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1. Why Build a Portfolio?

A professional portfolio is more than a resume -- it is a curated collection of your best work,

achievements, and growth. Whether you are applying to college, pursuing internships, or launching

your career, a strong portfolio sets you apart. It shows people what you can do, not just what you say

you can do.

2. Digital Portfolio Creation Guide

Recommended Platforms

Platform Best For Cost

Google Sites Beginners, easy drag-and-drop builder Free

Notion Organized, text-heavy portfolios Free

Canva Visual/creative portfolios Free tier

WordPress Professional, customizable websites Free tier

GitHub Pages Tech/coding portfolios Free

Portfolio Setup Checklist

▢ Choose your platform

▢ Select a clean, professional template

▢ Use consistent branding (colors, fonts, headings)

▢ Add a professional-looking photo or avatar

▢ Write your "About Me" section

▢ Organize content into clear sections

▢ Add contact information (email only -- no home address)

▢ Test on mobile devices (most viewers will use phones)
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▢ Get feedback from a teacher or mentor before sharing

▢ Save the URL somewhere accessible
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3. What to Include in Your Portfolio

Section What Goes Here Tips

About Me
Personal statement, values,

aspirations
Keep it to 150 words. Be authentic.

Academic

Work
Best papers, presentations, research Choose 3-5 pieces. Quality over quantity.

Projects
Personal or group projects,

competitions
Include process, not just final product.

Achievements Awards, honors, certifications
Include context: what, when, why it

matters.

Leadership
Clubs, teams, mentoring, community

work

Focus on impact: what changed because

of you?

Reflections Growth stories, lessons learned Shows self-awareness -- highly valued.

Skills Technical and soft skills Be specific: "Python" not just "coding."

Contact Email, LinkedIn, relevant social links
Professional email only. No personal

socials.

Best Practices for Presentation

DO DON'T

Use clear headings and consistent formatting Overload with too much text

Include visuals (images, graphs, screenshots) Use low-quality or blurry images

Proofread everything multiple times Include unfinished or weak work

Update regularly (at least quarterly) Include personal information (address, phone)

Tell the story behind each piece Use flashy animations or distracting design
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4. Portfolio Section Templates

Template: About Me Section

"My name is _______________ and I am a _______________ at _______________. I am passionate about

_______________ and _______________. My goal is to _______________. What drives me is

_______________. Outside of academics, you'll find me _______________. I believe that

_______________, which is why I _______________."

Template: Project Showcase

Project Title:

Date/Duration:

Role:

The Challenge:

My Approach:

The Outcome:

Skills Used:

What I Learned:

Template: Achievement Entry

Achievement:

Date Earned:
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Awarded By:

Why It Matters:

How I Earned It:
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5. LinkedIn & Online Presence

LinkedIn Profile Optimization Checklist

▢ Professional photo -- clear, well-lit headshot with plain background

▢ Compelling headline -- not just "Student" but "Aspiring Data Scientist | Math Enthusiast"

▢ Summary/About section -- 3-5 sentences about who you are, what you do, and where you're going

▢ Education details -- school, GPA (if strong), relevant coursework

▢ Experience -- internships, jobs, volunteer work with measurable accomplishments

▢ Skills section -- add at least 10 relevant skills; ask connections to endorse them

▢ Projects section -- highlight 2-3 best projects with descriptions

▢ Recommendations -- request 2-3 recommendations from teachers/mentors

▢ Custom URL -- change from random characters to linkedin.com/in/yourname

▢ Activity -- like, comment, and share posts related to your field of interest

6. Elevator Pitch Worksheet

Your 30-60 Second Introduction

"Hi, my name is _______________. I'm a _______________ at _______________, where I focus on

_______________. I'm passionate about _______________ because _______________. Recently, I

_______________, which taught me _______________. I'm currently looking for _______________ to help

me _______________. I'd love to _______________."

Practice Tips: Practice out loud 10 times until it sounds natural. Time yourself -- aim for 30-45

seconds. Record yourself on your phone and listen back. Adjust your pitch for different audiences.

End with a specific ask or question.
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7. Interview Preparation Guide

The STAR Method for Answering Questions

Step What to Do

S -- Situation Describe the context. Where were you? What was happening?

T -- Task What was your responsibility or goal?

A -- Action What specific steps did you take?

R -- Result What was the outcome? What did you learn?

Common Interview Questions

# Question Your Strategy

1 "Tell me about yourself." Use your elevator pitch!

2 "What's your greatest strength?" STAR method with evidence

3 "Describe a challenge you overcame." Use Failure Forensics!

4 "Why are you interested in this opportunity?" Research + personal connection

5 "Where do you see yourself in 5 years?" Show ambition + alignment

6 "Do you have any questions for us?" ALWAYS have 2-3 prepared

Interview Day Checklist

▢ Research the organization thoroughly

▢ Prepare 3 STAR stories

▢ Choose professional attire the night before

▢ Bring copies of your resume and portfolio URL

▢ Arrive 10-15 minutes early
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▢ Bring a notebook and pen for notes

▢ Practice a firm handshake and eye contact

▢ Send a thank-you email within 24 hours
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8. Portfolio Review Rubric

Criteria Excellent (5) Good (3) Needs Work (1)

Content

Quality

3-5 strong pieces with clear

descriptions and reflections

Adequate work samples

but limited descriptions

Few or weak work

samples with no context

Organization
Logical sections, easy to

navigate, clear headings

Some organization but

could be clearer

Disorganized, hard to

find information

Visual Design
Clean, professional,

consistent branding

Decent visuals but

inconsistent

Cluttered or

unprofessional

appearance

About Me

Authentic, concise,

compelling personal

statement

Present but generic
Missing or too

long/unfocused

Skills &

Growth

Specific skills listed with

evidence of development
Skills listed but vague

No skills section or no

evidence

Mobile

Friendly

Works perfectly on phone

and desktop
Partially responsive Broken on mobile devices

Contact Info
Professional email, LinkedIn,

clean URL
Email only

Missing or unprofessional

contact

9. Portfolio Maintenance Schedule

Frequency Action

After every major

project
Add the project using the Project Showcase template

Monthly Update skills section with new competencies

Quarterly Review all content, remove outdated pieces, refresh About Me if needed

Before any application Tailor portfolio for the specific opportunity; check all links work
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Annually
Complete redesign review -- does the layout still feel professional and

current?

Pro Tip: Keep a "Portfolio Inbox" folder on your computer where you save screenshots, drafts,

certificates, and project files throughout the year. When it is time to update your portfolio, everything

is already collected.

Your Work Speaks Volumes -- Make It Heard.

thescholarsascent.web.app
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