Northcentral Technical College -   Creating your Marketing Program Portfolio Evaluation
Spring 2010

What is a portfolio?   A portfolio is a detailed collection of all the course projects you will create within the courses of your NTC Marketing Program.  

Why do I have to do a portfolio?   Your portfolio will be used by NTC as an exit assessment tool to evaluate if you have met the Marketing Program competency outcomes.  The final evaluation of your portfolio will be completed within your final semester within the program.  

What’s the benefit of a portfolio to me?   Your portfolio will become one of the most important marketing tools you will have to “sell” yourself during job interviews and land your desired job.  Through your portfolio you will be able to demonstrate to potential employers an organized “proof” of skills learned while at NTC, instead of simply describing what you have accomplished.   

What types of projects will be in my portfolio?    During each of your marketing courses, with the guidance of your instructors, you will be creating and gathering materials (artifacts or projects) for your portfolio that reflect the skills you learned in each course.   A reflection paper must accompany each project. Attached is a Portfolio Evaluation for Program Outcomes Scoring Guide that lists these required projects.     In addition to these course projects, your portfolio will include your job shadow experience paperwork, resume, cover letter, and education documents. Although you will be given a list of required items, you are free to add other artifacts and evidence that show off your work.  

How can I develop a good portfolio?   Good portfolios don’t happen without considerable effort on your part!  Every semester you need to create quality, error-free projects/assignments within your marketing courses, always keeping in mind these will be added to your portfolio.
Save all your projects/activities for all your courses in 2 places! (Hint: use your NTC H: drive and your flash drive). If you participate in group projects, each person in your group needs to save their own copy of the final results.   
Print and insert the projects and reflection papers into your portfolio EACH SEMESTER as you finish them.  Don’t wait until the 4th semester to put your projects into your portfolio.  If you lose the documents from previous semesters, you will have to recreate them!! 
Protect your portfolio.  Each semester your portfolio will become more valuable as more projects are added.  Keep it in a place that is clean, dry and locked.

Directions for Setting Up your Marketing Program Portfolio 

First, purchase the following:

  1)  A quality (minimum) 2 to 3-inch ring binder.

  2) Tabbed Dividers 

  3) Plastic protector sheets.  100 or more. 

Next, within your 3-ring binder, create the following:

1) A title page. 

   Center the following information on the title page: 

Northcentral Technical College

 Marketing Program Outcomes Portfolio

   Your Name.

 Graduation Date: May, 2011

2) After the title page, create 3 division tabs with these TYPED titles: 
Tab 1:  Career Development 

Tab 2: Education

Tab 3:  Program Outcome Artifacts 

After Tab 3, create divider sheets (use colored paper) with the following titles centered on the page:

1. Program Outcome: Demonstrate an Understanding of Customer Service 
2. Program Outcome: Create Conceptual Designs for Advertising and Promotional Materials.  

3. Program Outcome: Develop a Marketing Research Plan.

4. Program Outcome: Formulate a Strategic Business-to-Business Sales Presentation.
· Create 3 additional divider sheets:  1) Principles of Sales 2) Advanced Sales 3) Marketing Presentations
5. Program Outcome: Show Evidence of Understanding e-Business Marketing Strategies. 

6. Program Outcome:  Analyze How International Corporations Function in the Global Marketplace

7. Program Outcome: Develop a Business Plan.
· Create  additional divider sheets:  1) Marketing Principles 2) Entrepreneurship
8. Program Outcome: Analyze Marketing Functions.
· Create 3 additional divider sheets:  1) Marketing Management 2) Marketing Analysis 3) Purchasing 4) Production Operations Management (B2B track only) 5) Retailing Principles (Marketing track only) 6 Merchandise Management (Marketing track only.)
Please note:  The requirements for this binder will be reviewed regularly and may change based on input from our Marketing Program Advisory Committee—you will be notified as soon as any changes may occur.

Use this as a checklist of what will be placed into your portfolio.  

[image: image1.wmf]NOTE:  ALL REQUIRED documents MUST be in your portfolio by the 4th semester.  **Any missing documents will need to be re-created prior to graduation.
Evaluation scale: 
A –30 points Excellent competence: 
B – 20-29 points Very Good competence: 

         C - -10-19 points Average competence:  
less than 10 points Inadequate competence and/or documents missing: Needs to be redone and resubmitted – 

	CRITERIA
	Excellent

Competence 
	Inadequate

Competence 
	POINTS

Earned

	Organization of Portfolio 
	1 point 
Portfolio has a title sheet  with the following information:  Northcentral Technical College/ Marketing Program Outcomes Portfolio/Your Name/ Graduation Date: December or May, 20__
	0 points 
There is no title sheet. 
	  

	Ease of Navigation
	2 points
There are 3 clearly identified navigation tabs and dividers. Tab 3 is subdivided by colored title pages for each Program Outcome
	0 points 
There are significant problems with the portfolio navigation tabs & dividers.   
	  

	Career Development Documents 
	6 points 
All documents are complete, professional looking and error-free. 
	0 points 
Some documents are missing. 
	  

	Education Documents 
	1 points 
Transcripts are present. 
	0 points 
Transcript is missing. 
	  

	Artifacts Projects 
	10 points 
All artifacts for the program outcomes are included and clearly identified.  
	0 points 
There are artifacts/samples missing.
	  

	Artifact Reflection Papers


	10 points
Each artifact has a corresponding reflection paper.  Reflection Papers have no errors in grammar, capitalization, punctuation, and spelling. 
	0 points 
There are Reflection Papers missing. 
	  

	                                                                                                                                                           Total Point earned     /30


Reviewer  Signature: _____________________________________________

Date: ________________________

Student Signature: _______________________________________________

Date of review: _______________

Faculty Signature: ___________________________________________________
Date of review: ________________

Comments: _______________________________________________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________

Portfolio Evaluation of NTC Marketing Program Outcomes 

Portfolio artifact quality and competence will be evaluated by the course instructor during each course.  

The following artifacts and reflection papers MUST be included in the portfolio to graduate from the Marketing Program.

	
	
	Artifact Check-Off
	Reflection Check-Off

	Tab 1 Career Development 
	Current Resume
Cover Letter
My Positive Personal Attributes 
My Accomplishments 
Job Shadow PowerPoint Handout

Thank you letter to Job Shadow Mentor

Optional: Letters of recommendation or recognition:  Personal and professional references;  Professional or service organizations:  Military records and training; Community service and volunteer activities
	Yes           No    IP

Yes           No    IP

Yes           No    IP

Yes           No    IP

Yes           No    IP

Yes           No    IP


	

	Tab 2 - Education
	NTC Grade Transcripts – can be unofficial

Optional:  Any college diplomas, certificates, , awards, scholarships, etc
	Yes              No   
	NA

	Tab 3: Program Outcomes & Reflection Papers The graduate of the Marketing Program will:
	Work Project/Artifact from Course
	
	

	1. Demonstrate an Understanding of Customer Service.
	Customer Service Philosophy Paper
10104103 Customer Service
	
Yes              No   IP
	Yes              No    IP

	2. Create Conceptual Designs for Advertising and Promotional Materials.  
	10104126 Promotions

Ads, billboards, radio spots, coupons, press  release (in color)
	
Yes              No    IP


	Yes              No    IP

	3. Develop a Marketing Research Plan.
	Marketing Research Report
10104175 Fundamentals of Market Research
	
Yes              No    IP


	Yes              No    IP

	4. Formulate a Strategic Business-to-Business Sales Presentation. 
	10104154 Principles of Sales – Selling Binder Report

10104185 Advanced Sales Project

10104184 Marketing Presentations Project
	Yes              No    IP

Yes              No    IP

Yes              No    IP
	Yes              No    IP

Yes              No    IP

Yes              No    IP

	5. Show Evidence of Understanding e-Business Marketing Strategies. 
	e-Business Marketing Strategies Web Site Analysis Report
10104142 e-Business Marketing Strategies
	Yes              No    IP


	Yes              No    IP

	6. Analyze How International Corporations Function in the Global Marketplace.
	International Marketing Analysis Report
10104176 International Marketing
	Yes              No    IP


	Yes              No   IP

	7. Develop a Business Plan.
	10104172 Marketing Principles – Strategic Marketing Plan 

10104174 Entrepreneurship – Business Plan
	Yes              No

Yes              No    IP
	Yes              No

Yes              No    IP

	8. Analyze Marketing Functions.
	10104171 Marketing Management – artifact

10104182 Marketing Analysis artifact

10104143 Purchasing artifact  

10104141 Retailing Principles artifact  (Marketing Track)

10104186 Merchandise Management artifact (Marketing Track)

10104105 Production Operations Management (B2B Track)


	Yes              No   IP

Yes              No    IP

Yes              No    IP

Yes              No    IP

Yes              No    IP

Yes              No     IP
	Yes              No    IP

Yes              No   IP

Yes              No    IP

Yes              No    IP

Yes              No    IP

Yes              No    IP


