Electronic Portfolio Development Packet

Taken From Career Services, Oakland University, Rochester, MI and modified with permission (http://www2.oakland.edu/careerservices/job_search_resources/Electonic%20Portfolio%20Information%20Packet.htm)
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I.  
What is an Electronic Portfolio?
 

Electronic portfolios are selective and purposeful collections of work assembled to demonstrate personal achievement and abilities and are made available on the World Wide Web.  Portfolios focus on the reflections of one’s work. They provide meaningful documentation of abilities.  Portfolios may contain a resume, work samples, project documentation, work philosophies, course listings, and a list of competencies and skill sets.  Portfolios bring together curriculum, instruction, community involvement, and work experience in an organized fashion.

 

 

II.
Why Should I Develop an Electronic Portfolio?


 

Portfolios are effective ways of marketing skills and abilities to current and potential employers and graduate programs.  The major advantage of electronic portfolios over folders and notebooks is that they provide easy access to a candidate’s performance. A web address listed on a resume enables employers to access an electronic portfolio from practically anywhere in the world.  Electronic portfolios also demonstrate a candidate’s technical skills. 

 

Another benefit of electronic portfolios is that they are able to store multiple media.  Those involved with fine arts performances, productions, or broadcasting areas are able to convert video and demo tapes into multimedia files for viewing or listening in an electronic portfolio. 

 

 

III.
What Content Should Be in an Electronic Portfolio?

 

An electronic portfolio should contain professional or career-related content that expands, supports and elaborates on what is found on a resume.  Throughout your academic career and employment, collect and preserve documents and items that should be considered for inclusion in an electronic portfolio.  Freshmen and sophomore students may want to include items from high school.  When compiling an initial portfolio or updating an existing one, review these items and select a few significant or key pieces that will portray to the reader a brief but high quality overview showcasing your skills, abilities, and accomplishments.  

 

Every portfolio will be different as each person’s experiences and backgrounds are unique.  Listed below are some suggestions to assist you in determining what items should be considered for inclusion in a portfolio.  Also provided are some general guidelines to consider before publishing certain items on the web.  Many items are not recommended for publication because of legal and personal safety issues involved in posting them on the web. 

 

Once you have completed your electronic portfolio, develop a paper version that is portable and may be used on interviews.  Always bring extra copies of key documents or samples of your work that may be left with an interviewer upon their request or your suggestion.  Finally, don’t forget to list the web address of your portfolio on your resume below your e-mail address on your heading or by adding the following at the end of your resume:

Electronic portfolio available at http:/list link here 

Paper portfolio or work samples available upon request

III.
What Content Should Be in an Electronic Portfolio? (con’t)

 

Items we do not recommend including in your Electronic Portfolio:

Letters of recommendation

References

Home Address

Non-professional, work or education related materials

Work samples containing proprietary or confidential information

Group oriented projects without written permission of co-contributors

Photos of people 

Personal information (age, gender, marital status, ethnicity)

 

Items we recommend you do want to include in your Electronic Portfolio:

 

All Majors & Career Areas

 

Your name

E-mail address

Resume

List of courses taken
School projects

Career summary

Functional skills list

Course project/paper samples

Community involvement

Volunteer projects

Extra-curricular projects

Computer skills

Multimedia clips

 

IV.
Design Tips and Recommendations for Electronic Portfolios 

·  

·       Use Dreamweaver and network file storage available to you at Madison HS
Create a folder entitled “Electronic Portfolio” on your network drive.  Create a new website entitled Electronic Portfolio and begin your website portfolio.
·       Develop a consistent look and feel to your pages.  

Since readers of your site will jump around from page to page on the web, you want to develop a look the readers can carry throughout the site.  This will accomplish two things.  First, the employers should constantly be aware of who you are and one way to accomplish this is by having a constant visual cue such as a logo on every page.  Second, lack of consistency presents a scattered, unprofessional image you don't want to broadcast.  
·  

·       Use a table of contents in your homepage.  

Design your pages so they are easy to read and use a table of contents at the top so the reader does not have to scroll down the page to locate information.  Keep your home page simple; you want to engage the reader on the first page, not confuse them.  An easy to read and well-organized home page will entice the reader to explore further.  Links should be clearly labeled and descriptive.  For example, don’t name a link “Class Project.” Be specific and label it as “Research Project on Behavior Modification Techniques in the Classroom.”  Typical headings in a table for contents are: Qualifications Summary, Teaching/Work Philosophy, Resume, Academic Coursework, Technical Skills, Work/Project Samples, Interpersonal Skills, Leadership, and Community Involvement.  However, headings should be tailored to reflect the skills you are marketing and the field in which you are seeking employment. 
 

·       Limit the content in your electronic portfolio.  

Only post a limited amount of information in your electronic portfolio.  Readers will fail to explore all of the links provided if too much content is loaded onto an electronic portfolio.  Make sure that your links accurately describe what is contained on those pages so that the reader is able to easily navigate the site and find the information they want to read.  Choose your most related and pertinent information that showcases your best work. 

·  

·       Saving your home page & creating a template page.

When developing your home page, it must be named index.htm and saved under that file name. 

Develop a “blank page” which you can be used as a template for the development and format of your web pages.  When creating a new page, all you need to do is continually copy and reformat the template.  This will help to ensure formatting consistency throughout your electronic portfolio.  

IV.
Design Tips and Recommendations for Electronic Portfolios (con’t)
·  

·       Include a home page button and footer with your contact information on every page.  Include the entire Navigation Bar on each page as well in the same location as one the Index page.  Add contact information  on each web page should include your name, e-mail address, and the date you last updated your site.  This eases navigation and provides easy access to your contact information.

 

·       Vary your text styles.  

Just as in a letter or term paper, you may want emphasize key points.  Try italics, bolding or even different colored fonts to highlight information and create a site that is pleasing to the reader.  USE NO MORE THAN 2 FONTS PER PAGE!  BE CONSISTENT.
 

·       Keep frames simple if you choose to use them.
Some browsers do not support complex frames, which means your page will not look the same on all browsers.  The back button may not take you back and it is harder to print and save desired pages because you have to be active in (or have last clicked in) the frame you wish to print.  If you keep it simple, such as a frame for your links and a frame for the body of each page, your design should remain consistent on different browsers.  Tables can be used for all the things you want to do in a frame.

·  

·       Use thumbnails when you include many photos.  

Shrink your photos down into very small images so that they will not take as much time to download.  This saves time when the reader is opening your page.  Have the reader click on the picture to bring up the enlarged photos on a separate page.  If you're only using one or two pictures, this is not necessary.  

 

·       Use graphics, animation and pictures cautiously.  

Graphics provide interest and liven up your site and may be used as links instead of words.  However don’t go overboard in their use, as they will take a longer time to download.  All animations and graphics do not work in all browsers.  If you plan on using them, verify they work in both Netscape and Explorer web browsers.

 

·       Test your links at least once a week and continually update your site.  

Sometimes links get lost or damaged.  Verify your site and its links are in working order and all of the information on your site is retrievable.  Whenever you have any new information pertinent to your job search, update your web site to include it.  Readers visiting your site a second time will discover new, additional information about you that makes you more qualified.  Also include the date you last updated your site to illustrate you are constantly maintaining your site and the information is correct and up to date.

 

·       Have fun with your electronic portfolio.  
Your web site should not only show your academic side but also your creative and technical side.  Don't be afraid to try out different graphics and colors.  Feel free to explore some of the sample portfolios listed below or search the web for other sites.  Remember to keep your portfolio professional, but having an attractive site will help you to make a positive impression.
 

 

V.
Sample Electronic Portfolios

 http://www.eresumeiq.com/Thomas-Contact.html
http://www.eresumeiq.com/Tim-M.html 

http://www.reslady.com/PK-bio.html 

http://www.freelancewriter.ws/
