Employer Tips for Working With Young People 

In 

Job Shadow Experiences


Educational Institutions who are placing students in the community for career exploration activities should provide employers with resources that will support the scheduled activities.   These resources should include general information considerate of the students’ developmental level as well as more specific information targeting suggested content/activities.  Many excellent resources already exist providing direction in both of these areas and a list of those resources follows.  It is suggested that these resources serve as a guide for the development of “activity specific” resource packets which are tailored to the group of students being placed and the expectations of that particular placement.  It is often helpful for the employer to be aware of follow-up activities/assignments that students will be required to complete after their job-shadow experience.

A general outline for an employer packet taken from:

http://64.233.169.104/search?q=cache:zRy_l12Zr5QJ:www.ade.az.gov/cte/guides/rtf/07JobShadowingPG43-48RTF.rtf+handbook+for+employers+working+with+job+shadow+students&hl=en&ct=clnk&cd=2&gl=us
Preparing Employers.  Employers must be thoroughly prepared for the job shadowing experience.  Make sure that employers are aware of everything that they are expected to do.  Many districts prepare a handbook for employers which contains a combination of the following: 

1. Overview of legal responsibilities.  Although the job shadow is less complicated legally than other work-based learning activities, there are still some legal issues that employers should know.  Make sure that job shadow hosts understand potential liabilities in advance.
 

2. Instructions for working with young people. Many professionals are unaccustomed to the unique challenges of communicating and working with young people.  Remind hosts that they may be faced with student attitudes and expectations that may seem unrealistic in the workplace.  Encourage hosts to provide as many active learning experiences as possible.
 

3. Activity suggestions.  If time allows, hosts should conduct mock interviews as a means of making the experience realistic for students.  Hosts should also try to give students an accurate representation of the day-to-day activities of the work site by following their normal routines as much as possible.
 

4. Use of basic skills.  Encourage employers to emphasize the ways in which mathematics, language, science, writing, listening, and interpersonal skills are used in the workplace.
 

5. Checklist.  Employers will probably find a checklist very useful.  Checklist items might include: arranging parking, assigning hosts to individual students, preparing to interview students and informing other members of the organization about impending activities.
 

6. Copies of student questions.  Help employers to be better prepared by letting them know what kinds of questions will be asking.
 

7. Evaluation materials.  Employer response to the job shadow program is essential for maintaining a successful operation.  Provide employers with forms on which they can evaluate student participation, as well as the program itself.
This is a great top ten list taken from the following website from Southcentral Pa Career Information Network:

http://www.sccis.org/sccis-cfml-db/topten.htm
Top Ten List for Creating a Winning Job Shadow
1.
Assign one person in your business to act as a guide throughout the day, getting the student from one place to the next. Of course, students won't need a guide if they are shadowing one person throughout the entire day.

2.
Make them feel welcome and part of your team. Little things like having a company name badge made up for them, or providing them with a notebook with company materials can go a long way in making them feel valued.

3.
It's good for students to begin the day with an overview of your company or organization. Give them a sense of your mission and how you work as a team.

4.
Wherever possible, give them a hands-on experience of performing the actual job that they are interested in pursuing or at least observe and/or assist a person who is actually doing the job.

5.
Show them the "tools of the trade," which range from software, actual equipment, or even the "people skills" necessary in your line of work.

6.
Share information with them on the skills and education they will need to perform the job or career that interests them.

7.
Help them identify the courses they should be taking in high school to help prepare for this career. Assist them in making a connection between what they're doing in high school to the career they want to pursue.

8.
If they'll need training and education after high school to work in your career, please identify what they should be considering.

9.
During lunch let them hear life stories from your staff on how they got to where they are today and what they enjoy most in their work.

10.
Kids want to do more than just observe, so please find ways in which they can actually participate in performing the job. They may be a bit shy, so you might have to draw them out. One way is to ask them about their impressions throughout the day, work with them in filling out their Job Shadow Worksheet or give them a situation and ask them how they would handle it – this they especially like.
OTHER RESOURCES:

1.  Job Shadowing Handbook: http://www.state.nj.us/education/voc/shadow.htm
A document created by the New Jersey School-to-Career Partnership which includes some great resources for workplace mentors including a great overview for employers to use to decide if job shadowing is for them.

2. Job Shadowing Information for Employers: http://www.careerservices.txstate.edu/Employers/shadowing.html
    A Q and A document from Texas State University providing 
employers with an overview of the purpose of the job 
shadow experience and what to expect.

3. Junior Achievement Job Shadow Site Coordinator Manual


http://www.jobshadow.org/downloads/pdf/Site_Coordinat   
o  r_Guide.pdf

A document from Junior Achievement that provides great 


Tips for employers/teachers in coordinating job shadow 


activities.

