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Career Portfolio Guidelines 

Assume you are trying to find a new (or first) job for when you graduate from high school. 
You know that some of your employment resources, such as your cover letter and your 
elevator pitch, should be personalized for each job opportunity. So, the first step is to choose 
which career you have in mind for your future. 

List the career you’ve selected: 

               

               

Part 1 Job Application: 

Find a job in your interested related fill and fill out their job application.  

Hints 

 Write legibly if hand-printing the information 
 Keep in mind the specific job you’re applying for 

 

Part 2 Resume and Cover Letter: 

You will want to attach a resume and a cover letter to your job application. Create a resume 
and cover letter. See attached resume check list and samples. 

Hints 

 The value of proofreading cannot be overstated; both documents should be error-free 
 Tailor your cover letter for this specific job, and use your teacher’s name as the “hiring 

manager” 
 

Part 3 LinkedIn Profile: 

You will want your digital profile to be in tip-toe shape both for this potential employer as well 
as anyone else who may be hiring. You may also choose to use LinkedIn for networking and 
finding job opportunities. Create a LinkedIn portfolio. 
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Hints 

 Be sure to check with your teacher on whether you should do this on paper or on the 
website 

 Remember that LinkedIn profiles can be seen by anyone, so you should not focus it SO 
narrowly on the specific job you are applying for. 
 

Part 4 Elevator Pitch: 

When you walk into the business to submit your application, resume, and cover letter it is 
always a good idea to ask for the hiring manager. If they are not available, ask for the 
highest-level supervisor available at that time. You don’t want to just hand them your 
paperwork and walk away. It is important to prepare a short 30 second elevator pitch to sell 
them on why you are the right individual for the job. 

Option 1: Write out your pitch in error-free grammar and punctuation 

Option 2: Script, practice, and then video record yourself making your elevator pitch. 

Option 3: Script, practice, and then prepare to make your elevator pitch live to your teacher. 

Hints 

 Remember the entire pitch should take no more than 30 seconds, so you only need a 
few sentences. 

 If you are using Option 2 or 3, body language matters!  
 

Part 5 Interview: 

Success! You have been called for an interview at the job you applied for. This is your main 
chance to land your dream job! Now it’s time to prepare for the big interview! 

Part A: Answer the sample interview questions attached. 

Part B: Prepare at least two follow up questions that you want to ask the interview 
panel. It is important to be prepared to interview the company panel and make sure it 
is a good fit for you as well. 

Part C: Now that you have practiced answering the questions, have your instructor or 
classmate ask you the questions and practice. 
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Hints 

 Preparation is key for acing an interview! 
 Remember, body language matters! 

 

Part 6 Follow up: 

Now that the interview is over, it is time to do follow up so you can stand out as a candidate. 

Options 

 Send a thank you note to the interviewer. This can be a handwritten notecard, typed 
letter, email or what other why you think would be appropriate. 

 Give the interviewer a phone call after a week to follow up if you have not heard from 
them. 
 

Part 7 Work Samples: 

It is important to have samples of the work you have created. Include: 

 At least 3-4 photos of work you have created 
 Written description of work samples 

 

Part 8 References: 

Include at least three references that can vouch for your hard work and determination in the 
career you are choosing. Must include phone number, email address, and how you know 
them. 

Part 8 Presentation: 

Compile all 8 items into a binder and submit to your teacher for grading. 
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Sample Resume 
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Resume Building Checklist 

Career Objective: Write a sentence or two on what your goal is for your career.  

 

Core Qualifications: List skills and/or tools that you are qualified and confident using. Think of all the 
construction skills you learned during your BITA courses that qualify you for an entry level construction 
job. 

o Proficient in using a tape measure 
o List knowledge of hand and/or power tools 
o Reading blueprints 
o CAD 
o Installing __________________ 
o Building a shed 

Experience: List any experience you may have with real-life construction. 

o Design build 
o Skills USA  
o CREATE 
o Help your family member build something at home (ex: a fence, put tile in, etc.) 
o Internship 

Education: 

o High school 
o What BITA classes you took (example BITA 1-3 or BITA 1 &2) 
o Year you graduated 
o GPA 

Certifications (if any): 

o OSHA 10 
o NCCER Certification  
o Pro Core  

References 

o List your BITA instructor name, email and telephone. Make sure you let them know you are 
using them as a reference.  

o List anyone who has hired you in the past i.e. babysitting or side-work in the yard  
o List personal references who can speak to your character i.e. neighbor or a coach  
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Sample Cover Letter 
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Sample Interview Questions  

 

1. Tell me about yourself. 

 

2. What are your strengths? Your weaknesses? 

 

3. Tell me about this (class / internship) I see on your resume? 

 

4. What are your longer-term career goals (or where do you see yourself in 5 or 10 
years)? 

 

5. Why are you interested in this role? 

 

6. What do you know about our company? 

 

7. How has your internship experience prepared you for the position you’re applying to? 
 
 

8. What classwork has best prepared you for this role? 

 

9. How would your past professors or managers describe you? 
 
 

10. Give me an example of a time when you worked on a team. What was your role? 
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Career Portfolio Rubric 

 Criteria Points Notes 

Job Application 

Filled in all parts, 
thoughtful responses, 
wrote neatly, 
responses related to 
job applying for 

 
/25  

Resume 
Includes experience, 
certificate, clear and 
organized, no grammar 
and spelling mistakes 

/25  

Cover Letter 
Address desired job, 
expresses why 
interested, no grammar 
and spelling mistakes  

/25  

LinkedIn Profile 
Created, reflects self, 
connected with 
friends/instructors 

 
/15 

 
 

Elevator pitch 
Pitch is written out, 
grammar free, sells 
yourself to employer 

 
/15 

 
 

Interview 
Answers all questions, 
thoughtful response, 
includes questions to 
ask employer 

 
/25  

Follow up (thank you 
card) 

Wrote a thank you 
note to employer, 
grammar free, 
thoughtful and genuine 

 
/10  

Work samples 

Includes minimum of 3 
work samples (photos), 
includes a written 
description of work 
sample 

 
/25  

References 
Includes at least three 
references with email, 
phone number and 
how you know them 

 
/15  

  
Total:  

 
/180 
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