Portfolio Grade Sheet

Use this as a guide to make sure your portfolio is in order and meets the “Professional” Benchmark!

	Pre-Section
	Professional/Meets

Criteria                       5
	More Focus Needed

Out of order                 2.5           
	Unprofessional/Missing

Many errors                0

	Cover
	Professional Look
	Cartoonish
	Out/ In “As Is”

	Spine
	Correct Spacing
	Cramped Spacing
	Out/ In “As Is”

	Mission Statement
(Sheet Protector)
	Error Free –

Centered on page 
	Contains errors, is

not clear – centered
	Out/ In “As Is”

	Personal Quote
(Sheet Protector, Back side of Mission Statement)
	Professional
	Incorrect format
	Out/ In “As Is”

	Resume
	
	
	

	Cover Letter (Sheet P.)
	Corrected errors
	Corrected most
	Out/ In “As Is”

	Resume (Sheet P.)
	Corrected errors
	Corrected most
	Out/ In “As Is”

	References (Sheet P.)
	Corrected errors
	Corrected most
	Out/ In “As Is”

	Job Application (Manual)
	Completed
	Partially complete
	Out

	Skill Certificate
	
	
	

	Skill Certificate (Sheet P.)
	I will give this to you
	upon completion of the 
	course!

	Workplace Experience
	
	
	

	Job Shadow Report
	Corrected errors
	Corrected most
	Out/In “As Is”

	Thank You Letter
	Corrected errors
	Corrected most
	Out/In “As Is”

	Employability Essentials for Success
	
	
	

	Clerical Employment Test
	
	
	

	Office Safety WS & P.P.
	Neat
	
	Out

	Cover Letter  & Resume Questions
	In
	
	Out

	“Measure of Job Success”
	In
	
	Out

	“Rate Your Mate”
	In
	
	Out

	Other
	
	
	

	Component % Report on your company with…
	Corrected errors
	Corrected most
	Out/In “As Is”

	Its Balance Sheet and
	In
	Messy
	Out

	Its Income Statement
	In
	Messy
	Out

	Excel Worksheet
	Corrected errors
	Corrected most
	Out/In “As Is”

	Excel Income Statement
	Corrected errors
	Corrected most
	Out/In “As Is”

	Excel Balance Sheet
	
	
	

	Awards (Extra Credit)
	In
	Optional – extra credit
	Out


THIS IS WORTH 110 POINTS!  I WILL CHECK PORTFOLIOS ON _____________
Points Earned:
            /110

Notes:







