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How to Create a Professional 
Portfolio & What Do You Include?
A professional portfolio is a great way to showcase your work, skills, achievements, 
and experience to employers.

Jobs that may require a professional portfolio include, but are not limited to:

 ¡ Videographer/Photographer

 ¡ Artist

 ¡ Designer

 ¡ Model

 ¡ Creative Director

 ¡ Writer

 ¡ Software Developer

Gather Your Materials
Begin by gathering all of your relevant materials. The materials should include the 
following:

1. An updated resume: Your resume should be tailored to the job position you are 
applying for. Include your contact information, professional summary, relevant work 
experience/education, and any certifications or licenses.

2. A list of your skills: Using the job description as a reference, add skills to your 
professional portfolio that align with the position and/or show how you make for a 
strong candidate.

3. Biographical Information: Including a short biographical section is not necessary, but it 
can help you to stand out and allow the recruiter to learn more about you.

4. Licenses, certifications, and degrees: You should have all of your licenses, 
certifications, and degrees on your resume; however, you should include copies of your 
licenses and certifications along with your transcript to serve as proof.

5. References/Testimonials: Try to get three to five references, testimonials, or reviews. 
You can also include a letter of recommendation.

6. Awards and achievements: Expand on the achievements that are listed in your resume.

7. Work samples: Your work samples should display your range of experience and skills. 
Of course, always select your best work samples, but keep in mind it’s also a good 
idea to include some breadth in the samples you present. For example, if you’re a 
photographer, you might include pictures that feature urban environments, landscapes, 
portraits, and experimental work rather than just one of the above.

8. Community service: Include any industry-related volunteer or non-profit work.

http://asaporg.com


asaporg.com AMERICAN SOCIETY OF ADMINISTRATIVE PROFESSIONALS 2023   3

Organize Your Materials
1. Order your materials in a logical way. Have at least one page dedicated to each section 

of your portfolio. For example, it’s usually a good idea to put your resume, bio, and 
skills near the beginning. Also, the most important information should come first in the 
portfolio.

2. Organize the materials within the portfolio as well. Each section of the portfolio should 
be arranged in a way that makes it easy to read. So put your most recent work samples 
at the top and your oldest at the bottom.

3. Create a table of contents page.

Make it Look Appealing
Content isn’t everything. Therefore, you want to make sure your professional portfolio 
looks appealing without going over the top.

1. Create a title page that includes your name, your profession/industry, and your years 
of experience in the field. You can also include a picture of yourself. Keep the title page 
simple and elegant, use no more than one other color besides black and white.

2. Allow your portfolio to reflect your personality and aesthetic. Think sleek, efficient,  
but not boring.

3. Include visual aspects like relevant photos of artwork/products, tables, and graphs 
wherever appropriate. 

4. If you’re sending out physical copies of your work use a folder, binder, or portfolio 
case. Protect each page with clear covers and consider color-coded tabs or dividers.

Customize it!
Once you’ve drafted your first portfolio, use it as a foundation to create other 
portfolios that are tailored to different job positions. Always highlight information that 
is relevant to the job position you’re applying for and omit any information that isn’t.

Looking for more  
in-depth training? 
Check out other training 
resources on ASAP!  
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