Activity #1 – Creating Your Personal Career Portfolio

What is a Career Portfolio?

Think of your career portfolio as your own online filing cabinet. In it, you can keep all the information you need to plan your education and career path.

What can you do with a Career Portfolio?

You can:

· Save your Career Matchmaker Results

· Keep notes on the careers and schools that interest you

· Develop an education plan based on your career interests

· Track your career preparation and planning activities

· Record your career and life goals

· List your extracurricular activities, skills and abilities, and awards

· Document your work and volunteer experiences

· Store related documents, such as scanned artwork, letters of reference, essays, and presentations

· Share your portfolio with college admissions staff, organizations offering scholarships, and potential employers 
· Create a personalized, professional-looking resume

The first step is to create your own personal Career Portfolio!

From the Main page, click on the purple PORTFOLIO button in the top menu bar.

Note: If your school has pre-assigned Portfolio usernames and passwords, enter your username and password and click the LOGIN button. Please skip ahead to Step 2.

Step 1. Click on the gray NEW PORTFOLIO button to create a new portfolio. Enter your information and then select your own Portfolio Username and Password, so that only you can get into your portfolio. Write down your Portfolio Username and Password in a safe place in case you forget them. Click on CREATE PORTFOLIO.

It is also a good idea to fill in your email address, so that you will be able to retrieve your portfolio username and password if you ever forget them.

Step 2. On the Quick Links menu, select ‘Things to Remember’. If you want to learn more about ‘What is a Portfolio’ or about ‘Protecting Your Privacy’, click on the links at the bottom of the page.

Step 3. On the Quick Links menu, select ‘Update My Personal Profile’. You don't need to fill out this section right now, but if you want this information to appear in a resume, you will have to fill it out here first. 

Finally...

If you are going to work on your portfolio right now, continue to Activity #2. If you want to work on your portfolio later, click the gray LOGOUT button to close your personal portfolio.
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