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Letter of Transmittal

March 9, 2018
SUBJECT: Continuing an ePortfolio beyond English 100

ePortfolios are introduced to business students in English 100, but they aren’t elaborated upon within any later courses. This report will assist business students considering continuing their ePortfolios to evaluate the benefits and challenges associated with them, and determine the first steps they can take to expand from their current point after English 100. It will do this by looking at:
what an ePortfolio is,
what an ePortfolio is used for,
who an ePortfolio is used by,
what an ePortfolio can contain.

The benefits that a business student could receive from following the advice within this report include, but are not limited to, an increase in retention of approximately 10.7% above average within the first year of university, leading to an increase in grades by approximately a letter, and higher chances of successful graduation. 
The main research for this report came from an interview with Aurelea Mahood from Capilano University and a survey conducted of business students’ knowledge on different topics surrounding ePortfolios. A secondary resource was regarded as well. 
I would like to thank Aurelea Mahood for meeting with me to answer some questions and share some of her knowledge of the topic with me. Much of the information throughout the report has come from it, and it would not have been possible without her contribution. Many thanks go to Bill Van Luven for lending me relevant books and offering useful advice, as well as giving me the opportunity to meet with Aurelea Mahood. I would also like to thank my survey participants for giving me a greater insight into the knowledge of current business students.

Sincerely,
Emma Giesbrecht
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[bookmark: _Toc508376416]1.0 Introduction
English 100 assists students in beginning their ePortfolios by creating “About Me” pages and adding content relevant to the course, but the program has not been expanded into business courses at this point, and the students have not been given additional information about them. To assist business students contemplating if they should continue their ePortfolios, this report will explain the following elements of an ePortfolio for these students specifically:
the purpose and future use,
the additional content that can be included,
the next action they can take. 
An interview was conducted with Aurelea Mahood, the leader of Capilano University’s ePortfolio initiative, to ask for her insight on the topic and how she would recommend business students proceed with their ePortfolios. A survey was also performed, with the majority of participants being within business programs, to view student understanding and general knowledge about the topic. The survey and its results can be viewed in Appendix A.
[bookmark: _Toc508376417]2.0 Discussion
According to the survey, most students that participated knew a little about what an ePortfolio is and how it may assist them in the future but did not know what information to include to expand it. The interview with Aurelea Mahood works to expand knowledge in the areas students are unsure in and supply solutions to the unknown.  
[bookmark: _Toc508376418]2.1 Aurelea mahood, bio
Aurelea Mahood
[image: ]BA (Hons.) (SFU), MA (Toronto), DPhil (Oxford)
Instructor - English
Aurelea Mahood is project lead on the Capilano University's E-Portfolio Project, where she is working with colleagues from across the university on the pedagogical and post-graduation uses of portfolios.
Aurelea's research interests include 20th-century British literature, Anglo-American modernism, print culture/history of the book and electronic literature/digital poetry. In particular, her recent writing explores the art of collaboration as influenced by the interplay between late modernism and technology with a particular interest in a comparative analysis of the Hogarth Press and McSweeney's. Her last book length project was Modernism: An Introduction (Edinburgh University Press, 2007).
When not surrounded by electronic devices and printed materials of all kinds, Aurelea can be found out in the woods riding and running the local trails. (Capilano University, n.d.)

[bookmark: _Toc508376419]2.2 interview with aurelea mahood
How would you describe an ePortfolio?
I would describe it as an intentionally curated personal website. I see it as a supplement to your official transcript, resume, and CV. It’s a site where you can make your learning visible in a way other documents can’t by showcasing the work you’ve produced at school, as well as activities outside the classroom that connect to who you are in skills, knowledge, and values. It’s a place to tell a story about yourself as an emerging professional, researcher, or any other path you have chosen. Students in different faculties will present different content, but these principles will unite them.
What would be the most important thing to include for business students?
My sense from conversations with colleagues in the faculty of business and the career development center is that once you know which concentration you prefer it will drive what the site will look like. You will begin to get a better sense of what is valued in that community from networking opportunities and getting experience in the industry, such as field placements and directed studies. That understanding can help drive the message you want to send back out. Understanding yourself in terms of your values and skills can guide what group projects or volunteer work or research papers can be added to convey these to someone outside of the Capilano community. It’s not very precise, but I see ePortfolios as a meta tool where all kinds of learning can be brought together. For example, if you’re in an interview you can pull out previous projects and talk about yourself differently. 
So would you push for students to include successful projects and research papers for the school aspect?
Yeah. On the Capilano University ePortfolio site in the research section there are some worksheets for students to look at and consider what they’ve done and are doing and hope to do, and which would be good to include. Perhaps there’s a mock interview or presentation, or some volunteer work you’ve done that helped with a relevant campaign. Think about sound files, video files, and print files, as well as utilizing the blog component to share thoughts or reflections, or links to businesses or thought leaders that you feel are shaping our world. Create a story about leaders and approaches to business or developing a successful product that can illustrate what you’ve learned. Think as broadly as possible.
So incorporating things from outside and inside of school life to create a story?
Yes. That’s what we’ve heard from the career development center when they talk to HR liaisons and look at what employers are looking for. It can create difference between applicants. You may have similar skills, but how one person presents the story can create a magical fit piece and show someone to be a better match with the organization’s culture. Everyone leaves Capilano University with the same transcript, so this could be the difference. Nancy in career development has done presentations about how employers often do a Google search now before an interview, and taking control of online presence and having a site controlled by you show up first can create a good impression. It creates a feeling of a sense of awareness of digital identity and influencing how you’re perceived instead of leaving it to others. It shows a sophisticated thinking in knowing who your audiences are and what you want them to know about you. 
That includes how it will be used in the future and who will use it as well.
Yeah, and I think it’s nice how you can present different aspects of yourself. Links to external sites you run can be included, or multiple can be run to represent more sides of you and address different audiences, or address many on one site. You can go back and add or update information as changes occur, even when you’re not actively searching for a job, as a communication tool with colleagues and others. It can show us to be accountable for how our professional self is developing. 
So lots about personal growth as well?
Yeah, we can miss quite incredible things that we’ve learned if we don’t slow down. 
Would linking what you already know with your new learning link to what you were saying?
Yeah, I think it can. A couple of students looked at the courses they had taken and created infographics and discovered things like what kind of courses they took often and what seemed to interest them. I think that integrative work is a powerful part of thinking about your learning. It’s not just hitting the necessary credits to graduate, it’s how everything connected and the cumulative value of the courses together. So breaking down the boundaries between the courses. 
So in business you could use it to connect the concentrations, and see which one interests you and attracts you the most.
Exactly. Maybe between years two and three you can set that reflective task and archive it to track your journey. 
Just to push back a bit, what do you suggest being the next step after English 100’s “About Me” page and additions? What would be important content to be putting in right away?
I think for a student in a program that doesn’t have a formal structure yet, I would suggest looking for exemplary pieces of work you finished and are proud of, or something that tripped you up and you fought your way through, every semester and start to add those. Maybe also blogging a couple of times a term about your learning. For example, if you’ve started to think you’ve chosen a concentration include the work that led to that conclusion. Use it as a collection space for transformative or particularly strong work. Also work with career services, keeping that CV up to date, which can be kept password protected. To circle back to where we started, thinking about it as building your transcript, outside experiences are also changing your CV and resume, so what do you want to put in your ePortfolio to make that visible. Also use the peer mentors when you’re ready to make it a more outward facing portfolio. Those would be my two tips: peer mentors and collecting. 
Do you think anything below university level would be important to include?
That might vary by student. I know someone who has some work from before and it shows her evolution. Maybe in volunteer stuff, such as if you’ve been working with an organization for some time. 
What happens to the Capilano University ePortfolios upon graduation?
The content is yours forever. The current set up leaves you your unique username even when your email stops and is live for six years after your last term of study. Wordpress has an import/export function, so the content can be moved to a personal Wordpress site. 
[bookmark: _Toc508376420]3.0 Conclusion
An ePortfolio is “an intentionally curated personal website” that tells a story about the author’s skills, knowledge, and values. Students will have a personal, unique ePortfolio relating to who they are and what professional direction they are choosing to go in. This can be used in the future alongside transcripts or resumes and CVs. As knowledge is gained through experiences later in life, it can be updated to remain appropriate for its changing uses.
Once a student has completed English 100 and has a basic ePortfolio set up, he or she can search for content that shapes his or her story, which can include:
group projects or research papers,
schoolwork that led the author to his or her current planned career or professional path,
volunteer work, 
recreational activities performed outside of school.
First-year seminars, internships, and capstone courses and projects are also relevant (Eynon, Gambino & Kuh, 2017). To begin, work the author has completed and is proudest of should be included, as well as work that may have involved a struggle but was also completed successfully. These can be in print, photo, or video file, or any other file type available. External sites or blogs run by the student that contribute to his or her story can be linked to the ePortfolio as well. As future courses are completed, other resources can be added and reflected upon, perhaps linking back to previous work. 
If the above recommendations are followed, retention rates will likely increase, and the student will feel more successful in their classes. Students at San Francisco State University using ePortfolios have seen an increase to 10.7% over the student average in their retention rates in their first year, and 19% in their second year, while the graduation rate of students utilizing ePortfolios is 9.7% higher than that of all students (Eynon, et al., 2017). The students using them will see an increase in grades due to this, likely by approximately a letter. An ePortfolio can set a student up for success in his or her learning and future careers. 
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[bookmark: _Toc508376422]Appendix A: Survey: “ePortfolio Knowledge”
1. Are you in a business program?


2. Do you know and understand what an ePortfolio is?







3. Do you know what content to include to expand your ePortfolio?


4. Do you know how an ePortfolio can assist you in the future?

[bookmark: _Toc508376423]Appendix B: Report Topic Memorandum
Date: February 2, 2018
To: Bill Van Luven
From: Emma Giesbrecht

RE: How to Create an ePortfolio

I chose the exploration topic of creating an ePortfolio for my report. The concept of ePortfolios was introduced to me in high school as a way to elevate your applications and make you a stronger candidate for any position. No deeper explanation was given at the time, but it planted a seed and left me wondering how I could create one for myself. In the first year English course students are introduced to them and shown how to set one up, but limited information is given about how to proceed from that point. I will be looking at the ways an ePortfolio can be used to assist a business student in the future, especially regarding content and purpose.


Sources of Information
To gather the required information for this report, I will be interviewing a specialist supplied by the school. Some key questions include:
· What is the most important aspect of an ePortfolio?
· Who should it be directed toward?
· What is essential content to include?
· When will it be most important in the future?
I will also be using some books I have borrowed. A survey will likely be conducted as well.

Benefits
Bachelor of Business Administration students considering continuing their ePortfolio will benefit from this report, as it will outline how to proceed from their current position after English 100. It will also explain what they will be using it for in the future and how it will set them apart from other students.

Challenges
Everyone’s ePortfolio should be unique to them and their overall decided use of it, and one method may not work for some people. Finding general information that can be used as a start for business students could be more complicated.

[bookmark: _Toc508376424]Appendix C: Email Correspondence
Dear Ms. Mahood:
I am Emma Giesbrecht, a first-year Bachelor of Business Administration student at Capilano University. I am currently enrolled in Professor Bill Van Luven's Communications course, and we have been asked to interview an expert for our assignment. He has supplied me with your contact information, as I have selected ePortfolios as my topic. My report will be focusing on how a business student should advance with one beyond English 100 and how it will assist them in the future. 
I was wondering if it would be possible to arrange a meeting for an interview regarding questions related to the above topic. I understand how busy your schedule may be, and I would deeply appreciate 15-20 minutes with you this week.
Sincerely,
Emma Giesbrecht

​Hello Emma, 
Thank you for your email. Unfortunately, I am off-campus Tuesday and Wednesday this week for work-related matters, but I will be on campus on Thursday and Friday. 
Thursday: Available from 12:30-4:40pm.
Friday: Available from 9:30- 11:15am.
Let me know if any of those windows work for you.
Cheers,
Aurelea.

Hello Aurelea,
Thank you for your reply. Thursday at 12:30 works perfectly for me. Should I meet you in your office?
Sincerely,
Emma Giesbrecht 

Hello Emma,
This is a little embarrassing, but I was looking at last Thursday not this coming Thursday when I sent you my availability. 
I am available from 1-5pm on Thursday, March 1. The Friday times are correct.
With apologies,
Aurelea.

Hello Aurelea,
No worries! In that case, I will meet you at 1 on Thursday instead. Should I meet you in your office?
Thank you,
Emma Giesbrecht

Hello Emma,
Perfect. My office is in the School of Humanities in Fir 458.
See you tomorrow.

Dear Aurelea,
Thank you for meeting with me earlier today. Your knowledge is greatly appreciated and is sure to assist with my final report. I will be sure to send you a copy of the completed report next week. 
I am excited to work with you and the others on the ePortfolio information.
Thank you again,
Emma Giesbrecht

Hello Emma,
You are welcome. I enjoy meeting and speaking with you.
Great to read your game to help out with the project we discussed.
More on that in the coming weeks!
Cheers,
Aurelea.

[bookmark: _Toc508376425]Appendix D: 10 Suggestions for a Successful Report
1) Is your topic a “non-starter”?
PROBLEM: Even the most brilliant, insightful, and well-minded report topic might have a fundamental problem: it’s just not “do-able”! There could be many reasons for this: there’s no money; they tried it last year and it didn’t work; the competition next door is already doing it; management is not open to innovation…the reasons go on and on.
SUGGESTION: You need to make sure you do a little PRELIMINARY investigating to ensure your report has a shot…otherwise, why bother pouring hours and effort into it. Is your topic FEASIBLE? If not, ask me NOW about the deadline for topic change.
2) Consider the report's layout to be as important as its content.
PROBLEM: Many reports are muddied by not using simple and effective layout techniques.
SUGGESTION: Wide margins, clear, 12-14 point font, bulleted text, graphs and diagrams that are explained when you see them, page numbers, clear documentation techniques...all contribute to making your report persuasive and effective.
3) Give Me a Break.
PROBLEM: Reports that have long, monolithic slabs of text.
SUGGESTION: Make your report reader-friendly. Use lots of paragraph breaks, headings, and short sentences. (Sentences that average 10 to 16 words are easiest to comprehend. Take a look at a typical page of your report: How does your average compare?) Finally, use REPORT QUESTIONS (as discussed in class) to define headings throughout the document.
4) Make sure your interview really happened.
PROBLEM: In lesser reports, there will be a reference to an interview that supposedly happened...but the report itself seems sketchy and vague on details surrounding this interview; there are no relevant insights or analysis of the interview…and often no CITATIONS. 
SUGGESTION: Do NOT include any details or talk about an interview that was either irrelevant or non-existent. If you decide to include an interview component, make sure you
a) discuss/analyze/interpret the interview in sufficient detail as to make it a worthwhile addition to your report.
b) include at least ONE of the following: your interviewee's email address, current phone number or mailing address. (You may decide to put this info in your letter of transmittal or your sources cited...or both). If this info is NOT included, then the interview will not be counted towards your final mark.
5) Make sure your survey really happened.
PROBLEM: Like the report interview, surveys are frequently mentioned in passing but not interpreted in any detail. 
SUGGESTION: Same as with the interview: if you choose not to discuss or interpret your survey results in any detailed or meaningful way, consider dropping it from your report altogether.
6) Something's Missing!
PROBLEM: In addition to the major report components that have been discussed, there are also some pages that need to be attached to your report. Every term, there are those who omit required material from their reports. 
SUGGESTION: Make sure you're clear on what needs to be included. If in doubt, ASK.
7) Be realistic about the scope and limits of your report.
PROBLEM: This is the most common reason that an otherwise excellent report slips into mediocrity: your limits are unrealistic; you take on a topic that, in order to do it justice, requires far more time and resources you have been given. 
SUGGESTION: Think of the scale of your report in these terms: rather than have your report be the tide that raises all ships, you should focus on the steps needed to unclog the sink in the bathroom. Remember that your report is about persuading a select audience to do something specific. 
8) Ok, I've read it...now what am I supposed to do?
PROBLEM: Perhaps the biggest report challenge of them all: despite the many times this subject has come up in class, there will still be reports submitted that are not clear as to what the audience is expected to do.
SUGGESTION: So here it is one last time: In the context of this course, the purpose of your report is to motivate the reader to ACT in a very specific way. This is why you were encouraged to come up with the verb for your report; you must clearly articulate the specific action(s) you expect your reader to take. Think about the old marketing axiom: it is much easier to get a few people to buy a lot than a lot of people to buy a little. Try to avoid letting your report become an essay; you want to do more than simply showcase an opinion or merely inform the reader. Make sure the reader is very clear what it is that they are being motivated to do. If you come up with something “fuzzy” like "...to conclude, the government must be prepared to take a leadership role in this matter." you are simply missing the point of the exercise. Please be clear and specific with your recommendations; think of them as an easy-to-follow action plan for your audience.
9) Why not go out on a limb?
PROBLEM: Many reports are short on “measurables, deliverables, and timelines”.
SUGGESTION: The range of topic choices this assignment was very broad and from a galaxy of possibilities you chose the one you did. Hopefully, you chose it because you’re interested in it and/or you have some degree of experience or knowledge about it; your opinion counts and so should your conclusion(s)! Specifically, get into the practice of providing the reader with information that has a “real-world” meaning and application for them: if by following your report’s suggestion things should get better then say so. How much more revenue will be generated next year? How many person-hours of needless effort will be spared?  By what percentage will productivity go up? Of course, no one ever knows these numbers precisely…but you of all people are in a good position to make and educated guess...so do it; make some clear, specific, quantifiable predictions.
10) Get behind your report. 
PROBLEM: There’s no accounting for your success.
SUGGESTION: Here’s a suggestion to make readers feel more confident about your report: provide some mechanism to evaluate the effectiveness of your report’s suggestions/conclusions.  For example, you might suggest that some form of review or study take place 3, 6, or even 12 months after your report’s ideas have been adopted by the reader(s). Maybe you’ll come by and do interviews to see if people realized the benefits presented in your report...or perhaps it’s more appropriate for you to arrange for an independent group to assess whether or not your report’s ideas worked. Whatever follow-up strategy you propose, the fact that you’ve done so will show your readers that you have confidence in your report and its conclusions.
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