PORTAFOLIO

INSTRUMENTO PROFESIONAL PARA LA BUSQUEDA DE EMPLEO

Recurso:
Lcda. Maria Lugo Hernandez
Consejera Profesional Licenciada

Srta. Carmen Y. Rodriguez Pérez

Estudiante Practicante,
Asistente Administrativo



OBJETIVOS

Que es un Portafolio y su utilidad.

Carta de acompafnamiento a Resumeé y
Curriculum Vitae.

Componentes del Portafolio.

Diferencias entre Resumé y Curriculum Vitae

Disefiios de Resumé y Curriculum Vitae.
Diseno de Portafolio Digital.




PORTAFOLIO

El portfolio profesional proporciona a la empresa
iInformacion especifica sobre los logros académicos,
reconocimientos adquiridos, licencias profesionales,
labores comunitarias, experiencia de trabajo, destrezas
y conocimientos gue posee la persona entre otros.

El portafolio es una herramienta valiosa al momento de
busqueda de empleo o solicitar a escuelas graduadas.



COMPONENTES DEL PORTAFOLIO

t CARTA DE PRESENTACION A RESUME O CURRICULUM VITAE (CV)

RESUME O CURRICULUM VITAE (CV)
 Introduccion/Objetivo
» Dirigido a la naturaleza del trabajo

PREPARACION ACADEMICA

» Bachillerato en Artes con Concetracion en Trabajador Social
v Concentracién Menor en Investigacién Criminal
v" Cum Laude

i INVESTIGACION/PROYECTO ESPECIAL
 Nombre del Proyecto e incluir foto con resena
t PUBLICACIONES Y PRESENTACIONES

» Revista KRONICA
» Presentacion de Investigacion




GCOMPONENTES DEL

PORTAFOLIO

t DESARROLLO PROFESIONAL
Certificacion de talleres o educacion continua

t RECONOCIMIENTOS
« Medalla por Departamento Académico
* Incluir fotos y resefna
» Medalla de Liderazgo y Civismo
* Incluir fotos y resefna
OTRAS EXPERIENCIAS ACADEMICAS
« Asociaciones Estudiantiles
Mostrar fotos de actividades con reseia
» Consejo de Estudiantes o Senado

SERVICIOS COMUNITARIOS
* Incluir fotos con resefa

RECOMENDACIONES
e Cartas de recomendaciones




CARTA DE PRESENTACION




Carta de Presentacion con el Resume
v Curriculum Vitae (CW)

« Carta de Presentacion es uno de los
documentos que se utilizan en el
proceso de busqueda de empleo. ... La IS - =
carta de presentacidon acompafia { - E
al resumeé vy al curriculum vitae,

Estimada Dra. Rivera:

Tras leer su anuncio ofertando un empleo el pasado 20 de febrero en el periddico Fl Nueve Dia

pretendiendo atraer la atencion del R —————
responsable de seleccion de personal Gk ot s . o b i
de manera que nos tenga en b e e s s I s e

consideracion como candidato a cubrir rieen
un puesto de trabajo. Ao




CARTA DE PRESENTACION POR CONVOCATORIA

Estudiante Exitoso Seguro

Calle del Exito 2021, Arecibo, Poerto Rico | T8T-878-541 5|calleexito@ il_com
3 de marzo de 2021 —_— Fecha
[ Dra. Elizabeth Rivera * FPersona a gquién se le dirige el comunicado.
Directora Titule o Puesto que ocupa.
Interamerican University of Puerto Rico Nombre de la compafiia
P.O.Box 4050 Direccidom

Arecibo, Puerto Fico 00641

Estimada Dra. Rivera:

Tras leer su ammcio ofertando v empleo el pasado 20 de febrero en el periddico El Noevo Dia
me dinjo austed con el fin de eviarle i Besum&/'Curmcnbum Vitae v de este modo aspiro al cargo
de Asistente Administrativo.

Como puede comprobar en el nusmo, poseo una amplia experniencia en trabajo de oficma, yva gque

estave ejerciendo por mas de cinto afios en Medical Plaza Institate. Deseso gue estadie oo
candidatura v en espera de promta noticias, les saluda atentamente.

(Su Firma)

Adjunto: “Curmculumn Vitae




RESUME Y LA
INFORMACION




OBJETIVO/OBJECTIVES EN UN RESUME

-— |
NOMBRE Y APELLIDO, RN - BSN

PUNTOS IMPORTANTES EN LA CREACION DEL 1520 Calle Exito, FL 33486-5490 |cell. 787-249-0000 |email: calleexito@gmail.com
OBJETIVO:
» Deseas formar parte de una empresa en la que

puedsa poner en practica todos los

conocimientos que has adquirido durante tus

estudios universitario en la profesién adquirida.
» Tener la oportunidad de crecer en una empresa —)p» OBJECTIVE

gue te otorgue estabilidad laboral y puedas S . _

desarrollarte en las distintas areas empleadas B ——————————

para el bienestar de la Compaﬁl'a. exceptional care fo patients, family members and staff.




NOMBRE Y APELLIDO, RN - BSN

1520 Calle Exito, FL 33486-5490 | cell. 787-249-0000 |email: calleexito@gmail.com

OBJECTIVE

Highly motivated to join the |abor field in a health care facility where | can use my knowledge and skills
as a bilingual (English and Spanish) Registered Nurse in a manner that would provide both security and
exceptional care to patients, family members and staff.

Preparacion
Académica — P EDUCATION

MAY 2018
BACHELOR OF SCIENCE IN NURSING, INTERAMERICAN UNIVERSITY OF PUERTO
RICO, ARECIBO CAMPUS

MINOR OFFICE SYSTEMS MGMT

Summa Cum Laude (4.00 GPA), Highest Academic Index of the Nursing Program Medal, Academic
Senate Medal, Nursing Department Medal, Leadership Medal, Civics Medal, Honor Program
Medal and Ex Alumno “Polly Inter” Medal.

DECEMBER 2016
ASSOCIATE IN APPLIED SCIENCE - NURSING, INTERAMERICAN UNIVERSITY OF
PUERTO RICO, ARECIBO CAMPUS

Summa Cum Laude (4.00 GPA), Medal or the Highest Academic Index and Medal of the Nursing
Department.




ESTUDIOS DE INVESTIGACION, SIMPOSIOS,
PUBLICACIONES

[UNDERGRADUATE RESEARCH EXPERIENCE

|nvestig aciones AUGUST TO DECEMBER 2015
Realiazadas —{> SOCIAL RESP & APLICATED INVESTIGATION CLASS, INTERAMERICAN UNIVERSITY
OF PUERTO RICO, ARECIBO CAMPUS

Let us not forget those who can no longer remember us: The faces of Alzheimer.
Mentor: Dra. Vanessa Mora Mora, Professor at the Social Sciences Department, Honor Program
Class.

Participacion en —j» * SYMPOSIUM/POSTER PRESENTATION

SImpOSIOS OCTOBER 2017
44TH BIENNIAL CONVENTION, JW MARRIOT HOTEL AND CONVENTION CENTER IN

INDIANA, USA

| present the English version of my research; Let us not forget those who con no longer remember
us: The faces of Alzheimer,

NOVEMBER 2016

FIFTH UNDERGRADUATE RESEARCH SYMPOSIUM AUPH, UNIVERSITY OF PUERTO

RICO, HUMACAO CAMPUS
| present the Spanish version of my research: No olvidemos a quien ya no nos puede recordar: Las
Caras del Alzheimer.

Publicacibnes ——» PUBLICATIONS

OCTOBER 2017

LET US NOT FORGET THOSE WHO CAN NO LONGER REMEMEBER US: THE FACES
OF ALZHEIMER, VIRGINIA HENDERSON E-REPOSITORY




LIGENGIAS PROFESIONALES y
CERTIFICAGIONES

Inicias con Licencias
Profesional Vigentes

Continuas con los
Certificados

—+

PROFESSIONALS LICENSES AND CERTIFICATIONS

* Puerto Rico, RN ADN License NO. G * ACLS Certification, Current - Aug 2020
Puerto Rico, RN BSN License NO. - * PALS Certification, Current — Mar 2021
* Puerto Rico Professional Collegiate » Critical Care / Intensive Care Course
L ]
]

NO. Phlebotomy Technician Course
e BLS/CPR Certification, Current —Sep 2021 Respirator Issuance & Training Certificate



EXPERINCE

Experiencia de

trabajos

—>

—>

CURRENT — OCTOBER 2018
RN BSN AT INTENSIVE CRITICAL UNIT, MANATI MEDICAL CENTER, PUERTO RICO

Direct patient management and care.
Supervisor: Sra. Wanda Marrero Arroyo, RN MSN, ICU Department Supervisor

2015 -2017
LABORATORY TECHNIQUE, INTERAMERICAN UNIVERSITY OF PUERTO RICO,
ARECIBO CAMPUS

Aid students in the open laboratory of the pharmacology course, provide tutorials to students in
the development of Nursing Care Plans and distributing material to the professors for the
laboratory practices.

Supervisor: Dra. Frances Cortes, Nursing Department Director

2007 — 2010
NUTRITIONAL OFFICE ASSISTANT, JFK MEDICAL CENTER — LAKE WORTH, FLORIDA
Patient Service Assistant, Room Service for In-Patients & Catering Service and Arranger.



DESTREZAS Y HABILIDADES

* SKILLS AND ABILITIES
¥
Detallar las . Domafn Electrorlic Medical Record- * Speak an§ write Spanish and English
: ¢ Domain of Nursing laboratory equipment: ¢ Leadership
desFr_ezas y las Mannequins, vtal signs kit, physical examination o  (ritical Thinking
hab"'dades_ d_e kit resuscitation equipment, other machineries. o jydoment and Decision-Making
mayor dominio o Offer individual and group tutorials on different o complex Problem Solving

techniques to master’s in nursing.
¢ Domain of computer

o Software: MS Office 2016
» Microsoft Word, Power Point, Outlook

¢ Active Listening
o Teamwork
* Mentoring




RES“ME NOMBRE Y APELLIDO, RN - BSN

1520 Calle Exito, FL 33486-54590 |cell. 787-249-0000 | email: calleexito@gmail.com

OBJECTIVE

Highly motivated to join the labor field in a health care facility where | can use my knowledge and skills
as a bilingual (English and Spanish) Registered Murse in a manner that would provide both security and
exceptional care to patients, family members and staff.

EDUCATION

MAY 2018
BACHELOR OF SCIENCE IN NURSING, INTERAMERICAN UNIVERSITY OF PUERTO
RICO, ARECIBO CAMPUS

MINOR OFFICE SYSTEMS MGMT

Surmma Cum Laude (4.00 GPA), Highest Academic Index of the Nursing Program Medal, Academic
Senate Medal, Nursing Department Medal, Leadership Medal, Civics Medal, Hanor Program
Medal and Ex Alumno "Polly Inter” Medal.

DECEMBER 2016
ASS0CIATE IN APPLIED SCIENCE - NURSING, INTERAMERICAN UNIVERSITY OF
PUERTO RICO, ARECIBO CAMPUS

Summa Cum Laude (4.00 GPA), Medal or the Highest Academic Index and Medal of the Nursing
Department.

UNDERGRADUATE RESEARCH EXPERIENCE

AUGUST TO DECEMBER 2015
SOCIAL RESP & APLICATED INVESTIGATION CLASS, INTERAMERICAN UNIVERSITY
OF PUERTO RICO, ARECIBO CAMPUS

Let us not forget those who caon no langer remember us: The foces of Alzheimer.
Mentor: Dra. Vanessa Mora Mora, Professor at the Social Sciences Department, Honor Program
Class.

SYMPOSIUM/POSTER PRESENTATION

OCTOBER 2017

44TH BIENNIAL CONVENTION, IW MARRIOT HOTEL AND CONVENTION CENTER IN
INDIANA, USA



| present the English version of my research; Let us not forget those who can no longer remember
us: The faces of Alzheimer.

NOVEMBER 2016
FIFTH UNDERGRADUATE RESEARCH SYMPOSIUM AUPH, UNIVERSITY OF PUERTO

RICO, HUMACAO CAMPUS
| present the Spanish version of my research: No olvidemos a quien ya no nos puede recordar: Las SKI].J.S AND ABILITIFS

Caros del Alzheimer.

T, * Domain Electronic Medical Record Speak and write Spanish and Engiish
+ Domain of Nursing laboratory equipment: ¢ Leadership
OCTOBER 2017 oo et )

LET US NOT FORGET THOSE WHO CAN NO LONGER REMEMBER US: THE FACES Watnequin;itatsigns kit physicat examination— Critca Thinking

OF ALZHEIMER, VIRGINIA HENDERSON E-REPOSITORY ki, resuscitation equipment, other machineries, Judgment and DecisionMeking
v Offerindhidualand grouptutoriels on iffrent o comple problem Sohing

ERTEREER tecfniques to master's in nursing
CURRENT ~ OCTOBER 2018 . I ! AEtWE |.|St€ﬂ|ng
RN BSN AT INTENSIVE CRITICAL UNIT, MANATI MEDICAL CENTER, PUERTO RICO + Domain of computer v Teamwork
Direct patient management and care. +  Software: M5 Office 2016 .
Supervisor: Sra. Wanda Marrero Arroyo, RN MSN, ICU Department Supervisor . . ' MENU””E
¥ Microsoft Word, Power Paint, Outlook
2015-2017
LABORATORY TECHNIQUE, INTERAMERICAN UNIVERSITY OF PUERTO RICO,
ARECIBO CAMPUS

Aid students in the open laboratory of the pharmacology course, provide tutorials to students in
the development of Nursing Care Plans and distributing material to the professors for the
laboratory practices.

Supervisor: Dra. Frances Cortes, Nursing Department Director

2007 - 2010
NUTRITIONAL OFFICE ASSISTANT, JFK MEDICAL CENTER ~ LAKE WORTH, FLORIDA

Patient Service Assistant, Room Service for In-Patients & Catering Service and Arranger.

PROFESSIONALS LICENSES AND CERTIFICATIONS

¢ Puerto Rico, RN ADN License NO- o ACLS Certification, Current - Aug 2020
+ Puerto Rico, RN BSN License NO. B o PALS Certification, Current - Mar 2021
 Puerto Rico Professional Collegiate o (Critical Care / Intensive Care Course
.
L]

o <> Phlebotomy Technician Course
¢ BLS/CPR Certification, Current - Sep 2021 Respirator Issuance & Training Certificate




« Segun sea solicitada.

« Las referencias se incluyen en la
solicitud de empleo mayormente.




RESUME VS
GCURRICULUM VITAE



Diferencias entre Resumey
Curriculum Vitae (CW)

« EL Resumé profesional, en cambio, ha de estar
completado con la informacion mas relevante,
relatada de la manera mas clara y breve posible. El
documento no debe de exceder a dos paginas.

 El Curriculum Vitae se relatar con mas detalles
sobre cada experiencia personal y profesional, de un
modo que quede toda la informacion reflejada y bien
desarrollada. El documento es mas extenso.




PRESENTACION:




PORTAFOLIO DIGITAL




r BANGO DE _‘

P*mil
FORMATOS
e https://milformatos.com/curriculum-

vitae/de-vendedor/

primerempleo

e https://www.primerempleo.com/cv-
curriculum-vitae/plantilla-curriculum-

vitae-cv.asp
WiX

‘ * https://www.wix.com/ \



https://milformatos.com/curriculum-vitae/de-vendedor/
https://www.primerempleo.com/cv-curriculum-vitae/plantilla-curriculum-vitae-cv.asp




