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Virtual Assistant
Professional Development Portfolio
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FOREWORD

Virtual Assistants and other small business owners have a strong appreciation of the need to continually upgrade their professional knowledge and skills to ensure that they continue to provide services of the highest standard.

121 Temps encourages its members to maintain standards of excellence in all aspects of business practice and to participate in professional development activities to continuously enhance their knowledge and skills.

This portfolio is an example of a tool that will assist you to reflect on your learning provide you with a valuable record of that learning.

You are invited to use this portfolio to:

•
record your personal professional development goals

•
record all of your professional development activities

•
evaluate and record your progress towards the achievement of your goals.

It is important to recognise that we all learn in many and different ways – through attending formal courses, lectures, workshops and seminars, and through a variety of other activities which include discussions with colleagues, reflecting on our own practice, reading publications, public relations activities, mentoring, systematic literature reviews and research.

The portfolio will be a useful record when compiling your curriculum vitae and completing your taxation returns and to market your skills to clients and potential clients..

We encourages you to use this portfolio systematically to plan, record and evaluate your Learning activities, creating for yourself a valuable resource for your future continuing professional development.

RANGE OF ACTIVITIES

Learning occurs through a wide variety of formal and informal activities. These include:

Formal

•
postgraduate qualification courses

•
work based learning contracts

•
attendances at conferences and seminars

•
undertaking research and presentation of work

•
courses leading to degree, higher degree and research degree

•
making presentations

Informal

•
reflecting on day to day activities

•
reading journals, professional magazines or ezines and research papers

•
attending VA network and other professional body or association meetings

•
contact with other business owners or Virtual Assistants
•
public relations activities
•
community participation (voluntary activities)

•
computer aided learning

•
watching videos

•
discussion groups (chat room via Internet).

PLANNING PROCESS

Goals

Goal setting is an important element in life-long learning. Initially, you should take time to identify in broad terms the areas in which you need to improve professionally or personally. You can use these broad areas to define what you want and/or need to learn in terms of specific knowledge, understanding, skills and professional attitudes - these are your goals. You need to be able to state how you will know if you have reached your goal - these are the outcomes. You should list each goal and the corresponding outcome in the table below.

Outcomes 

A variety of outcomes may be used to demonstrate that learning has taken place.  These include:

· Written report, oral presentation/report, article or blog
· Follow up exercise, alone or in a group

· Reflection

· Case presentation

· Post-course group discussion/practical

Example:

Broad area: to be better at developing websites. 

Specific goals: to improve my understanding of scripting language, and to improve my knowledge and skills in using Photoshop. 

Outcomes: Develop a blog that outlines key points when developing a website using html and photoshop and include these key features in your marketing program.
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YOUR DETAILS

	Insert Name and Address


RECORD OF ATTENDANCE

This section is for recording your learning which takes place in formal and informal settings 
(1 hour = 1 point:  Target is 100 points per year)
	Date
	Duration

(hrs)
	Title
	Presenter/s
	Accredited

Yes/No
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