English 12




Name:  ________________________

Job Shadowing Follow Up

10 points

Thank You Letter Guide

Write your letter and prepare the envelope right after completion of your Job Shadow experience.  It is important to mail the letter the following day.

While you write your letter remember the following:

· Type it

· Watch your spelling

· Begin your letter with a sentence that specifically thanks the employer for allowing you to spend time at his/her place of business.

· State something specific that you learned or enjoyed during your job shadow experience.

The following page contains a sample thank you letter.  It is a guide for you to use.  Please remember to use your own words and personalize your letter for you situation!!!

Sample Thank You Letter

Your Address

City, State Zip

April 22, 2004 –hit enter four times right here
Supervisor Name

Supervisor Title

Business Site Name

Address

City, State Zip- hit enter two times right here
Dear Supervisor Name, - hit enter two times right here
Thank you for giving me the opportunity to job shadow at ACME yesterday.  I realize that this took time away from your regular responsibilities, and I am most grateful for all the information that you were able to provide regarding your job at ACME. Hit enter two times right here
As I have shared my experiences with my family and friends, I have become more interested in learning about the career area of ___________.  My math, organizational skills, and computer skills are right in line with the skills needed to succeed in the _____________field.  I plan to take more computer classes next semester as we had discussed. Hit enter two times right here
Again, thank you for your part in enabling me to plan for my future. Hit enter two times right here
Sincerely, Hit enter four times right here
Your Name

Presentation Checklist

Presentation: Presentations will be conducted during the days of May 18 and 19, 2006.  Three people will evaluate every presentation.  Your parents are invited and encouraged to attend.  You must dress in a professional manner, be polite, have practiced, and be on time!  You will be given a time and a location the week before. Your presentation will be on a PowerPoint slide show and that will be 10 minutes long.  You will feature the following information on your slide show:

1. Introduction: Name, class, career pathway, and career chosen

2. Career Pathway: Explanation of the career pathway you chose and what type of careers are available for people in this field

3. Career: Discuss the career you would pursue.  Why are you interested in this career.  Give the amount of education you would need, the pay, job availability, and the skills you would need for this job.

4. Job Shadowing: Discuss where and whom you did your job shadowing with.  Comment on the responsibilities included in this job, the subject areas that would relate to this job, and what you learned from your work host mentor.  Tell us what you liked most about your experience and if it will help you make you decision in pursing this as your career.  Make sure that you put pictures of your experience to show that you actually did your job shadowing.

5. Plans for the future:  Discuss where you plan on going to college or trade school, your goals for school and life, what career that you will go into, and what you might need to work on to get through the “real world” when you get out of high school.

6. Conclusion: Wrap up your speech by stating the experiences that you had while doing your senior project and what you might have learned.  Talk about how this might have prepared you for the future in terms of academics and life.  Tell my why.  At the end of your presentation, thank the evaluators for giving up their time to view and participate in your senior project.

7. Movement: Make sure that your movement is not overdone and that it will flow naturally with your presentation.

