
PROFILE - Professional Development Portfolio
PROFILE: Development of a portfolio and essential documents (personal and professional) for use in seeking employment, applying for lateral/upward positions, or admission/submission to organizations or community involvement events.

Portfolios are a representation of an individual's personal and professional accomplishments in education, community and civic organizational service, and employment.  This document serves as a viable tool for use in seeking employment, applying for lateral/upward positions within an organization or admission to social/civic organizations. The PROFILE instrument is designed to equip attendees with information essential for the creation of an informative, effective, and eye-catching portfolio.  

Compilation of a portfolio encompasses a wide variety of material reflecting years/periods of one’s career in the workplace and social history. Portfolios will imitate one’s life experiences, accomplishments, achievements, etc. Therefore, creating a portfolio is an individual endeavor designed to display a positive and professional collection of information. 

This manual serves as a guide for use in compiling vital information for your portfolio. Hints, tips, pointers and activities are included to guide you in developing a document highlighting your unique skills, abilities and traits for presentation to current or future employers, civic and social organizations, or political aspirations.
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PROFILE Checklist


Guidance:  Ongoing accumulation of information is essential in the development of a portfolio which represents up-to-date documents of employment/educational/special interest/etc.  Areas of focus within the portfolio may include:
· Professional Growth

· Service to Community

· Performance Evaluation
· Self-Rating Worksheet
· Resume

Collecting, compiling and maintaining up-to-date employment information is a positive step in the direction of creating a portfolio which reflects job performance, commitment, evaluations, and service/community endeavors. Portfolios are useful tools in sharing information with:
· Supervisors 

· Accreditation Teams

· Service organizations

· Rank and Promotion Evaluators

· Potential employers
· Professional Growth – Items to include

· Certificates

· Attendance, recognition, appreciation
· Conference

· Seminar

· Workshops

· Other
· Training certifications

· Conference programs
· Service to College – Items to include

· Photos of event participation

· Conference/Workshop presenter information
· Committee member

· Volunteer projects

· Performance Evaluation

· Performance evaluation is a necessary and beneficial process, which provides annual feedback to staff members about job effectiveness and career guidance.
· Employer-specific instrument
· Self-Rating Worksheet

· Self-evaluations provide opportunities for individuals to assess strengths, challenges, and opportunities for growth.  Results of a self-rating instrument offer an opportunity to focus on areas of challenge with intent to seek guidance, additional or updated training in an effort to improve both personally and professionally.
· Resume

· Incorporation of a professional resume into a portfolio is essential. A resume’ is a reflection of a person’s work, educational, and service history.
· Career – current professional

· Civic or social organizational 

 SHAPE  \* MERGEFORMAT 



Essential Documents/Items

Portfolio ingredients consist of varied documents/items/collections with emphasis on a particular career, position or educational background. Portfolio guidelines do not dictate a defined collection of elements. However, essential features of a portfolio may have a combination of one or more of the following:

· Academic honors 

· Awards

· Certification (MCAS, AWE, IC3, Excel, PowerPoint)

· Church-related information

· Civic and social membership information

· Community service work

· Contact information

· Cover letter template

· Email address

· Internship experiences

· Language skills

· Leadership experiences (LDI)

· Lesson plans (Example)

· Military information

· Newspaper articles (Highlighting program or personal achievements)

· Organizational membership information

· Personality inventories (Emergenetics, Spectrum Development)

· Professional Development Plan

· Professional goals statement

· Professional interests

· Professional skills

· Published work

· Recommendation letters and references 

· Resume

· Self-expression work (Poetry, art, graphics)

· Volunteer information

· Work experiences

Non-Essential Documents/Items

· Social security number

· Birthdate

· Company/organization/agency identification number
· High school graduation date

Developing a Professional Development Plan

Quality professional development recognizes that teachers are central to student learning, and that all members of the school community participate in the learning process. Professional development should facilitate the continuing education of all employees within the school community. Effective, thorough professional development is job-embedded, continuous, on-going – and includes evaluation. 

Each employee should be encouraged to develop a Personal Professional Development Plan (PDP) which includes the following components:

· Addresses individual needs, but balances those needs with the needs of students, school, and educational system;

· Focuses on improving student learning as the overall goal and connects personal goals to demonstrated student needs;

· Reflects school, system, and/or state educational initiatives;

· Includes reflection as a part of the individual’s learning and growth;

· Includes developing and implementing personal learning goals; and

· Includes documentation of the outcomes of the professional development activities.

Step 1: Self-Reflection

Self-reflection should be an active process that includes feedback from your professional performance and its relationship to student learning. The intention of self-reflection should be to improve, expand, and strengthen your teaching, student services, and leadership abilities. Your reflection should be based on your strengths and your self-identified needs. You are encouraged to discuss the results of your reflection with others. A thorough self-reflection will include:

· Components of effective teaching, student services, or leadership;

· Journal logs or personal writings;

· Feedback from students, peers, supervisors, or other persons;

· Collection of student data or performance work (teachers), or comments from students and/or employees (student services or administrators);

· Analysis of results from former goal-setting efforts;

· Examination of any critical incidents in your life/career. 

Step 2: Goal-Setting

Most teachers would not dare enter a classroom without any idea of what they planned to accomplish. Why treat your own learning differently? Stating goals will provide structure for the development of your career just as a lesson plan outlines your class instruction. Set goals for yourself – first determine short-term goals that can be easily accomplished, or which do not involve great lengths of time, but which are meaningful to your life or career. Next, set long-term goals that may require more effort and time to accomplish. Be realistic in your goal-setting, but do allow yourself to dream a little!

Step 3: Strategic Plan

Decide on activities or strategies that you will include in your plan. These activities should outline the action steps and timeline that will lead to the achievement of goals that will impact your professional growth and have an effect on student learning. Some activities may be completed in a short time, while others may take a year or more to complete. Note dates of completion as you complete each activity. Examples include:

· Serve as a mentor for a new employee;

· Meet with an accomplished person in education or your specialty area who will share knowledge and expert advice with you – preferably many visits over a period of time – and record the highlights of your discussions;

· Observe other accomplished people in education or your specialty area, making notes of instructional practices or subject knowledge for future use in your classroom;

· Complete a university course, community or technical college course, online course related to your goals;

· Try a new instructional approach and document the results;

· Attend all in-service or training sessions provided for your benefit;

· Participate in a web broadcast that relates to your program area or job position;

· Attend a national conference related to education or your specialty area;

· Present an informative session at a local, regional, state or national conference;

· Read professional or technical literature or journal readings;

· View videos and perform website searches to locate and record new content knowledge, resources, and instructional strategies that can be utilized in your classroom;

· Get involved with a professional organization;

· Learn to use technology.

Step 4: Collaboration

To get the most out of your professional development plan, collaborate with others – your professional peers at local, state and/or national levels; with an organized professional learning community; or with a mentor. Meet with those colleagues on a regular basis to share notes, get ideas, gather feedback, etc. Work with other educators on similar activities and objectives. Choose an experienced educator in teaching, student services, or administration to discuss ideas and receive feedback – more regularly than once a year. 

Step 5: Evaluation

Progress towards accomplishment of goals should be recorded at regular intervals, but a definite time for evaluation should be specified – at least annually. During the evaluation, you should review your goals and determine if the planned activities have been accomplished. As you achieve goals, set new ones! The evaluation should also provide a reflection of how you grew professionally throughout the year – and how that growth impacted student learning. 

Documentation of your PDP should follow a standard template. You can find examples though online searches or use this sample format.

Professional Development Plan

	Section 1:  Personal Data

	Name
	Date

	Job Title
	Program Area

	Campus
	Supervisor

	Section 2:  Education/Certification/Licensure

	Highest level of education completed


	Year completed

	Education certifications completed
	Year completed



	Industry-based certifications earned
	Year completed



	Licenses earned
	Year completed



	Section 3:  Self-Reflection

	Main responsibilities of my current position


	My professional strengths

	My greatest professional accomplishments


	Self-identified weaknesses


	Section 4:  Goals/Activities

	Goal 1


	Activities to achieve Goal 1



	Goal 2


	Activities to achieve Goal 2

	Goal 3


	Activities to achieve Goal 3




	Section 5:  Professional Development Opportunities

	Structured Learning


	Action taken/Progress made

	Professional Organizations
	Membership, service, leadership



	Conferences
	Attendance, presentations



	Reading Professional Journal Articles/Books
	Notes



	Mentorships


	Notes


Current Career Issues Worksheet

What are your career issues?

How much time and effort you need to spend at any one step in the process depends on your career issues. It is important to be clear about these career issues so that you can develop an effective strategy for dealing with them. Career issues cover a broad spectrum, ranging from getting up to speed in a new job, to making a major career field change, or planning your retirement. The following is a list of statements that reflect the full range of career issues people face at one time or another. Which ones are relevant for you now?

Check the statements that are true for you at this time. Move quickly through these items.

· You are new in your job and must learn the basics to get up to speed and feel comfortable and productive.

· You have been in your job for a while and are striving for increased competence, in general.
· You have been in your job for a while, but have a new boss or organization leader.

· You need to improve your performance in certain areas of your current job.
· You need to update your skills or expertise to keep up with the changing technologies or state-of-the-art knowledge in your line of work.
· Your job duties have changed recently (or will change), requiring some new skills or expertise on your part.

· Your job may be eliminated due to reengineering or restructuring, and you want to begin “re-tooling” to be ready for future opportunities.
· You want to prepare for a promotion or move to the next higher level of responsibility.
· You want to broaden your skills or expertise to allow yourself more flexibility for future job moves.

· You want to change jobs within your current job category, and …

· Stay in your current division at your current institution

· Change to a different area at your current institution

· Change institutions within higher education

· Stay in higher education

· Leave higher education

· You don’t see much of a future if you remain in your current job, but aren’t sure of your options.

· You want to plan your retirement.
Self-Assessment Worksheet

Directions:  To gain a better understanding of yourself, answer the following questions.

1. Of the new and recent developments in my organization or field, what interests me the most? What are my current skills and strengths for pursuing these interests? (see suggestions list) What do I need to do to reposition my career so that I can get involved in these new areas?

2. What is most important to me in my work? What values guide the kind of work I want to do?  (see values list)

3. What things are “must haves” for me in a job? (time schedule, benefits, accessible day care, etc.)

4. What are my limiting factors? (location, health concerns, no travel, lack of degrees, etc.)

5. Is it time for me to consider working outside of my institution? (do I need a complete career change?)

Skills Assessment List*

	Adapt tools, machinery and equipment
	Follow-through on tasks

	Advise others
	Fund-raising

	Analyze data
	Give presentations

	Audit or balance financial information
	Hire people

	Budget time, resources, or materials
	Influence others

	Budget management
	Install equipment

	Calculate numerical data
	Interior design

	Compile research data
	Interview people

	Complete projects or tasks on schedule
	Instruct others

	Computer skills:  note all
	Interpret or translate to a different language

	Conceptualize ideas
	Invent new products

	Conduct statistical analysis
	Justify decisions

	Conduct market research
	Lead a department

	Control costs
	Lead an organization

	Construct or assemble things
	Legal expertise

	Coordinate services
	Make business deals

	Create displays
	Manage people

	Create advertising/market materials
	Mentor others

	Create graphs/charts
	Merchandising or product(s)

	Critique or review others’ work
	Multitask

	Curriculum development
	Negotiate contracts

	Demonstrate how to do things
	Operate equipment or machinery

	Demonstrate strong interpersonal skills
	Originate new ideas or procedures

	Design buildings
	Organize data or information

	Design flyers, brochures, booklets, etc.
	Organize people

	Detail-oriented person
	Organize processes or systems

	Detect problems or errors
	Organize programs

	Diagnose technical problems
	Promote products, services or events

	Dispense medicines
	Quality assurance

	Document records
	Quality improvement

	Edit written material
	Rehabilitate others

	Effective listening skills
	Schedule others

	Encourage productivity in others
	Sell products or services

	Establish policy and/or procedures
	Solve technical problems

	Estimate space or cost requirements
	Supervise construction projects

	Examine products or processes
	Supervise installations

	Financial analysis
	Supervise staff

	Financial planning
	Team builder

	Test others or objects
	Verbal communication skills

	Treat ill people
	Visionary

	Use multimedia equipment
	Write technical materials

	Use sophisticated equipment, instruments
	Written communication skills

	Use scientific/medical instruments
	


Values Assessment List*

	Acquiring new knowledge
	Opportunity for advancement

	Autonomy in job
	Power and influence

	Beautiful job surroundings
	Public contact

	Being around interesting people
	Quality of product

	Benefits
	Recognition

	Blending of family and career
	Regular 40-hour work week

	Challenging work
	Salary

	Clear rules and expectations
	Security

	Competition
	Status and prestige

	Creativity
	Supervising people

	Flexible work schedule
	Taking risks

	Freedom from pressure and stress
	Travel opportunities

	Friendships at work
	Variety and change in work

	Helping others
	Working alone

	Independence
	Working from home

	Involvement in decision making
	Working with a team

	Leisure time
	Working with details


*Ryan, Robin. What to Do with the Rest of Your Life: America’s Top Career Coach Shows You How to Find or Create the Job You’ll LOVE.  New York: Fireside, 2002, pp. 19-20.
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Action Steps Worksheet

Think about the gap between what your career is like now and how you would like for it to be. Think of an area you would like to improve. List some steps to move yourself from where you are now toward where you’d like to be (i.e., you might take a class, volunteer to head a team for a project, learn a new computer program).

· List some steps to move from where you are now toward where you would like to be.

· Categorize the steps as immediate, medium-term, or long-term actions.

Pinnacle/Foothill Activity

The purpose of this activity is to increase your self-awareness of elements of work which energize you (Pinnacles) or drain you (Foothills). You will need to find a partner to help you clarify and summarize. Recognizing your “Pinnacles” helps you create a direction for your career.

· On the Pinnacle Moments Worksheet – Think about your career and some of the events or projects that went especially well for you. Try to think of examples of things that you have done that were very energizing and satisfying. Write some bulleted items or a few sentences to describe 2-3 examples of those moments. Write down some adjectives, phrases, or a few sentences that describe what was satisfying about the events.

· Team up with a partner and share information about one of the Pinnacle moments you have written about. 

· On the Foothills Moments Worksheet – Do the same exercise for your Foothill moments. Write some bulleted items or a few sentences to describe unsatisfying events in your career. Write 2-3 examples on your worksheet. Think of something that drained you and was not energizing.

· Team up with a partner and share information about one of the Foothill events you have written about. 

· Summarize each – Pinnacle and Foothills – Ask your partner to help you summarize qualities that the moment reveals about you that you might want to consider for your professional development or career planning.

Pinnacle Moments Worksheet
Pinnacle Moment #1

Description:

What was energizing or satisfying?

Pinnacle Moment #2

Description:

What was energizing or satisfying?

Pinnacle Moment #3

Description:

What was energizing or satisfying?

Summary

Foothill Moments Worksheet
Foothills Moment #1

Description:

What was draining or unsatisfying?

Foothills Moment #2
Description:

What was draining or unsatisfying?

Foothills Moment #3
Description:

What was draining or unsatisfying?

Summary

Professional Development Worksheet

Complete with input from a mentor, coach or supervisor.

Answer the following questions to identify what is currently going on around me, and what changes I expect to occur in the near future.

1. How is the mission of my organization changing? What other changes are occurring regarding our customers, services, work processes, organizational structure, reporting relationships and personnel?

2. What are the organization’s changing needs regarding the workforce, and what new expertise and skills will be required or desirable?

3. What opportunities are available for developing this new expertise and skills (work experiences, training, rotational assignments, professional conferences, mentoring, etc.)?

4. How might my role (job) change in my organization? How can I prepare for or develop new skills for these changes?

5. New expertise and skills my organization wants me to learn include:

6. What new missions or projects appeal to me? What are the organization’s future needs? What kinds of development activities would help position me for participation in another work project?
7. In what areas do my interests and personal plans overlap with the changing needs of my organization?

8. What knowledge, skills, or abilities are important for increasing or maintaining the quality of my performance in my present assignments?

9. What knowledge, skills or abilities would help prepare me for opportunities or roles I might have in the future?

10. Compared to the development needs suggested by these factors, other interests for development that are important to me include:

Professional Organizations

American Association for Community Colleges (AACC)

One Dupont Circle, NW

Washington DC 20036

202-728-0200

www.aacc.nche.edu
Association for Career and Technical Education (ACTE)

1410 King Street

Alexandria VA 22314

800-826-9972

www.acteonline.org
Consortium for Entrepreneurship Education

1601 West Fifth Avenue, #199

Columbus OH 43212

614-486-6538

www.entre-ed.org
League for Innovation in the Community College

4505 East Chandler Blvd., Suite 250

Phoenix AZ 85048

480-705-8200

www.league.org
Louisiana Association for Career and Technical Education (LACTE)

1914 Carrollton Avenue

National Association for Career & Technical Education Information (NACTEI)

650 West State, Room 324 PO Box 83720
Boise, ID 83720-0095
208-334-3216, Extension 337

www.nactei.org
National Career Pathways Network (NCPN)

PO Box 21689

Waco TX 76702-1689

800-518-1410

www.ncpn.info
National Institute for Staff and Organizational Development (NISOD)

1 University Station, D5600

Austin TX 78712-0378

512-471-7545

www.nisod.org
States Career Clusters Initiative (SCCI)

National Career Technical Education Foundation (NCTEF) under direction of 

National Association of State Directors of Career Technical Education (NASDCTEc)

8484 Georgia Avenue, Suite 320

Silver Spring, MD 20910

301-588-9630

www.careerclusters.org
504-866-3855

New Orleans LA 70118

www.lacte.org
Appendix
Sample Resumes
Rebecca Laszlo

15 Main St ( Sometown, NY 55555

Home: 718-555-5555 ( Cell: 917-555-5556

someone@example.com

Entry-Level Administrative Assistant

	Profile

	
	Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.

	Education

	
	ABC school — Sometown, NY

	
	Relevant Courses:

· Project Management for Executive Assistants

· MS Office for Professional Staff

· Electronic Presentations for Business Professionals 

· Keyboarding and Document Formatting

· Communication Skills for Executive Assistants 

· Finance for the Non-Financial Manager 

· Professional Office Procedures

	
	Professional Development:

· Microsoft Office Specialist (MOS), 2007

	Key Skills

	
	Office Skills:
	Office Management

Records Management 

Database Administration


	Spreadsheets/Reports

Event Management

Calendaring


	Front-Desk Reception

Executive Support

Travel Coordination



	
	Computer Skills:
	MS Word

MS Excel

MS PowerPoint
	MS Outlook

MS Access

MS Project
	MS Publisher

FileMaker Pro

Windows

	Experience

	
	ABC school — Sometown, NY
	Assistant / Practicum, 2007 to 2008

	
	Handled multifaceted clerical tasks (e.g., data entry, filing, records management and billing) as the assistant to the registrar and admissions offices. Coordinated travel arrangements, maintained database and ensured the delivery of premium service to students. Quickly became a trusted assistant known for “can-do” attitude, flexibility and high-quality work. 

Highlights:


Sample Resumes Continued

Your Name
	Email
	readytowork@yahoo.com

	Cellular Phone
	337-555-1212

	Address
	One Opportunity Lane, Anywhere, LA 37555

	Education
	Bachelor of General Studies from Northwestern State University Fall of 2000.
Great High School Graduate 1997.

	Work Experience
	Occupational Resources and Guidance, Anywhere, Louisiana. December 1, 2008 – present. Support Coordinator.
· Coordinate Medicaid services for eligible clients

· Client liaison to Office of Citizens Developmental Disabilities

· Annual and quarterly assessment of client eligibility

· Identification of appropriate providers and facilities for clients

· Develop a comprehensive plan of care annually and execute goals in a timely manner

· Implementation and monitoring of client health and well being
Children’s Health Center, Anywhere, LA.  October 2006-April 2008. Case Manager/Health Educator.
· Promote responsible life choices for adolescents and young adults

· Educate adolescents on practices of safe sexual behaviors

· Evaluate, assess, manage Medicaid services for expectant mothers

· Conducted well-child evaluations, assessments
Medicine Avenue Program funded by The Aged Foundation, Anywhere, Louisiana.  April 2004-December 2005. Patient Assistant Program Specialist.

· Coordinated medication assistance through pharmaceutical patient assistance programs

· Conducted weekly physician visits to collaborate appropriate patient program

· Evaluate patient eligibility for continued participation in the program
Assistance with Law Firm, Anywhere, Louisiana. June 2003-April 2004.  Legal Assistant.

· Customer service

· Clerical duties

· Coordinate loan closing 

· Develop and file necessary legal documents

Gateway Conference Center, Anywhere, New Mexico Summers of 2000, 2002. Childcare provider.

· Lead Preschool Teacher for Toddlers (Supervisor)

· Develop and implement weekly lesson plans

· Communicate with parents concerning child issues related to health,



	Volunteer Experience
	Basketball Coach, First Church, Anywhere, Louisiana. Winter 2009, 2005, 2004.

Girl Scouts of America, Camp Counselor, Summer 2001.  

Medical Center – Volunteer Program. Summers of 1997, 1999.

	Skills
	Microsoft Word Level I & II

Microsoft Excel Levels I & II

Microsoft PowerPoint

Louisiana Office of Citizens with Developmental Disabilities (OTIS)

Mega East Data System

Child Passenger Safety Technician Certification – Louisiana

	Strengths
	· Ability to coordinate meetings, efforts among multiple entities

· Ability to be objective in monitoring, assessment, evaluation and determination of needed services

· Project completer

	References
	Supervisor

· Teacher/Texas Independent School District

· 1212 Helper Lane, Anywhere, LA 71446                             

· (337)555-12-12

Friend
· Director of Children’s Health Center 

· 101 North Wall Street, Anywhere TN 62901  

· (618) 555-1212
Co-worker
· Clinic Manager of Children’s Health Center

· 101 North Wall Street,  Anywhere, LA 66701  

·  (412) 555-1212


Cover Letter
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
March 12, 2010
MACROBUTTON  DoFieldClick [Recipient Name]
MACROBUTTON  DoFieldClick [Title]
MACROBUTTON  DoFieldClick [Company Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
Dear MACROBUTTON  DoFieldClick [Recipient Name]:

I am writing in response to your advertisement in  MACROBUTTON  DoFieldClick [location of advertisement] for a  MACROBUTTON  DoFieldClick [job title]. After reading your job description, I am confident that my skills and my passion for technology are a perfect match for this position.

I would bring to your company a broad range of skills, including:

·  MACROBUTTON  DoFieldClick [List skill]
·  MACROBUTTON  DoFieldClick [List skill]
·  MACROBUTTON  DoFieldClick [List skill]
·  MACROBUTTON  DoFieldClick [List skill]
·  MACROBUTTON  DoFieldClick [List skill]
I would welcome the opportunity to further discuss this position with you. If you have questions or would like to schedule an interview, please contact me by phone at  MACROBUTTON  DoFieldClick [phone number] or by e-mail at  MACROBUTTON  DoFieldClick [e-mail address]. I have enclosed my resume for your review, and I look forward to hearing from you.

Sincerely,

 MACROBUTTON  DoFieldClick [Your Name]
Enclosure
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