
Career Portfolio Checklist 

 
The goal of the “Career Portfolio” will be career exploration and preparation. Students will explore careers by 

completing interest surveys and hearing from career professionals. They will also prepare for and possibly complete 

career-related experiences while in high school (e.g., internships, teaching assistantships, and career training 

programs), as well as reflect on their experiences and create a post-secondary plan (i.e., college and work). Through 

these activities students will create useful documents and products that will become part of their “career portfolio,” 

including a resume, cover letter, reflections, and personal website. Completion of these activities will be primarily 

led by the Career Counselor, with help from College & Career Center interns, teachers, and guidance counselors. 

The list of required activities are in the below table, along with a column to note when it is completed. 

 

This “Career Portfolio” can become part of a student’s Senior Capstone Project if desired. Please see the capstone 

guidelines for details. 

 

Date 

Completed 

Activity Description 

 1. Meet Your Career 

Counselor 

Meet the Career Counselor for your academy: 

 Sharon Sudusky: BFA & LPS 

 Melanie Bauer: IADAS & HCS 

 

In this one-on-one meeting students will meet their Career Counselor, 

become acquainted with the list of “Career Portfolio” activities they are 

required to complete, sign up for the College & Career Center's 

Remind101 account, and be introduced to  the College & Career 

Center’s website and list of career-related opportunities. 

 

 2. Complete a Career 

Interest Survey  

(Naviance task called 

“Cluster Finder” 

survey) 

Answer a series of questions related to students’ preferred activities and 

school subjects as well as their personal qualities. Obtain results about 

which careers may be a good match for them. Read more about these 

careers, such as the skills/training required to obtain them, and “save” 

those careers/fields they are interested in. 

 

 3. Watch Interviews 

with Career Leaders  

(Naviance task called 

“Roadtrip Nation”) 

Listen to pre-recorded interviews from leaders in a variety of 

professions that interest them (video lengths are 5-10 minutes each). 

Complete a reflection survey on their favorite video to evaluate the 

career path of the video speaker and think about students’ own futures. 

 

 4. Attend a Career 

Day 

Hear from speakers in-person from a variety of careers that interest 

students. Find out about how professionals turned their passions into a 

career. Also learn about their job title, required education/training, 

career trajectory, etc. *Career Day occurs in October for seniors (“Your 

Future, Your Choice”) and in April for the entire school. 

 

 5. Research & Apply 

for Opportunities 

(Naviance task called 

“Researching Careers 

in the Jobs 

Handbook”) 

Search through the US Department of Labor’s Jobs Handbook, 

exploring careers they are interested in and learning about the career 

duties/tasks and required education/training. Then, they will search on 

the College & Career Center website and elsewhere online to find 

career-related opportunities they are interested in, and apply for them! 

They will also become acquainted with online job prep resources. 

 



 6. Create a Resume 

(Naviance task) 

Work with the Career Counselor one-on-one to create a resume. Learn 

how to present skills and past experiences in a professional format, and 

create a document that can be used to apply for jobs and other career-

related experiences. 

 

 7. Create a Cover 

Letter  

(and Update 

Resume) 

When an internship opportunity is identified that a student would like to 

apply to, and it requires a cover letter, the student and Career Counselor  

will meet to create one. They will also spend a short time updating their 

resume to ensure it is tailored to the identified opportunity. *If no 

application requires a cover letter, the student will create a sample cover 

letter for their ideal job. 

 

 8. Prepare & 

Perform an 

Interview 

Prior to an interview, students will meet with the Career Counselor to 

learn about common interview questions and practice their responses. 

They will also generate questions for the interviewer, talk about how to 

dress and present themselves, and learn how to write a thank-you letter. 

*If no interview is required, the student will prepare for and participate 

in a mock interview with the Career Counselor. 

 

 9. Write a Thank-

You Letter 

After each interview, students will independently write a thank-you 

letter and send it to their interviewer. The Career Counselor will be 

available to review the letter prior to sending, if the student wishes. 

 

 10. Participate in an 

Internship, Job, 

and/or Career 

Training Program 

A primary goal of the portfolio will be for students to be hired and 

participate in an internship/career experience. The weekly time 

commitment and duration of the career experience will vary, but in 

general will last about two months (working 2-3 times per week, 2-3 

hours each time). However, some may be much longer. 

 

 11. Regular Check-

Ins 

When students are applying for and/or participating in a career 

experience, they should plan to check in with the Career Counselor 

about once a week or once every couple weeks. At these check-ins they 

will follow up on scheduling interviews, chat about progress in the 

experience, and look for other opportunities to apply for. 

 

 12. Reflection 

(Naviance task called 

“Internship Reflection 

Survey”) 

After completing a career experience, the student will spend a short time 

reflecting on it. They will answer questions about their 

responsibilities/duties during the experience, what they learned, their 

favorite part, whether they would like to pursue a career in the field, and 

if they would recommend the experience to other students. *If a student 

does not complete a career experience, they can reflect on how other 

career-related experiences that they had during the year influenced and 

prepared them for their future. 

 

 13. Personal Website After completing a resume, students will create a personal website 

highlighting their experiences. They will include their resume content 

on the website, class projects, and pictures and/or videos that 

supplement their skills and experiences. They will then add a link to this 

personal website on their resume. 

 

 


