
 

How to 
U C W b L  

Fifth Edition

CHAPTER 9



Table of 
Contents 
Chapter 09: UCWbL ePortfolios 4 ............................................................
Designing an Effective ePortfolio 7 ................................................................
ePortfolio Timeline 12 .....................................................................................
ePortfolio Components & Their Requirements 13 ........................................
Welcome Page 13 .............................................................................................
Cover Letter 14 ...............................................................................................
UCWbL Philosophy 17 ....................................................................................
Goal 1, Goal 2, & Goal 3 21 ............................................................................
Résumé or Curriculum Vitae (CV) 27 ............................................................
ePortfolio Checklist 28 ....................................................................................

References 29 ................................................................................................

References 30................................................................................................

 ii



Chapter 09: 
UCWbL 
ePortfolios 
At its core, an ePortfolio is a “digitized collection of arti-

facts” (Lorenzo & Ittelson, 2005, p. 2). Within the context of 
higher education and at the UCWbL, ePortfolios are what 
the Association for American Colleges & Universities calls a 
High Impact Practice—“an ideal format for collecting evi-
dence of student learning, especially for those outcomes not 

amenable…for standardized measurement” (AAC&U). Be-
cause your work at the UCWbL is so complex, diversified, 
individualized, and intersected with curricular and co-cur-
ricular domains, an ePortfolio is particularly valuable for 
capturing, making manifest, and reflecting on the learning 

you accomplish every quarter and year you work at the 
UCWbL.  

Your ePortfolio prioritizes metacognitive (i.e., reflective) 
practices, which “have been shown to increase the degree to 
which students transfer their learning to new settings and 

events” (Bransford, Brown, & Cocking, 2000, p. 12). As you 
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develop your UCWbL ePortfolio and engage in those 

metacognitive practices, you will engage in self-assessment 
and find endless connections between your work at the 
UCWbL and other parts of your life. 

By articulating in your ePortfolio the transferable knowl-
edge, skills, and attitudes you develop at the UCWbL, you 

will be better able to share with an outside audience what 
you do, what you’ve learned, and what you’ve accomplished. 
Hughes, Gillespie, and Kail (2010) surveyed peer writing 
tutor alumni about how their experiences as peer writing 
tutors transferred to 7 key areas of their post-tutoring lives, 

including “skills, values, and abilities vital in” their rela-
tionships and professions and “a deeper understanding of 
and commitment to collaborative learning” (p. 14). 

A successful ePortfolio will help someone unfamiliar with 
the UCWbL understand what you do and why it matters. 

Your ePortfolio will help someone else at the UCWbL un-
derstand how you are contributing to the UCWbL and re-
flect on those contributions. Because your ePortfolio lives in 
a digital environment, a successful ePortfolio also organizes, 
arranges, and displays your content in rhetorically sound 

and aesthetically pleasing ways. 

The Connect to Learning ePortfolio consortium identifies 3 
key principles for designing an effective ePortfolio initiative 
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focused on learning, all of which your UCWbL ePortfolio 

process and product captures: 

1. inquiry 

2. reflection 

3. integration 

Inquiry shapes your goal setting, as you articulate new 

things you want to know or be able to do. 

You reflect as you focus on the process of working towards 
your goals and articulating what you believe about tutoring 
and writing in your UCWbL philosophy. 

As a result of this recursive process of inquiry and reflec-

tion, you integrate experiences, making connections across 
the work you do at the UCWbL and in some cases between 
your work and contexts outside the UCWbL. 

Your UCWbL ePortfolio also functions as 1 of the main 
components of your annual performance review (see Chap-

ter 3 for more details). Making our ePortfolios public helps 
build our collective and individual ethos around ePortfolios, 
writing, multimodality, and visual rhetoric.  
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D e s i g n i n g  a n  E f f e c t i v e  
e P o r t f o l i o  

As part of the UCWbL’s position as the official student sup-
port site for ePortfolios, each tutor’s ePortfolio helps build 
our collective ethos a place where each one of us not only 
knows about effective digital, multimodal writing, but is 

also a interested and successful writer in this genre.  

Effective writers of digital, multimodal texts are thoughtful 
and deliberate designers. They consider when written text 
is the best way to communicate and when an image or an 
embedded video might be more effective or direct in com-

municating to a reader. 
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How you design your ePortfolio and each individual element 

will influence how potential readers understand it. 

Use paragraphs, section headers, and lists to break up 
text and provide readers with a hierarchy of the ideas 
you’re discussing 

Use images, GIFs, or videos to make a specific point or 

reinforce your overall design idea or theme 

Link to other online content to reference outside sources 
and take advantage of the digital, hyperlinked medium 

Link to other pages in your ePortfolio to provide addi-
tional context and cohesion throughout your sections 

As you make your ePortfolio, find ways to visually and 
rhetorically link disparate elements within it. A theme or 
idea can help cohere the different parts of your ePortfolio 
and help you represent yourself and your work as a peer 
writing tutor and UCWbL staff member. A theme or idea 

can operate as a central controlling element that helps 
someone reading your ePortfolio better understand how 
your ePortfolio contents fit together. The theme or idea does 
not need to be complex, but it should be both visually and 
rhetorically cohesive. 
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I d ea  a s  Con t r o l l i ng  E l emen t  o f  a  De s i gn  

An abstract idea can be an effective “controlling element” 
for you ePortfolio. For example, you can choose a feature of 

tutoring you find particularly important like collaboration, 
identifying oneself as a writer, or writing as a process. 
Think about visual representations of that idea. What does 
“collaboration” look like? How can you visually represent 
this idea? Search for images or icons that evoke “collabora-

tion” 

Lauren used an idea from her tutoring philosophy as inspira-
tion for her ePortfolio design, writing on her welcome page, “I 
strive to create a safe and inviting place for my writers. I hope 
my design reflects this!” 
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Theme  a s  Con t r o l l i ng  E l emen t  o f  a  De s i gn  

Another approach is to borrow a theme from your life or 
from academic or popular culture. Maybe you are a sailing 

enthusiast, and participating in the sport is instrumental in 
how you think about yourself as a person. Can you draw a 
parallel between sailing, the art of sailing, or learning to 
sail and tutoring? Such a theme would suggest visual im-
ages you could pull from and even use as color palette. Such 

a theme might also be used to help generate a tutoring phi-
losophy where you explore some unseen connections be-
tween your role as a tutor and the element from your life.  

Perhaps you could borrow from popular culture. Is there a 
musical artist that you enjoy? Is there an illustrator whose 

work appeals to you visually? Is there a TV show, movie, or 
novel that had an impact on you?  

Ultimately, almost anything can operate as a theme or idea 
that would work as a possible controlling element for your 
ePortfolio. The real key is intentionality. You don’t want 

your ePortfolio to be a collection of random images or ob-
scure references such that the casual viewer wouldn’t un-
derstand the significance of what they are seeing. Inten-
tionality is a key element within a successful ePortfolio. 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Sarah T uses Alice in Wonderland to bring visual and themat-
ic consistency to her ePortfolio. 

Maggie J brings visual consistency to her ePortfolio and gives 
readers a sense of her academic and professional interests by 
using the ideas of minimalism and the scientific report as the 
controlling elements of her ePortfolio’s design. 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e P o r t f o l i o  T i m e l i n e  

Au tumn  Qua r t e r  

All UCWbLers draft 3 goals for the current year 

New UCWbLers designing and creating an ePortfolio in 
WRD 395/582 based on the annual UCWbL ePortfolio 

New UCWbLers meet with their course instructor to 

discuss, revise, and then finalize or “lock-in” annual 
goals 

Win t e r  Qua r t e r  

Returning UCWbLers meet with an administrator to 
discuss, revise, and then finalize or lock in annual goals 

Sp r i ng  Qua r t e r  

All UCWbLers submit completed UCWbL ePortfolios by 
end of Week 7 in preparation for annual performance 

review 
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e P o r t f o l i o  C o m p o n e n t s  &  
T h e i r  R e q u i r e m e n t s  

Welcome Page 

Remember that your ePortfolio will be public, so create a 
welcome page that helps orient an outside audience to who 
you are and what roles you have at the UCWbL. 

Your welcome page must include an introduction to you and 
your ePortfolio and at least 1 image, either a.) of you or b.) 

that somehow contributes to your ethos and design theme/
idea. As you write and design your welcome page, consider 
the following questions: 

What do you want the reader to know about you? 

What information might help reinforce your ethos as a 

peer writing tutor? 

What can people expect to find in your ePortfolio? 

Why did you choose your particular design theme or 
idea? 
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Cover  Let ter  
(min. 500 words) 

Addressed to the administrators, your ePortfolio cover letter 

asks you to reflect upon your journey as an UCWbLer 
throughout the year. Your goals are an important part of 
that journey, but you will experience many accomplish-
ments, challenges, and moments of insight or inspiration in 
your day-to-day work as well. Use your cover letter to point 

to specific areas of your ePortfolio that demonstrate your 
growth, development, and learning as a peer writing tutor 
or writing program administrator. Use your cover letter to 
reflect holistically on all your UCWbL experiences. 

Use evidence for the claims you make in your cover letter. 

For example, avoid merely saying, “I tried new tutoring 
techniques in appointments,” and leaving it at that. In-
stead, follow such claims with evidence of what you tried 
and reflection on how it went. If you did so elsewhere in 
your ePortfolio, take advantage of the online format by hy-

perlinking to other components of your ePortfolio to help 
build your evidence-based case. Perhaps, in this example, 
you detailed and reflected on the new tutoring techniques 
you tried in your UCWbL philosophy? 

Consider the following questions as you draft your reflec-

tion. Because the content of your cover letter should be spe-
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cific to you and your experiences, you can decide which 

questions are most applicable to you.  

Pee r  Wr i t i ng  Tu t o r i ng  

Which peer writing tutor roles did you perform? What 
did you get out of these different experiences? 

What new techniques did you try throughout the year? 
How do your current strategies compare to your previ-
ous practices? 

I n vo l vemen t  and  A c t i v i t i e s  

What did you learn from your experiences with Coffee & 

Commenting, professional development workshops, or 
other professional development opportunities?  

Did you participate in workshops, presentations, or oth-
er writing-based events? If so, what did you learn from 
them? 

Were you a part of an UCWbL team or project? What 
did you learn from the experience? 

How have your involvement and activities influenced or 
informed your practices at the UCWbL? 

Leade r sh i p  

Were you in an administrative position or did you hold 
an ongoing leadership role (e.g., graduate assistant, 

 15



HWCT or HWF, coordinator, receptionist)? Discuss 1 or 

2 major accomplishments or challenges of your position. 

What were some memorable experiences for you as an 
administrator/leader? Why were they memorable? What 
did you learn from them? 

What connections are you able to draw among your vari-

ous areas of responsibility? 

In what ways do you see your role and projects con-
tributing to the UCWbL’s mission and/or informed by 
the core beliefs, practices, and values? 

Othe r  Commen t s  

Is there anything else you want the administrators to 
know about your experience this year? 

Do you have any questions about your performance at 
the UCWbL? 

What goal are you most proud of and why?  

What connections did you find between your work at the 
UCWbL and your life outside the UCWbL? Any 

serendipitous moments where your worlds collided? 
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UCWbL Ph i losophy 
(min. 750 words) 

During each year you work for the UCWbL, you will craft 

and revise an UCWbL philosophy that is centered on your 
work and role within the UCWbL. 

The goal of your philosophy is to define and demonstrate 
your beliefs about tutoring, writing, learning, and leader-
ship through the use of scholarship, your personal experi-

ence, and reflection upon these elements. The most effective 
UCWbL philosophy will be rooted in scholarship and re-
search while still remaining specific to you and your prac-
tices. It is best to avoid making generalizations about all 
peer writing tutors and administrators and instead focus on 

your experience at the UCWbL. 

You r  UCWbL  Ph i l o s ophy  >  Pee r  Tu t o r i ng  

Some questions to consider as you compose your peer tutor-
ing philosophy: 

How do you approach your work as a peer writing tutor? 
What were your expectations about your work? 

How do you navigate the line between “peer” and 

“tutor”? 
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What types of feedback have you found to be most effec-

tive for the writers you work with?  

What attitudes do you feel peer writing tutors must hold 
(or avoid) to be successful? How have these attitudes 
impacted your work as a peer writing tutor? 

How do you assess what the writer has learned? 

What UCWbL core values, beliefs, and/or practices have 
the most influence on your tutoring? 

You r  UCWbL  Ph i l o s ophy  >  Wr i t i ng  P rog ram 
Adm in i s t r a t i on  

If you hold a leadership position at the UCWbL (coordina-
tor, GA, HWCT or WFHWF, or receptionist), you may opt to 
write a writing program administration philosophy instead 
of a peer tutoring philosophy. A writing program adminis-
trator (WPA) is a professional designation within the fields 

of writing and writing center studies to identify anyone who 
has an academic job that involves leading a writing-based 
program. 

Here are some questions to consider as you compose your 
writing program administration philosophy: 

How did you initially approach your leadership position? 
What were your expectations about your work? 
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Give examples of 2 or 3 particularly successful projects, 

meetings, resources, or initiatives that you oversaw. 
What made them successful? How does each example 
represent your beliefs and values about being a writing 
program administrator? 

Give an example of a project, meeting, resource, or ini-

tiative that didn’t work out as hoped or planned. Why 
wasn’t it successful? What changes did you make based 
on that experience? 

What attitudes do you feel you must hold (or avoid) to be 
a successful writing program administrator? How have 

these attitudes affected your leadership practices at the 
UCWbL? 

What are your beliefs about learning and tutoring writ-
ing? How do you think people learn best? What has in-
formed your beliefs about learning and tutoring writing 

(scholarship, experience, teaching mentors, etc.)? How 
are your beliefs about learning reflected in your leader-
ship? 

What UCWbL core values, beliefs, and/or practices have 
the most influence on your leadership? 

What are your goals for any given project or initiative? 
Are there some goals that exist in virtually all of your 
leadership enterprises? If so, why? Do you change goals 
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depending on who you lead or the targeted audience for 

a certain project? If so, how do you change them and 
why? If not, why not? What do your goals say about you 
as an administrator? 

How do you hope the people (colleagues and writers) you 
interact with will benefit from working with you or with 

a project or initiative you manage? 

How do you assess the fulfillment of your goals as an 
administrator? 

 20



Goal  1 ,  Goa l  2 ,  & Goa l  3  

Each of your 3 Goals has 3 required elements: 

1. a SMART goal 

2.1 or more artifacts 

3.a reflection 

Setting realistic but concrete goals for our work allows each 
one of us to shape, make manifest, measure, and reflect on 
our professional development and to do so in ways that are 

commensurate with our experience as peer writing tutors  
or writing center professionals.  

Setting goals and documenting and reflecting on them 
makes the UCWbL as a whole better and more effective, 
given that, in study after study of goal setting within orga-

nizations, “the mean performance level of groups that set 
goals is almost one standard deviation higher than that of 
groups that do not set goals” (O’Leary-Kelly, Martocchio, & 
Frink, 1994, p. 1295). 

Make sure each goal is SMART: Specific, Measurable, At-

tainable, Relevant, and Time-bound.  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Specific 
(what exactly?)

Measurable 
(how will you know when you’ve 
reached it?)

Attainable 
(is it achievable?)

Relevant 
(is it related to your work?)

Time-bound 
(is it something that can be 
achieved within 2-3 quarters?)



It is understandable that you may want to set a goal like “I 

want to learn more about APA Style,” but that would not be 
a SMART goal. Though it is surely relevant to your work, it 
is hard to measure (what is “more” exactly?) and is not 
time-bound. 

A SMART version of this goal might be to propose a specific, 

measurable and time-bound task that will result in you 
achieving the spirit of your initial well-intentioned but 
amorphous goal: “By the middle of Spring Quarter, I will 
write a blog post for UCWbLing about guidelines for para-
phrasing versus using direct quotes in APA Style.” 

Goa l  A r t i f a c t ( s )   

For each goal, you will include 1 (or more) artifacts as evi-

dence of that goal’s completion and/or your progress toward 
completion. Artifacts can represent any experience, project, 
or process that relates to your goal. 

Goa l  Re f l e c t i on  
(250 words per goal) 

Each goal’s reflection section includes a brief description (2-
5 sentences) of the artifact and how it relates to the goal 

and then focuses on the process of working toward that goal.  

Why did you create this goal? 
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What assumptions did you have heading in? How were 

those assumptions affirmed or challenged? 

What did you learn about the topic of your goal? 

What did you learn about yourself through this process? 

What went well and why? 

What challenges did you face and why? 

Did you complete your goal? Why or why not? 

What transferable lesson about the process do you plan 
to apply going forward? 

If you commit to the goal-setting process and work to com-
plete a given goal but do not complete it, you can either a.) 

work with an administrator to substitute a different goal 
based on your work at the UCWbL or b.) document and re-
flect on the ultimately unsuccessful process. If you choose 
the latter, describe why your goal was incomplete and re-
flect on what lessons you might apply to future goal setting. 

In such cases, your artifact may be incomplete or document 
efforts you made towards the goal or you may not have an 
artifact. Good faith attempts to meet each SMART goal will 
count as meeting an ePortfolio requirement and—handled 
earnestly and honestly—may represent learning you can 

apply going forward in your work at the UCWbL and be-
yond. 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Samp l e  A r t i f a c t s  &  Re f l e c t i on  

In this blog post I wrote for UCW-

bLing, I gave advice to tutors on 
what to look for when working 
with a writer on APA. Until I 
wrote this blog post, I did not real-
ize that there are actually reasons 

behind many of the practices—
they aren’t just arbitrary rules. 
For example, APA says to use past 
tense to talk about prior research 
because they want to mark it in a 

particular point in time, which is 
also why they include years in 
their in-text citations. It was also 
the first time that I ever grabbed 
the APA Publication Manual off 

the shelves near the reception desk, 
and I was amazed at how much 
information was in it. While re-
searching this post, I came across 
the APA Style Blog, which has so 

many clear and detailed answers 
to questions about how to use APA 
style. 
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I was actually happy Winter Quarter to see that I was going 

to have to write my first APA paper in a psychology class I 
was taking. This worked out perfectly with my goal to devel-
op APA expertise because I again had to work closely with 
the Publication Manual and other APA resources as I wrote 
my paper. While I still don’t have all the rules memorized, I 

feel so much better about being able to point writers to dif-
ferent APA resources to help answer their questions. For ex-
ample, I think outside of using the Publication Manual it-
self, and have found many other online resources to share 
with writers. 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Résumé or  Curr i cu lum Vi tae  (CV)  

The inclusion of a curriculum vitae (CV) or résumé is a 
common genre convention of an academic profile. The CV or 

résumé helps establish the ethos of each member of a de-
partment, and thus is an important part of your profession-
al ePortfolio. By including your CV/résumé, you provide 
readers with context for the goals and professional aspira-
tions you discuss throughout your ePortfolio. 

Select either a CV or résumé, whichever is most appropriate 
for your career and educational plans. Consult the adminis-
trators or fellow UCWbLers to discuss which genre is best 
for you.  

Your CV/résumé is a good place to articulate the transfer-

able knowledge, skills, and attitudes you develop at the 
UCWbL that future employers or graduate programs would 
want to know about. Quantify your work whenever possible 
to help all readers understand your experiences. For exam-
ple, you can run a report at the end of each quarter to see 

how many appointments you’ve conducted, or you can keep 
a tally of the number of workshops you’ve facilitated.  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e P o r t f o l i o  C h e c k l i s t  

If you work from Autumn Quarter through Spring Quarter, 
submit a final annual ePortfolio by end of Week 7 of Spring 
Quarter that includes the following sections and compo-

nents: 

Welcome 

ePortfolio Cover Letter 

UCWbL Philosophy 

Current Year’s UCWbL Philosophy 

Goal #1 

Artifact(s)  

Reflection 

Goal #2 

Artifact(s) 

Reflection 

Goal #3 

Artifact(s) 

Reflection 

Curriculum Vitae or Résumé 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