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Need more information? 
Visit flexiblelearning.net.au/e-portfolios to access these other guides and e-portfolio examples: 

• E-portfolios for learners
• E-portfolios for teachers and trainers
• E-portfolios for information technology and teaching and learning support staff
• E-portfolios for employers, professional bodies and career services
• E-portfolios for CEOS and managers
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Further reading 
Joint Information Systems Committee, (2008):  
 

• Effective practice with e-portfolios: Supporting 21st century learning  
• InfoKit on e-portfolios 
 

These are available from http://www.jiscinfonet.ac.uk/e-portfolios
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e-portfolios    …  are becoming popular with employees around the world as a tool to enhance learning 
and assist with personal career development. As an employee, you might be wondering how you can use e-portfolios to 
support your learning and development. This guide will introduce you to e-portfolios, their benefits, and issues you need 
to consider when developing your own e-portfolio.



Creating an e-portfolio
Your reasons for creating the e-portfolio will guide you as to what evidence to include:  

•  To help me address job or promotion applications
•  To showcase my skills and experiences to my supervisor, potential employers or   

professional organisations
•  To demonstrate the attainment of professional standards 
  Refer to the employability skills required by your industry (available from job 

advertisements, industry associations or career advisory services), and think 
about which of your experiences and achievements align with them.

•  To help me plan my personal development and build my lifelong learning skills 
  Refer to the skills and capabilities identified as important by your organisation, 

and think about which of your experiences and achievements align with  
 them. Consider what training or experiences you require to be able to  
develop those skills you don’t yet have.

   Use your e-portfolio to look for patterns in your learning. Are there certain types of  
experiences or activities from which you seem to learn more? Aim to structure  
future learning opportunities around those types of experiences. 

•  To support your application for the (RPL) recognition of prior learning: 
   After you have entered a range of experiences, sit back and reflect on which   

 employability skill each entry represents. You will probably find that each entry can  
 be used to demonstrate more than one skill or attribute.

What is an e-portfolio? 
An e-portfolio is a learner-driven collection of digital objects demonstrating experiences, 
achievements and evidence of learning. E-portfolios provide learners with a structured way of 
recording their learning experiences and work history. 

E-portfolios can be developed quickly and easily to capture live evidence through the use of mobile 
phones and point-of-view devices, and can include a range of digital evidence such as audio, video, 
photographs and blogs.

Why use an e-portfolio? 
E-portfolios can be customised and personalised into a one-stop-shop to demonstrate your skills 
and experiences to supervisors and managers, colleagues, and potential employers.  
 

Many employees find their e-portfolio to be a valuable resource when it comes to participating in 
performance management and development processes, writing job applications and preparing for 
interviews.  
 

People who have used e-portfolios report having a greater awareness of their skills, greater  
confidence in their abilities, and a greater sense of independence as a learner. 

In a professional context, an e-portfolio can assist you with your personal development by providing 
a personal online space from which you may:

•  develop a holistic overview of your learning; experiences; and development
•  understand your achievements and experiences in terms of professional attributes and 

employability skills
•  extract evidence to represent your learning and achievements, for example to develop job 

selection criteria responses
•  identify skills gaps through review of, and reflection on, your e-portfolio content
•  plan, set and review personal development targets.

An e-portfolio is not only a product, but more importantly a process, which can help you to better 
understand not just what you have learned, but how you have learned. As you reflect on your  
experiences to create your e-portfolio, you will develop important lifelong learning abilities that 
complement your technical knowledge and skills.

Creating and maintaining my e-portfolio

Creating an entry in my e-portfolio
To get the most out of your e-portfolio, you need to do more than simply add 
examples of your work. Each time you add a piece of evidence, you need to 
provide a brief explanation for the piece – Why are you adding it? What does it  
display? What do you want your audience to know about that piece of work?

One useful method to help you provide a succinct context is called the STAR-L framework. 
 

STAR-L stands for Situation, Task, Action, Result and lessons Learnt, and can help you 
to structure your reflections about an experience so that the meaning and outcome of the 
experience can be clearly identified and communicated to others. 

Situation – the context in which the experience occurred.
Task – what was actually required of you in the situation.
Action – the steps that you took in response to the task.
Result – the outcome of your actions.
Learnt - the things you have learnt from the experience.

Capturing my experiences in my e-portfolio
Think broadly when selecting experiences to include in your e-portfolio. You can 
include evidence of skills you have gained at work, at school or in any education 
and training, in volunteer roles, or in your personal life. Some examples might 
include: 

•  Roles or achievements in employment or voluntary work
•  Assessment pieces you performed well in during formal education and training
•  Awards you have won at work, in formal education and training or in your personal life/ 

the community 

Whatever you include should provide clear evidence of a particular skill or attribute that 
you possess.

Accessing my e-portfolio
While e-portfolio systems provide privacy controls, it is 
essential that you understand exactly who can access your 
e-portfolio. 

In most cases, the e-portfolio tool will enable you to customise 
your e-portfolio for different audiences, for example by 
selecting some experiences/artefacts for your supervisor or 
colleagues to be able to see, while keeping other experiences 
for your eyes only.  
 

Check your e-portfolio tool’s terms of conditions to make sure 
you understand how this works.

Maintaining my e-portfolio 
in the long term
Some organisations may continue to provide former 
employees with access to e-portfolios after they leave the 
organisation. If you are using an organisational e-portfolio tool, 
enquire as to whether this is possible. 

Alternatively, you may be able to download a copy or file of 
your e-portfolio experiences to take with you if you leave your 
organisation. 

Finally, it is important to know whether there is a point at which 
your e-portfolio will be deleted by the organisation storing it, 
for example, if it is inactive for a period of time.

Keeping my e-portfolio up to date
To ensure your e-portfolio gives you the greatest benefit, 
keep your information up-to-date. Think about how you are 
going to achieve this. 

•  Set aside half an hour every Friday to add the week’s   
achievements to your e-portfolio.

•  After a major event (eg conference, presentation, project),  
take time to reflect on your experience and add an entry   
about it to your e-portfolio.

•  At the end of each month, spend an hour browsing through  
your e-portfolio. Consider whether there are any new 
experiences or artefacts you could add to it as evidence of  
your learning or skills.

Understanding how e-portfolios work

Figure 1 Adapted from Hartnell-Young et al. (2007) Impact study of e-portfolios on learning, Becta 2
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