
Tips for Building Your Portfolio  

  What is an Electronic Employment Portfolio?  
 
A	portfolio	is	generally	used	as	a	term	to	describe	a	culmination	of	a	student’s	or	employee’s	work	
throughout	a	period	of	time,	and	it	is	used	to	evaluate	an	individual’s	performance	at	work	or	in	school.	
For	a	professional,	portfolios	are	used	in	conjunction	with	cover	letters	and	resumes	in	the	job	
application	process.



	
Portfolio	Contents	
The	contents	of	your	portfolio	should	showcase	your	best	work.	The	table	below	provides	examples	of	
various	artifacts	you	can	include	in	your	portfolio2.	
	
ARTIFACT	GENRE	 ARTIFACT	SAMPLE	
Business	and	Professional	Writing	 Memos,	letters,	resume,	annual	reports,	

marketing	materials,	proposals,	newsletters,	style	
manuals	

Technical	Writing	and	Documentation	 Edited	texts,	table/charts/graphs,	training	
materials,	user	guides,	software	documentation,	


