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

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

· For the records, if you received any – 
· make a notation of them on the summary list 

· letter of recommendation from supervisor for help with the fire (attached)
· attach a copy of the originals
Summary:
· full name of each organization

· complete mailing address for each

· dates of employment for each (start & end)

· supervisor’s name and contact information at each place

· reason for leaving each place

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

· (if you’re still employed, 2008-Present)

Records:
· with each job, note
· any positive document from your employment file – 
· awards, achievements

· letters of recommendation/accommodation
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EMPLOYMENT SUMMARY





Fred’s Hardware Store


666 Mockingbird Lane


Smalltown, PA 18700


May 2008-Present


Fred Munster, Owner and Manager


(570) 555-5555


Still employed with the store


Letter of accommodation for assistance during electrical storm (attached)





Shaggy’s Burger Shack


	1968 West Mystery Ave.











