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Course materials:
Copies of Writings for Workshops




Flash Drive and CD’s for storage of Electronic Portfolio





3 ring binder with page protectors for “Working Portfolio”




Portfolio Materials – Oversize Presentation Binder, page

protectors, paper, glue, etc.
Website domain/URL and 1 year host for E-folio
Learning Outcomes:

Students will

· Revise or create degree coursework for professional audiences and purposes.

· Create an electronic and paper portfolio 

· Demonstrate use of appropriate technology and document design techniques.

· Create career documents (such as a resumes, cover letter, etc.) and design a marketing plan for entrance into the job market. 

Course philosophy and description: Project Portfolio is a 3-hour course that examines portfolios as professional tools for technical communicators. In many ways, the portfolio is an ideal saleskit for technical communicators because it demonstrates your accomplishments and skills through projects that you have already created. Whether it is presented in a three-ring binder, a large leather portfolio case or as a web-based document, your portfolio will showcase the work required by your profession. 


This course, which is team taught, will be conducted as discussion, workshop, labwork, presentation, and lecture. The course includes portfolio and writing theory within a collaborative workshop environment. Each student develops a professional portfolio of sample documents based on course projects, internship experiences, and/or work history. Essentially, you will revise these classroom assignments for portfolio quality and professional presentation. Since this course acts as a bridge between your time as a student and TCOM professional we will discuss career options, interviewing techniques, resume writing, and the job search process. At the end of the term you will reflect (in writing) on your experiences as a student and an entering technical or professional communicator.

What is a Portfolio?: A portfolio is a collection of professional materials assembled to demonstrate your competency as technical and professional communicator.  Your portfolio is a collection of your work in your degree program and your particular work experiences that give evidence of your ability to perform professionally.  Because of the diversity of your experiences and interests, the documents you select for your portfolio will vary greatly. Some will show evidence of your ability to plan and perform specific skills and projects.  Others will demonstrate your knowledge of design principles and theoretical concepts. 

Your portfolio will serve two purposes and address two audiences (professional and academic): 
· It will prepare you to conduct a successful job search 

· It will demonstrate your overall work in your degree area and as an exit project for the Technical Communication program.

Workshop Sessions: Several times during the term we will workshop our writing and portfolios.  This exercise will give us the chance to become better readers of others’ writing and, in turn our own writing as well as give us opportunities to display expertise drawn through participation in the programs.  In order to make these workshop sessions a success, it is important that you come prepared as other people rely upon this preparedness.  It is your responsibility to have hard copies of your writings ready on time and to complete written comments on drafts before the workshop sessions.  It is also your responsibility to attend all workshop sessions.

Reading and Double Entry Journal: In this class, all the readings will be viewed as voices in our ongoing conversation.  We will write and think about them in relation to our own ideas and connections.   This process asks you to read with a mind toward analyzing and applying information for your own purposes and class discussion. You will use your annotations to isolate and respond to question areas. Although we don’t want to restrict you to a number of entries per chapter, we do want you to include enough (around 8-10 per chapter) to span the issues and experiences brought up through the entire chapter.  You will use these to sort out your own questions and help you make decisions related to your portfolios.  Bring entries to class with you each time we meet as we will also use them for class discussion.    

Working Portfolio:  As you build up and revise your work, you should keep all revised documents in a working portfolio – your portfolio in progress.  Use a three ring binder (you can add, take away or change order for flexibility along with page protectors to preserve your work).  Bring your working portfolio to class with you each time we meet.

Timely Preparation:  The assignments in the class are designed to build upon one another.  Much of our in-class time is spent in discussion.  If you are not prepared and on schedule it will be difficult to complete your work on time. Although we will not evaluate your homework and progress on activities until the middle and end of the term we will check to see that you are on track on a weekly basis.  It is your responsibility to complete all the assigned homework and meet all the deadlines of this class.  If you are behind at midterm you should consider taking the class another semester.  

Attendance: Because of the intense, concentrated nature of the class it is important for you to attend all classes. More than 3 absences is grounds for failure. Notify us ahead of time if you plan to miss a class. If you miss a class it is your responsibility to find out what you missed and make up the assignment no later than the following class period. It is required that you attend on designated lab days.

Tardies –  4 tardies equal one absence. Late is defined as 5 minutes after class starts 
Email Correspondence: Email is generally the best way to communicate with your professor.  Please DO NOT use the Vista interface for email correspondence.  Each student is required to register an email address with the SPSU Registrar and have a Zimbra address.  It is your responsibility to check your email regularly for the class.  We will use it to communicate changes in the schedule and to post some assignments and to communicate with you individually.  Please make sure your address is up-to-date with the Registrar.  Something else to remember. . . Although email is convenient, it is not foolproof.  Do not assume that your audience will always receive your email and/or attachments.  This mode of communication should not be used as substitute for timely preparedness. 

Grading: The course will be graded on an S/U basis.  The reason for this evaluation decision is that it is time for you to start transitioning from an academic to professional contexts.  This means thorough, timely completion of projects, professional communication with others, and individual attention towards quality.  It also helps shift your attention away from the “teacher as evaluator” towards a professional audience that evaluates quality for its own sake (although it is often attached to annual evaluations and raises). This system reinforces the values of both internal and social motivation – something you will need in the workforce. 
Midterm and Final Assessment: You will be required to submit a folder of class assignments at mid-term and final to determine your progress and passing status.  It is important that you keep up with weekly assignments as they are assigned. 
Passing Requirements:  In order to pass the class you must meet the following requirements: 

· Assignments: Complete all exercises and assignments in a timely manner

· Online participation – post all assignments and responses to Web CT/Vista in a timely manner.

· Participation: in-class discussion and through quality verbal and written workshop responses.  Includes attendance and tardies.*

· Presentation/Workshops:  your portfolios in a Design Proposal and Draft Workshop 

· Open House: Present your portfolios publicly at the open house

	Course Assignments

	Professional Identity Unit

	Revision for Portfolio Quality

	Mentor Activities

	Career Unit

	Paper and Electronic Portfolios (Drafts, Revision and Copies)

	Reflective Narrative


Assignment Descriptions: 

Professional Identity Unit– this assignment asks you to perform self-assessments towards defining your professional identity and career direction.  It will include: 

· Personality Research and Assessment 

· Professional Identity Heuristic/Narrative 

Revision for Portfolio Quality: This assignment will act as a model for how you will revise your documents for portfolio quality.  You will take one artifact and revise it for new audiences and purposes as you change the rhetorical situation and include an extended demonstration of multiple skills.  We will address both local and global revision strategies. 

Mentor Activities: The mentorship program will match each student with a professional communicator to give you guidance and feedback as you develop your portfolios and initiate your job search.  You are responsible for at least the following mentor activities: 

· Initial face to face meeting (written memo describing meeting and ideas)

· Email correspondence for portfolio development and feedback

· Mentor review of electronic portfolio (approximately 80% complete)

· Evaluation memo: a process memo completed at the end to describe the mentor experience.

*Note: Your mentor will be asked to evaluate how professional you were in completing your assigned activities at the end of the semester. 

Career Unit Activities: In this unit, you will complete activities that will help prepare you for your professional career. The activities are listed below: 

· Research of specific companies/organizations/professions

· 3 resumes ( chronological, combination, and electronic)

· Letter of application for a real, advertised position in professional communication 

· Fact-finding interview (face to face) 

· Networking plan

Professional Portfolios (paper and electronic) – for these assignments (the main objectives of the class) you will create a paper and electronic portfolio. These will include the revision and polishing of particular pieces along with the conceptualization of the body of your work as a whole.  Your portfolios should demonstrate, through visual evidence, your work and ability as a professional communicator.  You will accomplish this through the following class activities: 

· Portfolio Proposal Presentation: You will conduct a 15 minute Powerpoint presentation/discussion in which you present your initial ideas for your portfolios including contents, theme, and design. You will receive class feedback towards development and revision of your portfolios.  

· Portfolio Draft Workshops:  You will present/workshop completed drafts of your portfolio for response and feedback towards final revision. 

· Portfolio Open House:  You will participate in an open house (at the end of the term) in which you present your completed portfolios to a public audience.  This will also act as an opportunity to practice your interviewing skills as you talk about and display your work.

Reflective Narrative – This final assignment asks you to look back on your work both in this class and across your degree program. You will reflect (in writing) on your experiences as a student and an entering professional communicator and write a narrative that specifically describes your work and professional goals. The audience for this assignment is your professors and peers.  We will be looking to understand what you have learned through what you have created. 

Design Contest and Open House – Since the open house will be a public event we would like a professional invitation to represent our work in this forum.  All students are required to submit a mock-up design which can also be used as a portfolio selection.  As a class we will vote on one as the official invitation.  It will also be your responsibility to invite people to attend the open house.  This will be a good chance to show off your work to employers, alumni, prospective students, faculty, and family.

Web CT/Vista: We have Vista space set up for the class.  You are expected to post at least the following assignments on the site: 

· Links to portfolio websites 

· Resume

· Powerpoint: Portfolio Proposal and Table of Contents  

· Links to career websites 

· Drafts of Electronic Portfolio

· Other topics upon request
Some things to consider . . . . 

Pace: Although everyone will complete the portfolios students enter the class at different points of development of these products.  For some students it will be a more a question of revision while others will need to give more attention to the generation of new work.  Some students will be taking other courses during the term in which they are producing work to be included. Other students might need to spend more time on revising written documents or polishing their graphics and their online presence.  It is important that you understand your individual workload early and pace yourselves accordingly. 

Technology:  Although we have given you quite a bit of class time for lab work, 
it is your responsibility to learn the technology and tools needed to complete your electronic portfolio.  The course assumes that you have taken Foundations of Graphics and understand layout and design issues. We hope that you will help each other and share your knowledge as well as seek out technical help offered on campus (workshops, CIT lab, IT help).  Assess your own knowledge at the beginning of the class and make arrangements to account for your own learning curve in this area.  It is also your responsibility to make sure ahead of time that your technical documents run smoothly during presentation.  This means experimenting with formats, screen size along with knowledge of the equipment.  Feel free to use the lab for test runs of the equipment to assure professional presentations. 

Plagiarism is the intentional or unintentional representation of another person's ideas, writing, or images as one's own, including materials found online, from another student or another class.  We take this issue very seriously and will not hesitate to take action if you violate this ethical code. This is especially important with your portfolios as they are moving out from an academic to professional context.  Please use images for which you have permission or those in the public domain. 

SPSU has an Honor Code and a procedure for handling cases when academic

 misconduct is alleged. All students should be aware of them. Information about

 the Honor Code and the misconduct procedure may be found at http://www.spsu.edu/honorcode/.

Collaboration for Excellence:  This course is your senior capstone project for your degree program.  It is natural that you will be anxious to do your best job to present a strong professional appearance that reflects your experience in your degree program.  In addition, you will present your materials (yourself) for a public professional audience.  The open house at the end is not just about you but about your colleagues, your degree and our programs here at SPSU. The stakes move from a classroom evaluation to a true professional identity in which we all communicate and shape our reputations. These factors can be both motivating and stressful.  Planning and time management are of the essence. We hear stories of students working into many late night hours to strive for their strongest work.  Our most successful classes have relied on a sense of community to pull them through.  As a group, you share a wealth of knowledge, expertise and a mature perspective on what is considered strong communication and design in our field.  We look for you to share these ideas and participate in this class with this sort of collaborative spirit.

DISABILITY STATEMENT: Students with disabilities who believe that they may need accommodations in this class are encouraged to discuss them with the teacher or contact the counselor working with disabilities at 678-915-7226.  Please do this as soon as possible to better insure that such accommodations are implemented in a timely fashion.
Double Entry Journal Instructions/Examples : Divide your page into two columns.  In the left-hand column copy passages or references from the text.  In the right hand column note your observations, questions, responses, applications, tips, case studies, etc.  In other words, use this column to determine your own purposes and connections.  Another function of the journal is to have something written down in class that you might share with others regarding impressions and strategies for your portfolio.  Make sure to document page numbers.  
Examples: Double Entry Journals: Chapter 1 
	Passages from Chapter (block copy)
	Impressions, Connections, Applications,

	The phrase "you don't get a second chance to make a good first impression" is probably familiar to you. A professional portfolio will help you make a good first impression because it is your best work in finished form. This portfolio represents your work in a professional field.  It should reflect primarily your strongest finished products and reveal your strengths as a professional in your chosen field.  It should also somehow reflect your professional identity and goals (Chapter 1 p14).


	I am starting to understand the process.  I never thought about the portfolio reflecting identity before. This gets me asking questions about how I want to be seen as a professional.  I have spent so much time in my classes learning individual skills and I never really considered what I bring to the table as a whole. 

	One of the decisions you have to make about your portfolio is how to organize it.  Once you look at your artifacts (the individual items you include in your portfolio) and content you will have a better idea of how you want your portfolio to play out.  Remember that your portfolio is more than just a container – it should be a whole body of work that is somehow linked together – somehow a reflection of you as an individual.  It will most likely have sections that demonstrate particular skills or ideas. We have listed some organizational strategies that might help you begin to shape your work (21) 


	I didn’t realize there were that many ways to organize my portfolio.  I found the table listing these strategies particularly helpful.  At first chronological made sense but the idea of grouping my work by skills rather than date feels much more purposeful.  I also need to think about what I want to emphasize the most.

	You might paraphrase or reference figures, tables and examples: 

Miranda’s analysis of the websites, including: 

I like the clean look of the portfolio, particularly the thumbnails.  I also like that he included references to pieces that he could not show on the Internet, with an explanation that he could show the “classified” piece in person.  That intrigues me.  I like the bold choice of colors.  The blue background isn’t too overpowering (25)


	I like her analysis.  It makes me think about all of the websites I have visited and how I feel about them.  There are times when I get frustrated searching, where I can’t read the writing, or just general confusion.  I want my site to be clear and visually pleasing but at the same time inviting.  This gets me thinking about design and color.  I also wonder if I will be able to do everything I want to do.  I am a bit concerned about the technology.  I have only created one web page and I know I will run into glitches. 


�Kim: My fall hours


�Insert Comma





PAGE  
1

