
Part A: Portfolio 

A portfolio is a collection of materials that highlights your experiences and skills.  Create a portfolio to document your co-op 
experience. Your portfolio must include the items listed below. All items should be included in one electronic file that you 
submit to the drop box (emailing it to me is fine). 

1.  Title page — include the name of your placement, your supervisor’s name, your name, your teacher’s name, and the 
date 

 2.  Table of contents — state the title of each item included in the portfolio and the page number where it can be found 

3.  Exit résumé — update the résumé you created during pre-placement by adding your co-op experience and any other 
new information (i.e. skills, awards, part-time job) 

4.  A cover letter that can be used for similar positions in the future — re-write the cover letter you created during pre-
placement by adding your co-op experience and the new skills you have learned. In the introductory paragraph, state the 
type of job you are applying for (eg. customer service position, administrative assistant position) 

5.  List of references — update the list of references you created during pre-placement by adding the name of your co-op 
supervisor (be sure to ask your co-op supervisor permission to do so) 

6.  Letters of recommendation — ask at least one of the people on your reference list to write you a letter of 
recommendation. They should type the letter and email it to you so that you have an electronic version to submit for this 
assignment 

 7.  Pictures of work that you have done — 5 pictures clearly showing you performing duties and that demonstrate the skills 
you have learned. Ask permission to take pictures. For each picture, include a description of what is shown. If pictures show 
children, you must have parental permission to use such photos (see your co-op teacher) 

8.   Describe your plan for what you hope to be doing after finishing high school  

9.   Employer Interview — create eight questions that you can ask your supervisor so that you can learn more about his/her 
career experience.  Some sample questions you can include are: If you could start your career over again, would you change 
careers? What are some of the challenges that you have faced in this career? How has this career impacted your lifestyle? 
Submit a copy of each question and your supervisor’s response. Write a paragraph describing your reaction to the interview 
(i.e. what you learned, what surprised you) 

Part B: Co-op Experience 

You have three choices regarding how you can present your co-op experience: 

1.      a brochure 
2.      a web page 
3.      a PowerPoint presentation (include at least 7 slides) 

 Brainstorm and reflect on your growth and experiences since you began your placement.  The goal is to inform 
others about your placement. Be creative in the way you organize your information. You must include: 

 where you worked (a picture of your actual placement: building, classroom, garage, shop) 
 photos showing your co-workers, supervisors, and yourself “at work” 
 the duties you performed 
 special equipment/tools you used 
 dress code at your placement 
 general work skills you have developed 
 life skills you have learned 
 what you enjoyed about your experience 
 overall opinion of your co-op experience 
 Be sure to identify/explain in writing the contents of the photos you include. Once again, if pictures include 

children, you must have parental permission to use such photos.  Speak to your supervisor before taking any photos 
in the workplace. 


