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What is a Job Shadowing Experience?

A job “shadowing experience” is an opportunity to observe one or more people working at a job that interests you. In Career Planning you are required to do at least one job shadowing experience, but may doe more if you wish. During each one, you will spend between two and six hours in a workplace. You will usually be assigned to a "host" who will either show you around or let you observe him or her at work. 

Your goal during that time is to learn as much as possible about the job or career by observing, listening, asking well-thought out questions and taking good notes. Job shadows provide opportunities for you to explore the jobs that you may be interested in for the future.


You may be wondering how job shadowing will help you. Here are a few benefits of participating in job shadows:

· You will see firsthand what really goes on in the workplace

· You can explore a career which interests you

· You will meet interesting people who may help you in your chosen field

· You will see and learn about the talents and procedures necessary to get jobs

· You will see how the skills you have learned in school relate to the work place

· You will have fun while learning what the real world is like!

· Participating in them will help you select a career pathway that fits you.

Before the Job Shadow

• Complete the permission form and get required parent and teacher signatures.

• Call and confirm the time of the job shadow two to three days before the appointment.

Ask the employee about the appropriate dress.

During the Job Shadow 
• Meet employee at the agreed upon time and location. If the employee is not there to meet you, arrangements will be made with another employee in the department. Otherwise, wait at least 15 minutes.

• Dress appropriately. Girls – Slacks/Skirt and Blouse, dress shoes. NO JEANS or Short skirts please!  Boys – Slacks, Shirt and tie, dress shoes.  Remember…you are not only representing yourself, you are representing Smithtown High School’s School of Business!
• No cell phones and NO MP3 players. No hats. Wear comfortable shoes but NOT sneakers. Do not smoke or chew gum.

• Greet the employee in a professional manner. Shake hands, make eye contact, smile, and introduce yourself. Thank the person for his or her time.

• The employee will take you directly to the worksite, introduce you to co-workers and show you around, and inform you of areas you are not permitted to enter.

• The employee will review the work schedule with you. You may be included in meeting(s) or official proceedings. During this time, review your work plan and expectations with them. Ask your host if he or she has any questions for you. Tell the host a little about yourself and why you are interested in this profession. If this job shadow site is not your first choice, do not mention this to the employee. Explain that you will take some notes during your time there.

• During the experience, communicate your ideas and questions to the employer. Be direct and specific.

• Ask your host for a business card. If he or she does not have one, ask for their name and address before leaving. Be sure and get the correct spelling.

• During your job shadow, ask questions, speak clearly, listen carefully and record

brief notes. Ask clarifying questions. Respect a person's right not to answer.

Job Shadow Questions

During your job shadow, ask questions, speak clearly, listen carefully and record brief notes. Ask clarifying questions. Respect a person's right not to answer.

1. What is your job title? What hours do you work?

2. What is the primary mission of this organization?

3. What are the responsibilities of your department?

4. What are your responsibilities?

5. How does your job relate to the overall organization?

6. Describe a typical day at work.

7. What is the most interesting part of your job?

8. What does your supervisor expect of you each day?

9. What is the hardest part of your job? 
10. How did you decide to do this type of work?

11. What factors determine salary increases?

12. What are the possible benefits and rewards, other than financial, of this career?

13. Do you work alone or with other people?

14. How would you describe the people who work here in terms of age, gender and ethnic?

      or racial backgrounds?

15. What skills are necessary to be successful (education requirements/computer

skills/internship/apprenticeship/licensing/personal qualifications)?

16. How did you get training for this job?

17. Where would you suggest I get training?

18. How has the increase in technology affected this job?

19. How do you think this job will change in the next five years? In the next ten years?

20. What do you see as the demand for jobs like yours in the future?

21. What are the advancement opportunities?

22. What kind of student were you in high school?

23. Do you have any advice for me as I consider career options?

24. How do you balance work/career and your family?

25. Anything else that you find interesting?

_______________________________ has successfully completed a job shadow with me today.

(Student Name)

_______________________________                                        _______________________

Employer Signature                                                                       Title

______________________________                                            _______________________

Date                                                                                                 Organization
After the Job Shadow
Step 1:  Complete a 1-2 page Shadowing Report using the following information as a guideline.

Name and address of organization __________________________________________________

______________________________________________________________________________

Name of host___________________________________________________________________

Title or position_________________________________________________________________

Phone/e-mail ___________________________________________________________________

Describe the type of business the organization does.

Who are their customers or clients?

Describe the duties of the person you shadowed.

Describe the qualifications and skills of the person.

What education or training do you need to do this job?

What interested you most about the job? Least about the job?

Did the job involve working with 􀂅 people? 􀂅 data? 􀂅 things? 􀂅 ideas?

What advancement possibilities are there for someone in this job?

What is the salary range?

Is this a position with a good outlook for the future?

What SCANS skills did you observe? (SCANS skills described on attached document.)
Step 2:  Job Shadow Evaluation and Action Plan

Congratulations on completing your job shadow. Please reflect on what you

learned about yourself from the experience and complete this worksheet.

Strongly Agree 1            Agree 2             Disagree 3                Strongly Disagree 4

My job shadow gave me an idea of the 
1 2 3 4

general expectations for a good employee

I learned about the skills and qualities 
1 2 3 4

needed for my host's job

I learned about the necessary training/ 
1 2 3 4

education

I enjoyed my job shadow 


1 2 3 4

I would like to work for this company
 1 2 3 4

What are your Career Pathways?  

What SCANS skills do you need to improve? 

What job or career goal do you have at this time?

What are three steps you will take to reach that goal?

1. 

2.

3.

Step 3:  Thank You Letter

Within a week after you have completed a job shadow, write and mail a

thank-you note to your host. Include these parts in the thank-you note:

• Refer to the job shadow

• Thank the person for the time and information

• State how you benefited from the experience

• Refer to a unique incident or a particular piece of information

• Refer to some way you have applied information you gained

• Thank the person again

• Sign your full name

SAMPLE LETTER ON NEXT PAGE

Sample thank you letter to employer

Date
Name

Address

City, State Zip

Dear Ms. Bishop:

Thank you for allowing me to do a job shadowing experience with you last week. As a result of what I learned, I have decided to think more seriously about ________________ (environmental

engineering, teaching, programming, etc.) as a career.  I see now how some of the skills I learned in school will help me once I graduate.  
We appreciate employers such as yourself giving of your time to help teach students about the opportunities for our future.  Thank you again!
Sincerely,
Your name
Your address

Your city, state zip code

Your phone

Your e-mail address
