Introduction to Business and Communication

Final Project

Digital Portfolio
You will create a digital portfolio, meaning you will create a web site similar in nature to any portfolio you would present in a job interview setting.  Instead of creating the portfolio on paper and placing the work in a binder for display, you will create and post a web site on the World Wide Web.
Follow this link to find additional resources to help you complete this project:
http://centennial.kernhigh.org/VE/dp_requirements.htm
Your digital portfolio will contain the following elements:
Home Page: 

· Your Name 

· Your Photo 

· Introductory Paragraph - Introduce yourself and tell the reader the purpose of your portfolio.  Remember, this is a professional portfolio.  Your writing style must be reflective of a professional portfolio.

Academics:
The Academics page of your Digital Portfolio is where you provide information concerning your academic performance and future goals.  Academic highlights should include:

· Academic Institution:  Name and location of academic institution you are currently attending 

· Academic Achievements:  Include GPA, CP/GATE/AP program, CSF, or other academic honors 

· Academic Programs: List and briefly describe any special academic programs in which you are, or have been, involved (i.e., We the People, Forensics, EAOP, Gear-up, Leadership Courses, TA work, etc).  Provide a sentence or two that explains the benefits you received and the skills that you acquired from your experience, and how those benefits/skills transfer to the career/work world. 

· Academic Goals:  Discuss your academic goals for the remainder of your high school years. 

· Extra-Curricular Activities:  List and briefly describe any extra-curricular activities in which you are, or have been, involved.  Provide a sentence or two that explains the benefits you received and the skills that you acquired from your experience, and how those benefits/skills transfer to the career/work world. 

Skills and Abilities:
The Skills and Abilities page allows you to brag about you!  This section of your portfolio will discuss the various skills, abilities, and qualities that you possess and that an employer may find valuable for an employee.  DO NOT make a bulleted list of the various qualities that you possess.  Any skill or quality that you choose to highlight must be placed in a sentence or two that explains how the skill or quality was used/expressed. 
Resume:
Your Resume is a snapshot of your work and educational experience.  Its use is two-fold:

· Employers:  A potential employer uses a resume to determine if the applicant's qualifications and experience meet the expectations of the job position.  It is used as a screening tool prior to scheduling an interview. 

· Applicants:  A job applicant uses a resume to highlight his/her work experience, educational experience, and skills and/or abilities.   

Basic resume content: 

· Objective:  The objective of the resume (i.e., Specific: "To obtain the position of Human Assistant with Universal Connections," or General:  "To obtain a cashier position") 

· Skills and Abilities:  Briefly describe any skills and/or abilities that pertain to the job you are seeking 

· Experience:  Work and/or volunteer experience 

· Education:  Scholastic programs that make a positive impression (i.e., College Prep, GATE, AP, Honors); GPA and class rank 

· Interests:  Interests that pertain to the job you are seeking 

· References:  List 3 references (name, job title, phone number) or state "References supplied upon request."  You may also list your references on a separate sheet of paper rather than including them on your resume. 

Achievements:
The Achievements page of your Digital Portfolio is a place for you to highlight your various achievements.  List and briefly describe each of your achievements.   

Achievements may include:

· Academic Awards 

· Advanced academic program - GATE, AP, Honors 

· Scholarships 

· SAT scores 

· Associate Student Body (ASB) elected position 

· Cheerleader 

· Sport Captain 

· Eagle Scout 

· etc. 

Interests:

The Interests page of your Digital Portfolio is a place for you to share your interests and activities outside of academia.  Many employers are concerned about the overall welfare of their employees and like to know that an employee knows how to balance work with personal life.  

Interests may include:

· Hobbies 

· Recreational Activities 

· Sports 

· Religious Activities (Bible Club, Christian Youth Leadership, etc.) 

· etc

Experiences:

The Experiences page of your Digital Portfolio is a place for you to highlight life experiences that reflect leadership abilities, cultural experiences, and/or other experiences that reflects a learned skill, ambition, conviction, diversity, etc..

Experiences may include:

· Leadership workshops 

· Camp Keep counselor 

· Missions trip 

· Etc. 

Goals:

The Goals page of your Digital Portfolio is a place for you to share your goals for your future.  Employers want to know about your short-term (less than five years) and long-term goals (five years or more).

Goals must include:

· Educational Goals 

· Career Goals 

and may also include:

· Personal Goals 

Work Samples:
The Work Samples page of your Digital Portfolio is a place for you to showcase samples of your work.  

Work Samples may include:

· Advertisements 

· Newsletters 

· PowerPoint presentations 

· Excel spreadsheet 

· Art 

· Writing Samples 
· Math Samples
· etc. 

Requirements:  You must create a separate page for each work sample, complete with functional hyperlinks.  

· Create an Work Sample Overview page that provides 

- the name of the sample

- a good description of the sample

- a hyperlink to the sample 

· Create a separate page for each work sample 

- provide a screenshot of the sample

- provide information about the sample that explains the screenshot

- provide a link back to the Work Sample Overview page

Screenshots may prove to be useful when showcasing work samples.  To capture a screenshot:

1. View the screen you wish to capture.  Make sure that the information you wish to capture is in view. 

2. Simultaneously hold down the ALT and Print Screen buttons.  (This will copy the screenshot to your clipboard.) 

3. Paste the screenshot into the desired place. 
