
Creating a Professional 
Portfolio
3 Easy Steps



The Purpose Of A Portfolio
A professional portfolio is an organized collection of relevant documents that 
showcase your talents, most relevant skills and charts your professional growth. 
Your portfolio is created to be used in the interviewing process.



1. Your Mise en Place
● 3-ring Binder
● Clear plastic protective inserts for your materials
● Dividers to categorize your materials



2. Collecting The Materials For Your Portfolio
● Begin with a brief explanation of your career goals. Include your professional philosophy, emphasize your work 

ethics and guiding principles.
● An updated resume that includes relevant information that pertains to the position you’re applying to. Include the 

usual information regarding your education, professional achievements, and work experience. Note that your 
portfolio will expand upon what you will put in your resume, so keep it brief.

● Offer a detailed description of your skills and experiences. Your portfolio should expand on these with a description 
of any other related qualifications and work experience, and any other awards or achievements you have earned.

● Provide a detailed list of all your accomplishments, awards and honors to date. Accomplishments are a great way of 
demonstrating your ability to go above and beyond.

● Samples of work you have done. Photos of composed dishes or banquet settings.
● Professional development, such as conferences, workshops, seminars, etc.
● Career related degrees, certificates and licenses. Offer a brief description for each.
● Any volunteer work or community service work that you have done.
● End your portfolio with a list of 3 references.



3. Divide Your Materials Into Categories
Once you have gathered all the materials you want to present, and created a table 
of contents, you will want to divide it into sections that progress through your 
career. Place your table of contents at the front of your portfolio as an introduction 
of what is to come!


