SHADOWING INSTRUCTIONS


Activity 3.4 
Shadowing – one day visits.

There are three activities, which you could participate that would really give you a wonderful insight into a career.  Shadowing, one day visit; internship, non-paid 10 – 30 hours of exploration; and work experience, paid 150+ hours of on-the-job-training.  All three of these activities should be part of your high school experience.  The person who you will report to for these activities becomes your career mentor.
INSTRUCTIONS:

With your instructor’s assistance you can identify a shadowing experience related to your career goal.  Follow these steps:

1. Prepare a resume.  

a. Ask your teacher for a sample copy.

b. Go to our www.careerjumpstart.org and choose the RESUME button.

2. Identify potential career mentors.  Use the www.careersmrts.com/shadowing.htm page for specific instructions.

3. Contact your mentor.

4. Be prepared to ask questions during your visit.

5. Send a thank you letter to your career mentor.

6. Summarize your experience.

IDENTIFYING A CAREER MENTOR

STEP ONE:

Now that you have completed your self-assessment and career research, you are ready to identify a career mentor for a shadowing experience.  Using the Industry Advisory Board Membership list, telephone yellow pages or the Internet, identify at least three possible career mentors.

	Possible Career Mentor


	ADDRESS(Include street, city, state, zip)
	TELEPHONE NUMBER

	1.
	
	

	2.
	
	

	3.
	
	


STEP TWO:

Submit this information to your teacher, so he/she may send an informational letter to your first choice.  You need to give your teacher three days to carry out the task of mailing an introductory letter to your mentor.
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STEP THREE:

Type your introductory shadowing letter.  After your teacher approves the letter, YOU MAIL the letter to your mentor.

LETTER TO POTENTIAL CAREER MENTOR








Your street address








Your city, state and zip code








Your email address








Your telephone #








Today’s date

Name of Mentor

Name of Corporation

Street Address

City, State Zip

Dear Mr. or Ms. _________________:

I am enrolled in the Career Planning course at Smithtown High School.   After personal self-assessment and career research, I have found that I am deeply interested in the field of accounting.

I would very much like to have the opportunity to visit your site and discuss with you or another employee the career opportunities in this field. 

I will contact your office within the next four days in order to discuss whether this visit would be possible.







Yours truly,







Your Name (Printed)







Your telephone number

Cc:  Career Planning Instructors:  Mrs. MaryPat Grafstein, 382-3020



                           Mr. Douglas Gannon, 382-3020

Your Name

Your Street

Your City, State Zip








Name of Mentor








Name of Corporation








Street Address








City, State Zip

STEP FOUR:  
CALLING YOUR CAREER MENTOR

Three days after your mail your letter, pick up the telephone and call your mentor to arrange for a visit.  Keep in mind:

· The mentor should have received a letter explaining the program from the school.

· The mentor should have received your letter requesting the visit.

Both of these steps will help tremendously in acquiring a site to visit.

Make sure you place your call during normal business hours - 9 a.m. - 5 p.m.  If it is difficult to call from home, you may call from school during the day.

Calling Your Career Mentor

During normal business hours call your career mentor:

· Ask for the specific person.

· Identify yourself as,  “Mary Brown, the Smithtown High School student who wishes to shadow Mr. Jones.”
· If your career mentor is not in:

   
a.  Leave your name and telephone number with the secretary or on the 


answering tape machine.

  
b.  You should make the second call later that day.  Do not become 


discouraged if you must call several times.

· Discuss the specifics of your intended visit with the career mentor.  

· Record all the information.

TYPICAL CONVERSATION:

STUDENT:
May I please speak to Mr. Jones regarding a visit to his office.  I am a student from Smithtown High School.  I wrote to Mr. Jones regarding my desire to learn more about careers in computers.  My name is John Doe.

MR. JONES:
Yes, may I help you?

STUDENT:
Mr. Jones, I am John Doe, and I wish to visit your office to learn more about computer careers.  You should have received my letter about the Career Planning program.  May I come and visit you at your convenience?

MR. JONES:
Yes, how about this Friday at 9 a.m.?

STUDENT:
That’s fine, Mr. Jones.  Will I be meeting you at 101 East Main Street?

MR. JONES:
Yes, plan to spend the full day.  I will take you to lunch.

STUDENT:
Thank you very much, Mr. Jones, I will see you on Friday, March 21st.
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The employer and student should confirm the visit  at least 48 hours before hand. 

STEP FIVE:   Visit your career mentor.  

Bring two copies of the “Shadowing Questions.”

STEP SIX:   THANK YOU LETTER TO CAREER MENTOR AFTER VISITATION








Your street address








Your city, state and zip code

Your email

Your Telephone Number








Today’s date

Name of Mentor

Name of Corporation

Street Address

City, State Zip

Dear Mr. or Ms. _________________:

Thank you for allowing me to visit your corporate site.  I learned a great deal about the career of an accountant from you and your staff.  Your participation in this program has given me a better insight into a possible future career.  







Yours truly,







Your Name (Printed)







Your telephone number

Cc:  Mrs. S. Gubing, (631) 361-2435;  email:  sgubing@smithtown.k12.ny.us
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