JOB PORTFOLIO


1. Cover Page

a. Page #1 header

b. Job Portfolio – in the title position, centered on the page

2. Salary.com Memo 

a. with print-out of results
3. Keirsey-Sorter Results Report Memo

a. with print-out of results

4. 5-Year Plan (“imagineering”)
5. Company Research

6. Report on Laws & Regulations in Your Field

7. Interview of a Professional Questions Memo

8. Interview of a Professional Follow-Up Memo 

a. memo template

b. ABC format

c. answers to questions 
d. (similar set-up to “Tough Questions”)

9. Request Letter for a Letter of Recommendation

10. List of 3 References

a. Your Name & Contact Information (like the top of your résumé)

b. Names

c. Addresses

d. Contact Information

11. Tough-Questions Answers

12. Cover Letter

13. Résumé 
14. Business Card

15. Copies of Special & Relevant Awards, Achievements, Recognitions
a. If you have none of these,

b. Then at least your HS diploma
	GRADING

	#1            

=  2 pts.
#2-15       

=  7 pts. each
total pts.   

= 100
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