PRACTICAL APPLICATIONS TO VIOLENCE PREVENTION

PORTFOLIO ASSIGNMENT DESCRIPTION & RUBRIC
Portfolios can be a tremendous asset to those who can effectively create and use them. We all have different strengths that allow us to be successful advocates for peace and nonviolence in our communities. Often times we miscount our applicable talents and successes and forget to include them in our professional presentation of ourselves.

Through following the steps presented on this page you should be able to construct your own personal/professional portfolio that will brand you as the unique individual you truly are.

Traditional, online, or both?

Traditional portfolios contain hard copies of your samples. Online portfolios contain electronic copies of your samples (.doc, PDF files, etc.). They can be delivered via CD-ROM, Web site, zip file, email, etc. You can use either one or both in an interview, depending on the formats of your samples, the job you are applying for, the industry you plan to work in, and your personal preference.

What Will I Learn by Doing a Professional Portfolio?
· Reflection and Application: Being able to see all of your leadership and involvement in one place and add personal reflections for each experience to help you articulate the experience better and share your learning with others.

· Synthesis: Putting together your Professional Portfolio helps you be able to briefly summarize your involvement and leadership activities so that others understand your participation in a concise way.

· Scope of Personal Competencies: You can highlight your strengths, knowledge, and skills for others to see.

· Community Development: You have the opportunity to display your involvement, both organizational and community service. This allows you to see what other types of community involvement you would like to participate in to add to your Professional Portfolio.

· Organization: The Professional Portfolio lets you keep track of all of your experiences helping you organize your involvement.

· Writing: You will have a chance throughout the entire Professional Portfolio to write about yourself-your biography, your skills/abilities, your involvement, and your past experience.

· Mission: You can include your personal mission statement in your Professional Portfolio so others can know your values.

· Vision: You can include your personal vision statement in your Professional Portfolio so others can know your grand plans.

· Goals: You can include immediate, short-term, and long-term professional goals in your Professional Portfolio so that others can see what you are working towards.

· Plan: You can include your academic and training plan in your Professional Portfolio so others can see the educational activities you have completed and what you intend to complete in the future.
Getting Started

In order to have a portfolio, you need to have something to put all your information into.
There is a lot of variance in regards to what you can do in this regard. Our recommendations is to use a new 1/2 or 1-inch 3-ring hardcover binder with a slipcover front. Make sure this binder is crisp, clean, and presentable with no stickers, wear and tear, or price tags on it. You will also need to get Dividers that have typed or color coded tabs which will later correlate with your Table of Contents. Create a typed cover page with your name displayed on it and put it in the front slip cover. You can be creative and make your own tabs and if we have extra binders we will provide them to you with our program supplies.

CONTENTS

Personal Profile

To start creating your brand, one that future employers, funders or college program screening committees will remember, you need to showcase your unique personality through your values, hopes, and desires.
· Personal Mission Statement: Your mission statement should be two-three sentence or phrase that includes your personal values that guide your life.

· Personal Vision Statement: Your vision statement should be written in a format that finishes the following sentence: I envision a world in which . . . (this should be related to the world as a whole, not just your personal life).

· Resume: Be sure that what you include is up to date.

· Strengths Summary: Include a half-page summary of what you feel your strengths are.
· Personal Asset Map: Type a bulleted list of your knowledge and skills (make sure to separate list into 2 sections-knowledge and skills).

Education & Training
Academic Plan: This is a typed list of classes you plan to take for each semester you remain in college or in your training program. Some people are full-time students others are Violence Prevention Strategist students; either way include your academic experience as it applies to you.

This should be a typed out copy of the rest of your undergraduate academic career. Make sure this is printed out in a personalized format that is consistent with the rest of the portfolio.
Training: Include a list of trainings, seminars and workshops you’ve participated in that you feel tell a story about the professional history you have. Below is the format you should use when listing you training history:

· Name of Organization who hosted training

· Title of Training

· Date of Completion

Goal Setting Sheet: Type out 1 immediate (within one year), 1 short-term (1-5 years), and 1 long-term (more than 5 years) life goal. Your goals should be typed in the following format:

· Goal:

· Purpose (why completing this goal is important to you):

· Action Plan (how you plan to complete this goal):

· Deadline (when you plan to complete this goal):

· Barriers (things that will get in the way of you achieving your goal):

· Advantages (things that will help you achieve your goal):

Involvement
Community Service

Type out one page for each community service project you have done since attending the College of Alameda and your experience before entering the program. For each project, you will include the following on one page:

· Name of Project or Agency

· Service Project Summary: This is a summary of the service project (it can be bulleted but is not required, brief description of what you did, why you did it, how long you did it for, and impact of your service).

· Service Project Reflection: This should be a short narrative reflecting on what you learned by doing this service work.

Current Position

· Name of Organization/Business:
· Organization Summary: This is a summary of what the organization does.

· Position(s) or Role(s) Held in this Organization: This is a summary of the positions or roles you have held in the organization (bulleted, brief description of what you did, why you did it, how long you did it for, and impact of your involvement). Remember, “member” is a role.

· Organization Role Reflection: This should be a short narrative reflecting on what you learned by doing this role.

