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CHAPTER OVERVIEW
The purpose of Chapter 14 is to have students start a Career Development Portfolio that will help them get and keep the job they want.  Creating the Career Development Portfolio is an effective assessment process that helps students reflect on their beliefs, values, interests, abilities, and strengths, and helps them determine their goals.  This process encourages students to decide on the type of job they want.  The portfolio is also a powerful tool that allows students to organize and document information.  A sense of confidence results from getting organized and seeing documentation of skills, abilities, and competencies.  The portfolio can also provide a competitive edge during a job interview.  It can be used to justify credit for work experience and for career advancement.  Chapter 14 provides strategies and guidelines to help students plan, set, and meet their educational and career goals.

CHAPTER OBJECTIVES

Students will learn:

· How to create a Career Development Portfolio

· How to assemble the portfolio

· The contents of the portfolio

· How to use the portfolio for writing an effective resume

· How to use the portfolio to prepare for interviewing

· How to explore careers

CHAPTER OUTLINE

Chapter 14:  Career Development Portfolio:  Connecting School with Career

Creating a Career Development Portfolio


The Importance of a Career Development Portfolio


When Should You Start Your Portfolio?

How to Organize and Assemble Your Portfolio

Elements of Your Portfolio

Cover Letter

Cover Page

Title Page

Contents Page(s)

Introduction

List of Significant Life Experiences


Analysis of Accomplishments

Inventory of Skills and Competencies

Documentation

Work Philosophy and Goals

Resume

More on Cover Letters

Interview Planning

Samples of Work

Summary of Transcripts

Credentials, Certificates, Workshops

Bibliography

Appendix

Overcoming the Barriers to Portfolio Development

Choosing Your Career

Workplace Trends

Business Ethics

Worksheets:

· Worksheet 14.1:  Applying the ABCDE Method of Self-Management

· Worksheet 14.2:  Career Planning Grid

· Worksheet 14.3:  Preparing Your Resume

· Worksheet 14.4:  Interviewing the Employed

· Career Development Portfolio: Exploring Careers

SUCCESS PRINCIPLE 14:  Focus on ACCOMPLISHMENTS, not entitlement.

VISUALIZATION: 

Discuss the importance of the portfolio for connecting school with life.
TEACHING TIPS
The Importance of a Career Development Portfolio

Discuss the importance and the purposes of the Career Development Portfolio.  Review the procedures for creating a portfolio:


-
Determine purpose.


-
Determine criteria.


-
Do the homework.


-
Assemble the portfolio

How to Organize and Assemble Your Portfolio

Review the four steps to organizing and assembling a Career Development Portfolio.  Ask students how the portfolio can assist them in school and in their careers.

Ask students what the advantages are for starting a portfolio the first semester of college.

Elements of Your Portfolio

Discuss the contents of the portfolio:


-
Cover letter


-
Cover page


-
Title page


-
Contents page(s)


-
Introduction


-
List of significant life experiences


-
Analysis of accomplishments


-
Inventory of skills and competencies


-
Documentation


-
Work philosophy and goals


-
Resume


-
Samples of work


-
Summary of transcripts


-
Credentials, certificates, workshops


-
Bibliography


-
Appendix

Review the importance of a cover letter.  Stress that a cover letter greatly increases a person’s chances of being asked for an interview.  A cover letter:


-
Creates a positive first impression.


-
States the writer’s accomplishments.


-
States the benefits the writer brings to the company.


-
Shows initiative and confidence.


-
Equates the writer’s skills to the company’s needs.


-
Points out specific aspects of the resume.

Have students write cover letters and review them in groups.  Discuss why they are effective.

Overcoming the Barriers to Portfolio Development
The Career Development Portfolio requires time and effort and the willingness to reflect, write, and asses.  Procrastination is a major barrier to developing a portfolio and to career planning.  Many students do not think about developing a portfolio, resume, or cover letter until after graduation.  Seeing the benefits of the portfolio and of career planning is one of the best ways to overcome procrastination.  Encourage students to start building a network during the freshman year.  They can also use a basic resume and develop a cover letter for summer and part-time jobs.  The more experience students have with job-search tools, including interviewing, the easier it will be for them to make career planning a lifelong activity.  Urge them to update their portfolios at least once a year.  Encourage them to keep their portfolios updated on disk and on the hard drive of their computers and to make a hard copy bound in a folder.

Choosing Your Career
Some students know what they want to study in college and may have some career goals.  Many students may choose a college major without exploring other majors or matching their skills, interests, abilities, or aptitude.  The average college student changes his or her major three or four times, and the average career professional changes careers five times.  Therefore, stress the importance of exploring different occupations and jobs throughout life.   Taking self-assessment tests, visiting the career center, taking interest inventories, exploring strengths and skills, and interviewing career professionals are all helpful ways to explore careers.  You may want to invite a speaker from the career center to discuss resumes, cover letters, and interviewing.

Workplace Trends

Ask students what they think are the biggest challenges and issues facing businesses today.  You may want to bring in a few copies of the Wall Street Journal or assign a library or Internet search to discover the latest workplace trends.  Some examples are listed below.


-
Advanced technology


-
Contingent workforce (part-time and contract employees)


-
Environmental concerns, both internal and external


-
TQM (total quality management)


-
Networking and career counseling


-
Health-care issues


-
Child care for employees


-
Government regulations


-
Job retraining


-
Community involvement


-
Job security and loyalty


-
Productivity and efficiency gains


-
Improved labor relations


-
Job sharing


-
Virtual office


-
Value-added performance


-
Global competition


-
Re-engineering or downsizing

Business Ethics
Discuss the importance of ethics (character, honesty, integrity, and civility).  Stress the value of developing a code of ethics that will help guide students throughout their careers.

IN-CHAPTER CRITICAL THINKING QUESTIONS

Figure 14.1:  Career Development Portfolio Planning Guide

Page 14-4

What are some other strategies you can use to prepare for your career?

Answers will vary according to each student’s career choice.  Answers may include joining career-related clubs, reading articles and books, and exploring internships.

Figure 14.2:  Career Development Portfolio Elements

Page 14-6

What are the different ways you can personalize the cover page?

Answers will vary depending on personality and creativity.  Answers may include using heavy cardstock paper and adding a personal logo.

Figure 14.3:  Career Development Portfolio Introduction

Page 14-7 

What are some other elements you should include in your portfolio?

Answers should include a list of significant life experiences; analysis of accomplishments; inventory of interests, aptitudes, and values; inventory of skills and competencies; inventory of personal qualities; documentation; work philosophy and goals; resume; interview planning; samples of work; summary of transcripts; credentials, certificates, workshops.

Figure 14.4:  SCANS Skills

Page 14-9

Which of these skills do you need to develop?

Answers will vary according to each student’s level of skills and competencies.

Figure 14.5:  Sample Mission Statement

Page 14-12

What other types of personal information can your mission statement reveal?

Answers will vary but may include short-, medium-, and long-term goals.

Figure 14.6:  Sample Resume

Page 14-15

What is the most important element of your resume?

Answers will vary, but should include that a resume should show connections between your strengths, accomplishments, and skills and the needs of the employer.  The entire resume creates a good impression.  The presentation, format, and content are each important elements.

Figure 14.7:  Sample Letters

Page 14-17

Who might you ask to write a letter of recommendation?

Answers will vary but may include college professors, advisors, and current or previous employers.

Figure 14.8:  Sample Follow-Up Letter

Page 14-20

What should you include in your follow-up letter?

Answers will vary but should include: thanking the interviewer for their time and interest; expressing what you have learned about the company and position during the interview; and concluding by adding what you can offer the company.

FEATURE NOTES

Personal Performance Notebook

14.1:  Transferable Skills

Page 14-10

Ask students to review their Personal Performance Notebook entries and jot down other transferable skills that they have, for example, plumbing, computer skills, cooking, fixing cars, gardening, etc.

14.2:  Inventory of Personal Qualities

Page 14-11

The purpose of this exercise is to review the importance of personal qualities for school and job success.  Have students examine the SCANS personal qualities and indicate how they would demonstrate each one.  They should also add to the list those personal qualities that they think are most important for their occupation.

14.3:  Inventory of Interests, Aptitudes, and Values

Page 14-13

Have students review their aptitudes, reflect on their aptitudes or the skills that come easily for them, and list their skills and competencies.  They should compare them with SCANS.  (Remind them that SCANS is a guide.)  Various careers may have special skills and competencies that employers in that field consider necessary.

14.4:  Assessing Your Goals

Page 14-14

This is a valuable exercise for reflecting on goals and developing an action plan.  Have students complete the exercise at home and bring it to class for discussion.

14.5:  Values

Page 14-25

Discuss the importance of assessing values.  Ask students to be honest as they describe the values they believe in and how they would demonstrate these values.  What have they done that documents the values most important to them?  Have them add to the list of values.

Peak Progress

14.1:  Tips for Exploring Your Career

Page 14-22

Discuss how students chose their majors or fields of study.  You will probably note several different responses.  Some students may have given this a lot of thought and are certain of their career choices.  Others may have drifted into their area of study or may have felt pressured by parents to enter a certain career.  Still others may have no idea what they want to do.  Indicate that many people have drifted into a job or a career thinking it would be temporary. 

14.2:  Applying the Adult Learning Cycle to Connect with School and Job Success

Page 14-23

Have students complete the adult learning cycle.  Why is a portfolio important?  Discuss the importance of reflection and making connections between disciplines, major classes, general education classes and work.
Career in Focus

Career Planning is Lifelong

Page 14-24

What might have happened to Steven if he had not taken the risks of moving to a different career?

Steven probably would have continued teaching social studies, but would not feel as fulfilled in his career.  Without taking the risks of changing careers, he never would have followed his lifelong passion of politics and feel rejuvenated and excited about his work again.

Peak Performer Profile

David Filo and Jerry Yang

Page 14-26

If you were preparing Filo’s and Yang’s resumes, what would you write in the job objective section for these “Chief Yahoos”?  What are some of their personal experiences that may have contributed to their career success?

Answers will vary but may include: “To break new boundaries by creating and maintaining an innovative, user-friendly, and fun Web-search engine to facilitate exploration on the World Wide Web.”  

Early on, Yang had to learn determination and to persevere through unfortunate times, adapt to a new culture, and learn a new language.  Filo grew up with a sense of community and teamwork.  

REVIEW AND APPLICATIONS NOTES

Potential answers to the Review Questions on Page 14-28.

1.
What is the purpose of your Career Development Portfolio?

It is a tool designed to highlight your strengths, skills, and competencies to other people.

2.
What are the four steps for organizing and assembling your portfolio?

Step 1) Determine your purpose. Step 2) Determine criteria. Step 3) Do your homework. Step 4) Assemble your portfolio.

3.
How can you document your skills, competencies, and personal qualities for your portfolio?

Write the names of people who can vouch that you have these skills, competencies, and personal qualities.  Include letters of support and recommendation.

4.
What information should be included in a resume?

Personal information, job objective, educational background, awards and honors, campus and community activities, work experience, professional memberships and activities, and references.

5.
How long should career planning take?

Career planning is lifelong.

Revisualization

Page 14-28

Students generally enjoy discussing the relevance of certain classes. Have them review the visualization box and dispute and replace negative thoughts with positive thoughts and behaviors.  Discuss the example and have them apply the ABCDE method whenever they get discouraged.
Ask students if the portfolio has helped them in the process of  organizing, reflecting, integrating experiences, documenting and demonstrating skills, strengths, competencies, and personal qualities?  Do they feel comfortable visualizing themselves successfully conducting a job interview?
Case Study

Exploring Careers

Page 14-29

The purpose of this case study is to highlight the connection between school success and a sense of relevance and purpose.  Suggested answers follow.

In the Classroom

1.
Maria should spend time in the career center exploring careers, taking assessment inventories, and talking with career counselors.

2.
Maria seems to have an interest in working with children, and equality and environmental issues.  She should first look at elementary education, law, and environmental science.  These areas will lead to other possible areas of interest.

In the Workplace

3.
Maria’s Career Development Portfolio will help her assess her goals and review her strengths, interests, values, and achievements.  It will also help her demonstrate competencies and skills to employers.  A career guidance counselor can help her explore career changes.

4.
Maria should plan, create, and maintain a Career Development Portfolio.

WORKSHEETS

14.1:  Applying the ABCDE Method of Self-Management

Page 14-30

Students will gain insight on the connection between school and work and take away that what they learn right now will definitely be important in their career.

14.2:  Career Planning Grid

Page 14-31

This grid will help students organize their career planning.  Developing a systematic job search is important.  Too many students simply send out a few resumes and then wait by the telephone.  Have students write a career objective and design a plan for achieving it.

14.3:  Preparing Your Resume

Page 14-32

This worksheet will help students in the planning process of their resume and as they develop their Career Development Portfolio.

14.4:  Interviewing the Employed

Page 14-33

Students may resist this exercise but assure them that it is beneficial.  Have them interview employees using the questions and interviewing techniques.  Sharing their interviews can be an excellent public speaking presentation.  The entire class is then informed of different careers.  Have students keep notes and review them in their teams.

Career Development Portfolio:  Exploring Careers
Page 14-34

Encourage students to use the resources of the career center, library, and the Internet as they explore careers. 

ADDITIONAL ACTIVITIES

A note to the Instructor:  These activities are exclusive to this manual.  They are designed to meet the individual needs of your students.  If applicable, these activities can be assigned to pairs or groups of students.

Exploring Careers
Students should increase their awareness by exploring careers that they may not even know exist.  This is a good exercise to combine with public speaking.  Students can take four or five minutes to discuss the most unusual or interesting careers that they discovered and how they relate to future employment.

Jobs You Love?

Some students have no idea about what careers they want to pursue.  On a separate sheet of paper, have students write down the kinds of jobs that they would absolutely not want to have.  Then ask them to look for a pattern.  Have they eliminated all desk jobs or jobs that involve public speaking?  Next have students list the kinds of jobs they might like to explore.  Discuss their preferences in class.

Career Preparation
Have students:


-
Reflect on the competencies required for their desired occupations.


-
Review the list of job categories below and add additional competencies.

Use the following list as a guide for competencies.  On a separate sheet of paper, ask students to write their current competencies for each category.






Competency List
1.
Vocational 
4.
Creative and recreational
7.
Humanities

2.
Civic
5.
Value clarification
8.
Natural sciences



3.
Domestic
6.
Fine arts
9.
Social behavior






10.
Communication

ADDITIONAL RESOURCES

Combs, Patrick. Major in Success: Make College Easier, Fire Up Your Dreams, and Get a Very Cool Job, 3rd edition. Berkeley, CA: Ten Speed Press, 2000.

Brown, Duane and Linda Brooks. Career Choice and Development, 3rd edition. New York: Jossey-Bass, Inc., 1996.

U.S. Department of Labor. The Occupational Outlook Handbook. Indianapolis, IN: JIST Publishing, 2000.
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