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. 

This worksheet will guide you through the important points to remember from your Job Shadow experience. Please ask the person you shadowed to sign it. They should keep a copy for their records and you should share it with your teacher or guidance counselor. Do us a big favor and ask your shadow or school to fax us a copy at 732-8414 (CAIU, Attention: Roxanne Wright). 

 Describe three of the most interesting things you discovered today about this career. 

·   

·   

·   

 What skills and educational training will you need to perform this job? 


 Skills: 









 Education: 









 What's the most surprising thing you learned today about this career? 





 What can you do right NOW, while you're in high school to prepare for this career? 

·   

·   

 Your Name: __________________________________ Career: ____________________________ 

	High School: _____________________________________________
	Fresh  Soph  Jr  Sr

	 
	(Circle your current year)


	Home Address: ___________________________________________________________________

	 
	Street
	City
	Zip Code


 How did you find out about our web site? ___________________________________________ 

 Your reaction to today and any suggestions? 










	_______________________________________________________________________

	(Signature of Job Shadow Mentor and Title)
	(Date)


	_______________________________________________________________________

	(Name of business and address)


