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TO:

Education for Employment Students

FROM:
Mrs. Meyer
DATE:
Friday, April 14th (1/2 day a.m. AD)

RE: 

Job Shadowing Requirement 

Please read all the information carefully!

*A requirement for Education for Employment is to job shadow a professional in your career area of interest and type a response on your job shadowing experience and observations. 

*To meet this requirement, you must visit a professional job site outside the school building. You can do this on your own time after school, on the weekend, or you will be administratively excused on Friday, April 14th for 1st through 4th hours.  Therefore, you will have to attend school in the afternoon starting with 5th hour, but you will not have to report in the morning; you will use this time to complete your job shadow.

*This job shadowing assignment must be taken seriously.  Failure to follow instructions will result in reduced credit, an AD turning into a UA, and 3 (2:50s).  

*You must set up the visit in advance. Choose someone that has a job that you may be interested in; it need not be related to your EFE class.  You need to wear professional attire (clothes that you would wear during an interview) when you visit the job site.  

*Your interviewee is required to sign the attached signature form/evaluation, verifying your participation in the job shadow.  

*The morning of Friday, April 14th (1st – 4th hours) has been given to you to do your job-shadow; you may however choose to do the visit on your own time if it is more convenient, but you will not receive an AD absence on that day and will be expected to attend school on April 14th . You will only receive one half day administrative absence on April 14th for 1st through 4th hours! You may consider job shadowing relatives or neighbors if this is useful to you and your career goals, or see me for possible sites. You are responsible for setting up the shadow visit; be aware of any confidentiality issues/clearance you may need to enter the job site.
*Some class time will be provided to word process your job shadow question/response summary and write a thank you letter to your shadowee. You must obtain a business card/stationary/publication from the company which includes its contact information (for sending your thank you letter) as proof of your visit.  In addition, the interviewee must complete the attached signature/evaluation form.  The final job shadowing summary must be completed and turned in to me by ____________________.  

*See the attached rubric for additional instructions. 
You must enter your responses into the Word Form provided by your instructor.
 You will, as you shadow the interviewee, take notes and receive answers to the provided questions.
 *See rubric.
Required questions you must include answers to in your summary response:

1. Your name


2. Date shadowed


3. Share with the reader the site (company) visited, the person shadowed and their job title.




4. What was the first thing you noticed when you arrived (about the facility, people, dress code, setup, etc.)?





5. What does a typical day look like for the person you shadowed?
a. Hours?




b. Job Duties/Tasks?




c. Meetings?




d. Work Environment?




e. Who do they interact with? (Colleagues, customers, clients, etc.)




f. Travel opportunities?




6. Share with the reader the shadowee’s background information/career path.  How long has this person worked in the position?  What education was achieved?  What motivated your shadowee to pursue this career?



7. What types of skills/training/continuing education are required for this job (Technical? Employability? Personal Characteristics?)





8. What are the career opportunities/advancement opportunities for this job/field?





9. What are the negative/positive aspects about this job?





10. What advice would you give to students who want your type of job?





11. What school subjects/employability skills did you see used on the job site?  How were they used?





12.  What did you think/feel about the job shadow experience, what did you like/not like?




       Was the job what you expected it to be? Would you still consider this job for your future?



       Please state why or why not.





Suggested extra questions:

· Note, you may be curious about asking questions in regard to salary and benefits; please keep in mind, this question can make people uncomfortable, so you may say, “If you are comfortable sharing this information with me, what is an average salary range and/or benefits package for this type of career?”[image: image2.emf]
