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CREATE A STUDENT 

PORTFOLIO AND ALLOW IT TO 

BE VIEWED BY EMPLOYERS 

Document Description 

• This document is a guide on how a student can setup 

his/her own portfolio and make it available to 

employers.  
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You may create your own portfolio including selected documents, your photo, and selected profile information. These 

details are accessible to employers in resume books and job postings if you agree to that, as described below. 

 

 

1. Go to “Profile” tab followed by the “Privacy” subtab. At the bottom, under “Portfolio Information” section, fill in 

all the fields with the details that you would like the employer to see and click the “Save changes and continue” 

button in order to get to the “Documents / Career Resources” tab.  

 

 
 

Note: Don’t forget to select all the options that apply.  
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Note: If you click the “Save changes” button, instead of the “Save Changes and continue” one, then you have 

to click on the “Documents / Career Resources” tab on the top of the page.  
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2. Under “Documents / Career Resources” tab, click on “Portfolio” subtab. 

 

 
 

 

3. In the summary field, enter any details you would like the employers to know about you, being 

objectives, biographical, extracurricular etc. 

 

 

 
 

4. Select which documents you would like an employer to see. 

 

 
 

5. Should you want to make available to an employer a professional photo of yourself, you may do that by 

selecting “Choose File”. The photo should be preferably in JPG format. 
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6. Check the Profile options that you want an employer to view in your portfolio. The last 7 options 

correspond to the fields you have already filled in step 1. It is advisable to always check the name field 

below, as well as contact information, so that the employer is always sure which portfolio he/she is 

seeing at a particular time, and how you may be contacted.  

 

 

 
 

 

7. Click “Save changes” button to save the modifications.  

 

 

 
 

 

8. Click “Preview” to have a look at your portfolio, the same way that an employer would see it.  

 

 
 

Note: If you click the “Cancel” button, without previously clicking on the “Save Changes” button, you would 

return to your Home page, without saving any of the modifications. Should you choose “Save Changes”, 

followed by the “Cancel” button, the adjustments you have made will be saved, and you will return to your 

Home page. 
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Here is a sample of what your portfolio may look like. This is also what an employer sees, when you apply for a 

position posted by this employer. 

 

 
 

1. Should you want your resume to be included in resume books sent to employers based on the Portfolio 

information, select “Yes” to the option “Include in Resume Books/Referrals” located in the “Profile” 

tab, “Privacy” subtab. Your default resume will be included. 

 

 
Notes:  

 

Please note that employers that you have applied for a position will see the same portfolio information, that you 

see when you click “Preview” in “Documents / Career Resources” tab “Portfolio” subtab. 

 

You may allow all, none or only certain fields under “Portfolio information” (“Profile” tab, “Privacy” subtab) to 

be viewable to employers. Your portfolio form would look empty to an employer, when you apply for one of 

the employers’s posting, unless you also check under “Documents / Career Resources” tab, “Portfolio” subtab, 

the options you want viewable to the employer: summary, documents, photo, profile (name, … “Type of 

position you are seeking”, “Education level”, “Languages spoken”, “Career Level”, “Major or concentration in 

studies”, “Professional experience in the following industries”, “Professional or personal experience in the 

following countries”).   
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If you check only some of these options, only those would be available to an employer looking at portfolio 

information, following your job application. For example, in “Document / Career Resources” tab, “Portfolio” 

subtab, you have checked only your resume to be viewable to an employer, name and the languages spoken. 

Here is what you and the employer that you have applied for a position to would see: 

 

  
 

If in step 6 you have checked the last 7 options only, but you have not filled in any of the “Portfolio 

information” fields under “Profile” tab, “Privacy” subtab, the employer would see these portfolio fields but 

without any information, as in the printscreen below. 

 

 
 

If you choose “No” in step 9, your resume will not be included in Resume Books sent to employers. 

Nevertheless, if you have followed the steps 1-8, your portfolio information will be available only to the 

employers that you have applied for a position.   

 

If you have filled in all the fields under “Profile” tab, “Privacy” subtab, “Portfolio information”, but you have 

not checked anything under “Documents / Career Resources” tab, “Portfolio” subtab, the employers that you 

have applied for a position, would see an empty Porfolio form. Nevertheless, if you have selected “Yes” in step 

9, career centers may still add your resume to a resume book and send it to an employer, based on the portfolio 

information you have filled in under “Profile” tab, “Privacy” subtab.  


