Name________________________________   1B Block   Date___________
Occupational Child Care Guidance
Career Portfolio 

Directions:    

1. All of the following will be included in your career portfolio.

a. A sample application form, neatly and thoroughly filled out

b. A cover letter

c. Your resume with job objective stated (this can be for a real job you are seeking or you can make one up but it must match your current qualifications and skills)

d. Interview worksheet

e. Paragraph describing what a good work ethic means

2. The above documents should be stapled together with this page attached on top in the following order. Fill in your name, class, and date.  Your portfolio should look neat and professional. Everything should be typed except for your application form.

RUBRIC

5 =
excellent

4=
good

3=
needs some improvement 

2=  
needs much improvement 

1=  
poor 

0= 
work is missing

	Criteria
	Points 

Possible
	Points 

Earned

	Career Portfolio Rubric is attached on top will all other items in order as listed below
	  5
	

	Application is neat and thoroughly filled out
	20
	

	Cover letter is well written and shares information that the resume does not include
	20
	

	Resume 

· States job objective

· Has complete information

· Is error free

· Adequately highlights education, skills, work experience
	  5

10
  5

10
	

	Interview worksheet has correct and good answers
	15
	

	Work ethic paragraph 
	10
	

	Total Points
	100 points
	


