MASTERWORK PORTFOLIO
Introduction

The primary learning and assessment tool for your internship experience will be a portfolio.  A portfolio is
“…a purposeful collection of a learner’s work that (a) is assembled over time within authentic settings and (b) documents a learner’s efforts, progress, and/or achievements in relation to a particular purpose or need.  Portfolios can include both artifacts (products of the learner’s work) and attestation (indirect evidence of successes and progress, as in letters of recommendation and awards).  All materials are accompanied by descriptive explanations and commentaries in which the learner defines, describes, and reflects on the accomplishments represented in the portfolio”(1).
Working Portfolio
Throughout your internship, you will compile a working portfolio.  A working portfolio is simply all work of a particular kind from your entire internship experience.  Neither you, nor your internship advisor, screen the samples that are placed in the working portfolio.  As long as you are at least temporarily finished with a piece, it is dated and placed in the portfolio.  The chief characteristic of a working portfolio is its completeness and lack of selectivity.
Guidelines

· Maintain a working portfolio throughout your entire internship experience.

· Use a standard 3-ring binder or other file folder system.

· Include every item associated with your internship experience (academic assignments and work-related assignments).

· Use your learning objectives as a table of contents, and organize your portfolio into sections for each of them.

· Use your learning objectives as a “to-do” list and review them weekly.

· Maintain a log/journal to help you reflect upon and remember significant activities, thoughts and feelings.  Track your hours onsite at employer location and what key tasks were completed.
· Keep the portfolio with you at work and bring it along with you to any internship meetings.

Masterwork Portfolio
From your working portfolio, you will select particular items to include in a final Masterwork Portfolio, which demonstrate that you have accomplished your learning objectives.  As the name implies, a Masterwork Portfolio is a sampling of your best work.  It presents the most significant samples, chosen by you with guidance from your supervisor and advisor, of what you have achieved.  The Masterwork Portfolio represents your ability to engage in the process of goal setting, selecting, comparing, self-evaluating and presenting your work.

Guidelines
As you enter the final weeks of your internship, begin to select and assemble the items you wish to include in your Masterwork Portfolio.  Remember, this is not a submission of everything already contained in your working portfolio.  Select those items that best demonstrate, or verify, your progress and achievements in each of your learning objectives.  Prepare your Masterwork Portfolio in a manner that you would be proud to present in a future job or school interview.

Samples

You may view excellent, select sample components of Masterwork Portfolios here:  http://www.messiah.edu/external_programs/internship/student/portfolio.html 
Format
· Title page

· Table of contents

· Executive summary

· Job description

· Learning objectives with reflective commentaries and samples

· Table of dates and hours onsite at employer

· Updated resume

Note: The Masterwork Portfolio often takes the form of a three-ring binder but you can consider alternate media such as web pages or CDs.

Title Page

The title page should include the following information:  your name, name of internship site, name/title of site supervisor, name of internship advisor, semester and year the internship occurred.

Table of Contents

Prepare a separate page listing all primary items/sections in your portfolio.  You may also want to include divider pages with tabs for each section in your portfolio, in accordance with your table of contents.  There is no need to provide page numbers as contents may be added or deleted as necessary.

Executive Summary

Use the executive summary as outlined in the reflective paper assignment.

Job Description

Include a copy of the typewritten job description or work objectives that your internship site established for you.

Learning Objectives – Reflective Commentaries and Samples

This is the “heart” of your portfolio.  Provide evidence of your accomplishments and/or progress for each of your learning objectives.  Portray any new knowledge/competencies that you have obtained.  Discuss any areas for improvement that you identified and any new directions for continued growth.  Include the items that you have selected to demonstrate what you have learned and accomplished.
· Begin each section with a divider page presenting the learning objective.

· Samples – If you are providing samples (brochures, spreadsheets, certificates, articles you have written, etc), you need to describe and define what the items are (taking care to explain any special symbols or jargon) and how they were accomplished.  Some questions you should seek to answer about each sample are:

· What have I learned as a result of this activity?

· What new knowledge or skills have I gained?

· How has it changed my beliefs, behavior and/or values?

· What are the implications for me?

· Did it have an impact upon anyone else?  If so, how?

· What must I do now, or in the future, to continue learning in this area?

· Reflective commentaries – as previous outlined

Table of dates and hours onsite at employer and key tasks completed.

Resume

This should be an updated resume, which lists your internship as the most recent work experience.  The resume should document your achievements and/or skills utilized during the internship.  
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