University of Washington

Department of Technical Communications

TC 310, Autumn 2002

Assignment #9: Professional Portfolio 

Assigned:  Tuesday, 26 November 2002

Due: Tuesday, 10 December 2002

Short description:

Your final group project in this class is to design and develop a web-based professional portfolio.  This professional portfolio should showcase the work that you and your team have completed since the beginning of your work for the company  (i.e., throughout the term). 

This professional portfolio is primarily a tool for your TC department to communicate with others in the company about the work that you do and why they should bring their work to you.  However, the professional portfolio may have a number of other uses such as a) recruiting people to the TC department and b) demonstrating your professional abilities in your professional community (e.g., job hunting).   

Requirements:

At minimum, your professional portfolio should include a sample of each type of work you completed in TC 310.  We will have additional in-class discussions about requirements and grading. 

Objectives of this assignment:

As a result of this assignment, students will

· Obtain additional experience with implementing a website

· Obtain website design experience

· Obtain experience in describing TC professional activities at different levels. 

Tips:

· Come to class.  We will devote much of class time over the next two weeks to discussing the design of the portfolio, the elements of the portfolio, critiquing and understanding the portfolios of others, etc.  

· Read the attached document – “Designing a Professional Portfolio”

Submission:

This assignment is due on Tuesday, December 10th in class.  This is a team assignment.  For this assignment, it is expected that the entire team will contribute to the creation of the deliverables.   Because the web pages will be publicly available over the web, I will only need the URL for the website.  

Each team member should submit the following: 

· A URL pointing to their implementation of the website.

· A learning reflection

Designing a Professional Portfolio

Portfolios are important to many professions.  Portfolios are particularly important in professions where expertise and skill are exemplified through design activities (as in technical communication).   Because professional activity is necessarily complex – it makes sense that it would require a complex approach to accurately gauge the level of expertise.  The portfolio allows for that kind of complexity. 

In many ways, a portfolio is an argument; it is developed around the claims you wish to make about yourself as a professional. One-way to highlight these claims in your portfolio is to present them in your description of the activity in the profession (e.g., a description of the nature of TC activity).  Ultimately, however, your claims about your professional activity will be most convincing to readers when they are supported by documentation from a variety of sources. Many of the materials and data that can be used to document professional activity are regularly gathered by professionals, which makes constructing this section of the portfolio less daunting than it might at first seem. Useful evidence can take many forms, and needs to be carefully selected and presented for the portfolio's purpose and audience, so that it is easy to read and understand.

Seeing the logic of a portfolio, however, is often easier than setting about the task of preparing one.  The information below is to help with the preparation.

Planning.  Before assembling your portfolio, begin planning by thinking about purpose and audience. Professionals develop portfolios for a range of purposes—communicating to colleagues, marketing, job searches, award nominations, and other situations.  Each purpose brings an audience with a unique set of expectations and needs. Reflecting on purpose and audience can help give shape to your portfolio.

· What is your main purpose in creating this portfolio? 

· Who are the primary readers? What are their basic tasks?  What do you want to communicate to users?  What are their beliefs about good professional activity? 

· What types of evidence of professional effectiveness will be most convincing to these readers? What evidence will they expect to find?

Shaping and Organizing. A key to portfolio design is deciding how and in what order to present the data you have gathered. Again, consider the perspective of your audience and what type of evidence they will find convincing. Have you selected, organized, and presented the data in a way that brings the most compelling evidence into focus for your readers? Does each piece of evidence serve a purpose, supporting a claim you have made about your professional activity?  Will users be able to accomplish their goals in interacting with your portfolio?  Will they take away the right message (e.g., professionalism, creativity, risk taking, conservative, etc.)?

Assessing and Refining Your Draft.  Finally, when you have drafted your portfolio, think back to your analysis of the audience and purpose and consider whether your document will achieve what you set out to do. Does your portfolio give the reader a sense of who you are as a professional? What is the most striking claim you make about your professional activity in the portfolio? Will the evidence presented for this claim be convincing for this audience? 
