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Reasons to Create a learning portfolio:
1. To document your development, competencies, and quality of competencies 
2. To reflect on your learning and work experiences that are reflective of a professional counselor
3. To identify and demonstrate your strengths and weaknesses as a professional counselor

Portfolios need to:

1. Be on-going

2. Demonstrate evidence self reflection regarding your competencies, achievements, and abilities (Please refer to Supplement Reflection on Artifacts and Competencies).  

3. Evaluate your progress towards goal achievement (Please refer to Supplements Objectives of the CPP Graduate Program in Counseling; The Counseling Portfolio: Evaluation of the 8 common competencies). 
4. Demonstrate skills and knowledge obtained (Please refer to Supplements Objectives of the CPP Graduate Program in Counseling; The Counseling Portfolio: Evaluation of the 8 common competencies).  Also consider the below mentioned section regarding selection of artifacts. 
5. Demonstrate applications of skills and knowledge. (Please refer to Supplements Objectives of the CPP Graduate Program in Counseling; The Counseling Portfolio: Evaluation of the 8 common competencies).  Also consider the below mentioned section regarding selection of artifacts. 
6. Demonstrate professional identification as a counselor.  Consider the below mentioned section regarding selection of artifacts.
7. Establish your abilities in specialty areas (school counseling, career counseling, community counseling, etc.).  Consider the below mentioned section regarding selection of artifacts.
Selection of artifacts for your learning portfolio.
Artifacts could be:

1. Materials produced or utilized in the practice of counseling or in training to become a counselor (i.e., treatment plans, research papers, test evaluations, position papers, written abnormal report, pictures of final projects, etc.)

2. Materials that demonstrate actual practice (i.e., videotapes, audiotapes of sessions, written assessment evaluation, handouts created for clients, etc.)

3. Materials that demonstrate your ability to reason and make decisions (i.e., progress note samples, crisis evaluations, letters of recommendation that demonstrate leadership ability, etc.)

4. Materials that demonstrate your development as a professional counselor (i.e., self-evaluations of counseling sessions, practicum evaluations, internship evaluations, development of theoretical orientation, certificates of achievement, performance appraisal from a teacher etc.)
5. Materials that demonstrate your on going commitment to professional activities (i.e., ACA membership, ASCA membership, presentations at conferences, Chi Sigma Iota involvement, tape of a speech given at a professional activity, etc.) 
6. Materials that demonstrate your abilities in your specialty areas (letters of recommendation, certificate of continuing education, extracurricular participation in your specialty area, etc.)

Deciding where to place artifacts related to your learning and work experiences.  
There is no set rule regarding where to place your artifacts.  You will need to make the decision in regards to where you believe it will best demonstrate your skills, abilities, knowledge or lack thereof.  
Professional Portfolios-Table of Contents and evaluation procedures

I.  Cover Letter (please refer to supplemental handouts) (2.5%)
II. Current Resume (please refer to supplemental handouts) (2.5%)
III. Statement of Counseling Philosophy-(5 %) (formal philosophy developed in Professional Foundations Class CPP 748).  

IV. Professional Development/Research Activities (15%)
1. Membership in Professional Organization (s)

2. Conference(s)/workshops/ trainings attended and/or presented at.

3. Executive summary of program evaluation

V. Practicum and Internship Experience (20%)
VI. Evidence of Knowledge of eight common competencies: (40%)
1. Professional Identity- evidence that you have obtained an understanding of all of the following aspects of professional functioning:


a.
history and philosophy of the counseling profession, including significant factors and events;


b.
professional roles, functions, and relationships with other human service providers;


c.
technological competence and computer literacy;


d.
professional organizations, primarily ACA, its divisions, branches, and affiliates, including membership benefits, activities, services to members, and current emphases;


e.
professional credentialing, including certification, licensure, and accreditation practices and standards, and the effects of public policy on these issues;


f.
public and private policy processes, including the role of the professional counselor in advocating on behalf of the profession;


g.
advocacy processes needed to address institutional and social barriers that impede access, equity, and success for clients; and


h. 
ethical standards of ACA and related entities, and applications of ethical and legal considerations in professional counseling.
2.  Social and Cultural Diversity-evidence that you have an understanding of the cultural context of relationships, issues and trends in a multicultural and diverse society.  Evidence maybe related to any of the following:



a.
multicultural and pluralistic trends, including characteristics and concerns between and within diverse groups nationally and internationally;


b.
attitudes, beliefs, understandings, and acculturative experiences, including specific experiential learning activities; 


c.
individual, couple, family, group, and community strategies for working with diverse populations and ethnic groups; 


d.
counselors’ roles in social justice, advocacy and conflict resolution, cultural self-awareness, the nature of biases, prejudices, processes of intentional and unintentional oppression and discrimination, and other culturally supported behaviors that are detrimental to the growth of the human spirit, mind, or body; 






e. theories of multicultural counseling, theories of identity development, and multicultural competencies; and


f.
ethical and legal considerations.
 
3.  Human Growth and Development—evidence that you have an understanding regarding the nature and needs of individuals’ at all developmental levels, including all of the following:


a.
theories of individual and family development and transitions across the life-span;


b.
theories of learning and personality development;


c.
human behavior including an understanding of developmental crises, disability, exceptional behavior, addictive behavior, psychopathology, and situational and environmental factors that affect both normal and abnormal behavior; 


d.
strategies for facilitating optimum development over the life-span; and


e.
ethical and legal considerations.
 
4.  Career Development- evidence that you have an understanding of career development and related life factors, including all of the following:


a.
career development theories and decision-making models;
b.
career, avocational, educational, occupational and labor market information resources, visual and print media, computer-based career information systems, and other electronic career information systems;


c.
career development program planning, organization, implementation, administration, and evaluation;


d.
interrelationships among and between work, family, and other life roles and factors including the role of diversity and gender in career development;


e.
career and educational planning, placement, follow-up, and evaluation; 


f.
assessment instruments and techniques that are relevant to career planning and decision making; 


g. 
technology-based career development applications and strategies, including computer-assisted career guidance and information systems and appropriate world-wide web sites;


h. 
career counseling processes, techniques, and resources, including those applicable to specific populations; and


i.
ethical and legal considerations.
5.  Helping Relationships-evidence that you have an understanding of counseling and consultation processes, including all of the following:
a.
counselor and consultant characteristics and behaviors that influence helping processes including age, gender, and ethnic differences, verbal and nonverbal behaviors and personal characteristics, orientations, and skills; 


b.
an understanding of essential interviewing and counseling skills so that the student is able to develop a therapeutic relationship, establish appropriate counseling goals, design intervention strategies, evaluate client outcome, and successfully terminate the counselor-client relationship.  Studies will also facilitate student self-awareness so that the counselor-client relationship is therapeutic and the counselor maintains appropriate professional boundaries;


c.
counseling theories that provide the student with a consistent model(s) to conceptualize client presentation and select appropriate counseling interventions.  Student experiences should include an examination of the historical development of counseling theories, an exploration of affective, behavioral, and cognitive theories, and an opportunity to apply the theoretical material to case studies.  Students will also be exposed to models of counseling that are consistent with current professional research and practice in the field so that they can begin to develop a personal model of counseling;


d.
a systems perspective that provides an understanding of family and other systems theories and major models of family and related interventions.  Students will be exposed to a rationale for selecting family and other systems theories as appropriate modalities for family assessment and counseling;


e.
a general framework for understanding and practicing.  Student experiences should include an examination of the historical development of consultation, an exploration of the stages of consultation and the major models of consultation, and an opportunity to apply the theoretical material to case presentations.  Students will begin to develop a personal model of consultation;


f.
integration of technological strategies and applications within counseling and consultation processes; and


g.
ethical and legal considerations.
 6.  Group Work-evidence that you have both theoretical and experiential understandings of group purpose, development, dynamics, counseling theories, group counseling methods and skills, and other group approaches, including all of the following:


a.
principles of group dynamics, including group process components, developmental stage theories, group members’ roles and behaviors, and therapeutic factors of group work;


b.
group leadership styles and approaches, including characteristics of various types of group leaders and leadership styles;


c.
theories of group counseling, including commonalties, distinguishing characteristics, and pertinent research and literature;


d.
group counseling methods, including group counselor orientations and behaviors, appropriate selection criteria and methods, and methods of evaluation of effectiveness; 


e.
approaches used for other types of group work, including task groups, psychoeducational groups, and therapy groups;


f.
professional preparation standards for group leaders; and


g.
ethical and legal considerations.
7.  Assessment-evidence that you have an understanding of individual and group approaches to assessment and evaluation, including all of the following:


a.
historical perspectives concerning the nature and meaning of 







assessment;


b.
basic concepts of standardized and non-standardized testing and 
other assessment techniques including norm-referenced and criterion-referenced assessment, environmental assessment, performance assessment, individual and group test and inventory methods, behavioral observations, and computer-managed and computer-assisted methods;


c.
statistical concepts, including scales of measurement, measures of central tendency, indices of variability, shapes and types of distributions, and correlations;


d.
reliability (i.e., theory of measurement error, models of reliability, and the use of reliability information);


e.
validity (i.e., evidence of validity, types of validity, and the relationship between reliability and validity;


f.
age, gender, sexual orientation, ethnicity, language, disability, culture, spirituality, and other factors related to the assessment and evaluation of individuals, groups, and specific populations;


g.
strategies for selecting, administering, and interpreting 
assessment and evaluation instruments and techniques in counseling;


h.
an understanding of general principles and methods of case conceptualization, assessment, and/or diagnoses of mental and emotional status; and


i.
ethical and legal considerations. 

8.  Research and Program Evaluation-evidence that you have an understanding of research methods, statistical analysis, needs assessment, and program evaluation, including all of the following:


a.
the importance of research and opportunities and difficulties in conducting research in the counseling profession, 


b.
research methods such as qualitative, quantitative, single-case designs, action research, and outcome-based research;


c.
use of technology and statistical methods in conducting research 
and program evaluation, assuming basic computer literacy;


d.
principles, models, and applications of needs assessment, program evaluation, and use of findings to effect program 
modifications;


e. use of research to improve counseling effectiveness; and


f.
ethical and legal considerations.
VII.    Additional Professional Knowledge and Skills in area of specialization   (15%)



Counseling Portfolio: Evaluation of the 8 common competencies (Section VI in Table of Contents)

1. Human Growth and Development components should demonstrate knowledge and counseling skills in relation to counseling persons across different developmental levels and stages. 

Artifact: Developmental assessment of a case, including identification of developmental stage, transitional issues, and application of appropriate developmental theory to counseling issues. 

Reproduction: Videotape of actual or role-play session demonstrating one phase of this developmental assessment. 

Reflection: Evaluation of videotaped session including recommendations for next session, self-evaluation as counselor, and evaluation of overall session. Develops the student's ability to assess and evaluate their abilities. 

2. Social and Cultural Foundations components should demonstrate knowledge and counseling skills related to counseling in a multicultural and diverse society. 

Artifact: Discussion paper focusing on a multicultural counseling case (Sue & Sue, 1990). Focus should include identification of multicultural or diversity issues for the counselor and client, problems in the counseling process, and recommendations for more appropriate multicultural counseling approach. 

Reproduction: Group presentation that uses a case staffing format to identify issues raised in discussion paper. Presentation can include a counseling session demonstration integrating recommendations from staffing. 

Reflection: Position papers/journal entries based on reactions to assigned topics or general class discussions or lectures. Papers and entries can reflect student's integration and processing of course content and discussion. Selection of specific entries should be left to the individual student. 

3. Helping Relationships components should demonstrate knowledge and counseling skills related to the theories and processes of counseling and consultation. 

Artifact: Development of an organizational or individual consultation plan (Dougherty, 1995). The plan should include identified person or population to be served, issues to be addressed by the consultant, and services to be provided. 

Reproduction: Videotape of actual or role-play initial consultation session. When used in conjunction with the consultation plan the session can focus on establishment of the consultation service and identification of needs. 

Reflection: Integrated theory paper where the student considers the development of their own theoretical approach and identification (Corey, 1996). 

4. Group Work components should demonstrate knowledge and counseling skills related to the group development process, dynamics, theories, and other group work approaches. 

Artifact: Group session plan including goals, objectives, strategies and techniques, and plans for evaluation. Session plan can be used in conjunction with the following components. 

Reproduction: Supervised leadership session using live supervision. Supervision can provide the student with immediate formative evaluation and a written evaluation for the portfolio. 

Reflection: Group leadership session evaluation. The students can provide a self-assessment of their leadership of a group (supervised). This evaluation can help the students examine their leadership style, skills, group dynamics, and questions for their supervisor. 

5. Career and Lifestyle Development components should demonstrate knowledge and counseling skills related to career counseling, development and related life factors. 

Artifact: Career counseling plan for a client (e.g., practicum, undergraduate volunteers, college career center) including identification of career issues, application of career test battery, assessment and counseling recommendations 

Reproduction: Audiotape of session where client is provided information and interpretation of career test battery. 

Reflection: Self-assessment of one's own career development including the development of goals, resume, and identification of employment settings (Hazier & Kottler, 1994). 

6. Appraisal components should demonstrate knowledge and counseling skills related to both individual and group approaches to assessment and evaluation. 

Artifact: Research paper focusing on a special issue in assessment and evaluation (e.g., gender, multicultural, legal and ethical) 

Reproduction: Audiotape of actual or role-play of an intake interview (Pipes & Davenport, 1990). 

Reflection: Critiques of tests across areas of assessment. Develops understanding of assessment measures while enhancing abilities to identify limitations and appropriate test usage. 

7. Research and Program Evaluation components should demonstrate knowledge and counseling skills related to research methods, basic statistics, and ethical and legal issues. 

Artifact: Research project examining legal and ethical issues in counseling cases (Herlihy & Corey, 1996). Project involves identification of issues and recommendations based on the application of legal and ethical principles and guidelines. 

Reproduction: Research proposal including development of research questions, design, sampling, and selection of methodology. 

Reflection: Critique of research article considering design, limitations, and application to counseling. This activity provides not only an assessment of student's research knowledge but improves their ability to be consumers of research. 

8. Professional Orientation components should demonstrate knowledge and counseling skills related professional development, ethical and legal principles, history and roles, organizational structures, professional standards and credentialing. 

Artifact: Professional presentation with other students or faculty member. This provides evaluation from faculty observers and feedback from program evaluations. 

Reproduction: Conference attendance with project evaluating session(s) and discussing potential application of session content to practice or professional development. 

Reflection: Development of a professional portfolio including examples of counseling skills (e.g., group development plans, professional disclosure form) and professional credentials (e.g, resume). 

9. Clinical: Relates to knowledge and counseling skills developed in practicum and internship. 

Artifact: Case presentation of a client focusing on case conceptualization, treatment goals, client-counselor dynamics. 

Reproduction: Videotape or audiotape of a counseling session including treatment plan and session evaluation (Young, 1992). 

Reflection: Session progress notes including self-evaluation of session and questions for supervision. 

Adapted from: THE USE OF PORTFOLIOS IN THE CLINICAL AND COMPREHENSIVE EVALUATION OF COUNSELORS-IN-TRAINING ,  By: Carney, Jamie S., Cobia, Debra C., Counselor Education & Supervision, 00

Reflections on Artifacts and Competencies

For Portfolios 

“Reflections” are required for each of your competencies and artifacts. 

The following reflections are required: 

• A.  For Each Artifact: 

1.   You must describe what the artifact is:
i.e. The artifact is (describe what the artifact is in 3 or fewer sentences) 

2.  You must describe why you chose the artifact: 

i.e. I chose this artifact because (describe how it illustrates your 

competency in 3 or fewer sentences) 
3.  You may also want to consider the following in relation to reflection of artifacts:
a. What knowledge or skills did you gain from this activity?

b. What knowledge or skills did you utilize while conducting this activity?

c. In regards to the activity selected as an artifact what you do differently next time? 

d. In what ways did this activity challenge you to become a more effective counselor?

e. How did this activity help you apply theory to practice?

f. How does this activity relate to your personal philosophy of counseling?

g. How does this portfolio item relate to your future professional goals?

• B.  For Each of the 8 Competencies (Section VI): 

1. You must describe what your strengths or weaknesses are in relation to the particular competency.
2.  You must include a “Professional Development” statement—what you plan to do to further develop your competency for this particular standard: 

i.e. The next step I will take to increase my competency is (describe your future course of action in 3 sentences or less) 

Portfolio Demonstration Points

All Community Counseling Students and School Counseling students will be expected 

to demonstrate his/her competency in creating his/her Portfolio at the following program points:

1. All students in their first year must demonstrate to his/her professors on an ongoing basis their:

a.  Ability to evaluate their competencies in relation to 8 common competencies

b. Involvement in professional activities and/or research  

2. All students requesting candidacy must formally demonstrate the student’s knowledge of:

a. The ability to evaluate his/her competencies and/or deficiencies in relation to 8 common competencies

b. The student’s personal philosophy of counseling

c. The student’s involvement in professional activities and/or research

d. The student’s additional professional knowledge and skills in area of specialization   

3.  All students in individual and group practicum must demonstrate the student’s knowledge of:

a. The student’s ability to evaluate his/her competencies and/or deficiencies in relation to 8 common competencies

b. The student’s personal philosophy of counseling

c. The student’s involvement in professional activities and/or research

d. The student’s additional professional knowledge and skills in area of specialization   
e. The student’s ability to evaluate his/her competencies and/or deficiencies in regards to actual practice
4. All students at the end of their program must demonstrate the student’s knowledge of: 

a. The student’s ability to evaluate his/her competencies and/or deficiencies in relation to 8 common competencies

b. The student’s personal philosophy of counseling

c. The student’s involvement in professional activities and/or research

d. The student’s additional professional knowledge and skills in area of specialization   
e. The student’s ability to evaluate his/her competencies and/or deficiencies in regards to actual practice

f. Plans to further develop his/her competencies

g. Creation of a cover letter

h. Creation of a resume

i. Ability to continually evaluate his/her competencies (should be demonstrated through the use of electronic portfolio; i.e., webpage portfolio, portfolio on diskette, etc.).
How To Write a Winning Cover Letter – Taking Charge of Your Life

UW-Superior Center for Academic and Career Advising, 2005

It is our philosophy that the process of career development is a shared responsibility between Center staff and the job seeker. We will provide you with basic tools, resources, and support. However, you the job seeker must be willing to take the bulk of the responsibility for your own career development by: 

a. consulting with other contacts to proof your work; 

b. doing your own research; 

c. spending appropriate amounts of time grooming yourself for the job search process.

 If you follow the steps below, as well as use the check list (on reverse side) for editing purposes, you should be well on your way to career success. 

Steps: 

_____1. Research and review sample cover letters. See partial listing of web sites (below) on how 

to draft a cover letter, and to view sample cover letters. Note that a cover letter should 

expand or build on your resume, not repeat what your resume says. You may also want to 

check out your local library, career center, or bookstore for hardcopy resource 

suggestions. 

_____2. Draft a cover letter. It should ideally be only one page in length, and require between 4-6 

paragraphs. In brief: 

_____ Paragraph one informs potential employer of what you are seeking, how you 

found out about the position, and why you are interested 

_____ Paragraph two explains how your qualifications match what the employer is 

seeking (refer to job description, posting etc.) 

_____ Paragraph three shares other related, transferable skills that you would bring to 

the potential employer 

_____ Paragraph four closes the letter, and opens yourself up to an interview. You may 

want to state the best way to be contacted, whether you plan to be in the area and 

would be willing to make a personal visit, or other pertinent information 

_____ 3. Ask at least one friend, or professional (ex: advisor or faculty member) to critique your 

draft resume for content, grammar etc. Use sample cover letter Check list (reverse side). 

You may also want to check the UW-Superior Writing Center for composition and 

grammar assistance. Make revisions. 

_____4. Ask at least one friend or professional, who is knowledgeable about the 

career area you want to enter, to critique your revised draft letter. Revise. 

_____ 5. Bring your edited cover letter to the Center for Academic and Career Advising for final 

proofing. Once letter meets the Center’s standards, you may post it on 

www.ecampusrecruiter.com/uwsuper. 

* Suggested Web Site Resources (partial): 

www.google.com key in words i.e. sample _____ letter 

www.yahoo.com key in words i.e. sample _____ letter 

www.collegegrad.com

http://condor.depaul.edu/~educate/student/career.html 

www.govtjob.net/ResumePrepTip.htm

http://www.monstertrak.com

http://www.csp.msu.edu/cdc/qg/index.cfm#_Resumes

http://www.resumedoctor.com/ResourceCenter.htm 

For Fee (will do resume for you) 

www.aandaresume.com

www.careerbuilder.com

www.CollegeRecruiter.com

www.e-resume.net

www.resume-templates.com

Text Box: To access this handout via the web visit: HTUhttp://www2.uwsuper.edu/careerUTH

and click on Students and Alumni How to Documents

Cover Letter Check List 

UW Superior Center for Academic and Career Advising, 2005 

It is strongly recommended that before sending a cover letter to a prospective employer, you first have the letter reviewed by at least two other people in order to insure visual appeal, content clarity, organization, strength, and appropriateness. Ideally the people should have experience in the career area you wish to enter. As you draft your letter, you may find the following scale useful not only to you, but also to your potential reviewers. The following categories are only samples of areas that should be evaluated before 

submitting the letter to a potential employer. 

Directions: Rank the following categories on a scale of 1-3, with 1 needing improvement, 2 acceptable, 

and 3 excellent. 

_____ Visual appeal. Does it please the eye? Is it “clean” with minimal italics, bolds etc.? Is the spacing correct? Since many employers now use scanning, it is recommended that letters minimize usage of anything beyond plain text and simple underlines. 

_____ Personalization. Is the letter clearly identifying what you are seeking? Have you 

included information about your skills and background that specifically addresses the 

position being sought? Is your letter written in such a way that the potential employer 

sees the connection between you and the position being filled? Does your letter reflect 

sincere interest? 

_____ Consistency. Is your cover letter complimenting your resume? Are they both 

communicating the same message about your skills and interests? Are you expanding on 

resume items in your letter, so that you connect the two pieces of documentation? 

Remember, you don’t want to repeat what is on your resume, but you do want to identify 

parts of your resume that may be particularly pertinent to the position. 

_____ Spelling/Grammar. Are all words spelled correctly? Have you written out acronyms and 

abbreviations? Are your sentences well written and is your punctuation correct? 

_____ Content. 

_____ Does paragraph one inform potential employer of what you are seeking, how 

you found out about the position, and why you are interested? 

_____ Does paragraph two explain how your qualifications match what the employer is 

seeking (refer to job description, posting etc.)? 

_____ Does paragraph three share other related, transferable skills that you would bring 

to the potential employer? 

_____ Does paragraph four close the letter, and open yourself up to an interview? Do 

you state the best way to be contacted, whether you plan to be in the area and 

would be willing to make a personal visit, or other pertinent information? 

_____ Paper Quality. Is the paper of an appropriate bond and color? Due to the fact that in 

some environments the resume may be photocopied, do not choose a color that would not 

copy well. 

_____ Other. Are there other actions you could take to make this a stronger and more 

compelling letter? 

• The Center for Academic and Career Advising at University of Wisconsin-Superior provides these web sites and resources to UW Superior students and alumni for their career development and employment-seeking efforts. 

These sites do not indicate an endorsement or recommendation from the University of Wisconsin-Superior. 

Students should take responsibility for all necessary precautions. Site links are not under the control of the University, and we are not responsible for the contents of any linked site. UW-Superior assumes no liability for acts or omissions by third parties or for material supplied by them. 

How To Write a Winning Resume – Taking Charge of Your Life

UW-Superior Center for Academic and Career Advising, 2005

It is our philosophy that the process of career development is a shared responsibility between Center staff and the job seeker. We will provide you with basic tools, resources, and support. However, you the job seeker must be willing to take the bulk of the responsibility for your own career development by: 

a. consulting with other contacts to proof your work; 

b. doing your own research; 

c. spending appropriate amounts of time grooming yourself for the job search process. 

If you follow the steps below, as well as use the check list (on reverse side) for editing purposes, you should be well on your way 

to career success. 

Steps: 

_____1. Research the three primary styles of resumes, as well as sample copies of resumes used in your career interest area. See sample listing of web sites (below) on how to develop a resume, and to view sample resumes. You may also want to check your local library, career center, or bookstore for hard copy resource suggestions on resume development. Realize that there is no one way to develop a resume, but there are fundamental strategies for designing a winning document. Choose your best style.

_____2. Chronologically list all past and present activities, jobs, memberships etc., including role held in each area. List what you learned and/or achieved in each area using appropriate action verbs to be used in the 

resume (spend at least one week doing this). Reflect on how these activities would contribute toward your career area. This is not your resume, but is a resource to help build your resume. 

_____3. Develop a draft resume (spend at least a week doing this). Make sure you write the resume in a way that would attract a future employer in your career interest area. Use terms and phrases accepted by your future employer.

_____ 4. Review your draft resume. Check for spelling, punctuation, visual appeal, clarity, content, grammar etc. Use the sample resume Check list (reverse side). 

_____ 5. Ask at least one friend, or professional (ex: advisor or faculty member), who has had successful experiences with resumes to critique your draft resume for clarity, grammar, and visual appeal. You may use the sample resume Check list. Make revisions. 

_____6. Ask at least one friend or professional, who is knowledgeable about the career area you want to enter, to critique your revised draft resume for content, appropriateness and functionality. You may also want to check the UW-Superior Writing Center for composition and grammar assistance. Make revisions. 

_____ 7. Bring your edited resume to the Center for Academic and Career Advising for final proofing. Once resume meets the Centers’ standards, it is strongly suggested that you post it on 

www.ecampusrecruiter.com/uwsuper 

* Suggested Web Site Resources (partial): 

www.google.com key in words i.e. sample _____ resume 

www.yahoo.com key in words i.e. sample _____ resume 

www.collegegrad.com 

www.nwcep.org 

http://www.csp.msu.edu/cdc/qg/index.cfm#_Resumes 

www.govtjob.net/ResumePrepTip.htm

http://condor.depaul.edu/~educate/student/career.html

http://www.monstertrak.com

http://www.resumedoctor.com/ResourceCenter.htm 

For Fee (will do resume for you) 

www.aandaresume.com

www.careerbuilder.com

www.CollegeRecruiter.com

www.e-resume.net

www.resume-templates.com

Text Box: To access this handout via the web visit: HTUhttp://www2.uwsuper.edu/careerUTH

and click on Students and Alumni and How to Documents
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Portfolios are an effective employment tool for several reasons (Brown & Irby, 1995). Portfolios (a) clearly spotlight the developer's capabilities (Friend & Bursurk, 1999); (b) can personalize the interview and reduce stress while capturing the interviewer's attention (Carney, Cobia, & Shannon, 1996; Masikiewicz, 1998; Rhyne-Winkler & Wooten, 1996); (c) are an innovative way through inclusion of actual work samples to display unique strengths that may not be evident otherwise (Brown & Irby, 1995; Carney et al., 1996; Rhyne-Winkler & Wooten, 1996); (d) enable the applicant to influence the interviewer's questions (Masikiewicz, 1998); (e) are better predictors of job success than peer assessments (Tillema, 1998); and, finally, (f) offer a growth-oriented format, which is a strength in the job interview (Carney, Cobia, & Shannon, 1995). This article outlines portfolio development as an interview/employment tool for the transformed 21st Century school counselor and is based on consideration of National Standards for School Counseling Programs (Campbell & Dahir, 1997) and emerging roles. 

Key Components 
Key components of a school counselor's portfolio are outlined below beginning with a rationale and goals. Content is described within the transformed counselor's roles and National Standards for School Counseling Programs (Campbell & Dahir, 1997). 

Rationale and Goals 
The portfolio as an employment tool is a brief but powerful visual device to sell the applicant's abilities. Items included should be one's best work and replaced as skills improve. The goal is to present a view of personal and professional growth for the purpose of self-presentation in a job interview and for reflective self-evaluation throughout its development. 

Content 
Key components are (a) artifacts which document the applicant's achievements in 21st century roles, (b) artifacts linking achievements to The National Standards for School Counseling Programs (Campbell & Dahir, 1997) as the basis of sound counseling program development and delivery, and (c) reflective commentary on these achievements and their relation to national standards (see the Appendix for suggested organization). 

Transformed Roles. One suggestion for categorizing content is to use the emerging roles for the 21st Century school counselor, which include leadership, advocacy, teaming and collaboration, counseling and coordination, and assessment and use of data (Boes, VanZile-Tamsen, & Jackson, 2000; Education Trust, 1997). The leadership role includes planning, organizing, coordinating, presenting, and delivering programs generating systemic change. The advocacy role includes competence in effective social action such as skills to empower students and their families to remove barriers to high academic achievement and career success. Teaming and collaboration focus on learning about resources and cooperating with others to improve student achievement and success. Counseling and coordination include brief individual counseling; working with groups and families; and coordination of programs, projects, and resources. The assessment-and-use-of-data role involves identification of needs, removing barriers, and securing resources to support the advocacy role. 

Counselors-in-training (CITs) can adapt their portfolios to demonstrate their implementation of these roles. Within these broad areas, CITs can categorize artifacts to showcase their achievements. Documentation can include self-evaluations, evaluations by others, relevant course work, publications, presentations (Baltimore, Hickson, George, & Crutchfield, 1996), and pertinent videotapes. 

National Standards for School Counseling Programs. The portfolio can begin with a rationale for school counseling and a display of the National Standards as well as the applicant's reflection upon the value and importance of the standards. As applicants include artifacts, they should include a statement of the National Standard being addressed by the documented activity (see Appendix). Documentation of related standards illustrates an understanding of the relationship of standards to school counseling activities. The reader is referred to the National Standards (Campbell & Dahir, 1997) for information about the specific standards in each area: I. Academic Development, II. Career Development, and III. Personal/Social Development. 

Self-Reflection. Inclusion of reflective self-evaluation has genuine value for improving the development of counselors-in-training, and the process may be more valuable than the portfolio itself (Lumpkin & Scherm, 1999). Reflections may describe responsibilities, strengths, and values (Lumpkin & Scherm, 1999), provide explanations about artifacts (Carney et al., 1996), or discuss thought processes for the inclusion of artifacts (Edgerton, Hutchings, & Quinlan, 1991). 

Preparation 
Early, careful preparation can allow the portfolio developer to invest the necessary commitment, time, and thoughtful processing. Suggestions for preparation are listed below. 

1. Develop a personal philosophy of school counseling, determine sections of the portfolio, and outline documentation to be included. 

2. Refine the philosophy and update documentation as progress is made throughout the program (Rhyne-Winkler & Wooten, 1996; Seldin & Associates, 1991). Update reflective statements periodically. Maintain a documenting and reflecting attitude so that it becomes a part of the process (Steigerwald, 1997). 

3. Keep all materials and completed assignments for each course in a separate binder for later selection to best document particular skills. By ongoing collection of documentation, time is freed to focus on the job search and interview process at the appropriate time (Steigerwald, 1997). 

4. Be selective, choosing only those pieces that showcase achievements as a potential school counselor. 

5. Portfolios should be brief, portable, and professional (Lumpkin & Scherm, 1999). A large binder may suffice (Cushman, 1999). 

6. Have an advisor or mentor review and critique prior to the interview (Cushman, 1999). 

7. Use the portfolio to illustrate answers to interview questions or foster discussions (Rhyne-Winkler & Wooten, 1996). In this way, it is useful even if the interviewer lacks time to read it in its entirety. 

Conclusions 
Because of their impact on the interview process (Masikiewicz, 1998) and their value in predicting career success (Tillema, 1998), portfolios are a useful employment tool for school counselors. Their advantages outweigh the limitations of time and effort needed to prepare them (Alschuler, 1996; Carney et al., 1995, 1996; Lumpkin & Scherm, 1999; Steigerwald, 1997). Once hired, the counselor should maintain the portfolio, updating as needed to demonstrate counseling effectiveness and newly acquired competencies (Rhyne-Winkler & Wooten, 1996). 

Documentation of the National Standards for School Counseling Programs ensures an understanding of the relationship of standards to school counseling activities and that the applicant is aware of the basics of sound counseling program development and delivery. Documentation of transformed school counseling roles demonstrates applicants' understanding of these roles for meeting the needs of all students. 

References 
Alschuler, A. S. (1996). The portfolio emperor has no clothes: He should stay naked. Counselor Education and Supervision, 36, 133-137. 

Baltimore, M. L., Hickson, J., George, J. D., & Crutchfield, L. B. (1996). Portfolio assessment: A model for counselor education. Counselor Education and Supervision, 36, 113-121. 

Boes, S. R., VanZile-Tamsen, C., & Jackson, C. M. (2000). Format for the future: Developing portfolios for the changing counseling roles school counselors in the 21st century Georgia School Counselors Association Journal, 2(1), 1-9. 

Brown, G., & Irby, B. J. (1995). The portfolio: Should it also be used by administrators? NASSP Bulletin, 75(570), 82-85. 

Campbell, C. A., & Dahir, C. (1997). The national standards for school counseling programs. Alexandria, VA: American School Counselor Association. 

Carney, J. S., Cobia, D. C., & Shannon, D. M. (1995,April). Portfolios in counselor education: Clinical and comprehensive evaluation. Poster session presented at the annual meeting of the American Counseling Association, Denver, CO. 

Carney, J. S., Cobia, D. C., & Shannon, D. M. (1996). The use of portfolios in the clinical and comprehensive evaluations of counselors-in-training. Counselor Education and Supervision, 36, 122-132. 

Cushman, K. (1999). Educators making portfolios. First results from the national school reform faculty. Phi Delta Kappan, 80, 744-750. 

Edgerton, R., Hutchings, P., & Quinlan, K. (1991). The teaching portfolio. Capturing the scholarship in teaching. Washington, DC: American Association for Higher Education. 

Education Trust. (1997). The national initiative for transforming school counseling. Washington, DC: Author. Retrieved January 25, 1998 from the World Wide Web: http:www.edtrust.org/ 

Friend, M., & Bursurk, W. D. (1999). Including students with special needs: A practical guide for classroom teachers (2nd ed.). Boston: Allyn & Bacon. 

Lumpkin, A., & Scherm, C. (1999,April). Development of a teaching portfolio. Paper presented at a professional development seminar at the State University of West Georgia. 

Masikiewicz, M. (1998). Portfolios pave the way. Career World, 27, 15-17. 

Rhyne-Winkler, M. C., & Wooten, H. R. (1996). The school counselor portfolio: Professional development and accountability. The School Counselor, 44, 146-150. 

Seldin, P., & Associates. (1991). Successful use of teaching portfolios. Boston, MA: Anker. 

Steigerwald, F. (1997,November). Portfolio development: Documenting the adventure. Counseling Today, p. 30. 

Tillema, H. (1998). Design and validity of a portfolio instrument for professional training. Studies in Educational Evaluation, 24, 263-278. 

~~~~~~~~

By Susan R. Boes 

Susan R. Boes, Ph.D., NCC, LPC, is an assistant professor 

Carol VanZile-Tamsen, Ph.D., is an assistant professor, and
C. Marie Jackson, Ph.D., is an assistant professor. All are with the Department of Counseling and Educational Psychology, State University of West Georgia, Carrollton 

Correspondence should be addressed to Michael S. Trevisan, ELCP, PO Box 642136, Washington State University, Pullman, WA 99164-2136. E-mail: trevisan@mail.wsu.edu 

	

Copyright of Professional School Counseling is the property of American School Counselor Association and its content may not be copied or emailed to multiple sites or posted to a listserv without the copyright holder's express written permission. However, users may print, download, or email articles for individual use.
Source: Professional School Counseling, Feb2001, Vol. 4 Issue 3, p229, 3p.
Item Number: 4085774


	 


	Title: DOCUMENTING SUCCESS AND ACHIEVEMENT: PRESENTATION AND WORKING PORTFOLIOS FOR COUNSELORS ,  By: James, Susan Hackbarth, Greenwalt, Bill C., Journal of Counseling & Development, 0748-9633, March 1, 2001, Vol. 79, Issue 2
Database: Academic Search Elite


	

	Section: PRACTICE AND THEORY 

DOCUMENTING SUCCESS AND ACHIEVEMENT: PRESENTATION AND WORKING PORTFOLIOS FOR COUNSELORS 
Contents
DEFINITIONS 
THE WORKING PORTFOLIO 
 

Vita and Resume 
 

Counseling Courses 
 

Practicum and Internship 
 

Postdegree Supervision 
 

Work Experience 
 

Professional Credentials 
 

Continuing Education 
 

Presentations and Publications 
 

Professional Service 
THE PRESENTATION PORTFOLIO 
PORTFOLIO MAINTENANCE 
CONCLUSION 
REFERENCES 
Throughout their careers, counselors face demands for information from various sources including licensure boards, employers, managed care companies, courts of law, graduate schools, and professional associations. Compiling the necessary documentation through portfolios saves counselors time and preserves artifacts that could be lost over time. This article suggests items for collection and organization in a working portfolio and gives examples of how counselors may use these materials for specific presentation portfolios. 

The information age is here, and counselors are actively involved in it. Counselors, along with other professionals, are demanding more information with easy access and speed of delivery. The same is being asked of them. In this time of accountability, counselors find increasing requests for data and documentation (Bradley, 1995; Jones & Palmo, 1996). Consider the needs of the following counselors to produce professional information quickly. 

A counselor relocates to another state after 23 years in private practice. Possessing a doctorate in counseling for 10 years, the counselor is surprised when asked to document and defend how his graduate course work matches his new state's licensure requirements. He is asked to supply course descriptions and syllabi to explain the content of the counseling courses on his transcript. The licensure board also asks him to provide documentation of his practicum, internship, and postdegree supervision. He wonders how long and how difficult it will be to gather this information. 

Another counselor has been subpoenaed to be an expert witness in court. The counselor knows that at the beginning of her testimony, she will be questioned about her college degrees, employment experiences, and certifications. Her task as an expert witness is to share her counseling expertise and professional opinions. She may need to recall professional associations, specialized training, and relevant journals and books that she has read. This information needs to be accurate because it is subject to cross-examination in an effort to discredit her as a witness. The case is scheduled for the following week. How can the counselor efficiently prepare in a relatively short time frame? 

As the preceding scenarios indicate, licensure application and court testimony are examples of events for which counselors need specific types of professional documentation (Bradley, 1995; Odell & Campbell, 1998). On many other occasions, counselors need to produce such information: resume development, job interviews, employment evaluations, and requests for promotion. Applications for managed care companies, graduate schools, and the American Counseling Association's Call for Programs often ask about professional experience, degrees, and credentials. As mental health care systems demand accountability, organized documents provide evidence of effective counseling practices and professional development (Glosoff, Benshoff, Hosie, & Maki, 1995; Remley, 1995; Sauber, 1997). With readily available artifacts, counselors are more proactive in promoting counseling programs and services. Professional portfolios provide a means to collect, organize, and display professional materials. This article explains both working and presentation types of portfolios and recommends items that counselors need to save throughout their careers. 

DEFINITIONS 
Artists, models, architects, and more recently teachers routinely display their personal and professional accomplishments through portfolios. Professionals who take the time to assemble a portfolio not only know their competencies but also demonstrate their distinct qualities to others (Seldin, 1991). The portfolio, as a form of communication, may take several forms. A professional portfolio is a goal-directed collection of artifacts organized in a functional manner that documents an individual's training, work, and pertinent life experiences. Artifacts refer to any tangible evidence that demonstrates an individual's strengths, skills, competencies, training, awards, or accomplishments (Campbell, Cignetti, Melenyzer, Nettles, & Wyman, 1997). Artifacts may take the form of written documents, audio- or videotapes, computer disks, photographs, or anything that can be classified and stored. A professional portfolio is a generic term that includes two types of portfolios: the working portfolio and the presentation portfolio (Campbell et al., 1997). The working portfolio is a continuous collection of unabridged artifacts one may eventually use as evidence of professional competence. A presentation portfolio is a collection of documents provided in a functional and aesthetically appealing format that displays an individual's training, work, and pertinent life experiences for a particular purpose; it therefore contains part but not all of one's complete working portfolio. Over the course of a career, individuals need to demonstrate appropriate levels of competence to supervisors, employers, licensing and certification boards, insurance companies, and many others (Sauber, 1997; Welfel, 1998). The development of a professional portfolio makes that possible in an efficient and positive manner. 

THE WORKING PORTFOLIO 
As the scenarios indicate, the needs of counselors to present information vary with settings and circumstances. The establishment of an exhaustive working portfolio is imperative because it is the primary source from which a counselor documents expertise, training, and competence. Providing substantive evidence is far superior to saying, "I am good and I have a lot of experience." The tasks of the counselors in the preceding scenarios become much easier if they have maintained comprehensive working portfolios. Professional literature offers few suggestions on the artifacts counselors should save. The following list represents materials we found to be important throughout our careers. These recommendations are generic and serve as a starting point. Further research and discussion are needed to identify additional items that may be relevant for counselor portfolios. 

Vita and Resume 

Every working portfolio needs both a curriculum vita and a resume. A curriculum vita is a comprehensive professional biography. It contains a complete personal history with information that may be of interest to employers (Hosie, 1995; Remley, 1995), licensure boards, managed care companies, and so forth (Smith & Robinson, 1995).An abbreviated resume, usually one to two pages long, is individually designed for a particular purpose. It focuses on the individual's strongest characteristics and accomplishments (McDaniels, 1990) and may have different formats (Rosenberg & Hizer, 1996; Yate, 1995). VGM Career Horizons (1998) noted that a resume includes a career objective, work experience, education, honors, activities, certificates and licenses, professional memberships, special skills, personal information, and references. Although the vita and resume are necessary parts of the working portfolio, the strength of these documents will be enhanced by the completeness and integrity of the other components of the portfolio. 

Counseling Courses 

A counselor's formal education usually culminates with either a master's degree or a doctorate. Professionals may assume that degrees and transcripts are sufficient documentations of their extensive learning experiences. However, educational philosophies, degree requirements, and professional requirements change over time (Glosoff et al., 1995; Sturkie & Johnson, 1994). Some course titles listed on transcripts do not accurately reflect the course content, and licensing boards may require further clarification on what was actually taught. A licensure board can ask detailed questions about the content of a class that occurred 20 years ago. Few could recall complete information about such a course without documentation. Counselors can accurately answer questions about their educational experiences when they maintain copies of college catalog pages that describe their degree, course requirements, and course descriptions. Ideally, counselors need to keep copies of course syllabi, major papers, and tests. From these documents, one can clearly discuss course textbooks, requirements, and learning objectives if needed. Besides providing answers to licensure boards, this information will be helpful' to counselors when they prepare for board exams. 

Practicum and Internship 

Because a vital part of a counseling degree is the practicum and internship experiences, extra course documentation is needed. A copy of the site contract describing in detail the duties and responsibilities of the student is useful in providing an understanding of learning potential. Both the site and university evaluations of the practicum experience should be retained (Faiver, Eisengart, & Colonna, 1995). If the student's supervisors did not list the number of counseling hours, direct and indirect service, and individual and group supervision on a form, the student can write a letter that documents such information. Because former supervisors move, retire or die, one might want to keep resume-type information about supervisors that includes addresses, work experiences, degrees, and credentials. Although most boards require original copies of documents from supervisors, exceptions are made when a supervisor has died or cannot be located. In such cases, this type of documentation helps to verify supervision. 

Postdegree Supervision 

Documentation of postdegree supervision requires special care (Odell & Campbell, 1998). The licensing boards in some jurisdictions require applicants to produce data such as the number of hours spent directly and indirectly serving clients (Glosoff et al., 1995), the types of clients seen and percentages of these types (e.g., individuals, couples, families, children), a description of the work site and the type of duties performed, and possibly the site's remuneration policy. Credentialing boards usually specify the number of hours of individual and group supervision needed (Glosoff et al., 1995) and may require a particular ratio of supervision hours to client contact hours. Some jurisdictions require certifications for special client situations such as sexual perpetration [Sex Offender Registration, 1998) or domestic violence (Domestic Violence and Abuse, 1998), and professionals in these areas of practice need to carefully document this particular supervised experience. The supervisee is responsible for reading licensure or certification laws and documenting the required information (Odell & Campbell, 1998). Because counselors do not know the jurisdiction in which they will be working years into the future, they need to save copies of supervisors' credentials and resumes in case personal contact is lost (Sturkie & Johnson, 1994). 

Work Experience 

Establishing records that chronicle work history requires keeping a file of the names, locations, and dates of employment. If available, copies of work contracts help to substantiate employment. Summaries of job titles and descriptions demonstrate career growth and progression (Rosenberg & Hizer, 1996). Keeping a summary of the skills acquired and used in the employment setting is beneficial for accurately documenting professional experience. Furthermore, a record of major accomplishments written in quantifiable terms shows one's strengths and can be used to justify pay increases, awards, or promotions. 

Counselors may be surprised to note how many tangible work products they create over years of practice. These items, specifically designed by the counselor to help clients, include documents such as informed consent brochures, evaluations, group counseling advertisements, grant applications, and psychoeducational programs. These materials can be used to demonstrate counselor creativity and initiative to current or prospective employers. 

Maintaining a record of the type of clients seen, the theories and models of counseling used, supervision received and provided, and the managed care or insurance panels with which the counselor has worked establishes a history of expertise. Counselors who administer evaluations or outcome measures should maintain a summary of the results obtained. Most counselors know they provide competent counseling services but have difficulty substantiating such claims. The more quantifiable evidence one can supply to someone requesting the information, the easier it is to communicate one's capabilities and strengths. This information not only enhances counseling skills, it provides accountability to employers or managed care companies (Lawless, Ginter, & Kelly, 1999). 

Professional Credentials 

Most jurisdictions now require either licensure or certification for professional counselors. Some specialties also require either a national or a state certification (Pate, 1995). For example, in some states an individual must be certified before providing supervision, sex therapy, domestic violence counseling, or drug abuse counseling. Insurance companies and agencies may request copies of these credentials. If copies are readily available in a portfolio, certificates can be framed and displayed on the wall without the risk of damage from removal. Training often leads to certifications in specialized programs such as couple communications, test administration (Hunt, Hof, & De Maria, 1998; Woody, 1997), or hypnosis. After being in the field several years, one may not easily remember all certifications earned. 

Without documentation, counselors may also have difficulty recalling all the insurance information important in today's world. Counselors should keep copies of their current and past professional liability policies (Odell & Campbell, 1998). Not only do these documents protect counselors, but managed care companies often request such information. Counselors who collect insurance payments should keep copies of applications, forms, and correspondence to and from the respective companies. These materials help counselors to efficiently respond to requests or complete new applications to managed care panels. 

Continuing Education 

Licensure and certification boards usually require counselors to maintain proficiency in the field by participating in continuing education (Corey & Herlihy, 1995). To document the workshops attended, counselors should save workshop descriptions, leaders' credentials, and perhaps even handouts. A counseling licensure applicant may have to substantiate training in a particular subject area. Copies of continuing education certificates provided by professional conferences sometimes do not provide sufficient information for a board to determine if requirements have been met. Maintaining copies of this information ultimately assists counselors in substantiating educational strengths. A continuous list of professional readings in books and journals also helps counselors demonstrate expertise in certain subject areas (Welfel, 1998). With this list, counselors can identify areas of interest or goals for future reading. Frequently, in job interviews or during court testimony, counselors are asked about current readings. 

Presentations and Publications 

Publications and presentations are significant accomplishments. The American Counseling Association, its divisions, and affiliates review and select publications and presentations for their quality and contribution to the profession. These activities indicate that a counselor is informed, up-to-date, and respected by peers. Counselors should save copies not only of their writings from books or journals but also copies of newsletter items and pamphlets in which their writings or names appear. This collection of writings also should be included in the vita, where it indicates the counselor's areas of study, research, or specialization (McDaniels, 1990). Similarly, counselors need to maintain a list of their presentations at professional conferences. On the vita, these activities indicate self-study, teaching, and leadership (McDaniels, 1990). Counselors also provide classes or workshops for the general public, and demonstrate skills and expertise that merit documentation. These types of activities imply both professional and civic involvement. For any type of speech or presentation, it is wise to keep records of the time, place, purpose, and number of people in attendance. A copy of the presentation outline, handouts, program announcement, and copies (or summary) of participant evaluations is even more useful. 

Professional Service 

The working portfolio, resume, and vita include sections on service in professional organizations and civic groups. Listing committee memberships, committee chairs, offices held, and respective dates signals leadership experience and potential. When counselors serve their national and state professional associations, they can often collect documentation of this experience through membership certificates, newsletters, board agendas, conference programs, and so forth. Because counselors naturally tend to be interested in people and social systems, many are also active in their communities. Involvement in public groups helps counselors promote programs, assess social needs, network, and keep current on possible referral sources. Counselors may find fewer formal documentation artifacts of community experiences, but they can keep a log of memberships dates, elected offices, and volunteer activities. 

THE PRESENTATION PORTFOLIO 
Thorough documentation and careful organization in working portfolios simplifies the development of presentation portfolios for specific audiences. Designing a presentation portfolio is a process that results in a product. Martin (1999) listed a five-step process. 

1. Select a professional goal for the portfolio. 

2. Think about how your professional experience matches your goal. 

3. Collect items that document your goal. 

4. Decide which items best represent your accomplishments toward your goal. 

5. Decide how to present these items related to your goal. 

The counselor in this article's first scenario (an actual experience of the second author, Greenwalt) collected his documents for the licensure board the hard way, after the request. Because he did not save the college catalogs or course syllabi from his courses 10 to 15 years ago, he spent an inordinate amount of time calling university staff to gather such documentation. It took months for him to locate the addresses of former supervisors to document his years of professional experience. He discovered that some of this information was not retrievable. However, he was eventually licensed in his new state and now teaches graduate courses in counseling. He helps his students develop working portfolios so they will be prepared to produce professional documentation throughout their careers. He recommends that students save their course syllabi, papers, projects, presentations, assessments, videotapes, practicum logs, and so forth in organized file boxes. During the working portfolio process, students find meaning in their learning experiences. He recommends that students near graduation develop specific presentation portfolios in preparation of employment or graduate school interviews. In-depth personal reflections help them recognize their abilities and strengths in relation to their career goals (Rhyne-Winkler & Wooten, 1996). They select and organize items that represent their best performances and then display these materials in attractive notebooks with plastic page covers. This collection, reflection, selection, and presentation process enhances self-confidence and encourages a lifetime of professional growth. 

In the second scenario, the counselor's goal was to construct a presentation portfolio to present her credentials and expertise to courts of law (an actual experience of the first author, James). After thinking about her experiences in her area of expertise, the counselor collected journal articles, training certificates, conference programs, and notes and compiled a file with such items as her resume, college transcripts, licensing credentials, professional association memberships, and employment information. Choosing attractive, professional, and easy-to-read items, the counselor developed an outline that organized her best work, credentials, and training. She decided to use a plastic file box with separate files she could remove to prepare for a particular court case. 

PORTFOLIO MAINTENANCE 
Collecting and maintaining the aforementioned documentation may seem overwhelming. The key to success and utility is in the organization and format. The working portfolio is maintained in a way that allows material to be easily added when new artifacts become available or to be removed temporarily for use in a presentation portfolio. On a regular basis (once a month or once a quarter), counselors should update some of the documents such as the curriculum vita or reading list and add the new artifacts in the appropriate places. Whether one stores information in filing cabinets, in boxes, in three-ring binders, or on computer disks is a matter of individual preference. Counselors arrange presentation portfolios for particular occasions such as employment interviews or promotion requests. In portfolios for display, counselors pay attention to attractiveness, durability, and user friendliness for a particular audience. 

CONCLUSION 
All counselors need to preserve their professional histories. Both beginning counseling students and established practitioners will face future requests for their career information. Counselors need current resumes or vitae because they will probably change jobs several times during their working lifetime. Counselors who save appropriate artifacts will be able to move anywhere in the country knowing that the information necessary for new licensure or certification is readily available. At other times, counselors will need to produce documentation for presentations, promotions, graduate schools, managed care companies, or accountability studies. Finally, a professional information collection system, such as a portfolio, encourages counselors to examine their growth and accomplishments in the field. 

This article provides examples of the process of compiling information for specific presentation portfolio needs. Because counselors will have different requests for information presentation during their careers, we suggest categories for a generic continuous collection of documents called the "working portfolio." This collection initiates a professional lifetime of accountability and prevents the loss of valuable artifacts and information on career achievement. Counselors who are the most prepared through the diligent collection of materials in a working portfolio will have the documents they need for any presentation portfolio. 
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OBJECTIVES OF THE 

CPP GRADUATE PROGRAM IN COUNSELING
The CPP Department endeavors to provide a training program that is responsive to the demands of the profession and to the community in which the program is situated.  Although the ultimate goal of the Masters of Science in Education in Counseling program at UW-Superior is to provide training and experiences which will prepare students to function optimally as Counseling professionals in a number of settings, the following programmatic objectives are perceived as instrumental in obtaining this outcome.  Upon completion of the program, students will have gained:

· PROFESSIONALISM as evidenced by ethical conduct of personal and professional relationships;

· knowledge of themselves, the client, and society;

· Skills that facilitate development of the therapeutic relationship or group formation, assist in moving the client(s) through the middle stages of therapy, and promote maintenance and generalization of gains after the termination of the therapeutic relationship; and

· application of knowledge to work with clients in a professional setting.

COMMUNITY COUNSELING EMPHASIS OBJECTIVES

Through its community counseling emphasis, the CPP Department endeavors to provide a training program that is responsive to the demands of the profession and to the community in which the program is situated. Although the ultimate goal of the Masters of Science in Education in Counseling program with an emphasis in community counseling at UW-Superior is to provide training and experiences which will prepare students to function optimally as community counseling professionals in a number of settings, the following programmatic objectives are perceived as instrumental in obtaining this outcome.  Upon completion of the program, students will have gained:

PROFESSIONALISM as evidenced by ethical conduct of personal and professional relationships:

· orientation to the profession, history, development of the field, and projected trends

· roles, functions, and responsibilities of counselors in public and private agencies serving inpatient and/or outpatient clientele (Clinics, Hospitals, Treatment Centers, EAPs);

· ethical conduct of practice; and

· on-going personal and professional growth and development.

knowledge of themselves, the client, and society through:

· a deeper awareness of themselves both personally and within the counseling relationship including their values, assumptions about human nature and the nature of the counseling relationship, perceptions of what leads to change, and models to facilitate optimal adaptation an adjustment; and 

· a greater understanding of individual, group, and family counseling; multicultural and diversity counseling; ethical; and developmental theory.

Skills that facilitate development of the therapeutic relationship or group formation, assist in moving the client(s) through the middle stages of therapy, and promote maintenance and generalization of gains after the termination of the therapeutic relationship:

· attending to the client and the counseling process,

· engaging the client in the therapeutic process,

· planning and implementing strategy,

· facilitating client movement through the stages of counseling, and

· promoting maintenance and generalization of new responses.

application of knowledge to work with clients in a professional setting

· demonstrated proficiency in individual and group counseling methods, and

· evidenced an ability to function at a level commensurate with entry level professionals in the field.

SCHOOL COUNSELING EMPHASIS OBJECTIVES

PROFESSIONALISM in a commitment to the field as evidenced by membership in the American Counseling Association and the Wisconsin School Counselor Association.

KNOWLEDGE of themselves, school-age students, and school systems through:

· a deeper awareness of themselves both personally and within the counseling relationship;

· a greater understanding of the setting of the public school as well as the greater society in which it is embedded; and

· a greater understanding of developmental theory; ethical school counseling practices; individual, group, and family counseling; multicultural and diversity counseling.

SKILLS that facilitate engagement with school-age children at their developmental levels, that focus on short-term goal formation designed to enhance students’ ability to engage in the academic program, and that promote students’ willingness and ability to discover their unique selves and act in accordance with them:

· engagement skills,

· exploring/searching skills,

· problem-solving skills,

· intervention skills,

· resolution intervention skills,


· student and program appraisal skills,

· consultation skills, and

· coordination skills.

APPLICATION of knowledge and skills to work with students in the public school setting:

· ability to define and create the optimal counseling role within a school setting,

· demonstrated counseling proficiency in individual, small-group and large-group settings,

· ability to develop programs to assess and address developmental needs of students,

· ability to coordinate the fulfillment of the guidance needs of students in a public setting,

· ability to consult with students, teachers, parents and administrator within a school setting,

· ability to appraise: the overall guidance needs of the school; interests, personality types academic proficiencies, etc. of individual students, and ability to evaluate counseling interventions.
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