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INTRODUCING 
the 

MINNEAPOUS VOLUNTARY ACTION CENTER'S 
CAREER DEVELOPMENT 

PORTFOUO 

The Minneapolis Voluntary Action Center has designed a career 
development portfolio to help you docurent your paid and unpaid 
~rk experience and record training programs you have attended. 

Each volunteer experience is unique and will develop personal 
canpetencies. Docunenting the training you have received and 
the skills you have acquired in your volunteer job will have 
great value in your educational pursuits and for career develop
ment. 

We urge you to fill in these forms and begin accunulating supple
mentary supporting docunentation. By keeping a record of all your 
volunteer experiences, you will begin to identify a wide range of 
skills and develop a greater satisfaction fran your ccnm..mi.ty 
volunteer services. 



WORK EXPERIENCE RECORD 

Name: 
---------------------------------------

Job title: 
------------------------------------

Agency I Organization: ______________________________ _ 

Dates served: ___________ No. hours per week: __ _ Total hours: ---
Supervisor: ___________________________________ _ 

Title: -----------------------------------
Job description and responsibilities: ---------------------

Competencies/skills developed and how acquired: 

MbuJeapoU. VolWJtuy AcUoa Center 
A Dlvlaloa of tbe Ualted Way 



Additional c.ooments: -----------------------------

Signature of supervisor (if desired) 

Suggested attachrrents: 

1. Written statements of actual accanplismnents. Detail your progress 
:in achieving your goals, citing statistics and records. 

2. Work plans or reviews 

3. O:mtracts, letters of agreement, job description 

4. Letters of recomnendation, citations, awards. 

5. Performance appraisals, program evaluations. 

6. F:inished products (speeches, articles, reports, etc.) 

7. Other miscellareous :infonnation 

Minneapoli.a Voluntary Actlon Center 
A Division of tbe Ullited Way 



AGENCIES AND ORGANIZATIONS 
where you may be volunteering 

Social Services 

Cultural Services 

Parent-Teacher Orgllllizatlon 

Religious Orgllllizatlons 

Service Clubs 

Fraternal Organizations 

Professional Organizations 

Veterans Orgllllizatlons 

Social Change Groups 

Political Parties 

Youth Groups 

MimJeapolb Voluntary Action Center 
A DivWoa of tb.e United Way 



VALIDATING EXPERIENCE AND COMPETENCIES 

These are examples of skills you may have developed in your volWJteer Job. Bach Job m.lgbt include sldlh from any or all of 
these categories. Your may also wish to include other sldlh not listed here. 

BASIC PERFORMANCE SKIILS 

IC.AN: 

show responsibility 
be on ti.Ire for appointments 
accept a conmitment 
identify with and accept agency's goals 
adopt a plan of action 
define tasks and functions 
share work with others 
work with supervision 
denonstrate listening skills 
seek and accept feedback 
evaluate a program 
canplete an assignIIEI1t 
express myself clearly 
demJnstrate ti.Ire management 
work independently 

DIRECT SERVICE SKILLS 

IC.AN: 

relate to a client's needs 
assess needs 
identify problems 
build a trusting relationship 
contribute to learning of others 
give direct and indirect counseling 
help others identify and explore 

alternative courses 
work with a group 
supervise 
lead a group 
develop leadership 
teach/tutor 
conduct interviews 
develop a program 

ADD YOUR CMN SKII.LS, IF NOT USTED AP/JVE 

IC.AN: 

AIMINISTRATIVE SKILLS 

IC.AN: 

make policy decisions 
delegate responsibility 
speak effectively 
express myself clearly in writing 
develop goals and objectives 
chair a meeting 
plan an agenda 
record material clearly 
organize written material 
prepare reports 
do research 
canpile statistics 
develop questionnaires 
survey problems 
conduct training sessions 
make financial decisions 
plan a budget 
develop a proposal 
write a grant 
raise m:mey 
supervise others 
represent the agency 
do public speaking 
contact media 
edit publications 

OTHER SKIILS 

IC.AN: 

lead tours 
operate equipmant 
advocate for change 
perform office work (specify: 

type, answer phones, etc.) 
dem:mstrate artistic ability (specify: 

decorations, logo, graphics, 
portraits, etc.) 

Assist in theater producations (specify: 
perform, write plays, arrange 
sets, etc.) 

Participate in enviroillIEltal concerns 
(specify: park maintenance, tree 
planting, nature displays, etc.) 

Mlmu,apolla VolWJtuy Act/011 Geater 
A Dlvialoa of the UJJJted Way 



EDUCATIONAL RECORD 
(workshops, conferences, training sessions, etc.) 

Attended by: --------------------------------

Workshop, Conference, Training Title: __________________ _ 

Sponsored by: ____________________________ _ 

Date: Total hours : -------------------- ---------

Instructor: --------------------------------

Title: --------------------------------
Topics covered: ------------------------------

Resources used: ------------------------------

Knowledge acquired: __________________________ _ 

Ca:rpetencies/skills developed: _____________________ _ 

Mlnneapolia VolWJtary Action Center 
A Dlvlalon of the Ualted Way 



Additional C'..otIIrents: 

Instructor's signature (if desired): 

Position ----------------------------------

Suggested Attacrnrents: 

1. C.Ourse outline 

2. Resource ma.terials 

3. Manual 

4. Evaluation 

5. Certification 

Min.aeapolla VoJWJtary Action Center 
A DlvWon of tbe United Wey 



WORK EXPERIENCE RECORD 

Name: ---------------------------------------

Job title: ------------------------------------

Agency/Organization: ______________________________ _ 

Total hours: Dates served: No. hours per week: ----------- ---- ---

Supervisor: ------------------------------------
Title: -----------------------------------

Job description and responsibilities: ---------------------

Competencies/skills developed and how acquired: 

MbUJeapol16 Voluntary Action C1111t11r 
A Dlvl6Joa of the Ualted Way 



Additional C,omnents: ----------------------------

Signature of supervisor (if desired) 

Suggested attachments: 

1. Written statanents of actual accanplishments. Detail your progress 
in achieving your goals, citing statistics and records. 

2. Work plans or reviews 

3. c.ontracts, letters of agreement, job description 

4. Letters of recorrmendation, citations, awards. 

5. Performance appraisals, program evaluations. 

6. Finished products (speeches, articles, reports, etc.) 

7. Other miscella~us information 

MbuJeapolia Voluntary Action Center 
A Dlvulon of the United Way 



EDUCATIONAL RECORD 
[workshops, conferences, training sessions, etc.) 

Attended by: ___________________________ _ 

Workshop, Conference, Training Title: __________________ _ 

Sponsored by: ____________________________ _ 

Date: Total hours : -------------------- ---------

Instructor: --------------------------------
Title: --------------------------------

Topics covered: _____________________________ _ 

Resources used: ------------------------------

Knowledge acquired: _________________________ _ 

Ca:npetencies/skills developed: _____________________ _ 

MlmJeapolla Voluntey Action Center 
A Dlvlalon of the United Way 



Additional c.oiments: -----------------------------

Instructor's signature (if desired): 

Position ----------------------------------

Suggested Attachments: 

1. C.ourse outline 

2. Resource materials 

3. Manual 

4. Evaluation 

5. Certification 

MbuJeapoU. Voluntary Action Cenrer 
A DlvWon of the United Way 



WORK EXPERIENCE RECORD 

Name: ---------------------------------------

Job title: ------------------------------------

Agency I Organization: ______________________________ _ 

Dates served: ___________ No. hours per week: __ _ Total hours: ---
Supervisor: ------------------------------------

Title: -----------------------------------
Job description and responsibilities: ____________________ _ 

Competencies/skills developed and how acquired: 

MbuJeapoU. VolWJta,y Action Center 
A DlvWon of tbe Ulllted Way 



Additional c.omnents: ----------------------------

Signature of supervisor (if desired) 

Suggested attachrrents: 

1. Written statements of actual acccxaplishments. Detail your progress 
in achieving your goals, citing statistics and records. 

2. Work plans or reviews 

3. c.ontracts, letters of agreement, job description 

4. Letters of recornrendation, citations, awards. 

5. Performance appraisals, program evaluations. 

6. Finished products (speeches, articles, reports, etc.) 

7. Other miscellaneous information 

MlJJntJapolla Vo/WJtary AcUoa Geater 
A Dlvlaloa of the Ualted Wey 



EDUCATIONAL RECORD 
{workshops, conferences, traiD1ng sessions, etc.) 

Attended by: 
--------------------------------

Workshop, Conference, Training Title: 
--------------------

Sponsored by: 
-------------------------------

Date: Total hours : -------------------- ---------

Instructor: 
--------------------------------

Title: --------------------------------
Topics covered: _____________________________ _ 

Resources used: ------------------------------

Knowledge acquired: _________________________ _ 

Canpetencies/skills developed: _____________________ _ 

Mlnneapolla Volu.atary AcUon Center 
A DlvWon oft.be United Way 



Additional (;a:rmmts: -----------------------------

Instructor's signature (if desired): 

Position ----------------------------------

Suggested Attaclments: 

1. C.ourse outline 

2. Resource materials 

3. Manual 

4. Evaluation 

5. Certification 

Mbuieapoli. VoJWJtary Actio.a Ce.nrer 
A DlvWo.a of the U.alted Wey 



WORK EXPERIENCE RECORD 

Name: 

Job title: ------------------------------------

Agency/Organi ration: -------------------------------

Dates served: No. hours per week: Total hours: ----------- ---- ---

Supervisor: ------------------------------------
Title: -----------------------------------

Job description and responsibilities: ____________________ _ 

Competencies/skills developed and how acquired; 

MbJJJHpoU. Voluntary Actton Center 
A Dlvulon of tbe United Way 



Additional Q:mnents: -----------------------------

Signature of supervisor (if desired) 

Suggested attachrrents: 

1. Written statem:mts of actual acca:nplishments. Detail your progress 
in achieving your goals, citing statistics and records. 

2. Work plans or reviews 

3. Q:mtracts, letters of agreement, job description 

4. Letters of recomrendation, citations, awards. 

5. Performance appraisals, program evaluations. 

6. Finished products (speeches, articles, reports, etc. ) 

7. Other rniscellareous information 

Mlnnttapolia Voluntary Action Cttatttr 
A Dlvialoa of tbtt Ualted Way 



EDUCATIONAL RECORD 
(workshops, conferences, training sessions, etc.) 

Attended by: --------------------------------
Workshop, Conference, Training Title: --------------------

Sponsored by: ___________________________ _ 

Date: Total hours : -------------------- ---------

Ins true tor: --------------------------------
Title: --------------------------------

Topics covered: _____________________________ _ 

Resources used: _____________________________ _ 

Knowledge acquired: _________________________ _ 

., 

Carpetencies/skills developed: _____________________ _ 

MbuJeapolla Vol1U1tuy AcUoa Ceater 
A Dlvlaioa oft.be Ualted Way 



Additional c.omrents: ----------------------------

Instructor's signature (if desired): 

Position 

Suggested Attaclunents: 

1. C.ourse outline 

2. Resource materials 

3. Manual 

4. Evaluation 

5. Certification 

MizUJeepoJJ. Volu.atary Actloa Cearer 
A DlvWoa of tJu, Ua.lted Way 



WORK EXPERIENCE RECORD 

Name: 

Job title: 

Agency/Organization: -------------------------------

Total hours: Dates served: No. hours per week: ----------- ---- ---
Supervisor: ------------------------------------

Title: -----------------------------------
Job description and responsibilities: ____________________ _ 

Competencies/skills developed and how acquired: 

MinJJHpoU. Vo/WJtuy Action Center 
A DlvWon oft.be United Way 



Additional Q:mnents: -----------------------------

Signature of supervisor (if desired) 

Suggested attachments: 

1. Written statanents of actual accanplishments. Detail your progress 
in achieving your goals, citing statistics and records. 

2. Work plans or reviews 

3. C.Ontracts, letters of agreement, job description 

4. Letters of recomnendation, citations, awards. 

5. Perfonnance appraisals, program evaluations. 

6. Finished products (speeches, articles, reports, etc.) 

7. Othermiscellareous information 

Minneapolia Voluntary Action Center 
A Dlvi•fon of the Uafted Way 



EDUCATIONAL RECORD 
(workshops, conferences, traJn1ng sessions, etc.) 

Attended by: 
--------------------------------

Workshop, Conference, Training Title: __________________ _ 

Sponsored by: ___________________________ _ 

Date: Total hours: -------------------- ---------
Instructor: --------------------------------

Title: --------------------------------
Topics covered: _____________________________ _ 

Resources used: ------------------------------

Knowledge acquired: _________________________ _ 

Canpetencies/skills developed: ______________________ _ 

MUUJeapoll6 VolWJtary AcUoa Center 
A DlvWoa of the Ualted Way 



Additional Comrents : _________________________ _ 

Instructor's signature (if desired): 

Position ----------------------------------

Suggested Attachrrelts: 

1. C,ourse outline 

2. Resource materials 

3. Manual 

4. Evaluation 

5. Certification 

Mbmeapoli. VolWJtary AcUoa CfUJrer 
A DlvWoa of the Ualted Way 



WORK EXPERIENCE RECORD 

Name: 

Job title: 

Agency/Organization: 
-------------------------------

Dates served: No. hours per week: ----------- ---- Total hours: 

Supervisor: 
------------------------------------

Title: 
-----------------------------------

Job description and responsibilities: ---------------------

Competencies/skills developed and how acquired: 

MbuJeapoJJ. VolWJtary Action Center 
A Dlvlalon of tbe United Way 



Additional C,onments: __________________________ _ 

Signature of supervisor (if desired) 

Suggested attaclments: 

1. Written statarents of actual accanplislments. Detail your progress 
in achieving your goals, citing statistics and records. 

2. Work plans or reviews 

3. Contracts, letters of agrearent, job description 

4. Letters of recoamendation, citations, awards. 

5. Performance appraisals, program evaluations. 

6. Finished products (speeches, articles, reports, etc.) 

7. Other rniscellanaous information 

MJ.nneapolla VolUDt,uy Action Center 
A Dlvlalon of tbe United Way 



EDUCATIONAL RECORD 
(workshops, conferences, trainJJJg sessions, etc.) 

Attended by: 
--------------------------------

Workshop, Conference, Training Title: 
--------------------

Sponsored by: 
-------------------------------

Date: Total hours : -------------------- ---------

Instructor: 
--------------------------------

Title: 
--------------------------------

Topics covered: ------------------------------

Resources used: ------------------------------

Knowledge acquired: _________________________ _ 

Caq,etencies/skills developed: _____________________ _ 

MbuJeapoJJa Volu.atary Acttoa Geater 
A Dlvlaloa of tbe Ualted Way 



Additional C',onnents: -----------------------------

Instructor's signature (if desired): 

Position ----------------------------------

Suggested AttachrrEnts: 

1. QJurse outline 

2. Resource materials 

3. Manual 

4. Evaluation 

5. Certification 

Ml.aDeapoJJ., VolWJtary Actloa Curer 
A Dlvuloa oft.be UDited Way 


