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Portfolio 
Unit A.2: Your Support Network 

 
Think about the people in your life who you admire.  They can be family members (biological, foster, or 
adoptive), children, other relatives, friends, supervisors, co-workers, people from school or church, and 
any other people who currently are or have been in your life.   

Write the name of each person and their career (if they have one) in one of the circles in the picture 
below.  On the back of this page, write what you know about the person‘s career. Jot down some 
questions you could ask about their career path. 

 

 

You 
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Reflect on what you know about each person’s career.  For example, how many jobs have they had?  Do 
they like what they do? 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

Jot down some questions you could ask each person about his or her career path. 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
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Portfolio 
Unit A.3: Your Career-Ed Plan 

               Your Career Entry Point                                                                                                                       Your Long Term Career and Educational Goal            
 

 

 

 

 

 
 

First Short Term Goals          Next Short Term Goals           Next Short Term Goals         Next Short Term Goals 

 

I will… 

My education/training:  

 

My work: 

 

 

My life: 

 

I will…  

My education/training:  

 

My work: 

 

 

My life: 

 

I will…  

My education/training:  

 

My work: 

 

 

My life: 

 

I will…  

My education/training:  

 

My work: 

 

 

My life: 

 

Skills: 

 

 
Education/Training:  

 

 
Work-Related Experience: 

 

Dream Job:  

 

 

Educational Achievement:  
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Portfolio 
Unit C.4: Sample Resume Template-Chronological 

 
(Your name) 

 
(Address) 

 
(E-mail and Telephone #) 

Employment Objective:  

Work Experience 
 , 
           (Job Title)          (Employer)                (Dates you worked) 
- 

- 

- 
                                         (Description of your work tasks-Use action verbs!)  
 
 , 

           (Job Title)          (Employer)                (Dates you worked) 
- 

- 

- 

 , 
           (Job Title)          (Employer)                (Dates you worked) 
- 
- 

- 

Education 
 

     , 
(Degree/certificates attained/in process)   (Name of School/Program)  (Dates) 
 

- 

     (Honors or certifications) 
     , 
(Degree/certificates attained/in process)   (Name of School/Program)  (Dates) 
- 

Skills 
 
- 
- 
      (List skills that you have like languages, computer skills, technical skills) 
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Portfolio 
Unit C.4: Sample Resume Template-Functional 

_____________________________________  
(Your Full Name) 

_____________________________________ 
(Address) 

____________________________________ 
(E-mail and Telephone #) 

Objective                                            ___________________________________________________ 
Highlights of Qualifications               -      ________________________________________________ 

- ________________________________________________ 
- ________________________________________________ 

                                                                                   (List skills you have which are most important for your objective)  
 

Work Experience                              -   _____________________________, _________________ 
                                                                                                   (Job Title)                                (Dates) 
                                                                  _____________________________ 
                                                                                                  (Employer) 
                                
                                                                -  _____________________________, _______________________ 
                                                                                                    (Job Title)                               (Dates) 
                                                                    _____________________________ 
                                                                                                   (Employer)   
 
Job Skills                         ______________________________ 
                                            (Skill Category: such as “Customer Service”, “Computer Skills”) 
                                                                                

  -    ____________________________________________________________________ 
(Show how you have used the skill. For example: “confirmed that customers had all their 
questions answered”, “used Mail Merge to send mailing to 300 people”) 
 
  -    ____________________________________________________________________ 

                                                                                                 (Show how you have used the skill.) 
 
   ______________________________ 
                                                               (Skill Category) 
 

  -    ____________________________________________________________________ 
                                                 (Show how you have used the skill.) 
 
  -    ____________________________________________________________________ 

                                                                                                 (Show how you have used the skill.) 
Education 
                                     _____________________, ______________  
              (Name of School/Program)                  (Dates)  
                                                ____________________________________________________ 

                       (Degree/certificates attained/in process) 
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Unit C.4: Sample Resume Template-Combination 
 

_____________________________________  
(Your Full Name) 

_____________________________________ 
(Address) 

____________________________________ 
(E-mail and Telephone #) 

Objective                                            ___________________________________________________ 
 
Skills                                                        -      ________________________________________________ 

- ________________________________________________ 

                                                                                   (List skills you have which are most important for your objective)  
Experience                                   
       _____________             _____________________________,______________________ 
                  (Date)                                                       (Employer)                                (Job Title) 

-    _________________________________________________________________ 
(Description of your work tasks-Remember to use action verbs!)  

-    _________________________________________________________________ 
                (Description of your work tasks)  

                  
       _____________                             _____________________________,______________________ 
                  (Date)                                                                      (Employer)                                (Job Title) 

-    _________________________________________________________________ 
  

-    _________________________________________________________________ 
                                            (Description of your work tasks)  

 
       _____________                             _____________________________,______________________ 
                  (Date)                                                                      (Employer)                                (Job Title) 

-    _________________________________________________________________ 
  

-    _________________________________________________________________ 
                                            (Description of your work tasks)  

Education 

         _________                                     __________________________  
 (Date)                          (Name of School/Program)                    

_____________________________ 
(Degree/certificate attained/in process) 

 
Specific Skills (For example: Languages) 
                                                                          - ____________________________ 
                                                                  
                                                                          - ____________________________ 
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Portfolio 
Unit C.5: Sample Cover Letter 

Complete this cover letter worksheet below.  Type it on the computer so that it looks neat!  
 

_____________________________________  
(Your Full Name) 

_____________________________________ 
(Address) 

____________________________________ 
(E-mail and Telephone #) 

 
(Date of Writing) 
 

 
(Name of employer/hiring manager) 
 
(Title of employer) 
 
(Company name) 
 
(Company Street Address) 
 
(City, State   Zip) 
 
Dear Mr./Ms.                                                  : 

(Name of employer) 
 

 
 
(First paragraph.  Explain why you are writing. Talk about your interest in the job. State the position and your 
source of information.  Briefly list your strengths for a specific job.) 
 

 
 
(Second paragraph.  Describe your strengths in more detail. Show how they match the position requirements.  
Describe related work experiences and accomplishments.) 
 
 
 
(Third paragraph.  Request an interview and indicate how you can be contacted.  Suggest that you will call at a 
certain time to discuss interview possibilities.  Thank the reader for his/her time.) 
 

Sincerely, 
 
(Handwritten signature) 
 
(Your name, typed) 
 
 

Portfolio 
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Unit C.6: Documents Checklist 
 
When you seek employment it is important to have proper documentation. Review the list below and 
indicate whether or not you have the document(s) listed.  There is a note section if you need to explain 
an answer.  Talk to your employment specialist about how you can get missing documents. 
 
DOCUMENT YES NO NOTES 

Birth Certificate 

 

   

Social Security Card 

 

   

Resident Status  

(if applicable, e.g. green card, work 
VISA) 

   

Driver’s license or non-driver ID 

 

   

Most recent academic report 
card/transcript (specify: 
_____________________) 

 

   

Letters of reference 

(school, work, personal) 

   

Training Certifications  

(specify: _____________________) 

   

Other  

(specify: _____________________) 
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Portfolio 
Unit C.6: Sample Application 
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Portfolio 
Unit C.7: Interview Preparation Checklist 

 
Lined up an interview?  Congratulations! Go through this checklist to help prepare.  Check off 
each task as you complete it to prepare for a rock-star interview! 

Step 1. Initial screening 

____ All my public profiles online (for example: Facebook profile) are appropriate and professional 
 
____ My voicemail and ringtones are professional (for example: no cursing) and clear 
 

 
Step 2. Scheduling the Interview 
 

____ I have a date and time for the interview that fits with my schedule 
 

 
Step 3. Interview Preparation- The Basics 
 

____ I have done research about the company does and what working there will be like 
 
____ I know the location of the interview and how to get there on time 
 
____ I know what I will wear to the interview 
 
____ I have all the work documents that the employer may need  
 
____ I have updated my resume and references and made extra copies to bring to the interview 
 

 
Step 4. Interview Preparation- The Real Deal 
 

____ I reviewed the job description for the position and thought about my strengths and skills that  
 match with the position 
 
____  I prepared an introductory speech to discuss my strengths and skills  
 
____ I thought of potential questions the employer might ask and prepared answers  
 
____  I have questions to ask the employer to make sure that this job will be a good match 
 
____ I practiced my interview skills with someone I trust and received feedback on my strengths  
 and areas where I could improve 
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Portfolio 
D.2: Create a Budget 

 

 
  

 

 

 

 

 

  

Your Monthly Income 

Income   

Money from family/friends  

Other:  

Total Monthly Income 
 

Monthly Fixed 
Expenses 

Your Monthly 
Fixed Expenses 

Rent 
 

 

Utilities 
 

 

Phone service  
 

 

Groceries 
(necessities) 
 

 

Transportation 
 

 

Clothing 
(necessities) 
 

 

Loan payment 
 

 

Credit card 
payment 
 

 

Other: 
 

 

Other: 
 

 

Total Monthly 
Fixed Expenses 

 

Monthly Flexible 
Expenses 

Your Monthly 
Flexible 

Expenses 
Eating out 
 

 

Groceries 
(beyond 
necessities) 
 

 

Clothing (beyond 
necessities) 
 

 

Entertainment 
 

 

Video Games 
 

 

Other:  
 

 

Other: 
 

 

Other: 
 

 

Total Monthly 
Flexible Expenses 
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Portfolio 
D.2: Create a Budget 

 

  

 Your  Monthly Expenses (Fixed and 
Flexible) 

Total Monthly Expenses 
(Fixed and Flexible) 

 
 

Your Budget Total 

 
Total Monthly 
Income  

 - 

Total Monthly 
Expenses     

 
Total 
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Portfolio 
D.4: Sample W-4 
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Portfolio 
Unit E.1: Potential Challenges at Work 

Here is a list of things that are typically expected at work. Are any of these a challenge for you as you 
think about starting a new job or in your current job? Place a check in the column labeled “Yes” if you 
think it might be or is currently a challenge. Place a check in the column labeled “No” if you think it will 
not be or is not currently a challenge for you. 

  
Yes 
A 

Challenge 

 
No 

Not a 
Challenge 

Job routines 

Get to work on time   

Work the entire number of required hours   

Manage with the breaks that are offered during the day   

Attend treatment or medical appointments without taking time off   

 Get transportation to work   

Other (specify:_______________________________________)   

Job tasks 

Concentrate on your assigned tasks   

Keep assignments organized   

Remember things   

Follow instructions   

Learn multiple tasks quickly   

Ask questions when you do not understand the task   

Get work done on time   

Learn new tasks easily   

Decide what to do first   

Other (specify: _________________________________)   

Environmental issues 

Work in a noisy work environment   

Work in a crowded office   

Feel comfortable with the amount of private time you have in your   
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Yes 
A 

Challenge 

 
No 

Not a 
Challenge 

work space 

Manage the physical demands (e.g., lifting, carrying)   

Find where you need and/or want to go within a place of work to 
complete job responsibilities 

  

Have no set place to work 
 

  

Meet physical demands of the job   

Other (specify: _____________________________________) 
 

  

Job relationships 

Obtain feedback from your supervisor/employer about how you 
are doing 

  

Communicate effectively with supervisor/employer    

Obtain the information you need from your supervisor/ employer 
to do your job  

  

Obtain the information you need from your co-workers to do your 
job  

  

Work together with co-workers on completing tasks   

Meet a co-worker for lunch (e.g., socializing, etc.)   

Take a break with co-workers   

Other (specify: _____________________________________)   

 
Are there any things you are worried about when you think about starting work or when you are going 

to work each day? 

 

 

 

 

Talk to your employment specialist about potential challenges you may face at work.  Remember, 
requesting an accommodation at work is your choice.  But if getting accommodations will help you 
become a better worker, discuss how you could approach your employer or potential employer to get 
the assistance you need.  
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Portfolio 
Unit F.1: Revised Career-Ed Plan 

         Your Career Entry Point                                                                                                                     Your Long Term Career and Educational Goal 

 

 

 

 

 

 

First Short Term Goals              Next Short Term Goals                       Next Short Term Goals         Next Short Term Goals 

 

Skills: 

 

 
Education/Training:  

 

 
Work-Related Experience: 

 

Dream Job:  

 

 

Educational Achievement:  

 

I will… 

My education/training:  

 

My work: 

 

 

My life: 

 

I will…  

My education/training:  

 

My work: 

 

 

My life: 

 

I will…  

My education/training:  

 

My work: 

 

 

My life: 

 

I will…  

My education/training:  

 

My work: 

 

 

My life: 
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