
Hannaford Career Center 

Portfolio Guide 

 
Your portfolio is a direct representation of your skills, talents and interests. When you complete 

your portfolio, you will have an effective tool to demonstrate your skills and accomplishments to 
professionals in your field.  

In order to produce a thorough portfolio, you must collect the items listed below throughout the 
year; this will enable you to organize these documents in order to create a portfolio that sells your 
strengths, talents, training and certifications. 

Note: Try to create a portfolio that is consistent throughout. Use the same font in your resume, 
cover letter and references list; margins, borders, and color schemes should be the same from your 
cover through to the final document (as applicable). 

 
1. Cover 

a. Eye-catching, professional, effective, typed and easy to read 
b. In most cases, a picture of you at work is most effective. Visual artists should consider 

featuring a work they are especially proud of on their covers. 
 

2. Table of Contents 
a. Organize your portfolio first 
b. Instead of listing every single document, type the TOC by category. 
c. Use tab dividers to set each category apart from the others (See the “Organizing your 

Portfolio” handout on the display in room A204). Be sure to write legibly on the tabs. 
 

3. Cover letter (also called a letter of application) 
a. Proper business format with absolutely no errors in grammar or spelling 
b. See sections 208, 209 in School to Work 

 
4. Resume 

a. See sections 206, 207 in School to Work 
b. Up-to-date, typed, with absolutely no errors in grammar or spelling 
c. One page 
d. Use a format that fits your job and/or experience. 
e. If you use a template, be sure to replace all given text with your information. 

 
5. List of references – people who will serve as a reference on your behalf (not related to you) 

a. You must ask for permission before you put a name on your list. 
b. When you ask, be sure to get the complete name, address, phone number and email 

address where this person wants to be reached. 
c. For each reference, list: name, job title (usually how they know you), and contact 

information – include reference letters, if you have them. 
d. Format to match your resume (same font, same heading with your name). 



6. Transcript 
a. Ask your high school or college guidance office for an unofficial copy. 
b. After graduation, ask for a copy of your final transcript. 

 
7. Personal reflection 

a. See section 141 in School to Work 
b. A writing sample in essay form 
c. Explain how you became interested in your program, what you are currently doing to 

further your skills in that area, and where you see yourself 5-10 years in the future 
(handouts available in A204 and on the Tech Com website). 

d. Typed, with absolutely no errors in grammar or spelling. 
 

8. Thank you letter 
a. See sections 200, 201 in School to Work 
b. Typed, with absolutely no errors in grammar or spelling. 
c. Written in proper business format (typically block format; don’t forget your signature) 

 
9. Technical writing samples (2+) 

a. Examples of your writing within your program. Examples could include: 
Memo, work order, how-to instructions (process piece), maintenance logs, script, lab report, 
menu, brochure, recipe, research paper, report, public service announcements, news articles 
(check with your instructor). 

 
10. Program-related materials 

a. Documentation of your skills and accomplishments 
b. Examples: awards, certificates, samples of successful assignments, blueprints or 

diagrams, drafting drawings, video links, photographs, art work, professional or national 
certifications (ServSafe, OSHA), evidence of membership in trade organizations (FBLA, 
SkillsUSA, FFA, HERO), etc. 

c. Include a short, typed caption. (Avoid making a scrapbook. People should know what 
they are looking at and why you have included it). 
 

11. Other/Personal 
a. Extra-curricular activities, volunteer work, serious hobbies 
b. Additional certifications (CDL, EMT, etc.) 
c. Accolades and awards  
d. Avoid: high-risk hobbies, areas of minimal interest, controversial affiliations 

 
12. Competencies checklist completed by program instructor 

 


