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Career and Technical Education Center

Portfolio Introduction
To the student:

A “Portfolio” is a collection. It can be a collection of art work, personal writings, photographs, samples,
stock certificates, etc. Your portfolio will be a collection of items which represent the skills, knowledge and
personal attributes you have gained while participating in a Career & Technical Education program. The pur-
pose of the portfolio is to present your skills and achievements to your teacher, employer, or college admis-
sions officer in an organized and professional manner.

Throughout your academic career at the Career and Technical Education Center, you will be complet-
ing many projects which will teach you the skills of that particular trade or career area you have chosen.
Keeping a visual or written record of your projects and activities will assist you in evaluating your own progress.
The collection of these visual or written records will become your “portfolio.” When you approach a prospec-
tive employer in an interview or apply to a post-secondary program, you will be able to document the skills
and activities you have learned and participated in while attending the Career and Technical Education Center.

Some of the activities and projects may appear unimportant to your trade or career area. All of the
activities and projects are aimed at developing skills that have been identified by employers as critical to
successful employment. These skills will be important throughout your lifetime, no matter what career area
you work in, and no matter how far you go with your education.

Your teacher will guide you in the development of your portfolio. Some activities have worksheets to
help document your progress. It is your responsibility to use them and complete them in a timely and orderly
manner. A folder will be provided to you for collecting and maintaining your portfolio items. Other items may
be represented in a variety of ways depending on your goals and/or your teacher’s requirements. Which of
the items you use for self-promotion, and how you present them in an interview will be your decision.

All students are required to develop and complete a portfolio. It is important that you add to your
portfolio throughout the school year, as you receive a portfolio grade on your 2nd quarter report card as well as
the 4th quarter. Doing so will help you review your progress throughout the year. At the end of the year, you may
select some key items that are representative of your accomplishments to be included in your personal
presentation portfolio. All students are required to keep their portfolio items in folders appropriate to their
program requirements.
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Career and Technical Education Center

Career Goal Planning Worksheet
Student Name ____________________________________________  Date ________________________

Program __________________________________   Instructor __________________________________

The purpose of the worksheet is to help you to identify your career plans, and to
assist you in achieving them. Your goals and the steps to achieve these goals may
change as the year progresses, therefore you should review and revise this form as
needed.

Your Career Goal:

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Benefits from achieving this goal:

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Possible Obstacles:          Possible Solutions:

________________________________________ ________________________________________

________________________________________ ________________________________________

________________________________________ ________________________________________

________________________________________ ________________________________________

________________________________________ ________________________________________

________________________________________ ________________________________________

________________________________________ ________________________________________

________________________________________ ________________________________________

________________________________________ ________________________________________

________________________________________ ________________________________________
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1. ____________________________________________________________
____________________________________________________________

2. ____________________________________________________________
____________________________________________________________

3. ____________________________________________________________
____________________________________________________________

4. ____________________________________________________________
____________________________________________________________

5. ____________________________________________________________
____________________________________________________________

6. ____________________________________________________________
____________________________________________________________

7. ____________________________________________________________
____________________________________________________________

8. ____________________________________________________________
____________________________________________________________

9. ____________________________________________________________
____________________________________________________________

10. ____________________________________________________________
____________________________________________________________

11. ____________________________________________________________
____________________________________________________________

12. ____________________________________________________________
____________________________________________________________

Specific action steps for achieving this goal: Target
Date

Achieved
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Career and Technical Education Center

Resume Worksheet
Name______________________________________________________________
Address ____________________________________________________________
__________________________________________________________________

Telephone: (315)  _____________________________________
EDUCATION

Home School: ________________________________________________________________
Address: ____________________________________________________________________
Graduation Date: ______________________

Oneida County
Career and Technical Education Center
New Hartford, NY
Program: (example: 2 year Residential Electricity, 1 year Criminal Justice, etc.)
____________________________________________________________________________
Completion Date: ______________________

Special Skills and Abilities: (computer programs, specific machines, tools, leadership, inventory control, etc.)
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
Interest and Activities: (clubs, hobbies, community service, church groups, etc.)
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

INTERN/FIELD/CLINICAL EXPERIENCE  (most recent first, then in order to least recent)
Dates: _______________________
Business/Location: _____________________________________________________________
Responsibilities: _______________________________________________________________
_____________________________________________________________________________

Dates: _______________________
Business/Location: _____________________________________________________________
Responsibilities: _______________________________________________________________
_____________________________________________________________________________
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Career and Technical Education Center

Sample Resume #1 - Functional

M A R Y   J.   D O E

EDUCATION

New Hartford High School, New Hartford, NY
Regents Diploma: June 2003

Oneida County Career and Technical Education Center, New Hartford, NY
Program: Electrical Trades
Completion Date: June 2003

SKILLS AND ABILITIES

Designed, drew up plans and specifications, rough wired, finish wiring, trimmed, partici-
pated in service entrance installation, telephone, television, and fire alarm system. Worked
as part of a crew to complete an entire house building project. Can work independently, as
a team leader, and with others in problem solving situations.

ACTIVITIES AND INTERESTS

Skills USA - Vice President

National Honor Society

Speech and Debate Club

Varsity Field Hockey

St. Anthony’s Church Choir

REFERENCES

Furnished upon request.

1234 SCHOOL WAY • ANYPLACE, N.Y. 12345 • PHONE (315) 555-1234
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References for Mary J. Doe

Fr. John Smith
St. Anthony’s Church
123 Union St.
Utica, NY 13502
(315) 555-0234

Ms. Jane Williams
Guidance Counselor
New Hartford High School
Oxford Rd.
New Hartford, NY 13413
(315) 684-0789

Mr. Paul Jones
Electricity Instructor
Oneida County Career and Technical Education Center
Middle Settlement Rd.
New Hartford, NY 13413
(315) 793-0567
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Career and Technical Education Center

Sample Resume #2 - Chronological Reverse

ArArArArArthur Mosherthur Mosherthur Mosherthur Mosherthur Mosher

Objective To obtain a position as a PC technician.

Education Saulk Valley Community College, Dixon, IL
A.A.S Degree: Computer Science, May 2003

Forest Hills Technical Center, Dixon, IL
Program: Computer Repair    Certificate Awarded: June 2001

Work Carl’s Computers, Sampson, IL April ‘02 - present
Experience Computer Technician

Maintained and repaired in-store PC computer equipment. Some in-home repair
and troubleshooting for customers, sales, and overall customer service.

Computer World, Sterling IL Aug. ‘01 - April ‘02
Salesperson
Sold IBM PCs and clones, answered general customer questions about hard-
ware and software, completed inventory and sales records.

Community Camp Fun, Oregon, IL Summers ‘00-’01
Service Worked with handicapped children using computer software and the Internet.

References
Furnished upon request.

322 East Fountain Street
Dixon, IL 61021
(815) 555-1767
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References for Arthur Mosher

Carl Lacousiere
Supervisor
Carl’s Computers
Harrington Mall
Sampson, IL 12345
(815) 555-1234

John Smith
Manager
Computer World
84 Windy Rd.
Sterling, IL 34567
(815) 554-6789

Ms. Paula Jones
Computer Instructor
Saulk Community College
1 College Way
Dixon, IL 61021
(815) 555-0987



15
C  1994 Oneida County B.O.C.E.S. Vocational-Technical Education       (Rev. 9/07)

322 Garfield Avenue
Belford, CT 06100
(860) 555-2557

James Carter
  Education Hartford County Community College, Belford, CT

A.O.S. Degree: Electrical Engineering Technology
Anticipated Date: August 2003

James Polk Senior High School, belford, CT
General Diploma:  June 2000

 Skills and Abilities Wiring and rewiring.

Plans, designs and specifications for electrical jobs.

Television, telephone, alarm installation.

Commercial and residential wire installation.

Able to work independently.

 Work Experience Quick Stop Grocery Store, belford, CT Jan. ‘01 - current

Part time in-store customer service, inventory clerk, and sales.

S. Lewis & Sons, Belford, CT June ‘00 - Jan. ‘01

Warehouse worker involved in inventory maintenance.

 Community and Little League baseball coach - Belford elementary.

Belford Youth club renovation project - rewiring building.

 References Attached.

Volunteer Experience

Career and Technical Education Center

Sample Resume #3 - Combination
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References for James Carter

Rev. John Jones
Belford Youth Club
876 United Blvd.
Belford, CT 06100
(860) 555-4567

Mr. Kevin Smith
Instructor, Electrical Trades
Hartford County Community College
24 College St.
Belford, CT 06100
(860) 555-7890

Mr. Alfred Williams
Instructor, Electrical Trades
Hartford County Community College
24 College St.
Belford, CT 06100
(860) 555-3456

Ms. Sharon Kennedy
Supervisor
Quick Stop Grocery Store
255 Bergen St.
Belford, CT 06100
(860) 555-6478
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Career and Technical Education Center

Cover Letter/Application Letter
Cover Letter/Application Letter: A letter that accompanies a resume and explains the reason for sending the
resume to a prospective employer. A cover letter is a formal business letter with correct address, dates,
greetings, punctuation, closing and format. A typical cover letter consists of the following:

Introduction: State your purpose - that you are applying for the job - mention the job title and where
you learned of the opening.

Body Paragraphs: Provide a summary of specific qualifications, experiences, and education. Go into
some depth, making sure to highlight what would set you apart from other applicants. Also mention
any noteworthy attributes - awards, licenses, certifications, security clearances, computer skills, etc.,
that are related to the job. Always remain positive and turn circumstances to your advantage.

Closing: Briefly thank the employer for considering you for the position. Request an interview and
indicate exactly where and when you can be reached.

*****Understand that even one error in mechanics or spelling can take you out of the job pool. Any
letter sent to a prospective employer must contain no typos, spelling mistakes, faulty punctuation, or
grammatical blunders - - check and double check your letter!

Career and Technical Education Center

Follow-Up Letter

Follow-Up Letter: The following letter must be timely - sent within a day after an interview - and can set you
apart as the applicant who is willing to go beyond what is required. This letter simply expresses “thank you” for
the opportunity to interview, and assures the employer you are still interested in the job. This item requires
very little effort and is often neglected by applicants. It could be the reason you get the job over others!
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Career and Technical Education Center

Sample Cover Letter #1

Arthur Mosher
322 East Fourth Street

Dixon, IL 61021
(815) 555-1767

Mr. Albert Bastow
1888 Business Street
Rock Falls, IL 60171

June 15, 2003

Dear Mr. Bastow:

I understand that Bit-N-Byte is opening up at another location and looking for computer
technicians with PC experience. You will note from my resume that I have an Associate
Degree with a major in Computer Science. I have completed six computer courses. I am
currently a computer technician at Carl’s Computers. The position at Bit-N-Byte Computers
interests me since I am looking to relocate in your area.

I have always enjoyed working with computers. My current and former employers will verify
that I am a punctual, honest, hard-working employee. You may contact my direct supervisor,
Carl Lacousiere at Carl’s Computers.

I would like to arrange for an interview. I can be reached by telephone at (815) 555-1767. I
can also be reached through e-mail at amosher@conii.com.

Thank you for your consideration. I look forward to meeting with you.

Sincerely,

Art Mosher
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Career and Technical Education Center

Sample Follow-up Letter

32 Garfield Avenue
May 25, 2003

Ms. Maria Castro
Director of Human Resources
The Senior Citizens’ Homestead
666 Grand Boulevard
Belford, CT 06100

Dear Ms. Castro:

Thank you for meeting with me last week to discuss the electrician position.

Having enjoyed our conversation and the tour of the Senior Citizens’ Homestead, I am still
very interested in the job, and am available to start work immediately after my graduation from
college next month. I can also start sooner (on a part-time basis) if necessary.

Please contact me (860) 555-2557 if you have any further questions about my background or
credentials, and thanks again for your time.

Sincerely,

James Carter
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Career and Technical Education Center

Expanded Career Research Guidelines
Each student participating in a Career and Technical Education program should become involved in

career research to enhance his/her knowledge, organizational skills and workplace competencies. It is
expected that this project will demonstrate the student’s commencement level English Language Arts skills.

The Portfolio Committee requires the following criteria for a “Career Research” presentation.

1. Project is to be done individually.

2. Project should extend at least one marking quarter with a defined time frame for completion, as di-
rected by the teacher.

3. Project should include research activity using outside classroom resources. This could include library
assignments, regulations, technical manuals, surveys, data collection or internet. (ELA 1, 3)

4. Students must submit presentation for portfolio (this is a power point presentation) (ELA 1, 3, 4)

5. Final presentations must be done for an audience.

You will be required to do some researching, reading, writing and presentation at any job. To help you
develop these skills, you are required to complete a “Career Research Presentation” as part of your com-
pleted portfolio.

You may have already completed a similar project for another course. If so, you may use your basic infor-
mation from that project to complete this project. If you have not worked on a career project, then you may
research your information on the Internet or from several books or magazines in the classroom or at a
library. Be sure to write down any Internet address or book title and author, or magazine article and author
that you use.

Use the worksheet attached to help you develop you project.

The Internet site to use for your research and to complete the worksheet is:

www.careercruising.com

Ask your teacher for the
User Name and Password
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Name ___________________________________________________  Date _________________________

Site __________________________  User name ____________  Password _________________________

Career Choice: __________________________________________________________________________

1. Why did you choose this career?

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

2. Why do you think you would be successful at this career?

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

3. What kind of education do you need? __________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

4. What is the pay range for this career?

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

Career and Technical Education Center

Career Research Worksheet

www.careercruising.com
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5. Would you be willing to move? ____________________________________________________

6. What will be needed to advance in this career?

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

7. What other careers are related to your first choice?

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

8. How old will you be in 10 years? ________________________

9. What do you see yourself doing in 10 years?

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

________________________________________________________________________________

10. What is the job projection for this career in the future in New York State? ______________________

or any other state? _________________________________________________________________

11. What are the working conditions? _____________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________
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Career and Technical Education Center

Career Research Presentation

Power Point Presentation

Assignment: Create a Power Point Presentation - using Career Cruising web site or equivalent site.

TOPIC:  Career Cruising

Part I

1. Choose a career and investigate it on Career Cruising web site. Make sure to obtain the following
information:

a. specific job/occupation description
b. earnings
c. working conditions
d. education requirements
e. related careers

2. Investigate two schools/colleges that you would like to attend to get an education for this job/occupation.
a. location
b. programs
c. cost to attend (tuition and fees)
d. any other information you wish

Part II

1. Prepare a rough draft on paper of your power point presentation. The layout and organization of infor-
mation is entirely up to you. You are to include ALL of the information obtained in Part I.

a. create all text
b. include ideas for graphics/pictures
c. include one graph/chart

2. Turn in a copy of your rough draft.

Part III

1. Begin working on your power point presentation. All presentations are to be 8 to 10 slides. The following
elements are graded, and are to appear in the presentation.

a. language usage (spelling, mechanics, grammar, etc.)
b. organization of the information obtained in Part I
c. one or more chart(s) or graph(s)
d. quality of slide transitions (both within and between slides)
e. use of three or more graphics (pictures, clip art, etc.)
f. use of sound (within and between slides)
g. title slide/conclusion slide
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Career and Technical Education Center

Career Research Presentation Rubric
First-Year ELA Requirement

Name __________________________________________________  Date ________________________

Program ___________________________________   Instructor _________________________________

Power Point Presentation Rubric
Maximum Points Your Points

Title slide - includes name of student, title of presentation 5 _______
date, and teacher’s name

Content: Job Information (4 items) 20 _______
School/Colleges Information (two) 20 _______

Inclusion of chart or graph related to career 10 _______

Use of three or more related graphics 15 _______

Quality/effective use of sound (within and between slides) 5 _______

Effective slide transitions (within and between slides) 10 _______

Concluding slide - pertinent point or two about the job/occupation 5 _______
or other thoughts.

Credit given to sources 10 _______

Total points: 100 _______

Comments:
_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
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Career and Technical Education Center

Powerpoint Presentation Rubric

Name __________________________________________________  Date ________________________

Circle in each column the number that describes the speaker best. Ratings: 1-5, with one being the lowest,
and five the highest.

Content

Introduction gains the audience attention, makes it clear what the topic is
about.

There is evidence of clear purpose of the presentation and a clearly
defined career.

The information is presented in a logical manner, with smooth transitions,
and appropriate language for formal speaking. Presentation is 8-10
slides.

The speaker is knowledgeable about their topic and supports it with
relevant details and facts. Slides are clear and readable.

The conclusion sums up and reminds the audience of the purpose of the
presentation.

Speaker used acceptable, understandable language. No evidence of
word pauses such as um, okay, you know, etc.

Tone of voice was varied and interesting. Body language was appropriate
and supported important points during the presentation.

The speaker maintained eye contact with the entire audience throughout
the presentation.

The speaker uses slides for reference only - the speech was not read
verbatim from the slide show.

The presentation displays correct spelling, punctuation, and capitaliza-
tion. Appropriate writing techniques and mechanics are used.

Mechanics

 1        2        3        4        5

 1        2        3        4        5

 1        2        3        4        5

 1        2        3        4        5

 1        2        3        4        5

 1        2        3        4        5

 1        2        3        4        5

 1        2        3        4        5

 1        2        3        4        5

 1        2        3        4        5

Total Grade:

Comments: ____________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________
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Oneida • Herkimer • Madison BOCES
Career and Technical Education Center

2007-20082007-20082007-20082007-20082007-2008
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Student ___________________________________  Program ___________________________

“ No part of these materials may be reproduced for other purposes without permission
in writing from the Career and Technical Education Center of Oneida BOCES.”


