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	Description

	Job-shadowing is often touted as a career-exploration activity for middle-school and high-school students to help them determine a career path to follow. Shadowing also helps students see how their classroom learning can be applied in the real world. 

	Objectives (Design):
	Arizona Content Standards

	· Students will learn about the process of job shadowing. 

· Students will learn about a typical day in the world of work. 

· Awareness of how work relates to the needs and functions of society 

· Students will research a career and job of their choosing. 

· Students will reflect on their growth in understanding of various issues relating to a career. 

· Students will incorporate their learning about the job shadowing experience into a format that can be shared with others who are interested. 
	6.0 Develop Communication Skills for Public and Workplace Environments. 6.1, 6.2, 6.4, 6.6
7.0 Develop Leadership and Teamwork Skills Required for the Workplace. 7.2

9.0 Demonstrate Technological Literacy Required in the Workplace. 9.1 – 9.4

11.0 Evaluate Factors Contributing to a Safe and Healthy Work Environment 11.1 – 11.5

	Materials and Resources (Development)

	Computers connected to the Internet and printers and projector.  Must have Microsoft Office installed.  Access to the telephone to contact possible supervisors.  

	Procedures (Development & Implementation):

	Setting the Stage - Put this website on the big screen http://jobshadow.org/ scroll down to the bottom of the screen and find video.  Click on large.  You may have to install QuickTime and the computer will automatically prompt you.  
Here is a link will helpful resources. http://jobshadow.org/start/materials/  

1. Explain what job shadowing is. This website is very comprehensive.  Teacher may email this lesson to students so they can easily link to Internet sites. Or they can copy the lesson and have the students find the sites.  Everyone in class should take turns reading.  http://www.quintcareers.com/job_shadowing.html   
2. Once the student finds a person and place to shadow they write a letter asking for permission.  Enclose the Workplace Supervisor’s Role sheet with the letter which attached in this lesson.  
3. Option A the student finds a person to shadow.  Option B the instructor setup a time and place for the students to job shadow.  As job shadow persons are being sought, appropriate dress needs to be discussed.  Videos should be available, however, together as a class please go to this site http://www.quintcareers.com/dress_for_success.html or copy the attached article.   

4. When the student lands their job shadow position, transportation needs to be arranged and all the student’s teachers need to be notified.  Have the student go to this site to review possible questions they should ask the supervisor.  http://www.quintcareers.com/information_interview.html 
5. When student goes to their job site, have them take the supervisor feedback sheet or mail/deliver it to the supervisor to ensure you get it back.
6. When the job shadow experience is finished the student needs to complete the Student Feedback Sheet and write a thank you letter to their job shadow supervisor.     

	Evaluation

	· Obtaining a job shadow position with a completed supervisor feedback sheet. =50 

· Student must also complete the Job Shadow Experience Worksheet. = 20
· Completed and mailed thank-you note to the person student shadowed (See Example).    =20
· Confirmation of the position will be at the discretion of the teacher (feedback sheet, personal meeting with supervisor, confirmation of student dropped off at work place or call the supervisory).  


A Sample Cover Letter to Request Job Shadowing

Date
Your Name
Your Address
Your phone number
The person you are writing
The person’s work address

Dear Ms. or Mr. and the person’s last name: 

I am currently a student at San Carlos High School and I am considering banking as a future career path. A family friend, Dr. Randall Hansen of Stetson University, suggested that you might be willing to let me spend a day observing you so I can learn more about banking. 

I know I am asking quite a bit, but I would be extremely grateful if you allowed me to quietly observe you for a half- or full-day as you go about your usual schedule. If possible, it would be helpful if we also had a short interview toward the end of the shadowing so I could ask you any questions I might have about banking after observing your activities and actions. 

Thank you so much for considering my request. I will call you the week of (Give month & date) to see about scheduling the job shadowing. If you need to reach me before that time, please feel free to contact me via phone (386-555-2922) or via email kylie5843@yahoo.com 

Thank you in advance for your time and consideration. 

Sincerely, 

Kylie Appleton 

Quintessential Careers: 
When Job-Hunting: Dress for Success

By Randall S. Hansen, Ph.D.
It's probably one of the most overused phrases in job-hunting, but also one of the most underutilized by job-seekers: dress for success. In job-hunting, first impressions are critical. Remember, you are marketing a product -- yourself -- to a potential employer, and the first thing the employer sees when greeting you is your attire; thus, you must make every effort to have the proper dress for the type of job you are seeking. Will dressing properly get you the job? Of course not, but it will give you a competitive edge and a positive first impression. 

Should you be judged by what you wear? Perhaps not, but the reality is, of course, that you are judged. Throughout the entire job-seeking process employers use short-cuts -- heuristics or rules of thumb -- to save time. With cover letters, it's the opening paragraph and a quick scan of your qualifications. With resumes, it is a quick scan of your accomplishments. With the job interview, it's how you're dressed that sets the tone of the interview. 

How should you dress? Dressing conservatively is always the safest route, but you should also try and do a little investigating of your prospective employer so that what you wear to the interview makes you look as though you fit in with the organization. If you overdress (which is rare but can happen) or under dress (the more likely scenario), the potential employer may feel that you don't care enough about the job. 

How do you find out what is the proper dress for a given job/company/industry? You can call the Human Resources office where you are interviewing and simply ask. Or, you could visit the company's office to retrieve an application or other company information and observe the attire current employees are wearing -- though make sure you are not there on a "casual day" and misinterpret the dress code. 

Finally, do you need to run out and spend a lot of money on clothes for interviewing? No, but you should make sure you have at least two professional sets of attire. You'll need more than that, but depending on your current financial condition, two is enough to get started and you can buy more once you have the job or have more financial resources. 

Hints for Dress for Success for Men and Women
Attention to details is crucial, so here are some tips for both men and women. Make sure you have: 

· clean and polished conservative dress shoes 

· well-groomed hairstyle 

· cleaned and trimmed fingernails 

· minimal cologne or perfume 

· no visible body piercing beyond conservative ear piercing for women 

· well-brushed teeth and fresh breath 

· no gum, candy, or other objects in your mouth 

· minimal jewelry 

· no body odor 

Finally, check your attire in the rest room just before your interview for a final check of your appearance -- to make sure your tie is straight; your hair is combed, etc. 

Go to Dress for Success for Women for specific tips for women. http://www.quintcareers.com/dress_for_women.html 
Go to Dress for Success for Men for specific tips for men. http://www.quintcareers.com/dress_for_men.html 
Other Dress for Success Resources
1. Books: 

· Quintessential Careers: Dress for Success Books -- all the best books for making a first great impression! 

2. Web Sites: 

· SYMS Dress to Achieve -- a career site created to help college students and recent grads about the basics of proper job interview attire, as well as other helpful career tips to present you in the best possible light during job interviews. For both men and women. No cost to job-seekers. 

3. Donations: 

· CareerGear -- a non-profit organization dedicated to helping low-income men and men struggling to get off public assistance to obtain and keep jobs by providing men with interview clothing, motivation and follow-up support that helps them get and keep jobs. Donations of suits (and more) accepted. 

The career-exploration aspect of job shadowing is certainly one of its benefits. Young students just starting to think about careers and college students about to embark on careers can try on jobs by visiting workplaces and observing what goes on. But the experience can be just as valuable for established job-seekers considering changing careers. 
If you know you want to change careers but are not sure what career is right for you, job-shadowing can give you a taste of what various careers are like. By experiencing a workplace first-hand, you can learn a great deal more about a career than you can through research in print publications and on the Internet. 

You can also learn a lot more about companies by experiencing them in the actual trenches than you can in any other way. If, for example, you know what type of career you want to enter but are unsure of which companies in that field to target in your job-search, job-shadowing can reveal inside information about company culture that can guide you in determining which companies to apply to. Do you prefer that breezy dot-com atmosphere where the attire is ultra-casual and folks roller-blade through the corridors and get regular chair massages? Or do you fancy the corporate world of plush corner offices, mahogany furniture, and suits and ties? You can find out about these cultural differences through job-shadowing. 

So, just like any kind of company/career research, job-shadowing can occur at various stages of one's career development: 

· While still in school and trying to determine a career path. 

· After your career is launched but you've decided to explore new career directions. 

· When you know what career path to follow but want to learn more about specific companies by getting your foot inside. You can even narrow your search to the department level by shadowing people in different departments of the same company to see which team you'd rather work with. 

And what exactly is job-shadowing and what does it entail? Job-shadowing is a career-explorers or job-seekers conduct short interviews with people in their prospective professions to learn more about those fields. Job-shadowing can be thought of as an expanded informational interview. Where an informational interview typically lasts about a half hour, a job-shadowing experience can be anywhere from a few hours, to a day, to a week or more, depending on what you can mutually arrange with the person you've chosen to shadow. Many of the same rules apply to job-shadowing as apply to informational interviewing, from preparing for the experience, to scheduling it, getting the most out if it, and following up on it. 

During your job-shadow experience, you follow the professional you're shadowing through his or her work day. You observe the rigors of the job, the company culture, and ask lots of questions. 

Setting up a Job-Shadowing Experience 

· Before you try setting up a job-shadowing experience on your own, look into resources in your area for this kind of activity. College students, investigate whether you school has a formal job-shadowing program. Others should check into whether local or state government agencies offer such programs. 
Sometimes companies themselves offer job-shadowing programs. And check out the resources at the end of this article. 

· A job-shadowing experience can also be the outgrowth of an informational interview. At your interview, you might be asked if you'd like to stick around a little longer than the planned time for the interview; thus your informational interview segues into a job-shadowing experience. Or let's say you really hit it off with the person you're interviewing, or are extremely interested in his or her job function, or especially like the company atmosphere. You can ask if you can come back to spend some more time with your interviewee in a job-shadowing situation. 

· Whom should you shadow? Ideally, someone who is in the same type of job you think you would like to have or one you aspire to in the not-too-distant future. For college students, the ideal person to shadow is a recent graduate of your school, perhaps someone who had the same major as you. Connect with your school's alumni network to identify appropriate alumni. 

· Once you've located someone to shadow, write a letter or send an e-mail, allowing several weeks' lead time in advance of when you'd like to do the shadowing. (See the sample letter requesting a job shadow). Follow up with a phone call about a week later to pin down a date. Be prepared to be very flexible. The person you're shadowing is probably a busy professional who is going out of his or her way to accommodate you for the period of time you're asking for. While the idea is for the professional to go about business as usual while you observe, it's obvious that he or she may feel a bit restricted by your watchful eyes, so he or she is doing you a big favor. 

· It's a nice touch to invite your professional out to lunch on the day you're shadowing. Even if he or she declines, extending the invitation is a good way to find out about the lunch scene, such as whether you might need to brown-bag it if that's what everyone else does. 

· Research companies where you plan to shadow. While your best research will come from the actual shadowing, find out enough about the company so that you won't seem ignorant to the person you're shadowing. 

Getting the Most out of the Job-Shadowing Experience 

· Dress as you would for a job interview with the company or at least at the level of dress others in the company wear. See our article, When Job-Hunting: Dress for Success. 

· Arrive on time and be polite, courteous, and enthusiastic. Show the person you're shadowing how much you appreciate the time and opportunity to learn. 

· Don't be afraid to ask questions, but don't bombard the professional with so many questions that he or she can't get any work done. Any question that can be asked in an informational interview can be asked while job-shadowing, and we offer a set of appropriate questions. Take a notepad or even a small tape-recorder to record observations and answers to your questions. 

· If your professional attends a meeting on your shadow day, by all means ask if you can sit in. You can learn a lot about a company's culture by how it conducts its meetings. 

· While your aim is to observe a typical work day, be open to unexpected opportunities such as attending a trade show or meeting of a professional organization with your professional. 

· Be open to meeting as many people as possible during the experience. If you'd especially like to meet people in certain job functions, be sure to ask if your professional will introduce you. 

· Observe everything! Note what technology is used in the job. Identify the must-have tools without which your employer can't function without. Observe the surroundings in your professional's cubicle or office and determine how much of the environment reflects the professional's personality and how much is related to the job function or company. A stark workplace may indicate that the company frowns on personal touches. Notice how people dress and how casual or formal the atmosphere is. Determine whether workers seem bubbly and happy, stressed and harried, or sullen and morose. Note whether people stay late or rush out at quitting time. Learn more about determining company culture in our article, Uncovering a Company's Corporate Culture is a Critical Task for Job-Seekers. 

· Notice the communication channels in the workplace. Is most communication done by e-mail? Do co-workers frequently communicate with your professional by dropping by his or her workspace? Is communication primarily phone oriented? What's the level of formality in your professional's phone conversations? Is there a lot of gossip around the workplace? 

· For truly nitty-gritty research, consider asking to see such documents as the company's organizational chart, a job description of your professional's position, samples of your professional's work products, and a sample performance review form to get an idea of how workers are evaluated. 

· Be aware of the professional's and the organization's needs as you're shadowing, and do your best not to interfere with the normal workflow. 

· If you have good rapport with the person you're shadowing, consider asking for a resume critique and advice on interviewing at the company, as well as thoughts on coursework, internships, and work experience that will enable you to break into a job at that company. 

· Remember that the professional you're shadowing is now a valuable member of your network. Ask for a business card when you leave, and ask if the professional knows others in similar jobs that you might shadow. Also ask if you can stay in touch. 

After the Job-Shadowing Experience 

· Be sure to write a thank-you note to the person you shadowed. Again, he or she made a significant time and energy investment in you, and it's just common courtesy to say thanks. 

· You will certainly want to reflect on the shadowing experience, and you may want to do so in a guided or formal way. 
If you've gone through a school or other organization to arrange your job-shadow experience, see if there is a formal process or form to use for your reflections. 
· One of the most creative uses of the job-shadow experience comes from the world of informational interviewing. The scenario goes like this: At the early stages of job-hunting when you're trying to determine which companies to target, you do some job-shadowing at several companies. Then six months later or so, as you're applying to your target companies -- including some where you job-shadowed -- mention some of your observations about the companies in your cover letters. Job-seekers who demonstrate company knowledge almost always have an edge, and this technique can be especially effective if your observations and questions have uncovered an employer need that you can fill. Explain in your cover letter how you can solve a problem you observed or meet a need you saw, and you will have a huge advantage toward getting an interview with the company. Be sure to put a positive spin on the problem or need you observed; if you bash the company while trying to show why you should be hired, your efforts will have the opposite effect. 

Job-Shadowing Resources 

Job Shadow, the Web site behind the annual Groundhog Job Shadow Day, contains a wealth of resources on job-shadowing, including a comprehensive downloadable guide for employers, students, parents, and educators interested in organizing a job-shadow day. 

Exchanging Jobs, a free matching service for people who work in libraries and the information field, specializing in one-day job shadowing and job exchanges that can last for days, weeks, or even months. 

Directories of Job Shadowing Opportunities, sponsored by Reach Out! Michigan, this site offers Michigan shadowing opportunities organized by occupational category and geographic area. Geared to high-school and younger students. 

Find a Job Shadowing Position! From Career Connector, enables people to register for job-shadowing opportunities in the Chicago area and its suburbs. 

Job Shadowing from UNITE-LA School-To-Career describes shadowing activities and events in the Los Angeles area. 

Job Shadowing Success Story from Minnesota's Career Resources System, a success story geared to middle-school-age students. 
Workplace Supervisor’s Job Shadowing Feedback Sheet

Student: _______________________________
Job Site:____________________________
Date(s) of Job Shadow: 
________________________  Department/Floor:_______________
Type of Work Student Shadowed:

1. The student was on time:





 Yes
 
No

Comments:

2. The student was dressed appropriately. 


             
Yes 

No

Comments:

3. General comments about student behavior:

4. I’d be willing to have another student job shadow. 


Yes

 No

5. I would like to be considered for:

Tours     Mock Interviews 
     Work Experience     Career Presentations/Career Fairs

Other:

Workplace Supervisor’s Signature: ___________________________  Date: _________________
Telephone Number:_____________________________________________
[image: image1.emf]
Workplace Supervisor’s Role

[image: image2.emf]
Writing a Thank You Letter 

Thank you letters are an important business courtesy. When you tell people how much you appreciate good things they have done, you reward them for their efforts, make a good impression, and encourage them to repeat their participation. 
It is important to thank your "Workplace Mentor" for the time and effort they have given to help you in career exploration. The following is a model for a thank you letter. On a separate sheet of paper, write your own letter and send it to your "Workplace Mentor" or pass it along to your teacher and/or school coordinator to send it to them, based on the instructions you have been given. 

	{Date (month day, year)} 

{Your Mentor's Name}
{Your Mentor's Title} 
{Your Mentor's Department}
{Name of Company}
{Street Address}
{Suite, Floor or Room Number}
{City, State Zip Code} 

Dear {Mr., Mrs., or Ms. (Workplace Mentor's Last Name)} 

{Paragraph 1: Thank your Workplace Mentor for his or her time and helpfulness.} 

{Paragraph 2: Tell him or her why the experience was important to you. Share some of the things you learned through the job shadowing experience} 

{Paragraph 3: Add anything else you would like to say.} 

Sincerely, 

{Sign your name} 

{Print your Name Below Your Signature} 
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