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EXECUTIVE SKILLS PORTFOLIOPRIVATE 

The Executive Skills Portfolio includes the following:


1. A sample of work that you have actually produced as part of your job. This sample must demonstrate your management and leadership skills as well as your understanding and application of community action vision and values. 


2. Brief essays in response to specific questions that give you the opportunity to tell how your skills relate to Community Action needs. 

The portfolio can earn you a maximum of 500 points toward your certification as a Community Action Professional.


A. PORTFOLIO REQUIREMENTS:
As you choose your work sample for submission, be sure that it describes a project or activity:


1…. that demonstrates your management choices and implementation in the following areas: planning, organizing, directing, and evaluating.


2…. in which you took a leadership role contributing to the building and/or development of teams, or partnerships, or coalitions either in your agency or within the community it serves.


3…. in which you can show that you have contributed to carrying out the vision and values of community action.
4…. that relates in some way to the Community Action Partnership’s Standards of Excellence. (Go to the Partnership website to see the current listing of these standards.)
A1 - CONTENT:                                                 


1. A work sample may be the relevant portion(s) of any kind of document (such as a program report, a grant proposal, organizational documents, a policy or procedures manual, a publication you wrote, or similar items) which demonstrates your skills in management and leadership and your understanding and application of community action vision and values.


2. The work must be your own. In the case of work done by a team or committee, you must clearly describe your leadership role in that team or committee. 


3. The work must have been done within three years of the date of your application. If that is not evident in your submission, your ESP may be disqualified.

4. Attached to the work sample you submit, there must be no more than three typed double spaced pages providing the following information:



a. The exact purpose or goals of the work.



b. A description of your role in producing the work.



c. The budget for the work, if applicable.



d. Any documents coming from the work which show results, such as statistical reports, letters, newspaper articles and the like.


5. Also attached to the sample you must submit responses to the topic area questions posed below. This section may be no longer than 8 typed double spaced pages.

A2 -  FORMAT:                                                   


The entire portfolio must be assembled in the following sequence:



1. The descriptive items mentioned in #4 above: (a. Purpose of work, b. Your role in the work, c. The budget of the work [when applicable], d. Documents showing results.)


2. The document, or its relevant portions, which describes the work. That document may be no longer than fifty pages. The pages must be numbered in sequence. 



3. The responses to the topic area questions mentioned in next section.

A3 - ESSAY QUESTIONS:                                                        


As you respond to these questions you must:



1. Number each response in the same sequence as the questions appear below.

2. Identify by page number where in your work sample supportive evidence of your response to the specific question is found. 



TOPIC AREA 1: TRADITIONAL MANAGEMENT SKILLS.

Question #1: In 750 words or less, explain how the work sample shows that you understand and can use traditional management practices in the specific areas of planning, organizing, directing, and evaluating.



TOPIC AREA 2: COMMUNITY ACTION POSITIVE LEADERSHIP SKILLS. 

Question #2: Every leadership style has both benefits and drawbacks. Consider your style of leadership as reflected in the activities reported in your work sample, and answer both sections of this question in a total of no more than 750 words:



Section a: How has that style helped you as a leader in an organization? 



Section b:  (You must answer EITHER #1 OR #2)





1. How has that style limited your role as a leader in an organization? 





2. How could that style limit your role as a leader in an organization.



TOPIC AREA 3: THE VISION AND VALUES OF COMMUNITY ACTION. 


Question #3: In 750 words or less, explain how the work sample shows that you understand and have used the vision and values of community action.
TOPIC AREA 4:  STANDARDS OF EXCELLENCE 

Question #4: Citing at least one of the standards (descriptors of excellence) in the category you have chosen, demonstrate in 750 words or less how your work sample contributes to your agency’s attainment, or enhancement, of that standard of excellence, or how it has the capacity to contribute to that standard. Identify both the ONE category (among the 7) and the ONE specific standard within that category from the current Standards of Excellence document found on the Community Action Partnership’s website (there are 7 categories and 34 standards distributed across those categories).


Two copies of the portfolio must be sent to:



Certification Program



Community Action Partnership



1140 Connecticut Avenue, Suite 1210



Washington, DC  20036



Phone: 202.265.7546



FAX:
202.265.5048

An Electronic format of the ESP is acceptable – ALL items must be included in the electronic submission. You may not send part of your ESP electronically and another part in hard copy.  E-mail the file to CCAPContact@aol.com.  MSWord documents, Excel spreadsheets and/or pdf files are the only formats acceptable. Keep a hard copy for yourself. The transmission must be complete on the date that ESP is due at the Partnership Office.
_______________________________________________________________________ 

B. GUIDANCE FOR GENERATING AN EXECUTIVE SKILLS PORTFOLIO

BASED ON HOW YOUR SUBMISSION WILL BE EVALUATED.


Before choosing the work sample for submission, and especially before writing your response to the questions posed in the Portfolio submission guidelines, consider the following.  These are based on the criteria given to readers who will evaluate your portfolio.

1. Make sure you carefully read the instructions for the format of the portfolio. 
2. Make sure that you refer to specific pages in your work sample when you answer questions about it.
3. You must be able to demonstrate that the work submitted is your own. If the evaluator cannot determine what you did (either by yourself, or doing your part in the team's effort) your work sample will be disqualified. 

4. Essays written in response to topic area questions must be your own work, demonstrating your own understanding of the issues.

5. The evaluators will be paying attention to specific concerns in each of the following areas in your work sample:



Topic 1, Management: The evaluators want to see evidence that you have made management choices reflecting your abilities in the areas of:




a. Planning




b. Organizing




c. Controlling




d. Evaluating



Topic 2, Leadership: The evaluators will be focusing especially on how well your work sample demonstrates that you have addressed at least one of the following areas either in your agency or in the community it serves:




a. Team development (either initiating a team or supporting its work).




b. Partnership development (either initiating an inter-organizational or departmental partnership or supporting the work of the partnership).




c. Coalition building (either initiating a coalition or supporting its work)



Topic 3, Community Action Vision and Values: The evaluators will be looking for ways in which your work sample carries out the vision and values of community action. Refer to section B of the Body of Knowledge Outline.



Topic 4, Standards of Excellence: The work sample you choose to submit is expected either to have impacted your agency in some way in relation to one of the 34 standards within the 7 categories of management/leadership identified in the Community Action Partnership’s Standards of Excellence or to have the potential to make an impact in one of those categories.

6.     Be attentive to the following when answering the questions in each topic area:



Topic 1, Management: Your answer should show a rationale you have used to make management choices. That is to say, you must be able show both that you understand and use management skills. To assist your preparation to respond to the questions in the Portfolio Guidelines, ask your self:
a. Do I know the management choices that were available to me in the project I chose to submit?

b. Did I actually make a choice?
c. Did I have a rationale for making that choice? How can I demonstrate that rationale?

d. How can I demonstrate that the rationale behind the choice I made is sound?



Remember that your answer will be evaluated according to the way you have shown that you understand and can use traditional management practices in the specific areas of planning, organizing, directing and evaluating. 



Topic 2, Leadership: Your answer should show exactly what you did. That is especially important if your work sample presents a project done by a group of which you were a part. In that case your answer should differentiate between what you did and what others did. The evaluators are looking for signs not only that you can be a good leader but that you also understand principles of leadership. That is why your ability to show both the advantages and disadvantages of your style of leadership will enhance your evaluation.



Topic 3, Community Action Vision and Values: The Community Action Body of Knowledge outline lists the components of community action vision and values. Study that outline before you write. Then relate your answer directly to the topics listed in that outline. The evaluators will be looking for indications that you have made those connections. And the more items on the outline you can address, the better your score will be. 
Topic 4, Standards of Excellence: The evaluators will be looking for how well you made the case that your work sample has either contributed to the agency’s pursuit, enhancement or attainment of one of the standards or has the ability to contribute to that pursuit, enhancement or attainment. In this brief essay you must identify which ONE among the 34 standards your work sample best relates to. The evaluators will not try to figure that out for themselves. If you believe you work relates to more that one standard, you can let the evaluators know that, but you still must pick only one as a focus for this particular essay. The Standards of Excellence can be found on the Community Action Partnership’s website: www.communityactionpartnership.com/about/about_partnership/award_for_excellence.asp.

. 


Remember to keep your answer under 750 words for each section. The challenge in the portfolio is to be simultaneously very concise and informative. That takes careful preparation.
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