
A ToAsT, 
In ApprecIATIon of Your BusIness.

Here’s To You.

At Par Aide, we’d like to raise a paper 
cup to you, our valued customer. 
Because it’s your unyielding dedication 
to the course that inspires us to keep 
building the industry’s most innovative 
products. So from Par Aide, we 
salute all you do. Cheers. 

Par aide is a Proud sPonsor of 
MCCsa, GCsaa, The firsT Tee

and The Wee one foundaTion.

Wherever golf is played.
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PROFESSIONAL EMPLOYMENT PORTFOLIOS 
	
  

Portfolios can help you market yourself to employers by providing a visual representation of your education, 
experiences and skills. Contact the career development office for assistance in creating your professional 

portfolio. 
	
  

How do I start organizing a portfolio? 
 Keep in mind that portfolios are optional – it is up to you to 

decide if creating a portfolio will be an effective tool in your job 
search. 

 
 Decide which of your skills and experiences relate to the 

needs of the employer, and gather materials that will exhibit 
those skills and experiences. 

 
 Buy a 3-ring binder and a supply of plastic page covers to 

present your materials in a professional manner. 
 
 You may want to label different sections for ease of finding 

information in the portfolio. 
 
 Keep similar information together (e.g., put all the 

recommendation letters in one section). 
	
  
	
  
How do I share my portfolio with a potential employer? 

 Always bring your portfolio with you to interviews. 
 

   When an employer asks questions about your experiences, 
use your portfolio to support your responses. 

 
o For example, the employer might say, “I see that you 

worked at your school newspaper. What were your 
favorite writing assignments?”  Your response might 
be, “My favorite assignments included this health article 
(show article in portfolio) that required a lot of research 
and this creative writing piece (show article) that I wrote 
for a special edition.” 
 

 You may not have the opportunity to show your portfolio in an 
interview.  However, you can offer to send copies of the 
materials to the employer as a follow-up to the interview. 

o You can also offer to leave the portfolio for the employer 
to review at his or her convenience.  If you choose to do 
this, determine with the employer a day when you can 
stop by to pick up your portfolio.  Be sure to have back-
up copies of the materials in case the portfolio is 
misplaced. 

	
  

Portfolio	
  Contents	
  
	
  
Consider	
  including	
  the	
  items	
  listed	
  
below	
  in	
  your	
  portfolio:	
  
	
  

 Copy	
  of	
  your	
  resume	
  
	
  

 Copy	
  of	
  your	
  transcript	
  
	
  

 List	
  of	
  experiences	
  that	
  
you	
  were	
  unable	
  to	
  fit	
  
in	
  your	
  resume	
  (i.e.,	
  
summer	
  jobs,	
  volunteer	
  
experiences,	
  
co-­‐curricular	
  activities)	
  

	
  
 Certificates,	
  awards	
  or	
  

honors	
  
	
  

 Certifications	
  for	
  
special	
  trainings	
  

	
  
 A	
  program	
  from	
  an	
  event	
  

you	
  planned	
  or	
  in	
  which	
  
you	
  participated	
  

	
  
 Samples	
  of	
  relevant	
  

papers	
  or	
  projects	
  
	
  

 Letters	
  of	
  nomination	
  to	
  
honors	
  or	
  academic	
  
organizations	
  

	
  
 Recommendation	
  

letters	
  
	
  

 Newspaper	
  articles	
  that	
  
address	
  some	
  
achievement	
  

	
  
 Internship	
  evaluations,	
  

summary	
  reports	
  or	
  
projects
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