My name is Jo Robinson. I am the training manager for Administration and Business Practices, Commercial Services and the Specialty Fields for the NPS.

Welcome to building your career portfolio.  In this general career segment I’ll be talking about what a career portfolio is, why you should have one and what tools are available to you as a Park Service employee.

What is a career portfolio?

A career portfolio is a compilation of your education, work and volunteer experience, accomplishments, examples or samples of your work, and awards.  Your portfolio can be in paper or electronic format or a combination of both.

Why should you have a career portfolio?

Your career portfolio is a complete picture of your professional history from which you pick and choose information when applying for jobs. Having all your information in one place makes applying for federal  jobs just a little bit easier. Portfolios are generally associated with the arts and the teaching profession, but more and more career professionals are taking advantage of this tool. 

Think about the federal application. It asks for your work history (experience) your education and training pertinent to the job, your accomplishments, awards, honors, languages you speak.  The Federal government also recognizes volunteer work as experience.
What tools are available to you?

DOI Learn tracks all training you  complete in any bureau within the Department. In the future it will also be a repository for any training you complete outside the Department.  But for now, you have to keep track of any outside training yourself.

Outside training is documented through completion certificates that you should keep  on file. It’s also a good idea to also keep an electronic spreadsheet of training from outside vendors which includes dates of training, name of the company or school which provided the training, date completed and a short synopsis of the content.

USAJobs is another tool that can be used as  a repository for your information.
Most federal employees use USAJobs to find open positions and application information for jobs in the federal government.

But you may also use USAJobs to develop multiple resumes targeting different types of jobs. The electronic resume allows all the training, experience, awards and accomplishments to be kept in one electronic place. File your paper copies of certificates, SF-50s, training documents, examples of work as background material for the electronic document.

How do you find out about what competencies are needed for jobs and therefore build your portfolio?
NPS Competencies. The National Park Service has developed universal competencies for all employees. Within your career field there are also technical competencies that are defined for different grade levels. The ABCS home page has a link to the NPS competencies.

You may also use USAJobs to research jobs. Create a search function to have your job series at various grades and locations emailed  to you. For instance if you are a budget technician and are interested in a budget analyst position, create a search function for budget analyst positions for all grades, all locations. Read those announcements as they show up in your email for common duties and requirements as well as the differences and what experience, education and/or training is needed for the various pay grades.  

Once you’ve done your research, it’s time to plan your career development to build the experience, education and training so that you’re the best applicant for that next position. The career portfolio is a place to keep all that information in one place. Career development is your job.  It is after all, your career. Use these tools to help you build your portfolio  and plan your career with the Park Service. 
This has been Jo Robinson, Training Manager for Administration and Business Practices, Commercial Services and the Specialty Fields for the National Park Service.

The NPS uses the IDP process. Annually you and your supervisor will talk about your career goals and developmental activities for the year. Remember, your supervisor, will have two concerns. How much will this cost and who will do your job if you’re going to be gone to training or another Park or the region on a developmental assignment.  So think those things through. You are entering a negotiation.  Think about  the benefits to you and to your supervisor that  attending  training or taking a developmental assignment offers.  Be open to your supervisor’s ideas.

