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	Handout 6: Job Shadowing


	Sector(s):
	
	Youth in Development

	Competency:
	
	Self-awareness, employability skills, communication skills 

	Training Package:
	
	Youth Livelihoods: Employability

	Terminal Learning Objective:
	
	To improve participants’ ability to get and keep a job.

	
	
	

	
	
	

	Session Rationale:  
	
	Youth better understand the world of work and expectations for behavior on the job by shadowing someone for one workday.

	Target Audience:  
	
	In-school and out-of-school youth who have completed at least primary education.

	Trainer Expertise:
	
	Ability to organize community members for job shadowing and to coordinate the job shadowing experience; knowledge about format and protocol for locally acceptable thank-you notes.

	Time:  
	
	2 hours

	Prerequisites:  
	
	Session 13: Let’s Practice: Interviews in the Community

	Version:
	
	Oct-2012

	
	
	


	Session:  Job Shadowing

	Date:  
	Time:  
	Trainer(s):  

	Trainer preparation:
1. Write session outline and objectives on board or flip chart.

2. Work with a counterpart to make the best choices about setting up the job shadowing experiences with community members and to understand the typical form, content, and protocol around thank-you notes.

3. Coordinate the job shadowing experience, using the guidance in Trainer Material 1.

4. Prepare contact information and directions for each participant, as suggested in Trainer Material 1.

5. Adapt Flip Chart 2 and Flip Chart 3, and have them ready to display at the appropriate time during the session.
6. Re-post Flip Chart 1: The Bridge to Employability.
Materials:
· Equipment
1. Flip chart, whiteboard, or blackboard

2. Markers and tape, or chalk

3. Pens and paper for those who forget their action journals

4. Appropriate paper and envelopes for thank-you notes

· Handouts
Handout 1: Job Shadowing Informational Handout
· Flip charts

Flip chart 1: The Bridge to Employability (from Session 1)

Flip chart 2: Thank-You Note for Job Interviews
Flip chart 3: Thank-You Note for Job Shadowing
· Trainer Materials
Trainer Material 1: Guidance for Job Shadowing


	Session Learning Objective(s): 

1. Participants will explain the purpose of job shadowing.

2. Participants will prepare at least four questions to ask while job shadowing.

3. Participants will prepare a professional thank-you note for job interviews and job shadowing.




	Phase / Time /
Materials
	Instructional Sequence

	Motivation

15 minutes


	Pay Attention!

This warm-up introduces the topic and allows participants to practice observation skills.

1. Welcome the group back to the sessions, and suggest participants begin with a short warm-up.

2. Ask everyone to choose a partner. Instruct the partners to face each other.

3. Ask the partners to take a good look at each other. Allow about a minute for this.

4. Next, instruct the partners to turn back-to-back. When everyone has done so, instruct participants to change three things about their personal appearance. For example, they might roll up a sleeve, remove a shoe, take off a necklace, and so on.

5. Allow about a minute for participants to change their appearances.

6. Instruct participants to turn around and face each other again, and attempt to spot the changes their partners made in their appearance. 

7. Repeat the process one more time, before reconvening the whole group. 

8. Process the exercise, using some of the following questions:

· “What kinds of changes did you make?” 

· “Were you able to notice all of the changes?”

· “During which round was it easier to spot all of the changes—the first round, or the second?” (The answer is likely to be the second round.)

· “Why do you think that was?” (Probable answers: we knew the task; we knew to pay more attention to what our partner looked like; we weren’t paying attention to what the person looked like in the first round.)

9. Announce that today’s topic is “job shadowing.” When we engage in job shadowing, we spend time following someone through a typical workday, so we can become better acquainted with a particular job and what the day-to-day realities are in that job. Invite participants to suggest how job shadowing relates to today’s warm-up.

10.  Agree that during job shadowing, it is important to really be paying attention—to make a point, as we did in Round 2, to really focus on what we are seeing and to make meaning out of what we see. Job shadowing is a wonderful opportunity to see what a certain job will really be like—a typical day on the job—and as such participants will want to be highly focused and attentive during their job shadowing experience.

11. Transition to the next part of the session. 



	Information

20 minutes

Blackboard, whiteboard, or flip chart

Markers or chalk


	Job Shadowing Brainstorm

Participants will discuss the purpose of job shadowing and brainstorm questions they would like to ask when engaging in their job shadowing experience. 

1. Ask participants, “So, what is ‘job shadowing’? What is it exactly?”

2. Note participants’ ideas on a flip chart or board.

3. After hearing a few responses, agree that job shadowing is an opportunity to spend time, often a full workday, with someone who holds the type of job the shadower is interested in. 

4. Ask participants to describe the purpose of job shadowing. Note participants’ ideas on a flip chart or board.

5. After hearing a few responses, agree that there are several good reasons to engage in job shadowing, including: to see what the job is really like; to assess whether or not such a job is really right for you; to make contacts and develop relationships with people working in this type of job—which may lead to a job; to ask questions of, and get advice from, people doing this job, and so on.

Note: 

This activity serves as an assessment of Learning Objective 1. 

6. Ask participants to imagine that they are shadowing someone for the day. What will it be like? How should they act while on the job?

7. After hearing a few responses, talk a bit about expectations for participants while they are job shadowing. Suggest that the “Do’s and Don’ts” from the job interview offer a good guide for the “Do’s and Don’ts” of job shadowing as well, and remind participants to review these before going on the job shadowing experience. 

8. Suggest that they have prepared themselves well for the job shadowing experience by preparing for the practice interviews, and that job shadowing allows for a fuller experience in which they will be able to explore a job, make contacts, ask questions, and feel freer to learn during their job shadowing day.

9. Transition to the next part of the session.



	Practice

45 minutes

Blackboard, whiteboard, or flip chart

Markers or chalk

25 minutes

Appropriate paper for the thank-you notes

Flip Chart 2: Thank-You Note for Job Interviews
Flip Chart 3: Thank-You Note for Job Shadowing

	A. Getting Ready for Job Shadowing

Participants prepare the questions they want to ask during the job shadowing experience.

1. Suggest that job shadowing provides a great opportunity for participants to get to know people in the field they are interested in, to see what a typical work day is like in a job they are interested in, and to ask questions and seek advice about how to get such a job, or how to perform it well.
2. Indicate that just as participants did better when they prepared themselves for the observation in Round 2 of their warm-up, they should prepare themselves to make the most out of their job shadowing experience. It helps for them to have an idea of the questions they want to have answered before they go to the job shadowing sites. 

3. Indicate that for the next 15 minutes, the group will meet together in pairs and think of 10 things they want to make sure they ask, or to make sure they find out, during their job shadowing experience. 

4. Instruct pairs to write their questions in their action journals. 

5. Check for understanding of the instructions, and begin the activity. Circulate among the group to check progress, and remind the group when only a minute remains.

6. Reconvene the whole group.

7. Invite the pairs to share the questions they would like answered during the job shadowing. Have each pair provide one potential question. Write it on the flip chart and then discuss it. Then invite the next pair to share a new question. 

8. Continue in this way until you have shared and discussed all of the questions participants hope to ask during the job shadowing experience. 

Note: 

Careful attention to participants’ questions and discussion serves as an assessment of Learning Objective 2. 
9. Next, suggest that their hosts during the job shadowing will also have questions for them. Ask participants to suggest what types of questions they might be asked on the job shadowing day, and chart their answers. 

Note:

Many of the questions may be the same as on the job interview, but participants may also be asked: “Where are you from?” “What kind of work are you interested in?” “Why do you want to work in a job like this?” “What are your goals for the future?” 

B. Thank-You Notes

Participants prepare a thank-you note for their practice job interviews and look ahead to preparing one after the job shadowing experience.

1. Finally, suggest that it is important after the job shadowing day for participants to write a thank-you note to their host. 

2. To help prepare participants to write the thank-you note after the job shadowing day, they will write one now for the practice job interviews they just did. It is also important to write a thank-you note to their interviewer after any job interview. This makes them appear more professional and courteous, and also reinforces their interest in the job.

3. Invite participants to suggest what they might write in a thank-you note to their interviewers.

4. After hearing a few ideas, show Flip Chart 2: Thank-You Note for Job Interviews, and review it with the group.

5. Distribute a sheet of nice paper to participants, and ask them to use this template, plus what the participants have just discussed and agreed upon, to write a short thank-you note to their interviewer.

Note:

If computers or typewriters are available, it would be best to have participants type their thank-you notes.
6. Allow about 15 minutes for participants to write the notes. 

7. When participants have finished, collect the thank-you notes and assure them that you will see that these notes are sent to each of the interviewers.

Note:

Collecting the thank-you notes provides an opportunity to assess attainment of Learning Objective 3. 
8. Ask participants how a thank-you note from their job shadowing experience might be the same as, or different from, the thank-you note they just wrote.

9. After hearing a few ideas, show Flip Chart 3: Thank-You Note for Job Interviews, and review it with the group.

10. Invite the group to write this template into their action journals, and tell them that writing a thank-you note for their job shadowing hosts will be their homework assignment. Between now and the next session, they will go on their job shadowing experience, and after that, they will write a thank-you note to their host. They should bring the thank-you notes for the job shadowing to the next session, during which the group will be debriefed about the job shadowing experiences.

11. Transition to the next part of the session.



	Application

15 minutes in class plus one full workday 


	Job Shadowing

Participants will receive detailed information about their job shadowing site and will then job shadow for a full workday. 

1. Indicate that you have worked hard to match each participant with a job shadowing experience that is in line with the type of work he or she is interested in, and that you have worked with the community members to prepare them for the job shadowing day.

Note:

You may need to tell participants that matching them with job shadowing experiences in line with the type of work they are interested in is not always possible. Nevertheless, the job shadowing experience will bring many lessons that they will be able to use on future jobs in their own areas of interest. 

2. Indicate that each participant will receive a card in a moment with the contact information for his or her job shadowing site, as well as detailed directions on how to get there. 

3. Distribute the cards, and allow a few minutes of talking and excitement as participants review them.

4. Remind participants to dress appropriately for the workday, to bring a copy of their resume/CV in case they are asked for it, and to arrive at the job site on time. 

5. Ask if there are any questions, and spend whatever time you need to help participants to feel comfortable and confident as they prepare for their job shadowing experience.

6. Indicate when the group will reconvene for the next session, and wish participants a good job shadowing experience.

7. Dismiss the group.



	Assessment
	Learning Objective 1 is assessed in Information, No. 5.

Learning Objective 2 is assessed in Practice, Section 1, No. 8.

Learning Objective 3 is assessed in Practice, Section 2, No. 7.



	Trainer Notes for Future Improvement
	Date & Trainer Name: [What went well? What would you do differently? Did you need more or less time for certain activities?]




	Handout 1: Job Shadowing Informational Handout



Post adaptation:
Adapt and re-format this form to suit your own needs and context.

Thanks so much for allowing one of our participants to shadow your work for the day. This opportunity is invaluable for participants of our youth employability program. 

The job shadowing experience helps our participants to

· Better understand what day-to-day life is like on this job.

· Learn how you got this job and what education, experience, and resources you bring to the job.

· Get advice from you about steps they can take to improve their skills, and advice on how to get jobs in this line of work.

· Ask questions throughout the day about the job and other employability-related topics.

· Decide whether this line of work is really right for them.

(Provide any logistical information here, as well as any expectations you might have for feedback from those being shadowed.)

Thanks so much for supporting our youth as they develop their employability skills. We appreciate your involvement in this important program.
	Flip Chart 2: Thank-You Note for Job Interviews


Dear Mr./Ms./Mrs./Dr. ______________________: (greeting)

A sentence to thank the interviewer for taking the time to meet with you.

A sentence talking about what you learned, and how interested you are in the job.

A sentence stating you hope you will have the opportunity to meet with him/her again soon.

Closing

Your signature

	Flip Chart 3: Thank-You Note for Job Shadowing


Dear Mr./Ms./Mrs./Dr. ______________________: (greeting)

A sentence to thank the host for taking the time to spend the day with you and answer your questions.

A sentence describing one to three things that you learned.

A sentence stating how valuable the experience was, and that you hope you will have the opportunity to meet with him/her again soon.

Sincerely, 

Your signature

	Trainer Material 1: Guidance for Job Shadowing



Preparing for and coordinating the job shadowing experience may be facilitated because you have already established a relationship with community members for the practice interviews. Indeed, you may wish to combine the two issues, and work with the same community members for both the practice interviews and the job shadowing experience. Your counterpart will provide the best insight on this, and also the best contacts.

Below are some suggestions for preparing for and coordinating the job shadowing experience: 

· Work with your counterpart to identify the right community members to host the job shadowing. Ideally, you will want to have one job shadowing site for each participant. 

· Based on what you know about participants’ interests and goals, try to match each learner with the type of job he or she is looking for.

· Reach out to the community members, either by inviting all to one meeting during which you review the goals, expectations, and logistics of the job shadowing experience, on through one-on-one contacts between you, your counterpart, and community members.

· You may wish to develop a handout of the goals and expectations for the job shadowing to leave with the persons being shadowed. See Handout 1 for an example.

· Before this session, create a card for each participant that provides information on the name of the job shadowing site, the company or business name, the location, and exact details for traveling to the site.

· Call or visit each site the day before the job shadowing to confirm plans.

· After the job shadowing, be sure to thank the community members personally, in addition to the thank-you cards participants will write.































� Adapt this guidance based on what will work best for your group. 


� You may wish to distribute these as much as a week before the job shadowing day, so participants can do some research on the business and also arrange for traveling to the job shadowing experience, if required.
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