JOB PORTFOLIO:  Education Summary & Records
· Most employment applications ask for your educational background.  Thus, having this information already completed in your Job Portfolio will make you’re the process a bit easier.

· For the summary, draft lists that resemble your References List.

· For the records, – 

· make a notation of them on the summary list 

· transcripts (attached)

· diploma (attached)

· current schedule (attached)

· attach a copy of the originals
Summary:
· full name of each school and college you have attended

· complete mailing address for each institution
· dates of attendance at each (start & end dates)

· diploma and/or degree conferred

· (arrange the institutions from the latest to the earliest)

· (if you’re still attending, 2008-Present)
Records:
· with each institution, include –

· diplomas, degrees

· transcripts, schedules (current enrollment)

· awards, scholarships, dean’s/president’s list

John Schmigliessa


123 Main Street, Apt. 4B


Smalltown, PA 18700


(570) 555-1234


� HYPERLINK "mailto:JSchmigliessa@luzerne.edu" �JSchmigliessa@luzerne.edu�





EDUCATION SUMMARY





Luzerne County Community College


1333 S. Prospect St.


Nanticoke, PA 18634


Aug. 2010-Present


Thomas Leary, College President


(570) 740-0200


Currently enrolled at the college


President’s List, 4 semesters (attached)





George W. Bush High School


	2009 East Texas Blvd.











