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What Is a Student Portfolio?

A Student Portfolio is a paper or electronic collection of documents that
summarizes your academic and personal accomplishments in a way
that effectively communicates with academic advisors and potential
employers.1 At a minimum, your portfolio should include the following:

• an up-to-date professional résumé.
• a listing of courses in your major and related fields of study.
• a listing of your extra-curricular activities and any leadership posi-

tions.
• documentation of your career readiness in terms of skills and learn-

ing outcomes.

The purpose of a Student Portfolio is twofold—academic assessment
and career readiness.

1. Academic Assessment Goal The Student Portfolio serves as an on-
going academic assessment tool that documents your learning and
academic accomplishments. As you progress through a curriculum,
the portfolio depicts the progress you are making in acquiring the
skills and competencies necessary to be successful in lifelong career
pursuits. Over time, your portfolio will become increasingly sophisti-
cated in the range and depth of learning and accomplishments that
are documented. A well-prepared Student Portfolio is a very effective
way of summarizing your academic achievements in consultation with
both faculty advisors and professors.

2. Career Readiness Goal The Student Portfolio serves as an impor-
tant means of communicating your résumé and credentials to potential
employers, as you search for both internship and full-time job oppor-
tunities. The portfolio is an effective career tool that offers value far be-
yond the standard résumé. Potential employers can readily examine
multiple aspects of your accomplishments and skill sets in order to
make a desired match. A professional and complete portfolio allows po-
tential employers to easily review your background and range of skills
and capabilities. It may convey your potential to a much greater depth
and with a more positive impression than a traditional résumé. There is
no doubt that a professional and substantive portfolio can help set you
apart from the competition and attract the interest of employers.

Planning Your Student Portfolio

Your Student Portfolio should document, in a progressive and clear man-
ner, your credentials and academic work. As you progress through the
curriculum in your major and supplementary fields of study, the portfo-
lio should be refined and materials added to display your most up-to-
date skills, competencies, and accomplishments. Use of the Management 
9/e Skill and Outcome Assessment Framework, described shortly, will
help you to do this. At my university we ask students to utilize the 

Minimum components of
a Student Portfolio

1 The value and use of Student Portfolios are described by David S. Chappell and John
R. Schermerhorn, Jr., in “Using Electronic Student Portfolios in Management Education:
A Stakeholder Perspective,” Journal of Management Education, vol. 23 (1999), pp.
651–62; and, “Electronic Student Portfolios in Management Education” in Robert deFe-
lippi and Charles Wrankel (eds.), Educating Managers with Tomorrow’s Technology (In-
formation Age Press, 2003), pp. 101–129.
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portfolio to store their coursework. We then review it periodically with
them as part of our department’s formal advising and outcome assess-
ment programs.

The closer you get to graduation, the entries in your portfolio
should become more specific to your job and career goals. In this way,
your portfolio becomes a dynamic and evolving career tool with value
far beyond that of the standard résumé. I recommend that my stu-
dents plan their portfolios to serve two immediate career purposes: (1)
obtain a professional internship for the junior/senior year period, and
(2) obtain their initial full-time job after graduation. A typical student
of ours begins his or her portfolio as a sophomore and then refines
and adds to it throughout the program of study.

Résumé Writing Guide

The first thing that should go into your Student Portfolio is a profes-
sional résumé. Don’t worry about how sophisticated or complete it is
at first. The important things are to (1) get it started and (2) continue
to build it as your experience grows. You will be surprised at how com-
plete it will become with systematic attention and a personal commit-
ment to take full advantage of the professional development opportuni-
ties available to you.

The following example should help get you started. It shows both a
professional format and the types of things that can and should be in-
cluded. I have also annotated the sample to show how an internship re-
cruiter or potential employer might respond when reading the résumé
for the first time. Wouldn’t you like to have such positive reactions to
the accomplishments and experiences documented in your résumé?

Interview Preparation Guide

You will know that your Student Portfolio was worthwhile and successful
when it helps you land a preferred internship or your first-choice job.
But the portfolio only helps get you to the point of a formal interview.
The next step is doing well in it. In order to prepare for this step in the
recruiting process, consider the following tips on job interviewing.2

• Research the organization — Make sure you read their recent litera-
ture, including annual reports, scan current news reports, and ex-
amine the industry and their major competitors.

• Prepare to answer common interview questions — Sample questions
include: What do you really want to do in life? What do you consider
your greatest strengths and weaknesses? How can you immediately
contribute to our organization? Why did you choose your college or
university? What are your interests outside of work? What was your
most rewarding college experience? How would one of your professors
describe you? What do you see yourself doing five years from now?

• Dress for success — Remember that impressions count, and first im-
pressions often count the most. If you aren’t sure what to wear or
how to look, get advice from your professors and from career coun-
selors at your college or university.

2 This section and the tips were recommended by my colleague Dr. Robert Lenie Hol-
brook of Ohio University.
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A. GAYLE HUNTER
student@email.edu

homepage: www.student.com/hunter

Current Address:
127 Cat Dorm Rm. 30
Athens, OH 45701
(740) 555-4444

A clear
objective

On the Web

Triple major,
includes

international!

Leadership!

Solid in
computers

High performer

Permanent Address:
20 Career Rd.
Sunny, Arizona 76232
(817) 444-5555

A responsible internship offering consulting experience 
in the field of marketing and/or finance, ideally with an 
international emphasis.

Ohio University, Athens, Ohio
Bachelor in Business Administration. Graduating in 
June 2005
Major: Marketing, Finance, and International 
Business
GPA: 3.67 / 4.0

Grand Prix, Green, OH
Lead Race Instructor, June–August 2003; Race 
Instructor, June–August 2002
Instruction for groups, ranging in size from 2 to 12, 
about the safe operation of the track Teaching 14–16-
year-olds proper cornering and basic racing techniques
Supervising the duties of the 3-member track staff 
during shifts

GAP, Columbus, Ohio
Sales Associate, June–August 2004
Assisted the customer with product information, 
recorded sales, and displayed merchandise

Association of Collegiate Entrepreneurs 
President Led Executive Team responsible for all 
business operations. Scheduled and ran general 
meetings. Attended all college meetings and national 
conferences.

Microsoft Office Professional
HTML, Virtual Basic, Some Perl
Skilled with both PCs and Macs

Dean’s List (6 of 7 semesters)

OBJECTIVE

EDUCATION 

WORK
EXPERIENCE 

ACTIVITIES

COMPUTER
SKILLS

AWARDS

Résumé Sample

� Note: The annotations indicate positive reactions by a prospective employer to the information
being provided.
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Six components of the
Skill and Outcome As-
sessment Framework

• Dine for success—There are no interview “time-outs” for refresh-
ments or meals. The interview is always on. Make sure that you
know how to dine in the presence of others. If you don’t, get help be-
fore the interview.

• Follow-up—After the interview, send a “thank you” letter, ideally
no longer than a week later. In the letter be sure to mention spe-
cific things about the organization that are important/insightful to
you, and take the opportunity to clarify again where and how you
believe you would fit as a valuable employee. Be prompt in provid-
ing any additional information requested during the interview.

Skill and Outcome Assessment Framework

Skill and outcome assessment is an increasingly important part of
management education. It allows you to document key academic ac-
complishments and career readiness for faculty review and for review
by potential employers. Following guidelines of the AACSB, the Inter-
national Association for Management Education, I suggest integrating
into your portfolio specific documentation of your accomplishments in
the following six areas of professional development.

1. Communication—Demonstrates ability to share ideas and findings
clearly in written and oral expression, and with technology utiliza-
tion.

2. Leadership—Demonstrates ability to influence and support others
to perform complex and ambiguous tasks.

3. Teamwork—Demonstrates ability to work effectively as a team
member and as a team leader.

4. Critical Thinking—Demonstrates ability to gather and analyze infor-
mation for creative problem solving.

5. Self-Management—Demonstrates ability to evaluate oneself, modify
behavior, and meet obligations.

6. Professionalism—Demonstrates ability to sustain a positive impres-
sion, instill confidence, and advance in a career.

The many learning resources and activities in this Management Learn-
ing Workbook — cases, projects, exercises, and self-assessments—
relate to these skills and outcome assessment areas. There is no better
time than the present to start participating in the learning experiences
and documenting your results and accomplishments in your student
portfolio.

Getting Started with Your Student Portfolio

The basic Student Portfolio consists of (1) a professional résumé and
(2) a compendium of coursework samples that displays your career
readiness skills and capabilities.
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Portfolio Format

The easiest way to organize a paper portfolio is with a three-ring binder.
This binder should be professional in appearance and have an attrac-
tive cover page that clearly identifies it as your student portfolio. The
binder should be indexed with dividers that allow a reader to easily
browse the résumé and other materials to gain a complete view of your
special credentials.

In today’s age of information technology and electronic communi-
cation, it is also highly recommended that you develop an online or
electronic portfolio. This format allows you to communicate easily and
effectively through the Internet with employers offering potential in-
ternship and job placements. An online version of your student port-
folio can be displayed either on your personal website or on one pro-
vided by your university. Once you have created an electronic
portfolio, it is easy to maintain. It is also something that will impress
reviewers and help set you apart from the competition. At the very
least, the use of an electronic portfolio communicates to potential em-
ployers that you are a full participant in this age of information tech-
nology.

Communication - Demonstrates ability to
share ideas and findings clearly in written
and oral expression.

•   Writing
•   Oral presentation
•   Giving and receiving feedback
•   Technology utilization

Teamwork - Demonstrates ability to work
effectively as a team member and a team
leader.

•   Team contribution
•   Team leadership
•   Conflict management
•   Negotiation and consensus building

Self-Management - Demonstrates ability 
to evaluate oneself, modify behavior, and
meet obligations.

•   Ethical understanding/behavior
•   Personal flexibility
•   Tolerance for ambiguity
•   Performance responsibility

Leading - Demonstrates ability to influence
and support others to perform complex and
ambiguous tasks.

•   Diversity awareness
•   Global awareness
•   Project management
•   Strategic leadership

Critical Thinking - Demonstrates ability to
gather and analyze information for creative
problem solving.

•   Problem solving
•   Judgment and decision making
•   Information gathering/interpretation
•   Creativity and innovation

Professionalism - Demonstrates ability to
sustain a positive impression, instill
confidence, and advance in a career.

•   Personal presence
•   Personal initiative
•   Career management
•   Unique ‘‘value added’’

Management 9/e
Skill and Outcome Assessment Framework
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Career Development Plan—A Portfolio Project

A very good way to enhance your Student Portfolio is by completing
the following project as part of your introductory management course,
or on your own initiative. Called the “Career Development Plan,” the
objective of this project is to identify professional development oppor-
tunities that you can take advantage of while in college and to advance
your personal career readiness.

Deliverable: Write and file in your Student Portfolio a two-part ca-
reer development memorandum that is written in professional format
and addressed to your instructor or to “prospective employer.” The
memorandum should do the following.

• Part A. Answer the question: “What are my personal strengths and
weaknesses as a potential manager?”

It is recommended that you utilize the Management 8/e Skill &
Outcome Assessment Framework in structuring your analysis. It is
also recommended that you support your answer in part by analysis
of results from your work with a selection of experiential exercises
and self-assessments from this workbook. You can also supplement
the analysis with other relevant personal insights.

• Part B. Answer the question: “How can I best take advantage of op-
portunities remaining in my undergraduate experience to improve
my managerial potential?”

Make this answer as specific as possible. Describe a clear plan
of action that encompasses the time available to you between now
and graduation. This plan should include summer and intercession
activities, as well as academic and extracurricular experiences. Your
goal should be to build a résumé and complete portfolio that will
best present you as a skilled and valuable candidate for the entry-
level job that you would like in your chosen career field.

Evaluation: Your career development memorandum should be pro-
fessional and error-free, and meet the highest standards of effective
written communication. It should be sufficiently analytical in Part A to
show serious consideration of your personal strengths and weaknesses
in managerial potential at this point in time. It should be sufficiently
detailed and in-depth in Part B so that you can objectively evaluate
your progress step-by-step between now and graduation. Overall, it
should be a career development plan you can be proud to formally in-
clude in your Student Portfolio. It should serve as a positive indicator
of your professionalism.

Sample Portfolio Components

The following samples are taken from portfolios built by my students.
They document a range of accomplishments and capabilities. As with
the sample résumé presented earlier, I have shown them here with il-
lustrative comments (written in red) that indicate how a prospective
employer might react when reading them in print or viewing them on-
line. As you look at these samples, ask: “How can I best display my
course and academic accomplishments to document my learning and
career readiness?”
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Second
language

skill!!

La conception de l’amour pendant toute l’histoire est 
tres interresant de voir. Pendant l’histoire, les formes 
de l’mouront ont change un peu, mais l’idee le plus de 
base reste la meme. Dans les ouvrages au XVIeme 
siecle, on peut trouver les idees de l’amour qui sont 
semblable a la conception de l’amour dans notre societe 
moderne. Avec un comparaison entre la poesie de 
Louise Labe et Ronsard au XVIeme siecle, et le film In-
dochine, que Regis Wargnier a realise a 1992, on peut 
voir la conception de l’amour pendant l’histoire. 

La Concep-
tion de 
L’Amour Pen-
dant toute 
L’Histoire 

Written Assignment in French

In my management course I volunteered for a special 
assignment called the ‘‘International Virtual Team-
work Project.’’ Through this experience I learned 
about cross-cultural issues in  management and had 
the opportunity to experience the challenges of work-
ing as a member of a virtual team. The instructor’s 
description of the project completed by my interna-
tional virtual team follows.

This project requires extra effort to participate in an in-
ternational virtual team. The virtual team will be medi-
ated by the Lotus Notes Domino software located on the 
College of Business server. Students from each partici-
pating university will form into 4–5 person teams.
Each team will complete a ‘‘domestic’’ project (Part A) 
and then participate in an ‘‘international’’ comparison 
project working with a team from the other university 
(Part B). A final report will be created by each pair of 
teams working together. The same final report will be 
submitted for grading by the Ohio University and 
Bangkok University instructors. The final report will 
also be posted on the course website. 

Experienced
with

groupware

Shows high
initiative!

Cross-cultural
awareness!

Project 
Overview and 
Deliverables 

International Virtual Teamwork Project
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