Fall ’05 FIG Career Portfolio Assignment

Objective

This portfolio assignment will provide you with a structured opportunity to reflect on your own experiences and develop a stronger understanding of who you are as a person at this time.  In particular, it will allow you to consider your courses and activities at FSU and the ways these have helped you develop a range of skills and accomplishments.  For this assignment, you will also be able to include a few selected experiences from high school in order to give you additional practice in using the portfolio and to help you draw a more complete picture of yourself at this stage of your academic career.

Portfolio Basics

Do you have a place in your home or elsewhere where you keep important documents, pictures or other items that are of significance to you personally, scholastically and/or professionally?  If so, you have a portfolio, at least at its most basic level.  For some people it’s a shoebox, for others it’s a filing cabinet, for others it’s a binder or scrapbook. The gist is that most people do in fact have a repository for important “stuff” so that they can review and re-organize it from time to time.  People often refer to particular elements of their collections of materials when describing themselves to other people, either for recreation or for personal gain (e.g., college or graduate school admission, scholarship applications, job interviews). Putting this material together in a more formal way gives you a chance to reflect on your accomplishments and experiences while looking ahead to the next stage(s) of your life.  In sum, three ideas characterize portfolios, at least insofar as we’ll use them in the FIG program:

1. When looking at a person’s portfolio it describes who s/he is at a particular point in time; a portfolio is a person’s personal history and its contents can be observed (by its owner or other people) and analyzed to provide clues regarding the person’s experiences, values and perspectives.

2. Portfolios can be used for personal development as well as for presentation to selected audiences for any number of purposes.

3. The three steps for portfolio-building include a continuous, fluid process of “collection,” “reflection,” and “action.”  The third step – action – may be an actual presentation to other people or it may be any other sort of action (e.g., particular decisions, dedication to a particular project, development of particular skills, aspirations and goals) that a person takes as a result of having engaged in reflection about his/her life as represented by the collection of things in his/her portfolio.

Though we will be developing career portfolios in the FIG program in some very specific ways, it is important to keep in mind these basic ideas in order to stay focused on the big picture and not get lost in technical details.

The “Portfolio” Tool

To facilitate your portfolio-building experience, we’ll be making use of FSU’s web-based “Career Portfolio” tool.  All faculty, staff and students have access to this tool at http://portfolio.fsu.edu.  One note of interest is that there are two sides to the Portfolio tool:  the “instructor” (or “referred user”) side and the “student” side.  You’ll be using the “student” side but will be referring your FIG Leader(s) to the “instructor/referred user” side so that they can review and assist you with building your portfolio.   

Your Portfolio 

You will complete two installments of your portfolio this semester.  Each installment will be due on the date indicated on the timeline for your FIG.  

Follow these steps to get started:
1. Go to http://portfolio.fsu.edu/, click on the link “FSU Students and Alumni: Enter Portfolio, and log-in with your FSUID and password.

2. Once at the Main Menu, take the tour for First-Time users by clicking on the link in the left sidebar under First Time User? -- “Take This Tour!”  You might also want to take a look at your FIG Leader’s portfolio using the Referred Users link. S/he will give you instructions for accessing this in class.  

3. In the “Manage Portfolio section, set up a new Portfolio entitled “FIG Portfolio” by clicking on the “Add Portfolio” button and typing this in as a new name.
Requirements for first installment:

Begin thinking about how your course work and extracurricular activities at FSU (and before you got here) have helped you develop skills and artifacts that demonstrate your own strengths and interests

1.  In the Profile Section—make at least 1entry.  This could be any of the following:

· A welcome message

· A statement of your goals 

· Some other way(s) you’d like to personalize your portfolio

2.  In the Skills Section (make a total of 3 entries MINIMUM selected from the following):

· Entries for at least 2 of your FSU courses (at least one skill/course).

· Entries for no more than 2 classes you took in high school (these might be dual enrollment, AP, Honors or just regular high school courses--at least one skill/course).

· Entries for at least 2 additional types of experiences (jobs, service, memberships, interests, etc. (at least one skill for each).  You may use experiences from your high school years here, though it’s good to include experiences from this first semester at FSU if you can.)

3.  Add 1 or more artifacts (at least 1 for this assignment—preferably an example of work you have done since coming to FSU):

Make sure you include a description of any artifact you include and why it is useful/important to your presentation of yourself.  The Career Center can help you upload artifacts if you have difficulties with this.

4. Once you have completed these entries, go into the “Customize Portfolio” link (Step 3 under the Manage section).  Turn “on” the entries you want to show in your FIG Portfolio.  You may also put the entries in order by using the Ranking function.

5. Create an access key for your FIG Portfolio so the FIG Leader(s) can access your portfolio.  You may name it anything you like, using letters or numbers but no spaces.  Once this is done COPY your URL.  Go to “Send Portfolio,” select your access key, and enter the FIG Leader’s email address. (This should be on your syllabus).  In the message box, PASTE the URL to your FIG Portfolio.  Preview and send. 

6.  ALSO, please print a copy of your FIG Portfolio (using “View Portfolio”) and bring it to class on the date due. 

NOTE: If you have other Career Portfolio entries, be sure to use the “Customize Portfolio” function to organize your materials and select each item you want to appear in your FIG Portfolio before you send/print it.  This is a very important step!
Requirements for second installment:

1. Review/revise your entries from the first installment.

2. In the Skills Section: add entries (and/or revise your previous entries as needed) to bring your total entries up to at least 6.  These should include a mix of classes and out-of class activities: at least 3 classes total (at least 2 of these should be FSU classes), and at least 2 additional experiences and activities (from this fall or earlier).  

3. Add artifacts (or replace your previous one) if you wish.  

4. Personalize, send and print your portfolio as you did for the first installment.

5. Prepare a brief (approximately 1-page) reflection on your portfolio:

· What strengths do you see?

· What skills do you need to develop?

· How have your experiences at FSU so far contributed to the development of your own career/life skills?

Hand this in along with the printed copy of your second installment.

