
career portfolio
A career portfolio is a personal collection of materials that document the events and achievements of your 
life. 

Your challenge is to create a your own career portfolio that outlines the skills and knowledge 
gained throughout your life, including the La Trobe Aspire Work Studies unit.

Your portfolio will showcase you, as well as the positive contributions that you have made to the  
community. The way you create a portfolio is your choice. It could be a digital presentation using a format 
such as Adobe Spark, a booklet, a short film or a photo book.

Your portfolio could include examples of:

• Your community engagement
• Your role
• How you were involved
• The impact your contribution had/is having
• Your level of commitment
• Educational achievements
• Work samples
• Evidence of qualifications gained  
• Awards and acknowledgements

Examples of portfolio items include:

• Your up-to-date resume
• Official transcripts of your student records
• Licences and/or accreditation documentation
• Training certificates
• Written references
• Certificates or letters of nomination for awards, honours and scholarships
• Work experience or placement reports
• Photographs and videos demonstrating your skills
• Work samples
• Work experience projects
• Details of a class project, student association or voluntary work
• Newspaper articles or profiles from school newsletters that highlight your accomplishments
• A description of experiences that don’t fit into your resume. Often these are the things that stick in 

an interviewer’s mind, especially if they’ve had similar experiences

For each piece of evidence or example that you include in your portfolio:

• Describe what the item is and how it came to be
• List the skill/s you have developed or what it demonstrates.
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career portfolio
Some things to remember when creating your portfolio:

Your portfolio will be the first time the person reading it has encountered you- and first impressions last! 
You’ll come across much better if your portfolio is organised and looks professional. Think about the  
professional-looking documents that you encounter on a daily basis: they usually use a consistent font, 
font size and heading styles. Remember that while this portfolio does showcase you (and should 
reflect your personality), you’re not the audience - so make sure that it’s presented in way that 
ensures that people will clearly understand your message. 

It’s a great idea to take your portfolio to job interviews or volunteer applications. You could use examples 
from it to respond to questions or even show one or two items at the end of the interview to reinforce the 
person that you are and the contributions you can make.

Keep in mind that as your life changes so should your career portfolio, as it’s a reflection of the up-to-date 
you. Ensuring your portfolio is up-to-date shows that you’re taking responsibility over your learning and 
professional development, making it a great way to illustrate your commitment to lifelong learning. 
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