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Portfolio Guidelines 
 

Program: _______________________ 
Northern New Mexico College 

 
 

WHAT ARE PORTFOLIOS? 
 
A portfolio is an organized, goal-driven documentation of your growth and competence 
in ___________. It is a collection of documents that provides evidence of the wide 
range of knowledge, skills, competence, and confidence that you possess as a growing 
professional.  
 
There are two kinds of portfolios that you will develop: a working portfolio and a presen-
tation portfolio. A working portfolio is characterized by your ongoing systematic collec-
tion of work. It is developed from the early stages of the program. In your last semester, 
you will develop a presentation portfolio by narrowing your collection to best samples of 
work. 
 
What is a working portfolio? 
 
A working portfolio is a work in progress measured against the ___________ learning 
outcomes. A working portfolio is always larger than a presentation portfolio. It contains 
versions of documents you have selected to display your professional growth. Working 
portfolios can be stored in a combination of notebooks or even boxes. 
 
What is a presentation portfolio? 
 
A presentation portfolio is measured against all of learning outcomes of the 
___________ program. It demonstrates your professional competence. It is selective 
and streamlined. It is for helping you get a job.  
 

 
THE WORKING PORTFOLIO 

 
How do I organize my portfolio? 
 
Many professional organizations have set professional outcomes that offer frameworks 
for organizing your portfolio. They are all attempts to reflect the knowledge, skills, and 
dispositions that define excellence in ___________. We have designed the Portfolio 
Guidelines to be organized around the program learning outcomes at Northern, which 
are a synthesis of professional goals from a wide range of sources. 
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What evidence should I include in my portfolio? 
 
You will need to include artifacts that demonstrate that you have met each learning out-
come. An artifact is concrete evidence of knowledge that is gained, skills that are mas-
tered, values that are clarified, or dispositions and attitudes that are characteristic of 
you. Artifacts by themselves do not prove the attainment of knowledge, skills, or disposi-
tions, but they provide indicators of achieved competence. The same artifact may 
document more than one learning outcome. In the working portfolio, you will collect 
many artifacts. In preparing your presentation portfolio from the working portfolio, you 
will select for each goal only those artifacts that represent your growth and very best 
professional work.  
 
Who are the audiences for my portfolio? 
 
The audience for your working portfolio will be the faculty at Northern. The audience for 
your presentation portfolio includes future employers. Most importantly, the portfolio 
provides you, its author, with accurate information of your professional development and 
growth. 
 
How do I start? 
 
The working portfolio will contain many kinds of artifacts. Some will be large. You will 
have to decide how you want to house your artifacts. This portfolio needs to be easily 
accessible, expandable, and organized. You may want to use a large file box. You can 
put all your artifacts in one box, with files dividing it into sections. You can use several 
smaller boxes, one for each semester or even for each learning outcome that you are 
documenting. Other options are to use large notebooks that can be divided into sections 
or a file drawer in a cabinet that has plenty of space for several folders. 
 
How do I document the program learning outcomes? 
 
Your portfolio needs to document that you have met each learning outcome. Thus, or-
ganize your portfolio in such a way that these outcomes are easily identified. If you are 
using a file box or expanding file for your working portfolio, create a file or section for 
each outcome. You may want to color code the files. If you are using a notebook, in-
clude tab pages for each outcome, dividing your portfolio into as many sections as there 
are outcome. 
 
Make your file box, cabinet, or notebook with its tabs and start putting examples of class 
assignments and other artifacts in these categories right away. You will want to see if 
there are outcomes for which you do not have artifacts. Whenever you have assignment 
choices, such as research papers to write or projects to complete, think about the out-
comes you need to work on. Consider how you can make this assignment your "missing 
outcome."  
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Writing reflective abstracts. 
 
What you include for each outcome in the working portfolio is not as important as why 
you chose it. For this reason, for each artifact you need to write an abstract that an-
swers: 
 • What is the artifact about? 
 • Why did you include it? and 
 • What does the artifact show about what you have learned? 
 
 

THE PRESENTATION PORTFOLIO 
 
Use a container that works for you. 
 
When the portfolio is complete, you want your reader to be able to open and read it 
without struggling with pages, binders, or pockets. Therefore, use a container that is 
large enough to house all your documents. Generally, large three-ring binders are fine. 
Color is not important; neatness is. Browse through an office supply store for your note-
book. Pockets for storage of electronic documents are also available and can be in-
serted easily in most types of notebooks. Do not use notebook that is too big, or your 
portfolio will look empty. 
 
Be selective in choosing artifacts. 
 
As with the working portfolio, you will gather artifacts that document your abilities for 
each learning outcome. However, most reviewers do not have a great deal of time to 
review portfolios. You must be selective in what you choose to include. One or two arti-
facts in each section is all you need. Choose artifacts that exemplify the type of position 
you are seeking. Select as many examples of your work appropriate to that position as 
possible. 
 
Again, include reflective abstracts. 
 
Readers of your presentation portfolio will not know why you included the artifacts that 
you included. For this reason, you need to include a rationale, or reflective abstract, for 
each artifact in the notebook. Create a brief statement explaining your justification for 
including this artifact in the portfolio for this particular outcome. 
 
Present your artifacts professionally. 
 
The presentation portfolio represents you as a professional – often in your absence. 
You will want to make sure your first impression is a good one. Therefore, carefully con-
sider all that goes in this notebook or file. Spelling and grammar be error-free. All the 
work must be word-processed. You may wish to add artwork, photographs, or famous 
quotations. You can also be creative with the cover of your portfolio. Whatever you do, 
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keep things simple. The overuse of photographs or decorated pages may detract from 
the professionalism of your documents.  
 
Have an introductory, personal data section. 
 
At the beginning of your presentation portfolio, in a well-marked section, include impor-
tant introductory documents. These include: letter of introduction, resume, letters of rec-
ommendation, transcripts, certification information, and philosophy statement. 
 
 

PORTFOLIO RUBRIC 
 
Criteria for assessing the Working and Presentation Portfolios. 
 
Both your working portfolio and presentation portfolio will be assessed by the faculty at 
Northern according to the rubric provided below. The rubric works from three criteria: 
content, organization, and voice. Keep the criteria in mind as you assemble both types 
of portfolios.  
 

 3 
Excellent: above and be-
yond the minimal accept-
able standard(s) 

2 
Acceptable: meets minimal 
acceptable standard(s) 

1 
Needs improvement: 
underdeveloped; does not 
meet minimal acceptable 
standards 

Content The portfolio has a cover 
page, resume, transcripts, 
philosophy statement, and 
other meaningful artifacts that 
show what kind of employee 
student wants to become; 
gives evidence of ownership; 
and contains few if any spell-
ing or grammar errors. The 
resume and philosophy 
statement are comprehensive 
and error free.  

The portfolio contains accept-
able content, including most - if 
not all - of required contents 
spelled out in "3", but does not 
give insight into the candidate’s 
knowledge, skills, or disposi-
tions; contains some grammar 
and spelling errors that do not 
affect the overall project. Re-
sume is lacking one or two 
essential sections. Philosophy 
statement addresses central 
question but wanders; has dis-
tracting errors of conventions. 

The portfolio does not include 
minimal content and informa-
tion about the candidate; there 
are major pieces missing; arti-
facts contain distracting gram-
mar and/or spelling errors. Re-
sume does not meet minimum 
acceptable standards. Philoso-
phy statement does not ad-
dress central question; has a 
preponderance of distracting 
errors. 

Organization The portfolio has a clear or-
ganizational scheme; has a 
cover page; is labeled; has 
tabbed sections and short 
"what & why" abstracts for 
each artifact; and contains a 
logical flow to the sections. 

The portfolio has minimally 
acceptable organizational 
schemes but is missing two or 
more of the criteria for excel-
lence. 

The organization of the portfo-
lio is not transparent or com-
prehensible; artifacts are not 
summarized and appear at 
random. 

Voice The portfolio offers a thorough 
sense of student's knowledge, 
skills, and dispositions related 
to learning outcomes and her 
or his own personal experi-
ence; the project is grounded 
in student's voice. 

The student’s voice is not 
consistent; the portfolio 
contains knowledge, skills, and 
dispositions but without great 
depth, individuality, or unique-
ness. 

The student’s voice is absent; 
there is little or no evidence of 
personal ownership in the pro-
ject. 
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ARTIFACT POSSIBILITIES 
 
Assessments 
Assessments developed in the program: quizzes/tests, performance-based assess-
ments, observation assessments, and/or self-assessments.  
 
Autobiography 
This artifact can show why you chose to become a ___________. 
 
Awards and certificates 
From throughout your academic and work-related career. 
 
Case studies 
An in-depth examination of a particular situation. Generally, case studies are long. You 
may need to provide only part of it. Your knowledge of ___________ as well as your 
observation skills may be displayed with this kind of artifact. 
 
Evaluations 
These offer powerful evidence of your on-the-ground abilities in ___________.  
 
Goal statements 
Your aims, interests, and needs as they relate to your personal philosophy. These 
statements spell out what you want to be, and why. 
 
Interviews 
Interviews can display a variety of information. An interview with a  ___________ might 
relate important information about ___________. Another interview might offer impor-
tant insight into ___________. Still another interview might shed light on the challenge 
of ___________. 
 
Journals 
Personal writing that you have kept over time. You will probably want to highlight spe-
cific sections of the journal that addresses a program learning outcome. Make sure that 
the dates and times of the journal are provided, but not necessarily the names of per-
sons mentioned, which ought to be confidential. 
 
Meetings and workshops 
Agendae, notes, handouts, or assignments from meetings or workshops that relate to 
one of the learning outcomes. You can include a reaction essay to the event, or even 
lesson plans that incorporate suggestions from it. 
 
Observation assessments 
Feedback from a supervisor or mentor. These offer concrete evidence of your skills in a 
number of areas: ___________. 
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Peer critiques 
Formal and informal observation assessments by your peers. These could include 
feedback provided by fellow students in one of your classes.  
 
Philosophy statement 
A statement of your philosophy on ___________. Make the statement clear and con-
crete. It should include your most essential beliefs about ___________. Do not include 
jargon. Be sure that the statement is free of spelling and grammar errors, as it is an es-
sential part of the presentation portfolio. 
 
Pictures and photographs 
Photos that show your skills in action. 
 
Professional development plans 
A statement of your short- and long-term goals for professional growth. This could in-
clude goals for increasing knowledge about and improving your skills in a specific area, 
such as ___________. 
 
Professional organizations and committees list 
A description of organizations and committees that have influenced your knowledge and 
skill in ___________. Include a membership card, letter of acceptance, or activity pro-
gram. Such memberships show that you seek out alternative and creative ways for 
growing and improving as a ___________. 
 
Professional readings list 
An annotated list of influential readings. This list describes books, chapters, articles, and 
other materials that have had a major impact on you professionally and personally. Your 
commitment to ongoing learning is demonstrated with such an artifact. 
 
Projects 
Any assignment that involves problem solving, group or individual presentations, creat-
ing materials, or researching information. The documentation possibilities depend on 
the project, and are open-ended.  
 
References 
Statements or assessments by others on your work skills and personal qualities. These 
are letters written by instructors, mentors, and others who know you personally as to 
your competence and confidence as an ___________. In your presentation portfolio, 
you will want to include references in the introductory section of the notebook. 
 
Research paper 
A research paper that you have written in a class at Northern or elsewhere. The content 
of the paper should connect clearly to one or more of the learning outcomes. It could 
highlight your general academic knowledge, or your knowledge of a specific content 
area. 
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Self-assessments 
Assessments, observations, surveys, and notes on your own growth as a ___________ 
professional.  
 
Subscriptions 
A list of professional journals and magazines to which you subscribe. Include a copy of 
the cover of the journal, along with an address label showing your name. Also describe 
ideas that you have gotten from the journal, and how they have been helpful.  
 
Volunteer experiences 
A list of volunteer experiences related to ___________. 
 
 
 
 
 

 
 


