Job Search Portfolio
Prospective employers are always interested in what you have accomplished at the time of the interview. One mechanism you can use to impress your interviewer is to possess a collection of materials/documents that indicate and substantiate what you have accomplished throughout your academic career and employment experiences.  This is called a Job Search Portfolio.

General Description of the Portfolio
Creating the portfolio involves acquiring a quality three-ring binder and divider tabs.  You will need a cover page and an index page to help you or the interviewer navigate through the document.  Remember, the portfolio should be professional/impressive in appearance!
Contents

1. Previous Employment (including the military)
A one to two page detailed description of each job you have held.  Make each job page look the same by using the same format for each page. The following sections are required as a minimum:

· Your job title
· Job description

· Name of company/organization
· Company/organization address or webpage address (if available)
· Supervisor's full name, phone number or e-mail address (if available)
· How long were you employed in this job
· What you learned from the job
· Any job-related awards/honors you received while employed with this company       (including letters of recommendation)
2.  Aviation Career Search Plan (including cover letter and résumé)
3.  A Summary of All Aviation Flight Courses You Have Taken at SIUC

· Course name and course number (for example, Aviation Human Factors, AF 210, or     Flight - Instrument, AF 206) 

· Course description from undergraduate catalog (available online at SIU website)

· A short summary of what you learned in the course

· List all the aeronautical certificates you hold

If you did not attend any SIUC aviation flight courses or you earned your aeronautical certificates elsewhere; identify the organization(s) where you trained and list the aeronautical certificates you hold.

If you have attended the SIUC aviation technologies program, or a similar program, add an additional section and include all the information listed in Section 4.

4.  A Summary of All Aviation Management Courses You Have Taken at SIUC
· Course name and course number (for example, Aviation Safety Management, AVM 377) 

· Course description from undergraduate catalog (available online at SIU website)
· A short summary of what you learned in the course
5.  Miscellaneous Information
A section that includes information that rounds out the picture you have presented in the portfolio.  For example:
· Training programs you have completed
· Athletic involvement and awards
· Extra-curricular activities (for example, student organizations, fraternities, clubs, etc.)
· Significant accomplishments
· Certifications and licenses
The fifth section is not limited to the items listed above.  If you can add an item that is not listed above, by all means, include it!!  This activity may appear tedious, but this exercise will pay dividends as you pursue a career position after college.
6.  References

· The names, titles, phone numbers or e-mail addresses of three individuals who are      willing to serve as references for you.
· Letters of reference if available.
