
Steps for Success

Introduction

Are you ready to take the next step in your career? Do 

you  have  valuable  skills  and  experience  that  you've 

gained outside of a traditional classroom setting? If so, 

then portfolio assessment may be the perfect way for 

you to earn college credit and advance your career.

Portfolio  assessment  is  a  process  of  evaluating  your 

prior  learning  and  experience  to  determine  if  it  is 

equivalent to college-level learning. This can be a great 

way to save time and money on your education, and it 

can also help you to get the credit you deserve for your 

hard work and accomplishments.

This book will guide you through the entire portfolio 

assessment  process,  from  start  to  finish.  You'll  learn 

how to:
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 Identify your relevant learning experiences

 Document your learning

 Create a compelling portfolio

 Present your portfolio for assessment

 Use your portfolio to advance your career

Whether you're looking to complete a degree,  earn a 

certification, or simply advance your career, portfolio 

assessment  can help  you to  achieve  your  goals.  This 

book  will  provide  you  with  all  the  information  and 

tools you need to succeed.

So  what  are  you  waiting  for?  Start  your  portfolio 

assessment journey today!
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Book Description

Steps  for  Success is  the  complete  guide  to  portfolio 

assessment,  the  process  of  evaluating  your  prior 

learning and experience to determine if it is equivalent 

to  college-level  learning.  This  can  be  a  great  way  to 

save time and money on your education, and it can also 

help you to get the credit you deserve for your hard 

work and accomplishments.

This book will guide you through the entire portfolio 

assessment  process,  from  start  to  finish.  You'll  learn 

how to:

 Identify your relevant learning experiences

 Document your learning

 Create a compelling portfolio

 Present your portfolio for assessment

 Use your portfolio to advance your career

Whether you're looking to complete a degree,  earn a 

certification, or simply advance your career, portfolio 
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assessment  can help  you to  achieve  your  goals.  This 

book  will  provide  you  with  all  the  information  and 

tools you need to succeed.

In this book, you'll learn:

 The benefits of portfolio assessment

 The different types of portfolios

 How to create a portfolio that meets your needs

 How to present your portfolio for assessment

 How to use your portfolio to advance your career

With  clear,  step-by-step  instructions  and  real-world 

examples, this book will help you to:

 Save time and money on your education

 Get the credit  you deserve for your hard work 

and accomplishments

 Advance your career

Don't wait any longer to achieve your goals. Start your 

portfolio assessment journey today!
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Chapter 1: Preparation

Getting started: an introduction to portfolio 

development

Portfolio  development  is  a  process  of  gathering 

evidence  of  your  learning  and  experience  to 

demonstrate your skills and knowledge. It can be used 

for a variety of purposes, such as:

 Advancing your career

 Completing a degree or certification

 Getting a job

 Applying for scholarships or grants

 Documenting  your  learning  for  your  own 

personal or professional development

Portfolio development is a valuable tool that can help 

you to achieve your goals. It can help you to:

 Identify your strengths and weaknesses

 Set goals for your learning and development
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 Track your progress over time

 Showcase your skills and knowledge to others

Getting  started  with  portfolio  development  can  be 

daunting, but it doesn't have to be. By following these 

steps, you can create a portfolio that will help you to 

achieve your goals.

1. Identify your purpose. What do you want to use 

your portfolio for? Once you know your purpose, 

you can start to gather evidence that is relevant 

to your goals.

2. Gather your evidence. What  evidence  do you 

have  of  your  learning  and  experience?  This 

could include things like:

 Certificates

 Diplomas

 Transcripts

 Letters of recommendation

 Samples of your work
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 Awards

 Portfolios

3. Organize  your  evidence. Once  you  have 

gathered your evidence, you need to organize it 

in a way that makes sense to you and to others. 

You  can  do  this  by  creating  sections  in  your 

portfolio, such as:

 Education

 Work experience

 Volunteer experience

 Skills and knowledge

4. Write a narrative. In addition to your evidence, 

you should also write a narrative that describes 

your  learning  journey.  This  narrative  should 

explain how you have developed your skills and 

knowledge over time.

5. Get  feedback. Once  you  have  completed  your 

portfolio,  it  is  important  to  get  feedback  from 

others. This could include feedback from friends, 
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family,  colleagues,  or  a  professional  portfolio 

reviewer.

Portfolio  development  is  an ongoing process.  As  you 

learn and grow, you will need to update your portfolio 

to reflect your new skills and knowledge. By following 

these steps, you can create a portfolio that will help you 

to achieve your goals.
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Chapter 1: Preparation

Documenting  your  experience:  the 

importance of evidence

Documenting  your  experience  is  one  of  the  most 

important  steps  in  the  portfolio  assessment  process. 

This is because your portfolio is essentially a collection 

of evidence that demonstrates your learning and skills. 

Without adequate documentation, it will be difficult to 

convince assessors that you have the knowledge and 

skills that you claim to have.

There  are  a  number  of  different  ways  to  document 

your experience. Some common methods include:

 Resumes and CVs: Resumes and CVs are a good 

way  to  summarize  your  work  experience  and 

skills.  They  should  be  well-written  and  error-

free,  and  they  should  highlight  your  most 

relevant experience and skills.
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 Letters  of  recommendation: Letters  of 

recommendation  can  provide  valuable  third-

party  validation  of  your  skills  and  experience. 

They  should  be  written  by  people  who  are 

familiar with your work and who can attest to 

your abilities.

 Transcripts: Transcripts  provide  a  record  of 

your academic coursework and grades. They can 

be used to document your formal education and 

training.

 Certificates  and  licenses: Certificates  and 

licenses  provide  evidence  of  your  specialized 

knowledge  and  skills.  They  can  be  used  to 

document  your  professional  development  and 

training.

 Other  documents: In  addition  to  the  above, 

there are a number of other documents that you 

may be able to use to document your experience. 

These  could  include  things  like  performance 

reviews, project reports, and presentations.
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When documenting your experience, it is important to 

be  as  specific  and  detailed  as  possible.  Be  sure  to 

include dates, locations, and the names of people you 

worked with. The more information you can provide, 

the  easier  it  will  be  for  assessors  to  evaluate  your 

experience.

It  is  also  important  to  be  honest  and accurate  when 

documenting your experience. Do not exaggerate your 

accomplishments or claim to have experience that you 

do not have.  Assessors will  be able to tell  if  you are 

being dishonest, and this will damage your credibility.

Documenting  your  experience  can  be  a  time-

consuming  process,  but  it  is  an  essential  step  in  the 

portfolio  assessment  process.  By  taking  the  time  to 

document  your  experience  carefully  and  accurately, 

you can increase your chances of success.
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Chapter 1: Preparation

Understanding  the  portfolio  assessment 

process

The  portfolio  assessment  process  is  a  way  to  earn 

college credit for learning that you have gained outside 

of  a  traditional  classroom  setting.  This  can  include 

learning  from  work  experience,  volunteer  work, 

military service, or personal study.

To be eligible for portfolio assessment, you must have a 

portfolio that documents your learning. This portfolio 

should include evidence of your skills, knowledge, and 

accomplishments.  You  will  also  need  to  write  a 

portfolio  essay  that  explains  how  your  portfolio 

demonstrates your learning.

The portfolio assessment process typically involves the 

following steps:
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1. You  develop  a  portfolio  that  documents  your 

learning.

2. You  submit  your  portfolio  to  an  assessor  for 

review.

3. The  assessor  evaluates  your  portfolio  and 

determines if it meets the standards for college 

credit.

4. If your portfolio meets the standards, you will be 

awarded college credit for your learning.

The portfolio assessment process can be a great way to 

earn college credit for your learning. It can also help 

you to save time and money on your education.

Here  are  some  tips  for  success  in  the  portfolio 

assessment process:

 Start early. The portfolio assessment process can 

take time, so it is important to start early. This 

will  give  you  plenty  of  time  to  gather  your 

evidence and write your portfolio essay.
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 Be organized.  The portfolio assessment process 

can  be  complex,  so  it  is  important  to  be 

organized. Keep track of all  of your documents 

and deadlines.

 Get  help  from  others.  Many  colleges  and 

universities  offer  portfolio  assessment  services. 

These  services  can  help  you  to  develop  your 

portfolio and prepare for the assessment process.

 Be  confident.  The  portfolio  assessment  process 

can  be  challenging,  but  it  is  also  a  great 

opportunity  to  showcase  your  learning.  Be 

confident in your abilities and your portfolio.
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 This extract presents the opening 

three sections of the first chapter.

Discover the complete 10 chapters and 

50  sections  by  purchasing  the  book, 

now available in various formats.

15



Table of Contents

Chapter  1:  Preparation -  Getting  started:  an 

introduction to  portfolio  development  -  Documenting 

your  experience:  the  importance  of  evidence  - 

Understanding  the  portfolio  assessment  process  - 

Crafting a compelling portfolio essay - Presenting your 

portfolio professionally

Chapter  2:  Work  Experience -  Identifying  relevant 

work experiences - Describing your responsibilities and 

accomplishments  -  Quantifying  your  results  -  Using 

keywords to optimize your portfolio - Getting letters of 

recommendation

Chapter 3: Education and Training - Translating non-

traditional education into college credit - Documenting 

your  educational  experiences  -  Evaluating  informal 

learning - Assessing prior learning - Articulating your 

knowledge and skills

16



Chapter  4:  Volunteer  and  Community  Service - 

Identifying relevant volunteer experiences - Describing 

your volunteer responsibilities and accomplishments - 

Quantifying your impact -  Connecting your volunteer 

work to college learning outcomes - Getting letters of 

recommendation

Chapter  5:  Military  Service -  Translating  military 

experience  into  college  credit  -  Documenting  your 

military  training  and  experiences  -  Assessing  your 

prior learning - Articulating your knowledge and skills 

- Getting letters of recommendation

Chapter 6:  Certifications and Licenses -  Identifying 

relevant  certifications  and licenses  -  Describing  your 

certification and licensing process -  Quantifying your 

results  -  Using keywords to  optimize your portfolio  - 

Getting letters of recommendation

Chapter  7:  Creative  Work -  Identifying  relevant 

creative work -  Describing your creative process and 

accomplishments  -  Quantifying  your  impact  - 

17



Connecting  your  creative  work  to  college  learning 

outcomes - Getting letters of recommendation

Chapter  8:  Personal  Growth  and  Development - 

Identifying relevant personal growth and development 

experiences  -  Describing  your  personal  growth  and 

development journey - Quantifying your results - Using 

keywords to optimize your portfolio - Getting letters of 

recommendation

Chapter  9:  Resume  and  Cover  Letter -  Crafting  a 

compelling resume - Writing a persuasive cover letter - 

Tailoring your resume and cover letter to specific job 

applications - Using keywords to optimize your resume 

and cover letter - Getting feedback on your resume and 

cover letter

Chapter  10:  The  Job  Search -  Identifying  potential 

employers  -  Networking  and  building  relationships  - 

Preparing for job interviews - Negotiating a job offer - 

Starting your new job 

18



This extract presents the opening three 

sections of the first chapter.

Discover the complete 10 chapters and 

50  sections  by  purchasing  the  book, 

now available in various formats.
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