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	Checklist of elements that make up a typical portfolio, to see if you can provide the following samples/examples for various sections of yours:

	
	

	
	

	Overview/Contents list
	Notes/Comments

	Personal introduction letter (and photograph)
	 FORMCHECKBOX 

	     

	Opening one-page summary/chronology of your career so far (brief CV)
	 FORMCHECKBOX 

	     

	Personal goals (form of ‘mission statement’)
	 FORMCHECKBOX 

	     

	List of your key skills/strengths (can be business, interpersonal, creative, technological etc.)
	 FORMCHECKBOX 

	     

	Material/documents to demonstrate these skills in practice
	 FORMCHECKBOX 

	     

	List of your main achievements (can be projects, courses, problems solved etc.)
	 FORMCHECKBOX 

	     

	Material/documents to demonstrate these achievements
	 FORMCHECKBOX 

	     

	Educational and training experience and awards/certificates 
(with evidence)
	 FORMCHECKBOX 

	     

	Employment experience/range of tasks (with evidence)
	 FORMCHECKBOX 

	     

	Informal, voluntary and community activities (with evidence)
	 FORMCHECKBOX 

	     

	Questions and Answers – anticipate typical interview questions and set out 
your position
	 FORMCHECKBOX 

	     

	References and testimonials, letters/emails of thanks/appreciation, evaluations/appraisals
	 FORMCHECKBOX 

	     

	Website to link to, for digital samples/examples of your skills or achievements.
	 FORMCHECKBOX 
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