PORTFOLIO REQUIREMENT - JOB SHADOWING

Name:












Hour:

	Assignment
	Reminders
	Points/Grade

	Visit a job site for the job shadowing requirement- turn in permission slip by Tuesday, April 11th!
	
	/10 points

	Interview person at the job site and record your notes.  
*Fill in the answers to your questions on your question sheet.
	
	/10 points

	Secure a business card, job application, letterhead, brochure, etc. to prove you visited the site.
	Or secure brochure, application, etc.
	/15 points

	Have interviewee complete the signature/evaluation form.
	
	/15 points

	· Use notes to enter your information in all provided fields on the form.

· Please use complete statements (be specific with your responses).

· Be conscientious of spelling and grammar.
· If a field question does not apply, please put NA
	
	/35 points

	Prepare title page with your:

· Name
· Business name
· Person’s name interviewed
· Date arranged attractively
	
	/5 points

	Prepare an error-free thank you letter in proper business format.
Use the form letter provided, and add your personal twist in paragraph three.  Letters will be mailed by your instructor.
	See Form Letter on back
	/10 points

	Staple in this order:
1) Business card
2) Title page
3) Signature/evaluation form
4) Question/Answer Summary
5) Questions & answers/notes
6) Rubric (Thank you letter and envelope will be turned in separately)
	Place the staple in the upper left corner 
	

	Total Points
	
	__________/100


