Job Shadow Summary
(Due when you have completed the shadowing)

Last day to report to the class is April 1, 2011

Assignment: (500 points)

1. Send an e-mail confirmation to the person that you are to job shadow.  Use “Spell Check” on all correspondence.  Make a photocopy for your portfolio (100 points).
2. After the experience, follow up with a hand-written thank you note (not an e-mail) to the person(s) that you shadowed. Make a black and white photocopy prior to mailing it.  The photo copy will eventually go into your portfolio. (100 points).
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3. Type a summary of your experience (200 points).  This is in two sections.

Part 1: 100 points
A)  Explain how you chose your career

B) How you found the business to shadow

C) All of the work involved in setting up the job shadow experience 

 Part 2: 100 points
A) Tell in detail what you did from the time you showed up to the time that you left (in 20-minute intervals) of the shadow experience

B) Complete a time log of what you did (times and descriptions throughout the job shadowing).  See sample below.  Download it from my website.

	
	TIME  LOG

	Time
	Activity

	8:00
	

	8:20
	

	8:40
	

	9:00
	

	9:20
	

	9:40
	

	10:00
	

	10:20
	

	
	


4. Make a poster on 8 ½” X 11” printer paper. (100 points)
Prepare a 2-minute presentation to the class after your job shadow experience describing what you wrote about in section #3. 

Your poster should have the title of the career that you pursued, and a few pictures that describe your career choice. Go to “Google” and click on “images” to download a few pictures.  Make sure that your name is on the poster.  
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