MISSION VIEJO HIGH SCHOOL
To: Virtual Enterprise Students 
From: Mr. Pillsbury, instructor 
Subject: a job shadowing project 
Date: October  

This quarter you will complete a job shadowing project that requires shadowing someone at his (or her) job. 

If you choose to actually visit the person on-site, you must be aware that the school provides no insurance or supervision for such a visit and your parents must be thoroughly aware that the time, place, transportation and supervision are entirely their responsibility. 

The requirements for this quarter's job shadow project are below: 

Begin your project with a proposal memo. In this memo of proper form, you will propose three jobs you would like to shadow. For each job you propose, explain why you would like to experience this job. This memo is due as a hard copy on December ____th, no later than the beginning of the period. Soon after that memo is turned in, I will approve one or all of your proposed shadowing experiences and return the memo to you. 

As soon as your job is approved, you will create a list of interview questions to be asked during the job shadow experience. Your list should include at least 10 interesting questions, none of which can be answered with either yes or no. A hard copy of the questions is due no later than the beginning of the period on December _____th. The questions should be formatted in such a way that notes can be taken about responses during an interview (i.e. several lines of space between questions). 

After your job shadowing experience, prepare a memo to me (obviously in proper form). The memo should include a narrative of your visit, a description of the workspace you observed and your closing impressions of your visit. Your memo should be more than one page and less than two. It must include a secondary heading on page two. 

Attached to memo should be your 10 or more interesting questions and the responses you 

This project is considered a long-term project and will not be accepted late, even with an appropriate readmit. 

This project will be due JANUARY ______th. 

RUBRIC FOR SUCCESS: 

This memo is due as a hard copy on December ____th 
20 points
List of interview questions hard copy on December ___th 
20 points
The memo should include a narrative of your visit, a description of the workspace you observed and your closing impressions of your visit. Your memo should be more than one page and less than two



             60 points 

Memo Format






 10 points
Answers to questions 





 10 points







Total     80 points 


Answers to the questions you prepared should be turned in with your project.

•••  What is some of the equipment that you use in your job? 
•••  Describe a typical day. 
•••  Describe a hectic day. 
•••  Describe a slow day. 
•••  Who do you talk with each day at your job? 
•••  What kinds of machines do you use each day? 
•••  What are the advantages of your job? 
•••  What are the disadvantages of your job? 
•••  What kind of training will secure  an entry level position where you work? 
•••  What kind of advanced training is taken by persons who work with you? 
•••  What did you do to prepare yourself for your job? 
•••  What kinds of reading and writing skills do you use on your job? 
•••  What kinds of math skills do you use on your job? 
•••  What kinds of social skills are necessary to do well at your job? 
•••  What do you wear to do your job? 
•••  What other jobs could be compared to yours? 
•••  What other job do you wish you could be doing instead of your job? 
•••  Where do you see yourself working ten years from now? 
•••  What advice do you have for high school kids considering your job? 
•••  Would you say your work is a job or a career? 
•••  How did high school prepare you for your job? 
•••  How could high schools prepare kids for your job? 
•••  How much travel is involved with your job? To where? 
•••  What are some of the qualities that make a person successful at your job? 
•••  Why wouldn't you want your job? 
•••  Why would someone want your job? 
•••  Do you use computers on your job? What for? 

