your role in terms of negotiating a contract). Types of evidence include progress reports, feedback from colleagues, clients and supervisors; certificates, awards, prizes; photographs and reports



Think about ethics: 

Is this document confidential? 

Do I need permission from X to 

include this document? 

Do I need to mask some of the  

information as to not identify 

specific persons (for example 

clients)? 

My evidence 
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Presenter
Presentation Notes
Remember to think about your inclusion of a specific document – do you need permission from a co-author to include it? From a client? Do you need to block out some of the information so as not to identify specific persons?



Professional photo 

Your mission statement and vision 

Your future career goals 

Your CV 

What else? 
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Presenter
Presentation Notes
You could also consider including a professional phot of yourself, your mission statement and vision; your future career goals as well as your CV



Ask a mentor 

Refine and adapt 

Get feedback 
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Presenter
Presentation Notes
Assemble the portfolio and ask a mentor to review your portfolio before an interview. Based on the feedback received, refine and adapt your portfolio.



Explore more... 

Visit our website at 
http://www.unisa.ac.za/counselling for more 
career- and study related resources 

Talk to us... 
E-mail: counselling@unisa.ac.za 
Ask a counsellor: bit.ly/askcounsellor 
Skype: unisacareers 

You may distribute, 
remix, tweak,  

and build upon this 
work, as long as the 
original creation is 

credited 
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http://www.unisa.ac.za/counselling
http://mailto:counselling@unisa.ac.za
http://bit.ly/askcounsellor


We appreciate 
your feedback 
We kindly request that you provide us with 
feedback about this presentation. Your feedback is 
confidential and all feedback will be collated to be 
used in reports without identifying you as an 
individual. Your feedback will help us to maintain a 
high level of service and to continue to improve 
our service. 
 
Click on the following link to complete the on-line 
feedback form: 
 
http://bit.ly/TKG6EG  
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