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Charting Your 
Career Success

Audrey Gainey, Director

Talent Acquisition and Onboarding

Part One – Internal Awareness: 
Understanding Where I Am



Learning Objectives

• Understand why developing a career 
portfolio/chronicle is essential to your 
successful career journey

• Learn how to develop and organize your 
career portfolio

• Explore uses for your career portfolio 



Everything you present 
tells a story about who 
you are.  

What story are you 
telling?



Activity: 
Self-reflection



Poll



What is a career 
portfolio and how 
does it benefit me?
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What is a career portfolio?

Goes beyond a resume, CV (Curriculum Vitae), or cover letter

Organized collection of background information, examples of 
your career history, experience, and ambitions

Full story of your career journey – a tool to help you learn about 
and  better understand yourself

A way for you to keep important documents & information in one 
centralized location



What should be included?
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Tests/assessments that demonstrate 
your proficiency in specific skills or 
competencies

Assessments

3

Projects, reports, or other 
work that demonstrate your 
skills & experience

Work Samples

1

A well-crafted summary of your 
education, work experience, skills, & 
accomplishments

Resume/CV

An “about me” section, 
or a career goal 
statement

Elevator Speech
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Experience leading 
teams and/or projects

Leadership
Volunteering, community 
involvement/engagement, 
other experiences

Experiences
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Personal and professional 
achievements or 
accomplishments; 
certifications & awards

Achievements

Copies showing your 
degrees courses, & 
grades

Academic Records

Letters of recommendation, 
references, or testimonials

Accolades

Personal statement about 
yourself, your values, & 
your approach to work

Core Values

Also include…
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Let’s Look at 
Some Examples



Demonstration of Skills & Expertise

Project Management & 
Organizational Skills 

Collaboration & 
Leadership 
Competencies



Demonstration of Skills & Expertise

TEAMS Titles and 
Opportunities Offered at 
the University of Florida



Demonstration of Skills & Expertise

Requirements, 
Licensure, Certification, 
and Competencies 



Career Goal 
Statements

Alignment with your 
career roadmap



Career Change

I plan to secure a career change from administrative assistant to 
project management. To do this, I'm going to complete my degree in 
Business Administration Management, pursue a project management 
job shadowing opportunity within a UF college or unit, and become a 
Certified Associate in Project Management (CAPM) within six months 
of receiving my degree.  I will then seek opportunities that allow me to 
utilize my knowledge, skills and abilities in project management 
within UF.



Learn New Skills

If you want to learn new skills to increase responsibilities, here’s an 
example of a career goal statement:

My goal is to be the project lead over my college's website design. To 
achieve this, I'm going to learn about the current website and speak 
to stakeholders about what visions they have for the new website. I 
plan to learn more about project management methodologies and 
implement them when holding myself accountable for my own 
projects. I can also partner with a member of the project 
management team to shadow them during a project where they're in 
charge.



Advancing Your Career

Career goal statement that expresses a career advancement goal, 
with specific action steps:

My career goal is to be a full-time writer in five years. To achieve this, I 
plan to work on freelance writing projects to help build up my 
portfolio, attend writing workshops and read one book per quarter on 
how to improve my writing. I can use my professional network to learn 
about new writing opportunities to gain exposure in the field.



How does developing a portfolio benefit me?

1. Ownership of 
Career Decisions

3. Sense of 
Progress & 

Accomplishment

5. Articulates Strengths 
& Achievements

2. Self-knowledge 4. Organizes 
Information



How should I organize 
portfolio content?

1. Choose the right format

2. Select relevant and diverse 
work examples

3. Categorize and label your 
samples

4. Update and customize your 
portfolio

5. Showcase your personality and 
passion

6. Gain feedback 



You have a story! 
Rock Your LinkedIn Profile - Connect to opportunity

• Build your brand

• Create a summary that introduces you

• Showcase your work, accomplishments, & experiences

• Highlight skills and competencies

• Bring your story to life



“No one can discover you 
until you do. Exploit your 
talents, skills, and strengths 
and make the world sit up 
and take notice.” 

– Rob Liano

 



• The Career Action Plan – Career Connections Center
The Career Action Plan - Career Connections Center (ufl.edu)

• Career Path Worksheet (SHRM) 
https://www.shrm.org/content/dam/en/shrm/topics-tools/news/hr-magazine/career-path-worksheet.pdf

• Rock Your LinkedIn Profile
https://www.linkedin.com/learning/rock-your-linkedin-profile/connect-to-opportunity-with-
linkedin?u=41282748

• Your Professional Elevator Pitch

https://www.prsa.org/article/your-professional-elevator-pitch

• What is an elevator pitch and why do I need one?
https://careerdevelopment.princeton.edu/sites/g/files/toruqf1041/files/media/elevator_pitch.pdf

• 10 self-reflection questions for career growth
https://www.pagepersonnel.com.au/advice/career-and-management/success/self-reflection-questions-for-career-
growth

Additional References and Resources Used 

https://career.ufl.edu/services-resources/start-here-with-the-career-action-plan/
https://www.shrm.org/content/dam/en/shrm/topics-tools/news/hr-magazine/career-path-worksheet.pdf
https://www.linkedin.com/learning/rock-your-linkedin-profile/connect-to-opportunity-with-linkedin?u=41282748
https://www.linkedin.com/learning/rock-your-linkedin-profile/connect-to-opportunity-with-linkedin?u=41282748
https://www.prsa.org/article/your-professional-elevator-pitch
https://careerdevelopment.princeton.edu/sites/g/files/toruqf1041/files/media/elevator_pitch.pdf
https://www.pagepersonnel.com.au/advice/career-and-management/success/self-reflection-questions-for-career-growth
https://www.pagepersonnel.com.au/advice/career-and-management/success/self-reflection-questions-for-career-growth


Questions



Charting Your 
Career Success
Part 2 – External Awareness: 
Defining Where I Want to Go

Tuesday, Sept. 10th  
12:00 – 1:00 pm  
Via Zoom

Registration 
Coming Soon!



Surveys will be distributed electronically

We take your feedback seriously and make changes to
our webinars based on attendee responses.

It only takes a few minutes to complete!

If you feel this webinar was helpful to you in your career development,
please give us a rating between 9 to 10.



Thank you!
Visit our Career Development Hub to navigate your career growth at UF:

https://hr.ufl.edu/professional-development/toolkits/career-
toolkits/career-development-hub/ 

Stay tuned to the Career Catalyst webpage for listings of upcoming 
webinars and recordings of past webinars:

https://hr.ufl.edu/professional-development/toolkits/career-
toolkits/career-catalyst-building-your-professional-journey-at-uf/ 

Check out our Career Toolkits:

https://hr.ufl.edu/professional-development/toolkits/career-toolkits/ 

https://hr.ufl.edu/professional-development/toolkits/career-toolkits/career-development-hub/
https://hr.ufl.edu/professional-development/toolkits/career-toolkits/career-development-hub/
https://hr.ufl.edu/professional-development/toolkits/career-toolkits/career-catalyst-building-your-professional-journey-at-uf/
https://hr.ufl.edu/professional-development/toolkits/career-toolkits/career-catalyst-building-your-professional-journey-at-uf/
https://hr.ufl.edu/professional-development/toolkits/career-toolkits/
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