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Foreword
JA Worldwide is a nonprofit organization dedicated to inspiring and preparing young people 
to succeed in a global economy. Since its founding in 1919, JA has contributed to the 
business and economic education of more than 79 million young people around the world.

Junior Achievement uses hands-on experience to help young people understand the 
economics of life. In partnership with businesses and educators, JA brings the real world to 
students, opening their minds to their potential. 

Program Overview
JA high school programs are developed with a primary emphasis on social studies content, 
while providing a strong secondary emphasis on mathematics, reading, and writing skills. 
Students learn fundamental business and economic concepts, explore career interests and 
opportunities, and learn important principles of financial literacy. Through a variety of 
experiential activities, students better understand the relationship between what they learn in 
school and their successful participation in a global economy. 

Materials for each program contain detailed session plans, informative workbooks for 
students, and additional learning materials to ensure a successful experience for students, 
teachers, and volunteers.

The high school programs are part of JA Worldwide’s integrated curricula for grades K-12, 
designed to help students understand the world of economics and prepare them for lifelong 
learning and achievement.

For more information about JA Worldwide programs for high school, middle grades, and 
elementary grades, visit JA online at www.ja.org, or send mail to: Vice President of Product 
Development and Program Support, JA Worldwide Headquarters, One Education Way, 
Colorado Springs, CO 80906.

Thank You!
JA Worldwide appreciates the commitment you have made to this program’s success. We are 
certain you and your students will find JA Job Shadow to be an informative, worthwhile, and 
enjoyable experience. 
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JA Job Shadow Goals
JA Job Shadow meets the needs of a diverse group of high school students by providing 
engaging, academically enriching, and experiential learning sessions in work-readiness 
education and career perspectives.

Following participation in the program, students will be able to: 
•	 Identify and demonstrate the work-readiness skills needed to research, get, and 
		 keep a job.
•	 Develop innovative personal strategies to achieve lifelong learning pursuits and 

career opportunities.

Program Materials
Please review all materials. Contact your local JA Office with any questions regarding the 
program materials.

Teacher Guide
The Guide is designed to minimize your preparation time and maximize your effectiveness in 
delivering each program session.

Master List of Materials
The program requires that students use hands-on materials, so you should review and 
organize these materials prior to each session. For your convenience, a Master List of 
Materials is provided on Page 5 of this Guide. 

Session Plans
Session plans are designed to help you organize and deliver the sessions:

•	 Overview—Summarizes each session.
•	 Objectives—Identifies the knowledge students will gain from each session.
•	 Concepts and Skills—Offers educational topics for each session. 
•	 Preparation—Provides advice for planning ahead for each session.
•	 Recommended Time—Offers a suggested time frame for each segment of 
		  the session.
•	 Materials—Lists materials needed for each session. Supplementary materials are 
		  not provided.
•	 Presentation—Guides teachers through sessions and discussions, ensuring smooth 

content presentation. Margin notes suggest teaching strategies, define key terms, and 
list concepts and skills for each session.

•	 Summary and Review—Reinforces objectives before concluding each session.
•	 Extended Learning Opportunity—Provides optional activities to implement, 
		  when appropriate.
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Student Workbooks
Student Workbooks are needed to prepare students for and assist them during the Job Shadow 
site visit.

Certificates of Achievement
To recognize participation in the program, a Certificate of Achievement for each student is 
presented during the Job Shadow site visit. Site coordinators complete the Certificates and 
will need to obtain an up-to-date class roster from you prior to the site visit.

Encourage the students to show the Certificates to potential employers and/or include them in 
their high school portfolios.

Program Survey
Please go online at www.ja.org/programs/programs.shtml to complete the survey at 
the program’s conclusion. Your feedback will help improve the quality of 
JA Worldwide programs. 

Career Assessments 
As JA Job Shadow participants, students are encouraged to complete a series of online career 
assessments and explore the JA Career Center. The career assessments—Super’s Work Values 
Inventory, Kuder Skills Assessment, and Kuder Career Search with Person Match—allow 
students to explore career clusters that best align with their skills, interests, and values. 

Following the completion of these assessments, students can further explore the career 
possibilities for which they seem best matched.

Within the online JA Career Center, students will find information and resources about 
different job industries, specific careers, and individual occupations. With thousands of 
occupations from which to choose, industry-specific clusters make career exploration easier.

Instructions for accessing the online career assessments are provided in the Student 
Workbook on Page 8. 

You also may complete the assessments by following these steps:

•	 Visit http://studentcenter.ja.org/, and click on the “Find a Career” icon.
•	 Click on the link titled “Take Assessment.”
•	 Click “New Users Register Here!” (If you already have registered, enter your 

username and password to log on.) 
•	 Complete the registration information, and click “Register.”
•	 Use the following batch codes to take each of the three assessments:
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Super’s Work Values Inventory: V93539RYM
Kuder Skills Assessment: S93537RYM
Kuder Career Search with Person Match: I93538RYM

•	 Click “Go” to complete the assessment.
•	 Repeat for each assessment.
•	 Use the tools and resources within the assessment to create a personalized portfolio 

and navigate the JA Career Center.

Site Visit
Job Shadow Day
Job Shadow Day introduces students to the workplace and the career opportunities available 
to them. Although the product developed or service provided differs from business to 
business, many companies provide similar career opportunities. For example, public relations 
firms, government agencies, and biotechnology firms all need accountants, project managers, 
and writers. 

The JA Job Shadow experience inspires students to be entrepreneurial in their approach to 
work by introducing them to innovative and creative solutions in the workplace. Students 
learn the basic skills that will make them valuable assets to any employer. 

Job Shadow Coalition Mission
The Job Shadow Coalition is dedicated to students being better prepared for work by 
engaging them in comprehensive Job Shadow experiences that can:

•	 Demonstrate the connection between academics and careers, motivating students to 
learn by making their class work more relevant.

•	 Introduce students to the requirements of professions and industries to help them 
prepare to join the workforce of the 21st century.

•	 Encourage mentoring between young people and caring adults.
•	 Inspire a shared responsibility across all sectors for the development of a competitive, 

adaptable, and successful workforce.

The following information will help prepare the students for a Job Shadow site visit.

General Tips
•	 Be prepared to lead all sessions before and after the Job Shadow site visit.
•	 Reinforce the Job Shadow learning objectives in the classroom.
•	 Make sure the students have reviewed the Today’s In-Box Worksheet and completed 

all necessary paperwork and permission forms prior to the Job Shadow site visit.
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Creating Expectations
•	 Reinforce the role of schoolwork in the workplace.
•	 Demonstrate how English, mathematics, social studies, science, and work-readiness 

skills are used every day at work.
•	 Introduce the students to the work-readiness skills identified in the program.
•	 Have the students complete their Self-Assessment Form located on Page 4 in the 

Workbook. Explain the structure of the forms.
•	 Focus on the role of teamwork at school and on the job. Showcase how teamwork 

relates to success.
•	 Demonstrate that lifelong learning is important to continued success in the workplace.

Working with the Site Coordinator
•	 Contact your site coordinator prior to your scheduled Job Shadow site visit and 

request the following information:
ü	A company description and detailed contact information
ü	Lunch arrangements
ü	Dress code and safety regulations
ü	A mutually approved agenda of events
ü	Specific student drop-off and pick-up locations

•	 Discuss with your site coordinator the best way to work with students with 
		  special needs.
•	 Describe what the students are studying and how this might relate to the site visit.
•	 If students will be matched in specific careers, discuss student interests. 
•	 Review the Today’s In-Box Worksheet located in the Student Workbook on Page 9 

and in this Guide on Page 14.

Master List of Materials
				           										          Sessions
Quantity	 Item #	 Item					     1			  2	 3	 Site Visit

	 1			  JS001	 Teacher Guide			  • 			   • 	 •	 •
	 32			  JS002	 Student Workbooks			  •			   •	 •	 •
	 1			  JS003	 Site-Coordinator Guide			  •
	 32			  JS004	 Certificates of Achievement								        •
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Session One

Perfect Match
Overview
Working in groups, students conduct mock interviews. They are introduced to the 16 Success 
Skills and the Job Shadow experience.

Objectives
Students will be able to:

•	 Identify and evaluate skills based on personal experience.
•	 Demonstrate effective interviewing skills.

Preparation
Review the session plan and materials list. Review the Student Workbook pages that 
correspond to the activities for this session.

In the back of this Guide is a set of 32 Interview Cards. Review the Cards, and cut them out 
prior to the session. 

Review any company/organization information received from your site coordinator, and 
determine how best to present it to the students.

Recommended Time
This session typically takes 45 minutes to complete.

Materials
•	 32 Student Workbooks
•	 32 Job Interview Cards 
•	 32 Pens or Pencils (not included)

Presentation

Introduction
Explain to the students your role in presenting JA Job Shadow, as well as your role with 
Junior Achievement, an organization that seeks to inspire and prepare young people to 
succeed in a global economy.

Provide a brief overview of the program. Explain that they will have the opportunity to 
go inside the world of work, where they will shadow a professional and participate in a 
professional work environment. 

Concepts
Interests 
Interview
Resume
Skills

Skills
Analyzing information
Critical thinking
Oral and written 
communication
Public speaking
Working in groups

Introduction 
Time
10 minutes

Curriculum Note
Point out to the 
students that the 
individual they shadow 
may or may not 
represent a career of 
interest. The role of the 
site visit is to introduce 
students to the 
workplace and the skills 
necessary for their 
successful participation 
in the world of work.
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Session One

Perfect Match
Overview
Working in groups, students conduct mock interviews. They are introduced to the 16 Success 
Skills and the Job Shadow experience.

Objectives
Students will be able to:

•	 Identify and evaluate skills based on personal experience.
•	 Demonstrate effective interviewing skills.

Preparation
Review the session plan and materials list. Review the Student Workbook pages that 
correspond to the activities for this session.

In the back of this Guide is a set of 32 Interview Cards. Review the Cards, and cut them out 
prior to the session. 

Review any company/organization information received from your site coordinator, and 
determine how best to present it to the students.

Recommended Time
This session typically takes 45 minutes to complete.

Materials
•	 32 Student Workbooks
•	 32 Job Interview Cards 
•	 32 Pens or Pencils (not included)

Presentation

Introduction
Explain to the students your role in presenting JA Job Shadow, as well as your role with 
Junior Achievement, an organization that seeks to inspire and prepare young people to 
succeed in a global economy.

Provide a brief overview of the program. Explain that they will have the opportunity to 
go inside the world of work, where they will shadow a professional and participate in a 
professional work environment. 

Research 
Opportunity
Have the students 
use the Internet to 
conduct research 
on the business or 
organization they 
are scheduled to 
visit. Specifically, 
have the students 
identify the corporate 
mission statement, 
employee rights and 
responsibilities, and 
job postings.

Activity Time
25 minutes

Key Terms
Interests: A person’s 
preferred activities or 
hobbies.

Self-knowledge: 
The special qualities 
each person 
possesses, including 
her or his skills, 
interests, and values.

Skills: A person’s 
talent or abilities.

Transferable skills: 
Skills needed in 
many different jobs, 
consistently over 
time. 

Regardless of the workplace—private, government, or nonprofit—preparation is key to the 
day’s success. Students will participate in two preparatory sessions prior to the Job Shadow 
site visit.

During the site visit, students are expected to participate in various activities, as well as 
observe how their knowledge and skills can be applied daily on the job.

Students should expect to tour the facility and be introduced to a variety of careers. 
Describe the workplace the students will visit and any available information about the 
business or organization. 

Distribute the Student Workbooks, and instruct the students to write their names on them. All 
necessary materials and permission forms are included in the Workbook. Workbooks also are 
needed for the site visit.

Activity

Perfect Match Interviews
Explain to the students that it is important for them to gain self-knowledge as they go 
through life and make decisions about their education and careers. Define self-knowledge as 
the special qualities each person possesses, including her or his skills, interests, and values.  

Define interests as a person’s preferred activities or hobbies. Interests can be hobbies that 
people enjoy in their spare time or activities they like doing at school or work. 

Define skills as a person’s talent or abilities. Some skills may come naturally (musical or 
athletic ability), and some may be developed through school, work, or other study. 

Ask the students to turn to Page 1 in their Workbooks and review the 16 Success Skills. 
A detailed copy of the Skills is provided on Page 19 of this Guide. Explain to the students 
that all 16 Success Skills are transferable skills—skills needed in many different jobs, 
consistently over time. These skills are needed to achieve and experience professional and 
personal success. 

Explain that they already use many of the 16 Success Skills, while others may need further 
development. The more students understand and use these skills, the more likely they will be 
to apply them to life situations.

Ask the students why these skills are necessary for success in the workplace. Can they think 
of a time that they used these skills? 

Tell the students that today they will review the 16 Success Skills and assess themselves and 
their peers on the ability to effectively participate in a mock interview.
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Separate the class into groups of four students. Organize the groups so that two of the group 
members (the interviewer and the interviewee) sit directly across from each other. The 
remaining group members (observers) sit to the side and provide feedback.  

Before distributing the Job Interview Cards, consider completing two sample situations so 
that each student can practice the role of interviewer and interviewee. Have them switch 
roles after the first situation.

•	 Situation One: Describe how to tie your shoes.
•	 Situation Two: Describe how to brush your teeth. 

Discuss student observations. What was difficult in describing the situations? Did the 
interviewee provide too much information, or not enough?

Randomly distribute four Interview Cards to each group. Point out that each Card contains a 
detailed description of a Success Skill along with a corresponding interview question. 

Have the students take turns being the interviewer, the interviewee, and the observer. Allow 
time for the groups to complete the questions and discuss the responses. If time permits, 
have the groups exchange Cards with other groups and continue the interviews. 

The objective is for the interviewee to demonstrate his or her understanding of each 
Success Skill. 

Call time. Briefly review the 16 Success Skills with the class, and have each group share 
its observations. 

Summary and Review
During the Job Shadow site visit, students will learn about an individual’s job duties and 
skills. As a class, brainstorm responses to the following question:

•	 What skills are employees expected to bring to the workplace?

Explain that today’s workplace requires employees to communicate effectively, engage in 
teamwork, make decisions, problem-solve, and be willing to learn new skills.

Describe how increased skills and knowledge result in higher earning potential. Allow time 
for the students to complete the Self-Assessment Form on Page 4 in the Workbook. 

As a class, review the student responses, and discuss ways they can increase their proficiency 
in the lowest-rated skills. Collect the Workbooks for use during the next session.

Curriculum Note
Instead of separating 
the class into groups, 
consider playing the 
role of interviewer and 
asking for student 
volunteers to play the 
role of interviewee.

Summary and 
Review Time
10 minutes



9

Session Outline
Introduction

•	 Explain your role in presenting JA Job Shadow, as well as the upcoming site visit.
•	 Briefly introduce the program.

Activity
•	 Distribute the Student Workbooks.
•	 Define self-knowledge, interests, skills, and transferable skills.
•	 Separate the class into groups, and complete the Perfect Match Interviews.

Summary and Review
•	 Brainstorm the skills necessary to participate in today’s workforce.
•	 Complete the Self-Assessment Form.
•	 Collect the Workbooks.



10

Session Two 
Now What?
Overview
Individually, the students prepare a resume and complete the paperwork necessary for the 
upcoming Job Shadow site visit. 

Objectives
Students will be able to:

•	 Prepare a personal resume.
•	 Evaluate work-readiness skills.

Preparation
Review the session plan and list of materials. Review the Student Workbook pages that 
correspond to the activities for this session.

Become familiar with the Top 10 Resume Tips on Page 20 in this Guide. This information 
also is included in the Student Workbook on Page 14.

Review the Consent and Medical Authorization Forms. Establish a deadline for the students 
to return the completed forms prior to the site visit. 

Encourage the students to visit the JA Career Center at http://studentcenter.ja.org/. By 
clicking on the “Find a Career” icon, students will have access to information and resources 
about different job industries, specific careers, and individual occupations.

The JA Career Center is organized by industry-specific clusters to make career exploration as 
easy as possible. Encourage the students to complete a series of online career assessments by 
following the instructions on Page 8 of the Workbook and Page 3 of this Guide.

Recommended Time
This session typically takes 45 minutes to complete.

Materials
•	 32 Student Workbooks
•	 32 Pens or Pencils (not provided)

Presentation

Introduction
Distribute the Student Workbooks, and ask the students to review their completed 
Self-Assessment Form located on Page 4.

Concepts
Career cluster
Resume
Work-readiness skills

Skills
Analyzing and 
interpreting information
Brainstorming
Self-assessment

Introduction 
Time
5 minutes
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Discuss any student observations and reactions from the previous session. 

Explain that this is the final session before the Job Shadow site visit. Direct the students to 
the Consent and Medical Authorization Forms located on Pages 15-16 in the Workbook. 
(Examples also are located on Pages 23-24 of this Guide.)

These forms—completely filled out, signed, and submitted—are required for the students to 
participate in the site visit. Review the forms, and notify the students of the submission deadline.

Ask the students to turn to the High Expectations section on Page 5 of the Workbook. Read 
aloud the directions, and review the learning objectives with the class. 

Discuss any student questions or concerns, and allow time for the students to complete
the worksheet.

Activities

Resume Writing
Direct the students to the work-readiness skills listed on Page 5 in the Workbook. Review 
each skill, and explain its significance in the world of work.

Work-Readiness Skills:
The following work-readiness skills will prove invaluable in succeeding in the workplace.

•	 Build Rapport: Interact with others in a way that is appropriate to the situation and 
shows interest in, and sensitivity to, others’ thoughts and feelings. 

•	 Resolve Conflict and Negotiate: Identify the conflict, and consider both sides to 
develop an acceptable solution.

•	 Cooperate with Others: Be courteous and friendly; accept others’ contributions.
•	 Reflect and Evaluate: Think about your current knowledge and understanding, and 

what that means to you. 
•	 Solve Problems and Make Decisions: Understand the problem, gather information, 

and evaluate.

Explain that work-readiness skills are transferable skills. Regardless of the job or an 
applicant’s work experience, these skills are assets in any workplace and are necessary for 
professional success.

Allow time for the students to complete the Resume on Page 6 in the Workbook. Using the 
work-readiness skills (listed on Page 5) as a guide, request that they complete each section of 
their Resume by detailing their personal and professional experience.

Encourage the students to review the Top 10 Resume Tips located on Page 14 in the 
Workbook. They also should review and refer to the 16 Success Skills and their Self-
Assessment Forms when completing the Resume worksheet.

Activity Time
30 minutes
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Explain the importance of describing their experience and understanding of work-readiness 
skills throughout the Resume. Mention that their Resume will be reviewed and discussed by 
their workplace host during the Job Shadow site visit.

Point out to the students that resumes are required to complete many of the tasks conducted 
at the site visit.

As a class or in small groups, have the students evaluate the completed Resumes. Respond to 
their questions or concerns.

Summary and Review
As a class, discuss the workplaces and jobs the students experience and interact with on a 
daily basis. Ask them to consider what they find appealing about these examples. 

Review the Today’s In-Box Worksheet on Pages 9-10 of the Student Workbook. Make sure 
the students are prepared to interview their workplace host and that they understand the 
structure of the site visit.

Explain to the students that Job Shadow is more than just observing people in the workplace. 
They will experience what happens in the world of work, and identify the skills necessary 
to get a job and keep a job. They will see firsthand how what they learn at school is used in 
the workplace.

Define nonverbal communication as a form of communication in which people use gestures 
and body language to express ideas and opinions. Explain the importance of nonverbal 
communication in the workplace. Encourage students to look for examples during the 
site visit.

If time permits, have student pairs practice introducing themselves. Allow time for them to 
practice shaking hands and making eye contact. Have them describe any key points of their 
Resume to their partner.

Reinforce the idea that the students need to review and prepare all student materials (Consent 
Form, Medical Authorization Form, High Expectations, Today’s In-Box Worksheet, and 
Resume) by the deadline.

Allow the students to keep the Workbooks to finalize their paperwork.

Summary and 
Review Time
10 minutes

Key Term
Nonverbal 
communication: A 
form of communication 
in which people use 
gestures and body 
language to express 
ideas and opinions.
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Session Outline
Introduction 

•	 Distribute the Student Workbooks.
•	 Have the students review their completed Self-Assessment Forms.
•	 Complete the High Expectations learning objectives in the Workbook.

Activity
•	 Review the work-readiness skills, and complete the Resume in the Workbook. 

Summary and Review
•	 Review the Today’s In-Box Worksheet.
•	 Discuss nonverbal communication.
•	 Remind the students to complete all necessary site-visit paperwork.

Optional Research Opportunity
Career clusters are broad industry-specific groupings that make career exploration as easy 
as possible. 

Working as partners or in small groups, have the students investigate the JA Career Center at 
http://studentcenter.ja.org/ and complete the Career Cluster Table worksheet on 
Page 7 in the Workbook. 
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Site Visit 
Today’s In-Box Worksheet
Students are expected to complete this Worksheet (located on Pages 9-10 in the Student 
Workbook) with the workplace host during the site visit.

Using the information provided during the site visit, students complete each task in the 
space provided in the Workbook.
	
Task One: Company Mission Statement

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Task Two: Workplace Host Information

•	 Name: ____________________________________________________

•	 Title: _____________________________________________________

Work-Readiness Skills:

The following work-readiness skills will prove invaluable in succeeding in the workplace.
•	 Build Rapport: Interact with others in a way that is appropriate to the situation and 

shows interest in, and sensitivity to, others’ thoughts and feelings. 
•	 Resolve Conflict and Negotiate: Identify the conflict, and consider both sides to 

develop an acceptable solution.
•	 Cooperate with Others: Be courteous and friendly; accept others’ contributions.
•	 Reflect and Evaluate: Think about your current knowledge and understanding, and 

what that means to you. 
•	 Solve Problems and Make Decisions: Understand problems, gather information, 
		  and evaluate.

Task Three: Company Tour Observations

Record your observations in the space provided.
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•	 Dress: _______________________________________________________________

_______________________________________________________________________

•	 Workplace expectations:_________________________________________________

_______________________________________________________________________

•	 Greetings and introductions:______________________________________________

_______________________________________________________________________

Task Four: Student-Led Interview Questions

Ask the workplace host the following questions during the student-led interview.
•	 What experiences in your life show you can be a hard-working, 
		  trustworthy employee?
•	 What do you see yourself doing five years from now?
•	 If you find that you have a serious personality conflict with a coworker and it is 

starting to affect your job performance, how will you handle the problem?
•	 If a customer complains to you about the service he or she has received, what will 
		  you do?
•	 What do you consider to be your greatest strength? What is your greatest weakness?

Task Five: Host-Led Interviews 

Be prepared to respond to the following questions during the host-led interview
•	 What do you see yourself doing five years from now?
•	 How do you handle conflict? Explain.
•	 Think of a time when you worked as part of a team. What were your experiences? 

Were you able to complete assigned tasks? If not, what did you learn from 
		 the experience?
•	 Which of the work-readiness skills is your strongest? Why?

Task Six: Debrief

Describe your favorite aspect of the Job Shadow site visit.

__________________________________________________________________________

__________________________________________________________________________
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Session Three

Looking Back
Overview
Students use the work-readiness skill Reflect and Evaluate to complete a personal 
action plan.

Objectives
Students will be able to:

•	 Evaluate their personal progress.
•	 Prepare a business thank-you note.

Preparation
Review the session plan and list of materials. Review the Student Workbook pages that 
correspond to the activities for this session.

Recommended Time
This session typically takes 45 minutes to complete.

Materials
•	 32 Student Workbooks
•	 32 Pens or Pencils (not provided)

Presentation

Introduction
As a class, discuss the Job Shadow site visit using the following prompting 
questions/statements:

•	 What was the most memorable aspect of the experience?
•	 What did you learn about the organization and its people?
•	 Describe how the workplace hosts demonstrated work-readiness skills.  

Activity
Direct the students’ attention to the Personal Action Plan beginning on Page 11 in the 
Workbook. Review the questions as a class, and allow time for the students to complete their 
plans. Ask student volunteers to share their observations and feedback with the class.

Summary and Review
Explain to the students that, in many situations and cultures, it is standard practice to send 
a thank-you note. The same is true for the business world. People like to be appreciated for 
their time and effort.

Concept
Reflect and evaluate

Skills
Goal-setting
Written 
communication
Self-assessment

Activity 
Time
20 minutes

Summary and 
Review Time
15 minutes
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Explain that the workplace hosts were volunteers. They invested their personal time in 
preparing activities and sharing their experience because they care about the students’ future. 

Tell the students that a business thank-you note is formal, focused, and brief. It is neatly 
written or typed and free of grammatical and spelling errors.

Have each student prepare a one-paragraph thank-you note describing his or her experience 
using the letterhead at the back of the of the Workbook. 

Have each student verify and include the full name and title (properly spelled) of his or 
her workplace host. For the return address, have the students use their names and the 
school’s address. 

Collect the thank-you notes, and send them in one envelope to the site coordinator. He or she 
will distribute the notes. Consider sending copies to the local JA Office. Congratulate the 
students on their success. Encourage them to review and update their Personal Action Plans 
on a continual basis. 

Session Outline
Introduction 

•	 Review the site visit.

Activity
•	 Complete the Personal Action Plan.

Summary and Review
•	 Complete the business thank-you notes.
•	 Congratulate the students on their success.
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Glossary
Brainstorming
A method used to generate ideas.

Career
Work that not only provides income but also is important to the worker for reasons that meet 
his or her values, interests, and abilities. 

Interests
A person’s preferred activities or hobbies.

Nonverbal communication
A form of communication in which people use gestures and body language to express ideas 
and opinions.

Reflect and evaluate
Think about your current knowledge and understanding, and what that means to you. 

Resume
A written summary of a person’s education and work experience.

Self-knowledge
The special qualities each person possesses, including his or her skills, interests, and values.

Skills
A person’s talents or abilities.

Transferable skills
Skills needed in many different jobs, consistently over time.

Values
A person’s beliefs and ideals.
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The 16 Success Skills 
Read with Understanding: 
Define my purpose for reading.
Determine my reading technique for this situation: skim or read slowly, and/or take notes. 
Read for understanding. If I do not understand, what do I need to do to comprehend 
accurately? 

Convey Ideas in Writing: 
Define my purpose for writing. What do I want others to read? 
Put my ideas in order.
Use correct grammar, spelling, and sentence structure. 
Review.
Ask others to review and provide feedback. 

Speak So Others Can Understand: 
Define my purpose for speaking. What do I want others to hear?
Organize my thoughts or points.
Use words, grammar, tone of voice, and body language that fits my purpose. 
Speak and reflect.
Ask questions. Check for understanding.

Listen Actively: 
Pay attention to what is said. 
What is my goal for listening?
Listen and reflect.
Check for understanding.

Observe Critically: 
Pay attention to visual information.
Check for understanding. If I do not understand, what do I need to do to 
comprehend accurately? 
Evaluate the information. Is it believable? Is it accurate, or is it biased? 
Gather information.
Reflect on the observation. 

Use Math to Solve Problems and Communicate: 
Apply appropriate skills. Do I need to solve a problem, make a prediction, or accomplish 
a task? 
Gather information.
Evaluate the solution. 
Select and review the best way to explain the results. 
Check for understanding. 
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Plan: 
Determine goals, and prioritize.
Evaluate priorities. What needs to get done first?
Execute the plan. 
Evaluate my effectiveness. Make adjustments, if needed. 
Reflect. Did my plan work? 

Solve Problems and Make Decisions: 
Understand the problem.
Gather information.
Determine possible solutions.
Evaluate the pros and cons of each possible solution. 
Execute the best solution.
Evaluate the solution.
Reflect. Did my solution work? 

Cooperate with Others: 
Be courteous and friendly; accept others’ contributions.
Ask others for input.
Clearly state personal ideas and opinions.
Recognize personal needs and the needs of others. Reflect and evaluate. 

Advocate and Influence: 
Determine what I want out of the situation.
Evaluate possible resources. 
Gather information and build a case, while considering the needs and interests of others.
Present the case.
Reflect and evaluate external feedback. Make changes, if necessary.

Resolve Conflict and Negotiate: 
Recognize that conflict exists.
Identify areas of agreement and disagreement. 
Evaluate multiple ways of resolving a conflict. Identify solutions in which everyone wins. 
Work with others involved in the conflict to determine a plan to move forward. 
Evaluate the plan. Make changes, if necessary. 
Reflect.

Guide Others: 
Determine others’ needs. Can I be of help?
Work together to determine the best solution.
Evaluate the solution.  
Was I helpful? Reflect.
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Take Responsibility for Learning: 
Set goals for learning. What do I know now, and what would I like to know in the future? 
Determine my learning style. 
Evaluate. Am I learning? What is my learning objective? 
Apply my new skills and understanding to a real-life situation. 

Reflect and Evaluate: 
Determine what I know now, and what I want to know in the future. 
Create a plan to accomplish it. 
Is the plan workable? Make predictions or judgments, and revise the plan, if necessary.

Learn through Research: 
Ask questions, or make a prediction about a situation. 
Gather information.
Organize information, analyze it, and interpret the results. 
Evaluate whether the results answer the question or confirm the prediction. 

Use Information and Communications Technology: 
Determine the purpose.
Evaluate which technological tool is best. 
Utilize tools to accomplish the task. 
Evaluate. Make changes, if necessary. 
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Top 10 Resume Tips
1. 	 Stick to the basics.

Keep your resume professional by using white or cream-colored paper and a simple 
typeface. Colored and/or scented paper is unacceptable.

2.	 Focus on accomplishments.
Present yourself. Describe previous work experience, and list any awards or leadership 
roles. Include activities, such as “National Speech and Debate Competition qualifier.” 
Show potential employers your commitment and leadership qualities. 

3.	 Be specific.
Customize your resume for each position and employer. When listing previous positions 
or activities, include specifics. This sets you apart from the crowd.  

4.	 Keep it brief.
Employers are busy. They may have 10 or more applications for every one job posting. 
Keep your resume brief; one page usually is sufficient.

5.	 Check the facts.
Do not estimate dates and titles. If you are unsure of an employer’s title, dates of your 
previous jobs, or years of school—don’t guess. Stretching or estimating information will 
come back to haunt you and could eliminate you from consideration. 

6.	 Include a cover letter.
Employers categorize applicants by the quality of their cover letters. This is your 
chance to expand on your qualifications and provide employers with a glimpse into 
your personality.  

7.	 Include the right information. 
A job termination, or a failed class, should not be listed on your resume. Include accurate 
and honest information that presents you in the best possible light. 

8.	 Speak to your audience. 
Research the company and position before applying. Employers recognize and appreciate 
the extra effort. 

9	 Keep it professional.
Employers do not want to know that you enjoy scrapbooking and running, unless it 
directly relates to the potential position. Leave hobbies, height, weight, religion, sexual 
orientation, and any other personal information off your resume. 

10.	Proofread, proofread, proofread.
Always use spell-check. Take advantage of this computer software. It identifies many 
typos but not all. (For example, the words “there” and “their” commonly are misused 
on resumes and in cover letters, as are “its” and “it’s.”) Proofread your work several 
times, and ask a friend or family member to review it, as well. The more time you spend 
proofreading your resume and other application materials, the better they will be. 
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Consent Form
Your child is invited to participate in a Job Shadow site-visit experience. Your child will 
be assigned to a workplace host who will lead him or her through a typical day on the 
job. Participants will discuss and explore various aspects of the workplace, as well as the 
skills necessary to get a job and keep a job.

Your child will join other students, teachers, and workplace hosts for a luncheon to review 
what they observed and learned during the day’s activities. For your child to participate, 
you must complete this form and return it to the teacher before the scheduled site visit. 
Thank you.

Permission to Participate
 
My student, __________________________________, may participate in a Job Shadow 		
                                                (name)

 site visit, taking place at _________________________on _____________________ 
			                   (site)  				      (date) 

 between the hours of __________ a.m. and ______ p.m.

Permission to Travel 
I understand that my child, _____________________________, will travel to and from 
the workplace under the supervision of school staff.

Photo Release
I understand that this event attracts media attention and also is used to promote 
partnerships between schools and businesses, so there is a possibility that my child will be 
photographed during this experience. I grant permission to photograph my child, 
__________________________________, for these promotional and educational 
purposes.

Guardian Signature						      Date

____________________________________		  __________________
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Medical Authorization Form
Should it be necessary for my child to receive medical treatment while participating in a Job 
Shadow site visit, I hereby give the school district and workplace personnel permission to 
use their best judgment in obtaining medical service, and I give permission to the physician 
selected by the school district personnel to render whatever medical treatment he or she 
deems necessary and appropriate.

Permission also is granted to release necessary emergency contact/medical history to the 
attending physician, or to the workplace, if needed.

For your child to participate, you must provide the information requested below and return 
this form to the teacher before the scheduled site visit.

Student Name:_______________________________________________________________

Address:____________________________________________________________________

Home Phone:________________________________________________________________

Date of Birth:________________________________________________________________

Guardian Name:_____________________________________________________________

Relation to Student:_ ___________________________      Phone:_____________________

Additional Contact:_ _________________________________________________________
 
Relation to Student:_ ___________________________      Phone:_____________________

Family Doctor:_ _______________________________      Phone:_____________________

Preferred Hospital:_____________________________      Phone:_____________________

Does your child require any special accommodations because of medical limitations, 
disability, dietary constraints, or other restrictions? Please explain.

__________________________________________________________________________

__________________________________________________________________________

I hereby agree to all of the above authorizations and permissions.

Guardian Signature						      Date

____________________________________		  __________________



Job Interview Card
Read with Understanding: 
• Define my purpose for reading.
• Determine my reading technique for this situation:   
 skim or read slowly, and/or take notes. 
• Read for understanding. If I do not understand, what   
 do I need to do to comprehend accurately? 

Question: Describe a time when you had to follow 
written instructions to complete a task. How well 
did you perform?

Convey Ideas in Writing:  
• Define my purpose for writing. What do I want 
 others to read? 
• Put my ideas in order.
• Use correct grammar, spelling, and sentence structure. 
• Review.
• Ask others to review and provide feedback. 

Question: Describe a time when you had to ask 
someone for his or her feedback on a project.

Speak So Others Can Understand:   
• Define my purpose for speaking. What do I want 
 others to hear?
• Organize my thoughts or points.
• Use words, grammar, tone of voice, and body language   
 that fits my purpose.
• Speak and reflect.
• Ask questions. Check for understanding.

Question: When preparing to speak to a group, how 
do you organize your thoughts and key points?

Listen Actively:    
• Pay attention to what is said. 
• What is my goal for listening?
• Listen and reflect.
• Check for understanding.

Question: How do you indicate to others that you 
are listening?

Observe Critically: 
• Pay attention to visual information.
• Check for understanding. If I do not understand, what   
 do I need to do to comprehend accurately? 
• Gather information.
• Evaluate the information. Is it believable? Is it   
 accurate, or is it biased? 
• Reflect on the observation. 

Question: What steps do you take to make sure that 
the information you are receiving is accurate?

Plan:  
• Determine goals, and prioritize.
• Evaluate priorities. What needs to get done first?
• Execute the plan. 
• Evaluate my effectiveness. Make adjustments, 
 if needed. 
• Reflect. Did my plan work? 

Question: Describe a time when you had to adjust a 
personal goal.

Solve Problems and Make Decisions:   
• Understand the problem.
• Gather information.
• Determine possible solutions.
• Evaluate the pros and cons of each possible solution. 
• Execute the best solution.
• Evaluate the solution.
• Reflect. Did my solution work? 
Question: How do you solve problems in your daily 
life? What steps do you take to tackle a problem?

Use Math to Solve Problems and Communicate:  
• Apply appropriate skills. Do I need to solve a problem,   
 make a prediction, or accomplish a task? 
• Gather information.
• Evaluate the solution. 
• Select and review the best way to explain the results. 
• Check for understanding. 

Question: When working with a group, how do you 
explain yourself and ensure your thoughts are 
considered?
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Cooperate with Others:  
• Be courteous and friendly; accept others’ contributions.
• Ask others for input.
• Clearly state personal ideas and opinions.
• Recognize personal needs and the needs of others. 
• Reflect and evaluate. 

Question: Are you a team player? 

Advocate and Influence:   
• Determine what I want out of the situation.
• Evaluate possible resources. 
• Gather information and build a case, while considering   
 the needs and interests of others.
• Present the case.
• Reflect and evaluate external feedback. Make   
 changes, if necessary.

Question: Describe a time when you had to influence 
someone to understand your point of view. What did you do?
 

Resolve Conflict and Negotiate:    
• Recognize that conflict exists.
• Identify areas of agreement and disagreement. 
• Evaluate multiple ways of resolving a conflict. Identify   
 solutions in which everyone wins. 
• Work with others involved in the conflict to determine   
 a plan to move forward.
• Evaluate the plan. Make changes, if necessary. 
• Reflect.
Question: Have you ever had a conflict with a teacher or 
friend? How was it resolved? What steps did you take?

Guide Others:     
• Determine others’ needs. Can I be of help?
• Work together to determine the best solution.
• Evaluate the solution. 
• Was I helpful? Reflect.

Question: When working in a group, how do you 
ensure the group identifies the best solution? 

Take Responsibility for Learning: 
• Set goals for learning. What do I know now, and what   
 would I like to know in the future?
• Determine my learning style. 
• Evaluate. Am I learning? What is my learning objective? 
• Apply my new skills and understanding to a real-life   
 situation.
 
Question: Describe a personal goal. What skills are 
needed to achieve it?

Learn through Research: 
• Ask questions, or make a prediction about a situation. 
• Gather information.
• Organize information, analyze it, and interpret 
 the results. 
• Evaluate whether the results answer the question or   
 confirm the prediction. 

Question: If you had to live your life over again, what 
one thing would you change?

Use Information and 
Communications Technology:    
• Determine the purpose.
• Evaluate which technological tool is best. 
• Utilize tools to accomplish the task. 
• Evaluate. Make changes, if necessary. 

Question: How do you use technology to 
accomplish tasks? 

Reflect and Evaluate: 
• Determine what I know now, and what I want to know in   
 the future. 
• Create a plan to accomplish it. 
• Is the plan workable? Make predictions or judgments, and   
 revise the plan, if necessary.

Question: List two of your weaknesses, and describe 
what you are doing to improve them.
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