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PROFESSIONAL
PORTFOLIOS

Creating a professional portfolio allows you to market your capabilities in job interviews or 
performance reviews with lasting visual impact. Anyone can claim they have done 
something or have certain experience, but a real work sample with a brief explanation of 
what the project was, your role in it, and the final outcome is proof.

A professional portfolio will differentiate you. As an employee, you can use this tool to 
showcase your accomplishments and work quality at annual review time. As a job seeker, 
it reinforces the information you share during the interview and makes you easier to 
remember after the interview concludes.

Develop a professional portfolio of work samples before you need it!

Use your resume and work history to make a list of all of the types of 
work samples you may want to include in your professional portfolio.

Search through old files – print and digital – to see what you may have saved. 

Make a list of all of the training and education you’ve completed, including attending 
training classes offered internally, external conferences or seminars, degrees, 
certifications, licenses, etc. 

Brainstorm a list of the volunteer, charity, non-profit, or community-related 
activities you’ve been involved in individually or through work engagements.

If you don’t have prior work samples, remake some. It’s not hard to 
recreate a sample invitation, a simple presentation, a writing sample, 
or a travel itinerary. 

Always make a copy of your original documents before redacting 
sections for sharing with others. 

Showcase your work samples or community involvement by bringing them up to P.A.R. 
Describe the Project/Problem. Identify the Action you took. Highlight the Results. 

Think of your professional portfolio as a career archive. Create a master binder with 
all of your work samples and documents in one place. Then pull from the master 
binder to customize a showcase binder for each specific use.

Use your professional portfolio to spotlight your skills and accomplishments during 
your annual performance review, interviews, and anytime you need to educate a 
new team member on how you can work better together.


