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How will Google Docs help you? 

A portfolio is a collection of personal documents used to present and 

highlight an individual’s skills, achievements, accomplishments, 

development and performance. Portfolios are used in many different 

settings. 

1. Personal- focuses on the various aspects of our lives and is found 

in multiple formats including journals, scrapbooks and photo 

albums. 

2. Professional -focuses primarily on career related development 

including training, experience, education, etc. and is often 

produced in a 3-ringed binder or electronically. Many times a 

professional portfolio is geared toward a specific occupation or 

industry. For example, someone trying to get a job as a graphic 

designer will include samples of his/her work in the portfolio. 

 

 

Portfolios and Project Logs 

3 



How will Google Docs help you? 

Uses for a Portfolio 

The Professional Portfolio can serve as a marketing tool, providing employers a 

preview of your performance as a potential employee. 

 

 Job search 

 Tracking certifications 

 Promotion/Advancement 

 Internship Opportunities 

 Resume Enhancement 

 Sets you apart from other candidates 

 Documents the quality and quantity of your professional development 

 Demonstrates prior work or learning experiences 
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How will Google Docs help you? 

Benefits of Using a Portfolio 

• Time to reflect and critically evaluate your skills, abilities and 

experiences. 

• Prepare for interviews and, if constructed correctly, allow you to 

demonstrate your knowledge and understanding about 

organizational characteristics and needs.  

• Allows you to customize your portfolio to the specifics of the 

position and the company, which shows potential employers you 

are a great fit for the position as well as their organization. 
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How will Google Docs help you? 

 

 

Portfolios and Project Logs 

Electronic Portfolios 

Pros: 
• The ability to utilize video, 

animation, sound, graphics, etc. 

• Compact and easy to carry 

• Relatively inexpensive to mail 

• Easy to duplicate 

• Does not show wear and tear 

• Non-linear; allows reader to freely 
move around  

Cons: 
• Some employers still prefer 

hardcopy formats 

•  Possible software conflicts 

• Overuse of animation, sound, 
graphics, etc. 

• May require the purchase of 
additional software 

 
 

Hardcopy Portfolios 

Pros: 

• Easy to add and remove items 

• Can be displayed during an 
interview without the use of a 
computer  

Cons: 

• Easily shows wear and tear 

• Fragile document 

• Can be too cumbersome to carry 
around 

• The portfolio can look 
amateurish, if professional 
looking supplies are not used 

• Linear; reader is confined to the 
organization of the portfolio 
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How will Google Docs help you? 

Guidelines for creating hardcopy portfolios 

• Put items in a loose-leaf binder 

• Use sheet protectors 

• If possible, keep a master copy of all work and use copies in the portfolio 

• Keep your interview portfolio to a manageable size—5-15 pages 

• Omit page numbers—this provides you the freedom to rearrange as necessary 

• Use consistent headings 

• Use index tabs and/or title pages to separate sections 

• Include a table of contents 

• Use a computer to create all text 

• Use quality paper 
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How will Google Docs help you? 

Portfolio Organization 

• Chronologically—Items are arranged in order. This method allows individuals to 
highlight an increase in job responsibility and career progression. It is typically 
arranged into categories first. Subsequent entries are then organized chronologically. 
Common categories include work history, education, awards, accomplishments, etc. 
This is like an expanded resume with samples. 

 

• Functionally—Items are arranged by description, task, etc. This method allows 
individuals to highlight a variety of skills obtained from different experiences. The 
first step is to pick the functions to highlight. Include documents that support or 
demonstrate competency within the identified functions. Examples of categories 
used in functional portfolios include experience in supervision, leadership, 
management, project development, customer service, etc.  

 

• Thematically—Items arranged by major themes. This method is more for the 
creative type. There is a design element incorporated throughout the portfolio that 
guides the user through all of the content. It is used more with online portfolios. 
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How will Google Docs help you? 

Important Things to Consider 

• Does my portfolio look professional? 

• Does my portfolio accurately reflect my skills? 

• Is my portfolio occupationally focused? 

• Can my portfolio stand-alone without explanation? 

• Does my portfolio support my resume? 

• Is my portfolio easy to review? 

• Is my portfolio free of typos and other errors? 

• Is my portfolio current and up-to-date? 

• Is my contact information easy to locate and read? 

• Have I avoided using too many different fonts? 
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How will Google Docs help you? 

What to Include? 

• Table of Contents 

• Cover Letter 

• Resume 

• Application or Employment History 

• Summary Sheets of Project Logs 

• Evaluations 

• Achievements (copies of: certificates, diploma, volunteer information) 

• References and Letters of Recommendation 

 

Develop your own Table of Contents for a Portfolio. 
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How will Google Docs help you? 

Summary Sheet of Project Logs 

Employers want workers who understand the goals of the project.  

• When a worker understands the goal, they also see how their individual tasks contribute 

to that goal, and know what task to do next to keep moving forward toward it.   

Workers who get the “big picture” are the most valuable workers! 

 

The work you’ve done on projects qualifies you to perform similar project work for other 

employers.   

• It’s YOUR responsibility to convince a potential employer of that!   

 

A portfolio is a good way to showcase to an employer your qualifications and skills.  

• The first step is to get the information from your project logs into a format that shows 

how great you are! 
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How will Google Docs help you? 

Summary Sheet of Project Logs 

• The Summary of Project Logs Worksheet is provided for you to summarize 

skills gained during project work.   

• For each Project Log you have, fill out a worksheet describing what experience 

you gained on that project.   

• Remember:  This worksheet will help you create your portfolio, so you should 

be as complete as possible in describing the skills and training you received! 

Project Logs are a valuable resource when building a portfolio to showcase your 

work skills.  When referring to your Project Logs for portfolio material, you can 

show:  

• work performed 

• tools utilized 

• goals achieved (most important)  
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How will Google Docs help you? 

Project Description 

The Project Description section is a vital area for thoroughness.   

• The more fully you understand and can communicate the overall goals of the 

project, the better you will be able to present and discuss it in your portfolio.   

• If you find it difficult to write, go to your C1 and discuss the project until you 

understand the goals and conservation value of it.   

Your goal is to be able to explain in the interview what your portfolio shows. 

Include Pictures 

The information about your experience, combined with pictures of you performing 

the work, will speak loud and clear to prospective employers about who you are 

and what you can deliver. 
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How will Google Docs help you? 

Include Pictures 

The information about your experience, combined with pictures of you performing 

the work, will speak loud and clear to prospective employers about who you are 

and what you can deliver. 

Pictures serve as a great visual for employers to see the quality of work you 

perform.  If you do include pictures in your portfolio, make sure the picture is 

appropriate and it showcases your abilities.  Make sure you are properly wearing 

your uniform and PPE.   
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How will Google Docs help you? 

Acquired Skills 

In Acquired Skills list the job tasks you performed on the project.   

• Try to list the tasks in terms of the basic goals of the work, instead of the 

physical description.   

Example:  You are using a McLeod to clear weeds for a trail.  Which is the 

better description? 

1. Clearing vegetation from trail boundaries 

2. Chopping weeds 

The first description shows you understand the purpose of the work, which 

indicates you can accomplish tasks using your own discretion, without constant 

supervision.   

It is important to use proper terminology so that you sound as professional as 

possible.   
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How will Google Docs help you? 

Tool Proficiency 

Make a list of all the tools you were trained to use.   

• In some cases, you may be able to group tools under a category such as “landscaping 

hand tools”.   

• Where possible, list all power tools individually.   

• Each gas or electric tool has specific operating requirements that show your ability to 

master a number of technical details.   

Remember to use: ‘Trained in the operation and safety features of…’  This says that you 

know how to use the tools, and you know how to use them safely! 

Tool Proficiency is also where your descriptive tactics change on the worksheet.   

• In the previous sections, you have been instructed to be specific about what you’ve 

learned and done.   

• When discussing tools, it’s better to simply list what you used rather than the specific 

tasks you did with the tools. 
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How will Google Docs help you? 

What are New Hire Expectations? 

 

• Work ethic 

• Work excellence 

• Pride in work 

• Attendance 

• Integrity 

• Positive attitude 

• Productivity 

• Team player 
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How will Google Docs help you? 

What is the difference between work ethic and excellence? 
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How will Google Docs help you? 

What are the effects of missing work? 
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How will Google Docs help you? 

What are some strategies for being a productive employee? 
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How will Google Docs help you? 

How can you effectively communicate with your co-workers? 
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How will Google Docs help you? 

How do you plan to continue learning once you have a job? 
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How will Google Docs help you? 

What are some strategies for time management? 

 

Succeed at Work 

24 


