Cooperative Education – Summative Project

Part 2

Personal Employment Portfolio  Due: 

Your portfolio must be carefully organized in an attractive folder or binder, and must include the following elements:


Exit resume and Cover Letter



An up-to-date resume highlighting your skills and experience, including your recent cooperative education experience and the skills you developed there and a copy of the cover letter you used for your interview.


Reflection on co-op experience



A short written piece (one or two paragraphs) on your cooperative education experience – what you did while you were there, what you learned, and how it has affected you career pathway.  You may want to include some photographs or artifacts from your placement.


Course connections



Describe how the courses you have taken in the past or the experiences that you have gained outside of school have helped/enhanced your performance at your co-op placement.  


Skill development



Select two academic skills, two teamwork skills and two personal management skills. See the Skill Development Worksheet below for a list of skills.  For each skill, describe how you developed it through your tasks at your placement.

· Examples of your work 

Choose work from your placement (ex. recipes you made, pictures of the work, lesson plans, repairs on cars, etc.)


Certification, awards and achievements




Include any certifications or awards you may have earned – for example, your First Aid or WHMIS certification, your Passport to Safety, or a community service award from school.


Thank you letter


Write a thank you letter to your employer thanking them for your co-op experience.  See the Sample Thank You Letter below.  Include two copies, one for your employer, and one to be marked.

· Final Comments

· Describe your future goals with respect to your career options and indicate how the co-op experience has helped you determine this and indicate how you will go about achieving them.

Skill Development Worksheet

Choose two skills in each category, and describe how you developed this skill at your co-op placement.

Academic skills



Understanding and speaking work jargon


Listening


Reading


Writing


Problem solving


Using math


Using tools and technology


Using knowledge from various fields (tech, science, arts, etc.)


Interest in learning new things

Teamwork Skills


Help to add to the overall goals of the workplace


Fit in with overall work environment


Decision making with the group


Respect everyone on the Job


Give and take in order to do the job well


Work as part of the team


Act as a leader when needed

Personal Management Skills


Self-esteem and confidence`


Honesty, integrity, personal ethics


Positive attitude


Initiative – pushing to get the job done


Set goals


Time management – attendance, punctuality, etc.



Personal management – get to and from the job, making arrangements for hours, etc.


Showing respect


Continue to learn for life

SAMPLE THANK YOU LETTER

Your Name

Address

Burlington, Ontario

Postal Code

Date
 (last day of placement)

COMPANY Information

Supervisor Name

Address

Burlington, Ontario

Postal Code

Dear (Supervisor’s Name)

My co-op placement comes to an end on (last day of placement).

I would like to thank you for the opportunity to expand my skills and knowledge at (name of placement).  I feel this opportunity has been (beneficial, rewarding, interesting, a good opportunity, challenging) and I have learned (describe all of the skills you have learned at your placement).

You can choose three of the following statements to create this last paragraph:

· I appreciated your kindness, patience and guidance.

· You have been a great mentor for me throughout this semester

· I have enjoyed working with you very much

· I hope this opportunity helps me find full time employment

· I hope to follow this line of work in the future

· I have appreciated personal involvement

Yours truly,

(Your name signed)

(Your name typed)

Personal Employment Portfolio - Rubric

	Criteria
	Level 1
	Level 2
	Level 3
	Level 4

	Knowledge/

understanding

…understands placement tasks
	Demonstrates, in the display and presentation, limited understanding of tasks performed at the placement
	Demonstrates, in the display and presentation, some understanding of tasks performed at the placement


	Demonstrates, in the display and presentation, considerable understanding of tasks performed at the placement
	Demonstrates, in the display and presentation, a through understanding of tasks performed at the placement

	Thinking/Inquiry

….analyses of placement experience
	Analyses placement experience with limited effectiveness (e.g. few or simple responses to questions)
	Analyses placement experience with some effectiveness (e.g. most questions answered, some detailed responses)
	Analyses placement experience with considerable effectiveness (e.g. all questions answered, most with detailed responses)
	Analyses placement experience with a high effectiveness (e.g. all questions answered, all with detailed and refined responses.)

	Communication

…accuracy

….clarity

…visual
	Presents ideas with limited accuracy (e.g. grammar and spelling errors interfere with communication)

Communicates ideas with limited clarity (e.g. little focus throughout and random thoughts)

Uses visual tools/layout with limited effectiveness (e.g. cluttered, little balance inappropriate photos)
	Presents ideas with some accuracy (e.g. some grammar and spelling errors interfere. Some inappropriate terms/language)

Communicates ideas with some clarity (e.g. some areas of focus and some logically sequenced ideas)

Uses visual tools/layout with limited effectiveness (e.g. balanced, some  appropriate photos, little clutter)
	Presents ideas with considerable accuracy (e.g. few grammar and spelling errors)

Communicates ideas with limited clarity (e.g. balanced many areas of logically sequenced ideas) 

Uses visual tools/layout with considerable effectiveness (e.g. balanced, sequential, appropriate photos)
	Presents ideas with near perfect accuracy (e.g. almost error free grammar and spelling

Communicates ideas with high degree of clarity (e.g. focused and sequential)

Uses visual tools/layout every effectively (e.g. balanced, sequential, appropriate photos/own design illustrations

	Application

…..connects course & placement


	Makes connections between the in-school course and the workplace with limited effectiveness

Applies few skills/steps in research process
	Make connections between the in-school course and the workplace with some effectiveness

Applies some skills/steps in research process
	Make connections between the in-school course and the workplace with considerable effectiveness

Applies most skills/steps in research process
	Make connections between the in-school course and the workplace with a high degree of effectiveness

Applies all or almost all skills/steps in research process
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