
Professional Career Development - Week 4 

Start Your Personal Portfolio 

1. Education and Qualifications 

Qualification / 
Course 

Organisation Date What did I learn or develop? 

    
 

 
 
 

 

    

 
 
 

 
 

    
 
 

 
 
 

 

2. Employment and Work Experience 

Role / 
Experience 

Organisation Key Responsibilities Skills Developed 

    
 
 

 
 
 

    
 

 
 
 

 

    

 
 
 

 
 

 

 



Professional Career Development - Week 4 

3. My Key Skills 

Identify 3-5 skills you currently have and give a short example of when you have demonstrated 

each one. 

Skill Example of when I have demonstrated it 

  

 
 
 

  
 

 
 

  
 
 

 

  

 
 
 

  
 

 
 

 

4. Achievements, Volunteering and Professional Development 

Think about certificates, training, volunteering, projects, awards or other achievements. 

Achievement / 
Experience 

What did I do? 
What does this demonstrate 
about me? 
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5. My Career Goals 

My current career goal: 

 

 

 

 

 

What skills or experience will I need? 

 

 

 

 

 

 

What evidence do I already have that shows my abilities? 

 

 

 

 

 

One action I can take to develop my portfolio: 


