University of Washington

Department of Technical Communications

TC 310, Spring 2003

Assignment #9: Professional Portfolio 

Assigned:  Monday, 19 May 2003
Due: Wednesday, 4 June 2003
Short description:

Congratulations! You have made it through the bulk of our internship program and are now on the last stretch.  You have been a terrific intern.  Thanks for the incredible hard work, dedication, and insight that you have put into the internship over the past few weeks.  We are very pleased with all of the interns that we hired this term and, as a result, remain committed to our internship program.  Please encourage your friends to apply!

But, it is not quite over yet.  We have decided to have you focus the final weeks of the internship on creating a web-based professional portfolio.  The 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 internship).  As a whole, the portfolio should highlight your qualifications as a technical communication professional. 

The professional portfolio exercise will benefit a number of people.  Within our organization, we plan to use your portfolios as a recruitment tool – a way to help potential interns understand that types of experiences they will have during the internship.  We also use the portfolios as a communication device – helping employees of the organization understand the TC professional and how it contributes to the organization.  We expect that your university department will be able to use the portfolio to evaluate the benefits of this internship (and hopefully send more students our way).  Perhaps more important, we expect that you can use this portfolio to demonstrate your professional abilities to your professional community (i.e., hunt for a job). 
Requirements:

1. COMPONENTS:  At minimum, your professional portfolio should include 
· Annotated artifacts:  A sample of each type of work you completed in TC 310 (i.e., the artifacts) and an explanation of what is significant about each piece of work (i.e., the annotation).  
· A professional statement (approximately 500 works):  A statement that brings together your understanding of the technical communication profession, your understanding of the role of the computer in the TC professional, the skills required to use the computer in service of TC events, and the examples of your computer-based work.  This statement needs to be accurate but can also be personal – in that it can foreground issues that you are particularly interested in and background other issues.  

2. WRITING:  The contents of your professional portfolio will contain writing samples representing your writing ability.  Thus, you should pay attention to both the quality and content of the writing in your portfolio:

· Quality:  The writing in your portfolio should be writing that you are proud to share.  The quality of the writing should be evident in the style, tone, grammar, spelling, organization, clarity, integration of text and visual aids, etc.  

· Content:  Your choice of content is also important.  You should choose wisely, using text to highlight important features of the work samples and important aspects of the TC profession. 

3. WEBSITE DESIGN:  Since you will implement your portfolio as a website, the portfolio should represent a good example of website design.  Two particular aspects to consider are:

· Visual design.  You should ensure that the visual aspects of your portfolio are legible and consistent (while also demonstrating your creativity and personality).  

· Navigation design.  A user of the portfolio should be able to easily navigate through the portfolio, quickly reaching their destination and rarely/never getting lost.  
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 use much of the remaining class time to discuss 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 in E-Portfolio by the start of class on Wednesday, 4 June 2003.  You will submit one URL, a key features annotation, a design rationale, and a learning reflection. 

Designing a Professional Portfolio

Professional Portfolio:  An annotated collection of work samples that illustrate the vision and capabilities that a person has relative to their profession.  
Portfolios are important to many professions.  They 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 someone’s level of expertise.  The portfolio allows for that kind of complexity. 

In many ways, a professional 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, the professional statement).  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, etc.  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? 

