
Portfolio Project 
 

The following directions and examples will help guide you through the portfolio creation 

process. Please reference all components of the online video instructions as well as the 

handouts to ensure your success in this process. 

 

Before creating the portfolio documents, go to atkinsonsocialstudies.weebly.com, 

then go to “Courses” and click on “Career Ed”. View the video links under “Portfolio 

Workshop”.   

 

The portfolio must contain the following items: 

1. Cover Letter 

2. Resume 

3. References 

 

· The cover letter, resume and references page must be separate documents (files). 

· All three must have the same letterhead (your name, mailing address, phone 

number, and email). 

· All three must be typed using the same font size and style (with some variation on 

the resume due to pre-formatting using a Word template). 

· This will be a process. Be prepared to make corrections several times before 

submitting a final product for a grade. No typos, spelling errors, grammatical 

errors, etc. will be accepted (see note below). 

 

Prepare to retype components of the portfolio until each is completely 100% free of 

all errors.  SAVE your cover letter, resume and reference page on a flash drive, 

online/cloud storage (e.g., Google Drive or Dropbox), or e-mail a copy to yourself as 

an attachment for editing purposes and future use.  This way you may easily update 

your portfolio whenever you have a change of address, or have new information (jobs, 

skills, etc.) to add to your resume. 

 

NOTE:  Employers literally throw resumes in the trash when they discover a single error.  

Employers must be selective in order to narrow down long lists of applicants to a few 

people who they may actually have time and personnel to interview for possible hire.  

Employers do not waste time reading resumes of individuals who do not take the time to 

make their own resume error free.  They are looking for people who are highly qualified 

for the job, and who have taken the time to show that they really want the job, and have 

therefore, taken the time to make their resume 100% perfect. 

 

The following three sections will help guide you through the Portfolio Project: 

1.  Writing a Cover Letter 

2.  Writing a Resume 

3.  Creating a References Sheet



 

Part 1 

Writing a Cover Letter 

 
Use the directions and guidelines in this section to help you write your cover letter. 

Also, reference the video “Writing a Cover Letter” at atkinsonsocialstudies.weebly.com 



 
 



 



 



 





 
 

  



 

 

 

 

 
 
 

How to Use Microsoft Word’s  
Resume Templates 

 

1. Go to the File menu and select “New.” 

 

2.  In the New Document menu that appears on the screen, choose “Resumes 

and CVs.” 

 

3.  In the next menu, select the label “Basic Resumes.” 

 

4.  Choose the resume style of your liking. You may have to click the 

“Download” button to retrieve the template from the online database. 

 

5.  Once the resume appears on the screen, click inside the brackets [ ] and 

type over the selected text with your personal text. 

 

 

NOTE: The next pages are samples of actual resumes created using 

Microsoft Word templates. Any of these formats may be customized to fit 

your own personal preferences. 
 

Part 2 

Writing a Resume 

 
The following section explains how to create a professional looking resume using a pre-

formatted template from Microsoft Word.  The templates also serve as a useful guideline 

if the student chooses to format a resume without using a template. 

Reference the video “Writing a Resume” at atkinsonsocialstudies.weebly.com 



 



 



 
 



  



 

 

 

Individuals have heard the term “reference” used in relation to employment.  

However many people do not clearly understand the role a reference plays as well as how 

to best select someone to serve as a reference. 

 A reference is an individual who is willing to speak on your behalf regarding 

qualifications for employment.  The standard or minimum number of references for an 

individual to have is three.  However some organizations may request a larger number of 

references.  An individual can ask any number of people to serve as a reference to be 

prepared.  An individual may also be selective and use certain references for very specific 

opportunities. 

A person who serves as a reference may be asked to write a letter of 

recommendation.  References may also be asked to complete recommendation forms that 

might be provided by an employer.  You must always gain an individual’s permission 

to list them as a reference.  It is best to ask the individual(s) to serve as a reference in 

person, by telephone or by email if distance is a factor.  It is also important to ask if the 

individual can SUPPORT your application for employment.  The idea is to have 

references that speak positively about your qualifications and may realistically evaluate 

your ability to perform a job. 

The best individuals to ask to serve as references are individuals who have 

directly seen you in specific settings using the skills needed/desired.  These individuals 

are normally current or former employers, teachers, or coaches.  Typically a personal 

reference – an individual who has just known you for a long period of time (family 

member, friend of the family, or religious leader) – may not be the best choice.  

 It is also recommended that you create a list of your references or a references 

sheet which can serve as an addendum to your resume.  It can also be easily distributed 

during or after an interview.  

The following page shows a sample Reference sheet, and how it should be formatted. 

Note that each reference’s contact information is formatted as follows: 

  

� Name 

� Title 

� Organization/Company 

� Street Address 

� Phone Number 

� E-mail (optional) 

  

Part 3 

Creating a References Sheet 

 
Use the directions and guidelines in this section to help you write your cover letter. 

Also, see the video “Writing a References Page” at atkinsonsocialstudies.weebly.com 



55 15th Street, Port Huron, MI, 48060 •••• 810-455-0029 •••• mr.atkinson@gmail.com 

Scott Atkinson 
 

 

REFERENCES 
 

 

Paul O. Picasso 

Executive Director 

Kresge Art Museum 

423 Auditorium Drive 

East Lansing, MI 48825 

(517) 351-2112 

 

 

Frank N. Stein 

General Manager 

Carmike Cinemas 

4350 24th Avenue #15 

Fort Gratiot Township, MI 48059 

(810) 385-8829 

 

 

James Hetfield 

Music Teacher 

Hard Rock High School 

2350 Metal Way 

Rockway, CA 92276 

(310) 565-9687 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


