Multimedia and Visual Arts School

Senior Exhibition
[image: image2.png]3 INTERVIEW
CERTIFICATE




Student Handbook

Senior Class

Table of Contents

Preparation

Introduction
4


Senior Exhibition Timeline
5

Parent Letter- Portfolio
7

Parent Letter - Graduation Requirements
9

Personal Statement/Autobiography
10
Career Research Paper Guidelines
12

Outline
14

Sample Research Paper
16

Internet Sites
21
Easybib Guidelines
22

Works Cited Example
23
Best Works Guidelines
24
Resume Guidelines
26
Resume Samples
29
Cover Letter Guidelines
31
Cover Letter Samples
32
Job Application
33
Interviewing Skills Proficiency #8
35
Commonly Asked Questions-Mock Interview Assignment
38
Interview Thank You Example
41
Mock Interview Evaluations
42
Mock Interview Thank You
43
Transportation Plan 
45
Personal Internship Goals
45
Community College On-Line App/Tech Prep Steps
46
Internship Site Standards
48
Internship Journal Assignments

First Impression – Week 1
50
Site’s Mission – Week 2
51
Career Investing Interview - Week 4
52
Interview Example
53
Revisions to Career Paper – include interview – Week 5
16


Letter of Recommendation – Week 6
56
Visual aid for presentation to business panel – Week 7
Rate Yourself – Week 8
57
Thank You Letter – Week 9
58
Portfolio Reflection – Week 10
59
Introduction

Decisions that you make as a senior at MVAS will directly affect choices that will be available to you for the rest of your life.  With a plan in mind, your life has direction and meaning.  Decisions, such as what school you will attend after graduation or what job you will seek, become easier when you know in advance what direction you are headed.  This year you will be exploring your career options by participating in the Senior Exhibition/Portfolio process at MVAS School.

The MVAS Senior Exhibition Portfolio is an organized collection of work selected by you which demonstrates your level of accomplishment in specific content areas.  It is designed to create an important link between high school and post secondary education or the world of work. 

Senior Exhibition is a requirement for graduation from San Diego City Schools.  In an effort to standardize the process, the district’s Applied Learning Standards are being used as the basis for Senior Exhibition:

· Problem Solving

· Communication Tool and Techniques

· Information Tools and Techniques

· Learning and Self-management Tools and Techniques

· Tools and Techniques for Working with Others

MVAS Senior Exhibition 


Name _________________________

Assignment Timeline

All required pieces listed below are due on the dates specified.  Seniors who complete portfolios satisfactorily on or before the due date will receive an “A”; and seniors, who complete portfolios satisfactorily after the due date will earn a grade letter of “C.”  Seniors who do not complete portfolio pieces will fail and can make up the course by taking Personal Growth 127 at the community college.  Mark off assignments as you turn them in so you can keep track of your grade.
Introduction/Preparation

Week 1


___Parent Letter/Grad Req Letter




Sept 5


___ROP Emer Med/ Internship agreement





___Rough draft Autobiographical Essay or Personal Statement




___Rough draft of Resume
Week 2


___Final draft Autobiographical Essay or Personal Statement

Sept 12

___Final draft of resume





___Start research on career paper





___Rough draft of Works Cited




Week 3



Sept 19

___Final draft of 3 Best Works - including the projects

Week 4





Sept 26

___Final draft of Resume, Cover Letter, Job Application






___RD Career Research Paper w/RD Works Cited attached
Week 5




Oct 3


___Final Draft Common Interview Questions





___Mock Interview Evaluation (Thurs, Oct 2)




___Self Evaluation




___Mock Interview Thank You Letter

Week 6


____Transportation Plan 
          Oct 10


____Personal Internship Goals


(Thurs)


____Start powerpoint

____Visit intern site – Thurs, Oct 9

____ROP Site Agreement-2ply (ROP100) and Business Card 
____Internship memo with working schedule due Fri, Oct 10
YOU CANNOT START INTERNSHP WITHOUT THE PAPERWORK
Internship


Turn in timecards on a weekly basis

Week 7


___First Impressions (JA) Journal Assignment (Week 1)


  Wed, Oct 15


___Visual – work on Title, Personal, Activities and BestWorks slides


Week 8




  Wed, Oct 22

___Site’s Mission JA (Week 2)




___Letter of recommendation – teacher, counselor, club advisor




         Oct 13-17 timecard due..if no timecard you will be
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Week 9


___ Type & develop  Interview Questions  (Week 3)
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  Wed, Oct 29



Oct 20-24 timecard due






Visual-Goals, Site Mission slides

Week 10


___ Career Interview Questions with answers (Week 4)

  Wed, Nov 5



Oct 27-31 timecard due






Visual – Duties slide

Week 11


___ Revision of Research Paper including interview

   Wed, Nov 12


Nov 3-7 timecard due

Week 12


___Revision of Research Paper including interview

  Wed, Nov 19



Nov 10-14 timecard due

 

Week 13


___Letter of Recommendation from internship (Week 6)

  Wed, Dec 3


_____College App   ____ Scholarship App ____Tech Prep






Nov 17-21, Nov 24-28 timecard due, 

if you worked over break


Week 14


___ Rate Yourself JA (Week 8)

   Wed, Dec 10


Dec 1-5 timecard due 





Visual-Like&Dislike; what you learned slides
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Week 15




   Wed, Dec 17

___Rough Draft Thank you Letter to Site (Week 9)






Visual – Future plans slide





Dec 8-12 timecard due
Week 16


___FD and take Thank You Letter to Site (Week 10)

  Wed, Jan 7


___Practice presentations with powerpoint






Dec 15-19 timecard due and timecards for winter break

Week 17


___Internship/Portfolio Reflection (Week 11)
  Wed,  Jan 14


___FAFSA

___ Internship hours completed, Fri Jan 16 last day at sites






Jan 5-9 timecard due
 Finish-Up
Week 18


___All signed timecards due on Monday, Jan 19 – NO EXCEPTIONS
  Fri, Jan 23


___Complete powerpoint, printout slides 6 per page





Copy for you and a backup copy for panel
   



___Binder assembled – due Fri Wed Jan 23




___Practice presentations  - all week






Jan 16-19 timecard due Mon, Jan 22
Week 19


___Practice presentations  & load powerpt in room you are presenting in
   Fri, Feb 1


Presentation to panel – Minimum Day, Tues Jan 27



August 25, 2008
Dear Parent/Guardian:

Congratulations on being the parent of a MVAS senior.  This will be an exciting year for our seniors as they make choices that will affect the rest of their lives.  Decisions such as what schools they will attend after graduation or what jobs they will seek become easier when students have carefully considered their abilities and interests.  This year, Crawford seniors will continue to explore their career options by participating in Senior Exhibition. 

Because graduation from high school in San Diego City Schools depends upon the successful completion of Senior Exhibition, the following is a list of the portfolio pieces and due dates: 

Week 1


ROP Enrollment Forms





Parent Letter/Grad Req Letter







Rough draft Personal Statement





Personal Profile – 3 page handout

Week 2


Final draft of Personal Statement





Start Career Research Paper





Rough draft of Works Cited




ROP Emer Med form/ Internship agreement

Week 3






Final draft of 3 Best Works 

     - including the projects

Week 4








Final draft of Resume, Cover Letter, Job Application

Week 5







Final Draft Common Interview Questions





Mock Interview Self Evaluation





Mock Interview Thank You Letter

Week 6


RD Career Research Paper

Week 7 


Revise Cover Letter/Resume for Internship site





Transportation Plan

Personal Internship Goals

Internship Site Standards & ROP Forms





City College App Sign Page/Tech Prep Articulation Form





Visit intern site

Week 8


First Impressions Journal Assignment (Week 1)






ROP Site Agreement, Business Card, Site Training Plan

Week 9


Site’s Mission JA (Week 2)

Week 10


Worksite Standards JA (Week 3)

People/Policies/Procedures JA (Week 3)

Week 11


Final Draft Career Investigation Questions (Week 4)

Week 12


First Internship Oral Presentation





Work on visual aid

Week 13


Letter of Recommendation (Week 6)

Week 14


Rough draft of Career Research Paper

Week 15


Rate Yourself JA (Week 8)

Week 16


Thank You Letter to Internship Site (Week 9)





Continue working on career research paper

Week 17


Internship/Portfolio Reflection (Week 10)





Internship Hours completed

Week 18


FD of career research paper & internship reflection





Binder assembled





Visual aid for presentation

Week 19


Practice presentations





Presentation to panel – Minimum Day






Senior Exhibition teachers will be monitoring student progress and providing support.   All seniors will receive an academic progress letter grade (“A”, “C”,  or “F”).  Portfolio pieces completed after deadlines will be given a grade letter of “C.” If oral presentation is not completed to standard, the senior exhibition grade will be retroactively changed.    We are looking forward to working with your son or daughter on this meaningful and rewarding project and appreciate your guidance and support throughout this process.  

Sincerely,

Diego Gutierrez, Principal

******************************

I understand that my son or daughter must successfully complete Senior Exhibition/Portfolio in order to graduate from MVAS.


Student’s name   ________________  
Parent/guardian’s signature  _________________

  (Please print)


Date _________________

Multimedia and Visual Arts School Senior Exhibition

Graduation Requirement

There are THREE requirements necessary to complete the senior exhibition graduation requirement.  If these steps are NOT completed, the student will not receive a diploma or be allowed to participate in graduation.  The Senior Exhibition requirement includes:

1. Writing/Portfolio Course, Academic  


Receive a "C" or above

This class focuses on developing work readiness and the student portfolio which includes various assignments; such as: the career research paper, mock interviews, business letters, a resume, an interview, and reflections written from information gathered during the student’s internship.  

NOTE:  On the first day of class a course syllabus listing ALL the assignments for the class with due dates is given out.  In getting ready for either college or the work world, it is the student’s responsibility to keep track of assignments and deadlines. Every assignment must be done. At grading periods, I will do notebook checks.  A student who does not meet the deadlines and is missing any assignment at the end of the course will not be scheduled for a presentation and therefore not graduate. An A will be given to students who complete all assignments on time; a C if all assignments are completed by were received late; and an F if any assignment is missing.

2. Complete an Internship, On the Job Experience
Must Pass

The internship will be verified by time sheets, evaluations and a final letter of recommendation. This requirement is completed during the Business Environments class.

3. Oral Presentation





Must Pass

The student will present an oral compilation of what has been learned, experienced, and their goals or future plans to a panel of business and community leaders, parents, and staff at the conclusion of the academic courses.

A student who does not complete the THREE graduation requirements, must take a "Personal Growth 127" course at a community college.  However, to receive the diploma for the current year, the transcript verifying completion of the class must be submitted to the counseling office by August 1st of that year. I understand the Senior Exhibition Requirement necessary for graduation:
Print Student’s Last Name: _____________________ First Name: ___________________

Student Signature: ____________________________Date: ______________

Parent Signature: ______________________________Date: _____________

Writing the Personal Statement

(Fall Semester – Personal Statement; Spring Semester – either PS or Autobiography)
The purpose of the personal statement is to give you an opportunity to explain important things about yourself that are not addressed in a college application.  Colleges receive applications from many students and the academic record, record of accomplishments, and the personal statement give the admissions committee an insight into a student’s achievement and character.  In some cases, the personal statement can be a critical factor in the selection process.

Whether your plans are to continue school after graduation at a community college, 4 year university, a technical school, or to join the military or get a job, everyone will write a personal statement.  Answers to these questions causes self-reflection and will also be helpful for job interviews.

Respond to all three short-answer questions below using a total of 1,000 words.  Two of your answers must be limited to approximately 200 words each.  A third question should be 600 words.  You can choose which question to answer at more length.

In the upper left corner in single space, type your name, Minor, Personal Statement, and the date; and use 1-inch side margins.  Indicate clearly which question you are answering, by numbering your response and typing the question above the response.  (Only type and answer the numbered questions, the additional text is for clarification.  To use for a college, check the formatting requirements of each school).  If you know which college you want to attend, go to that website and research the personal essay questions for that university or college.  If they are different from those listed below, print out a copy of the questions and attach to your printout.
Questions:

Academic:  Colleges seek to enroll students that take initiative in pursuing their education.  This question seeks to understand a student’s motivation and dedicate to learning.

1. How have you taken advantage of the educational opportunities you had to prepare for college?

Potential to contribute:  This question seeks to determine a student’s academic/creative interests and potential to contribute to the vitality of the school.

2. Tell us about a talent, experience, contribution or personal quality you will bring to the school.

Open-ended:  This question provides students the opportunity to share important aspects of their school or lives – such as personal circumstances or family experiences.

3. Is there anything you would like us to know about you or your academic record that you have not had the opportunity to describe elsewhere in this application?

What evaluators are looking for in a personal statement… your statement needs to clearly convey what you think is important about you.  Evaluators look for personal characteristics; such as creativity, intellectual curiosity, achievement, initiative, motivation, leadership, persistence, and real talent.  

There is no “perfect” personal statement.  These statements will be evaluated against competitive students.  Your approach will be important and the evaluators should learn how the activity, job, experience, or person has changed your attitude, perspective, and helped you establish a goal or perception. The personal statement should not just tell facts only but rather how you have changed.  What is important is not the subject but what you learned, how you changed, how your goals/directions have solidified, etc.

Have a friend, teacher, or parent read the statement and advise you on how well it conveys what you want to say and if it reflects who you really are.

For further ideas and help, refer to www.admissions.uci.edu/personal_statement.html
Do’s
Don’t’s
Start early
Repeat info already on application

Allow time to revise
Write on general, impersonal topics

Follow directions
Excuse your shortcomings

Answer questions directly
Use clichés

Tell truth
Too witty

Tie yourself to the college
Too opinionated

Write about greatest assets and achievements

Autobiography

For students who chose to write an autobiography, use the MLA format.  In the

1. first paragraph write about your past

2. second paragraph write about yourselves now – interests, jobs, etc.

3. third paragraph write about your plans after graduation.  In one of the paragraphs, include when and how you became interested in your career.
 Guidelines for Writing the Career Research Paper

Researching a career using the Internet and print sources, as well as the information you gathered in your interview, will help you to make informed decisions about choices for training and education after high school.
The process you are about to begin is intended to guide you in writing this paper.  A well-written career research paper will showcase not only your written communication skills, but also your organizational and time management abilities as well.  Furthermore, this paper will provide you with the information necessary for an effective Senior Exhibition presentation.  

Paper Requirements

IMPORTANT:  Papers which do not meet the requirements listed below will not be accepted for scoring.



1. Research papers should be four to five pages in length, including the Works Cited (four pages of text plus Works Cited as a minimum).  Papers must be double-spaced (12 point type) and conform to MLA format.  Make sure all four margins are set on 1 inch.

2.
Information used in your paper must be credited to its sources.    You must cite 4 different sources.  Use MLA parenthetical documentation

3.
Sources of information will be listed on an MLA formatted Works Cited page, which includes a minimum of five sources:




•
A personal interview with a professional from career selected

•
A minimum of four electronic sources (Internet)

• 
Try to get at least one print from your internship site

•
Email interviews are a valuable source for current information

4.
Along with the final draft of the career research paper, students must submit the following as evidence of research. 


•
Copies of all materials taken from Internet web sites 


•
Note cards for all print sources used in paper


•
All revisions (rough drafts) which document writing process

Career Research Paper Worksheet
1.
Career Selection ______________________

2.
Using electronic research tools, select a minimum of four Internet addresses that offer promising sources of information on your specific career.  

Checkpoint 
_________

3.
Type your Works Cited according to MLA format and in alphabetical order.  Using the website www.easybib.com is strongly encouraged and the directions are covered beginning on page 26.  If easybib is not working, the teacher will demonstrate how to format the Works Cited page.


Checkpoint  ___________

4.
Begin taking notes from the source materials you have chosen.  Take notes using your own words (paraphrasing).  Summarize as much as possible.  Write the source information in the top right-hand corner of your notes. 


Checkpoint____________     (completed notes)

5. 
Write your introductory paragraph.  Your introductory paragraph should include the following:


Opener:  At least two to three sentences explaining why you find this career an interesting possibility:

My uncle once said if you do something you enjoy for a job, you will never work a day in your life.  From my earliest childhood experiences, I have always loved art.  As I have grown up, I have translated that interest into the field of graphic arts.

The logo on your sweatshirt, the colorful ad in last Sunday’s newspaper, or the commercial which was seen by millions and millions of viewers during last winter’s Super Bowl were all the creations of a graphic designer.

Thesis statement: One or two sentences at the end of the opening paragraph which summarizes the main points your paper will make about this career:

A career in graphic arts is a promising choice for someone who is industrious, precise, and interested in creating eye-appealing designs.  Successful graphic arts designers must also possess a keen understanding of the psychology of what motivates people to purchase products or services

The field of architecture offers excellent opportunities for creative individuals with strong mathematical and drafting skills.


Checkpoint_________
           (opening paragraph)

6.
Create a “working” outline that develops your thesis statement and organizes the parts of your paper.


Each supporting or “body” paragraph will develop a different part of your paper. For example, one paragraph might summarize the aptitudes, skills, education, and training necessary to qualify for a particular occupation.  Another paragraph might discuss the salary, health and other benefits, and opportunities for promotion to levels of higher pay and responsibility.  Use your research questions, notes and your interview to create a “working outline” of paragraph topics.  See sample outline below:

Suggested Topic Outline for Paper 

√  Introductory paragraph (see #6 previous page)






√  Description of selected career


√  Education/training required and skills needed



√  Pros and cons


√  Working environment/conditions


√  Salary and benefits


√  Opportunities for advancement 





· Conclusion (see #9 below)


Checkpoint__________



NOTE: A sample research paper that you can look at follows these directions on pg.?
7.
Type the rough draft of your paper using your notes and the working outline.  Remember to copy appropriate source documentation information from your note cards onto your working draft.   Prepare first typed rough draft from your working copies.


Checkpoint _________
            
9.
Your concluding paragraph will briefly summarize what you have learned about this occupation.  Does this information encourage you to develop the educational or training plan that will prepare you for this career?  What is your plan for further education or training?   Do you still want to pursue this career? 

Checkpoint__________
 

Last 1
First Last

Mrs. Minor

Research Paper

25 August 2008
Border Patrol


As a little girl I always wanted to work for the government but especially for the border patrol.  I want to be a border patrol officer to enforce the law but at the same time to prevent the abuses that many immigrants go through.  Now that I am older, I want to stop all the corruption and warn illegal migrants from coming over and getting hurt.


The United States Border Patrol is the mobile uniformed law enforcement arm of the Immigration and Naturalization Service (INS).  US Border Patrol agents protect more than 8,000 miles of international land and water boundaries.  Their mission is to detect and prevent the smuggling and unlawful entry of undocumented foreign nationals into the United States, apprehend those persons found in violation of the immigration laws, and intercept contraband, such as narcotics.  Immigration inspectors interview and examine people seeking entrance to the United States and its territories.  (Police)  They inspect passports to determine whether people are legally eligible to enter the United States.  Immigration inspectors also prepare reports; maintain records, and process applications and petitions for immigration or temporary residence in the United States.  One of the most important activities of border patrol agents is line watch.   This involves maintaining surveillance from a cover position, following tracks, marks, and other physical traffic checks, traffic observation, city patrol, transportation check, 
Last 2

administrative, intelligence, and anti-smuggling activities.  In recent years the prevention of drug smuggling has become a major part of the border patrol officer’s job.  Officers sometimes use drug-sniffing dogs to help find where drugs have been hidden.  (Border Patrol Officers)

Applicants for the job of border patrol officer must be US citizens, usually at least 20 years of age, and must meet rigorous physical and personal qualifications.  In the federal government, candidates must be at least 21 years of age but less than 37 years of age at the time of appointment.  Physical examinations for entrance into law enforcement often include tests of vision, hearing, strength, and ability.  Another thing is that everyone has to take an entrance exam and competitive written applications.  Applicants should also have at least a high school diploma or federal and state agencies require a college degree.  Candidates should enjoy working with people and meeting the public.  The basic characteristics for this job are to be an honest person, to have integrity, be responsible, and to pass a personality and lie detector exam and drug test. (Police)  Like other federal law enforcement officers, border patrol officers are trained at the Federal Law Enforcement Training Center at the Glynco Naval Air Station in Georgia.  They take a 12 to 14 week courses in which officers learn instruction in constitutional law and civil rights, state laws and local ordinances, and accident investigation.  Recruits also receive training and supervised experience in patrol, traffic control, and use of firearms, self-defense, first aid, and emergency response.  They must also study Spanish, a requirement unique to this branch of law enforcement.  After 
Last 3

graduation, all border patrol officers are initially stationed along the border of Mexico.  (Vacancy)

There are many positive and negative things about a career as a border patrol officer.  One of the positive things is that you have the chance to protect the value of this country and the freedom.  This is a career with borders but no boundaries.  One of the most important things is that they save many lives every year and they warn the people from crossing the deserts and rivers.  The best thing about border patrol officers is that they get to use firearms and to work outdoors.  (Jimenez)  Some of the negatives are that you are risking your life to protect your country and there is a lot of corruption.  (Burkhart)

The working environment of a border patrol agent is flat land, mountains, and office.  (Jimenez)  This kind of work can be very dangerous because you have to be alert and deal with threatening situations.  Many officers witness death and suffering resulting from accidents and criminal behavior.  Border patrol officers are usually scheduled to work 40-hour weeks, but paid overtime is common.  Shift work is necessary because there must be protection provided around the clock.  Junior officers frequently work weekends, holidays, and nights.  Officers and detectives are required to work at any time because their service may be needed and they may work long hours.  Officers are expected to be armed and to exercise their arrest authority whenever necessary.  (Police)  They should be able to work along and operate a variety of motor vehicles.  One important thing is that they should be able to work under hazardous 
Last 4

condition such as inclement weather, rough terrain, heights, moving trains, high-speed chases, and armed encounters.  (Vacancy)


The salary average for border patrol officers depends on what rank you are in.  The beginning salary starts from the mid-20 to mid-30 thousand, with many opportunities for overtime.  In the next two years, assuming you perform all duties in an exceptional manner, you can expect to be making in the mid-30s to the mid-40s.  In addition, you’ll receive a uniform allowance and liberal retirement benefits.  (Frequently)  Some benefits are health insurance, life insurance, retirement, thrift savings plan, and holidays.


There are excellent opportunities for advancement as a border patrol officer.  You begin at the officer level and then can be promoted to corporal, sergeant, lieutenant, captain, deputy chief, and then border patrol chief.  The opportunities are many for those willing to accept responsibility.  Many of the positions can bring you to the top of the government pay scale.  (Frequently)

After all the research that I have done, I have become even more confident that this is the job that I want to do.  I learned that in this field there are many types of jobs.  The job that got my interest was to work on the flat land.  Flat land is working at checkpoints.  In order to be a successful personal I am going to the army for four years to have more experience.  Later on I would like to work for the INS.

Last 5

Works Cited

“Border Patrol Officers.”  Career Discovery Encyclopedia.  2nd ed. 8 vols.  Chicago, Illinois:  Ferguson, 2000.

Border Patrol Safety and Rescue Efforts.  20 Feb 2003.  Immigration and Naturalization Service.  25 Feb 2003.  www.immigration.gov/text.

Burkhart, Chris.  Personal interview.  14 Feb 2003.

College Recruitment.  14 Nov 2001.  Immigration and Naturalization Service.  28 Feb 2003.  http: www.udok.gov/grpahics/workfor/careers/bpcareer/college.htm
Frequently Asked Questions.  13 Nov 2001.  Immigration and Naturalization Service.  26 Feb 2003.  www.ins.udsoj.gov/graphics/workfor/careers/bpcareer/faqs.htm
Jimenez, Tommy.  Personal interview.  14 Feb. 2003.

Law Enforcement and Border Management.  11 Sept 2002.  Immigration and Naturalization Service.  27 Feb 2003.  www.media.euro.apple.com/en/livepage
Police and Detectives.  13 Nov 2001.  U.S. Department of Labor.  24 Feb 2003.  www.bls.gov/oco/ocos160.htm
U.S.  Border Patrol.  01 Nov 2002.  Immigration and Naturalization Service.  25 Feb 2003.  www.ins.gov/graphics/awenfor/bpatrol/overview.htm
Vacancy Announcement.  30 Sept 2003.  USA Jobs.  6 Mar 2003.  www.jsearch.usajobs.opm.gov
Internet Websites 

The following is a list of websites that will be helpful to you while researching your career.  All of these websites may not be functioning; but give them a try.  Let me know of sites that no longer exist and also any new, good websites you find so I can update this list.  Always consider Google and Ask Jeeves.
Occ Outlook Handbook
http://www.bls.gov/oco

Calif Occupational Guide
www.calmis.cahwnet.gov  (Car & Occ: OccGuides)
Salary
www.salary.com


www.collegegrad.com/careers   (Career Info)
Grolier Encyclopedia
http://go.grolier.com


user:  crawfordhs     password:  colts

Career Cruising
www.careercruising.com

User:  crawford  
    password:  sandi

Coin3
www.coin3.com


Site:  LCA14107     Password:  COLT

Labor Market Info
www.sdcoe.k12.ca.us/rop/labormarket.html

Yahoo! Careers
www.careers.yahoo.com
Amer Career Info
www.acinet.org
Occupational Info Network
http://oneline.onetcenter.org

Military Careers
http://www.militarycareers.com

www.careerbydesign.com


www.askjeeves.com  (occupational outlook)


www.jobbank.usa.com/search.html

America’s Job Bank
www.ajb.dni.us


www.pbs.org/jobs
FINANCIAL AID
www.finaid.org
MVAS High 
www.mvashigh.com - Students - Scholarships
FAFSA
www.fafsa.ed.gov
FAFSA pin
www.pin.ed.gov

www.collegeboard.com
Fed financial aid
www.studentaid.gov
Cal Grants
www.calgrants.org
CA state aid
www.csac.ca.gov
Fed loans
www.edfund.gor


Athletics
www.ncaa.org/cbsa  

San Diego State
www.csumentor.edu   (online application)
UCSD Scholarships
www.ucsd.edu/finaid


http://www.california colleges.edu

ACT Test info
www.act.org
ACT/SAT test prep
http://www.number2pencil.com also www.powerprep.com
Preparing the Works Cited
1. Go to the website – www.easybib.com  (pictured below)


2. On the website – in center where it says “Start your bibliography right here” in the first blue box, go to the drop down arrow and choose what type of source you are using… For example:  Web site … then press next

3. Complete the web address or url

4. Key in the date accessed or the date you found the site

5. Key in the page title or topic (it will have something to do with your career)

6. Key in the name of the website (who’s site is it… like Salary Wizard… or Occupational Outlook Handbook)

7. There may be no author 

8. Skip the institution

9. Key in the date the website was last updated – usually either at the very top or the very bottom of a website.  If you cannot find a date, use the current year (For example:  2008).

10. Make sure when you save or print that you save the 10+ digit number easybib gives you so you can load your Works Cited later for revisions.

 Sample Works Cited
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Forensic DNA Consulting. 2001. Careers in Forensic Science. 1 Dec. 2001 <http://www.forensicdana.com/careers.html>. 

"Forensic Science." The Encyclopedia Americana.  Chicago:  Ferguson Publishing, 1995.  

Gurney, Clara, and Charles Winters. Opportunities in Biological Science Careers. Chicago: NTC Company, 1999.  

Health Care Job Store. 20 Nov. 2000. Toxicology Salary Information. 1 Dec. 2004 <http://www.tosicologistjobs.com>. 

Opportunities in Forensics. 15 Sept. 2000. Fortune City. 1 Dec. 2004 <http://fortunecity.com/campus/electrical/314/career.html>. 

*NOTE:
You will need to add your name and page number in the header.  On the final draft change the number so that it is the last page of your paper.  The header font size should be 12pt to match the body font.  Double check that left and right margins = 1 inch. 

Guidelines for Selection of Best Works

This is your opportunity to “show off” a little!  Think back over your years of high school and remember the many projects and assignments you completed in high school.  In addition, there were those opportunities to contribute to your school and your community by participating in clubs, teams, and volunteer activities.  You might have even worked for a local business and have earned some special recognition or a promotion. 

1.
Select three pieces that demonstrate special accomplishment.  These pieces should reflect a culminating project showing evidence of time and effort:

•  Two pieces from academic classes (English, history, math, science, foreign language, etc.)

•  One piece from a vocational, fine arts or elective class or something that reflects some accomplishment outside your academic studies: a special award or distinction, perhaps, or involvement in community service or outside employment.  Choose pieces that demonstrate accomplishment in a variety of ways.

2.  
Variety is encouraged to show that you are well-rounded.  Colleges evaluate academics, extracurricular activities, community service, and work experience.

NOTE:  certificates do not count as best works.  An example of the work or

a project you completed in the class is required.

3.
Each best work must be accompanied by a brief explanation of what the piece is and why you have selected it.  The reflection should be one page in length.  As with all other pieces in your portfolio, your reflections must be typed, written in MLA format, and free of typing and other errors. 


First M. Last


Mrs. Minor


Best Works – Class


25 August 2008
Title of Project

· In paragraph 1 - explain the assignment or project, discuss its degree of difficulty, what were the objectives of the teacher, and showcase your creativity and uniqueness.

· In paragraph 2 – explain why you have chosen this project – reflect on what you have learned, how you have grown, etc.

· In paragraph 3 – explain which ESLR(s) this project represents

· CRITICAL THINKER

· ACADEMIC 

· EFFECTIVE COMMUNICATOR
· INDEPENDENT AND COLLABORATIVE WORKER

NOTE:  Don’t just say “it took a lot of time,” or “it was fun.”  These statements say nothing descriptive or reflective about your project.

4.
Some of the pieces you may select will not fit in your portfolio.  A digital camera will be available to take pictures of such pieces.

Guidelines for Writing a Resume

A resume is one of the most important job search tools used to get an interview.  It is a personal advertisement that markets your qualifications for a particular job.  It is a summary about your accomplishments.  

Prepare a resume for an entry-level position that suits your education and experience as a graduating high school senior. 

· Target each resume to a specific position and highlight your accomplishments as they relate to that position.

· Limit your resume to one page; it is not your autobiography!   

Research shows that employers may spend only twelve seconds evaluating each resume.  Be sure that your resume is easy to read!

· Use white, pale gray, or ivory colored paper.

· Use a 12 point easy-to-read font.

· Avoid crowding information on the page.

· Use “white space” and generous margins.

· Use “bulleted” items rather than paragraphs.

· Proofread resume until it is letter perfect.

There are many variations of resume format.  Resume sections vary in title and presentation order according to personal experience.  The following topics may be included:

Job Objective.  This is no longer part of a resume but is included in the cover letter.  It’s important to be specific and precise.  Use a job title if possible:  



Seeking a position as a travel agent assistant
or
  



Seeking a position with an auto body shop
or



Seeking a position as an emergency medical technician.

1.  
Education.  List schools that you attended in reverse chronological order, beginning with the most recent.  Be sure to include dates you attended and any diplomas, degrees, awards, and certificates earned.  Include your grade point average if it is to your advantage (3.0 and above.)  You might also want to include any workshops or training seminars you attended that relate to the job for which you are applying.  

2.  
Skills and Abilities.  This section may consist of a short, “bulleted” list of solid achievements or skills.  Include all of the skills you have acquired (through your work experience or vocational training.)  This section is especially 
important to applicants who are relatively new to the job market and who may lack work experience. 

3.  
Experience.  Full-time, part-time, or summer employment, internships, and volunteer experiences can all be included.  In reverse order, beginning with your present position or most recent position, indicate job title, name of organization, dates, responsibilities, and accomplishments.  Use active verbs in past tense phrases to describe your past experience; use active verbs in present tense to describe your current position:

Eventually include your internship


Cashier/Stock Clerk


July 2004 - present



Long’s Drug Store, La Mesa, California



 
Provide customer service



  
Operate electronic cash register




Train new employees.



 
Stock merchandise on shelves




Assist with yearly inventory checks 




Customer Service Representative  
Jan 2002 - June 2003



Jack in the Box Restaurant, San Diego, California




Handled drive-through orders



  
Assisted with food preparation



  
Performed routine maintenance and cleaning

4.  
Activities/Awards.  You may list activities, honors, and community service under separate or combined headings.  List all activities and offices held in campus and in community organizations.  Employers are looking for demonstrated leadership and team skills; include accomplishments.  Note honors, special awards, scholarships, and academic recognition lists here or in the education section.  Don’t forget to list participation in community service and volunteer activities; employers consider these experiences valuable!

5.  
Personal.  Information about interests or travel experience can be included only if it indicates exceptional achievement or is relevant to career goals.

References.   Obtain three references.  Remember to ask permission before submitting anyone’s name as a reference.  Produce a separate list of these individuals with appropriate contact information:  name, address, and telephone number.  Use matching resume paper with your name and address at the top, exactly like your resume.  Below this heading, title the page, “References.” Submit this sheet if requested at the interview. 

Separate Reference Sheet Sample

JOE STUDENT

123 Main Street

San Diego, CA 92115

References:


Linda A. Perry, PhD


Chair, Communication Studies


University of San Diego


5998 Alcala Park


San Diego, CA  92110


(619)  260-4058


Next Reference
Hints.  In writing a resume, you should avoid the following:


*  Personal pronouns  “I,”  “we,” and “my”

*  Complete sentences, wordy phrases, slang, and abbreviations


*  Employer street addresses


*  Names and addresses of references on resume


*  Salary history or expectations


*  Reasons for leaving previous positions


*  Exaggerated or falsified information

*  Personal information regarding birth date, height, weight, health, and marital status


Sample Resume
YOUR NAME
Your Address

San Diego, CA  92115

(619) 555-1212

EDUCATION:

MVAS High School





Diploma , pending graduation June 2005





GPA  3.5 out of 4.0





ROP Business and Computer Applications








Certificate, pending completion June 2005

SKILLS & ABILITIES:
Typing (60 wpm)





10 Key by touch (12000 sph)





Filing (alpha, geo, sub, num)





Computers/Software:
PC (networked)










MS WORD


Macintosh Classic
PageMaker

Languages:  Spanish--speak, write moderately well Thai--speak moderately well

ACTIVITIES & AWARDS:
Coach’s Award for JV Basketball, 2002-2004








Perfect Attendance 2002





Principal’s Honor Roll 2001-2004 (four semesters)



California Scholarship Federation Treasurer (CSF) 

2002-2003






*Collected, reported fundraiser monies






*Kept club books





Peer Helping 2002-2004






*Organized HIV Assembly






*Worked International Affaire





Varsity tennis team 2003/2004





Varsity track team 2002-2004





JV basketball team  2001

EXPERIENCE:

Sales/cashier 

January 2004 to present





Dudley’s Donut Shop, La Mesa, CA





* Handle customer relations





* Operate cash register/balance cash drawer





*  Train new employees





Internship

      September - November 2003







Jackson Elementary





*Tutored 5th graders





*Graded and filed student papers

2nd resume sample

John Smith
550 Anderson Way

Anytown, CA 91111

619-555-5555

jsmith@aol.com
EDUCATION:

John Glenn High School, Anytown, CA

· 12th grade:  AP English Literature, AP Statistics

· 11th grade:  AP English, AP US History

· 10th grade:  Honors English, Honors Geometry

· 9th grade:  Honors English

HONORS AND AWARDS:

Scholastic:

· Principal’s List (4.0 or Better):  9th and 10th grades

· First Honors:  9th, 10th, and 11th grades

· Second Honors:  9th and 11th grades

Baseball:

· Scholar Athlete:  11th grade

· Anytown All-Academic Team:  11th grade

· Central League Championship Team:  11th grade

· All Central League Honorable Mention:  11th grade

· Most Valuable Pitcher/Pitcher of the Year – JV Baseball: 10th Grade

CLUBS AND ACTIVITIES:

· National Youth Leadership Forum on Law:  11th grade (1 of 350 students selected nationwide based on scholastic and leadership activities)

· Delegate to National Youth Leadership Forum:  12th grade

· Student newspaper:  10th  and 11th grades

COMMUNITY SERVICE:

· YMCA Counselor-in-Training:  10th grade (volunteer, selected outstanding CIT)

· Anytown Historical Society:  10th grade (museum info, sales, clerical assistance)

· Anytown Little League:  10th & 11th grades (coach/instructor for baseball camps)

LEADERSHIP:
· Discussion Group Leader:  12th grade AP English Literature

· Delegate to National Youth Leadership Forum:  12th grade – Recruitment presentation

· National Youth Leadership Forum:  11th grade – Designated Supreme Court Justice
PERSONAL BACKGROUND

Interests:  recreational sports, spectator sports, car restoration, and music.

Guidelines for Writing the Cover Letter
1.
Write a letter for a position for which you might qualify as a high school graduate.  Select an entry-level position for your career that matches your resume. 

2.
Keep your letter short and simple--one page only: 

1st paragraph:  Explain the purpose of the letter right away.  Explain why you are contacting the employer.   If you are responding to an ad, mention where you saw the ad.  If someone is recommending you, be sure to say who it is.


2nd paragraph:  Introduce yourself briefly and include any qualifications that make you qualified for the job.


3rd paragraph:  Close your letter by politely encouraging the employer to read your resume and ask to schedule an interview.  Provide a telephone number for future contact.

3.
Business letters should be typed, well organized, and grammatically correct with absolutely no spelling errors!  

4.
Use white or light colored paper with a standard business font and 12 point type.

5.
Follow standard business letter format:  single-space your letter with double spaces between paragraphs.

6.
Center the letter vertically on the page when done.

7.
Don’t forget to sign your letter!

File - New for letters ... do not use MLA format

Sample Cover Letter - Do Not Copy

August 25, 2008







(4 returns)
Royale Industries

Attention Ms. Jan Miller

1345 Princess Ann Drive

Vallejo, CA  95064

Dear Ms. Miller:

I am writing in response to your advertisement in the San Diego Union-Tribune of February 15, 2001, offering a position as assistant sales representative in your store.

I have acquired excellent retail and merchandising skills in a class I recently completed with the San Diego County Regional Occupational Program (ROP).  I believe that the hands-on experience I received will be of particular interest to you.  I have enclosed my resume and a copy of my ROP certificate for your review.

I am impressed with the Royale Industries fashion line and hope that you can use someone with my particular background, skills, and abilities.  Please contact me at (619) 555-1234 if it is possible to arrange for a personal interview.

I look forward to hearing from you.  Thank you for your consideration.

Sincerely,




(4 returns - sign the final copy)
Your Name

Your Street Address

San Diego, CA  92115

Enclosure:  Resume

Go from 100 to 50% on the toolbar, center the letter vertically on the page

EMPLOYMENT APPLICATION

Date of Application ________________Social Security No.:  ______________________________

Name:  ________________________________________________________________________



Last


  First


Middle Initial

Address:  ______________________________________________________________________



Number
Street


City/State

Zip Code
Home Phone:  ______________________
Business/Message Phone:  _____________________

Fax Number:_______________________
E-Mail: _____________________________________

In case of emergency, please contact:  _________________________Phone:  ________________






Do you have any physical condition or disability which may limit your ability to perform the job applied for?






_  Yes
  _  No

If yes, what can be done to accommodate your limitations?  _____________________

    ______________________________________________________________________

Are you available to work:   _  Full Time    _  Part Time    _   Temporary

JOB INTERESTS

Please list the position(s) you are applying for:  _______________________________


Please list all languages you speak, read and/or write:


List three business/professional references:


Name and Occupation
  

Address

       

Area Code & Phone No.
1.


2.


3.

Should you be selected for this position, the minimum hourly wage you would accept is $____________________.  (Do not use the word negotiable or any other similar words to answer this question.  Salary must be within the range for the position you are interviewing for, and the amount you state as your minimum may be a selection criteria.)

PRIOR WORK HISTORY (List in order, last or present employer first)

Dates (Mo/Yr)
Employer’s Name, Address and Phone Number     Rate of Pay
   Supervisor’s Name          Reason 

From       To    





        Start    Finish        and Title
            for leaving


Job Duties/Responsibilities



           Job Title

Dates (Mo/Yr)
Employer’s Name, Address and Phone Number     Rate of Pay
   Supervisor’s Name          Reason 

From       To    





        Start    Finish        and Title
            for leaving


Job Duties/Responsibilities



           Job Title



Dates (Mo/Yr)
Employer’s Name, Address and Phone Number     Rate of Pay
   Supervisor’s Name          Reason 

From       To    





        Start    Finish        and Title
            for leaving


Job Duties/Responsibilities



           Job Title


May we contact the employers listed above?  Yes  _  No _  

If not, indicate which one(s) you do not wish to be contacted. ___________________________________

SELF-DESCRIPTION: Please describe your skills, experience, strengths and abilities as they relate to your job choices.  Indicate any special interests, tools you have used, typing speed or any other information that would let us know more about you.  


APPLICANT STATEMENT

I CERTIFY THAT THE ANSWERS I HAVE GIVEN IN THIS APPLICATION ARE TRUE AND CORRECT AND THAT I HAVE NOT KNOWINGLY WITHHELD ANY FACTS OR CIRCUMSTANCES.  I UNDERSTAND THAT ALL ANSWERS GIVEN ON MY APPLICATION FOR EMPLOYMENT ARE SUBJECT TO VERIFICATION AND THAT SHOULD I BE EMPLOYED, ANY MISREPRESENTATION OR OMISSION OF FACTS ON THIS APPLICATION MAY BE SUFFICIENT REASON FOR DISMISSAL.


APPLICANT’S SIGNATURE: __________________________DATE: _____________

· FOR OFFICE USE ONLY    -

INTERVIEW DATE:




INTERVIEWER:

ACTION TAKEN:
[     ]  HIRED

[     ]  NOT HIRED          REASON:

DEPARTMENT ASSIGNMENT/LOCATION:
 Student Name _______________________________

School ______________________________

Date______________________________

San Diego City Schools

Office of Instructional Support

School-to-Career

Proficiency #8

Interviewing Skills

Developed by Paul Sanford © San Diego Unified School District, 2003

Permission granted for school staff to reproduce product for use in their own programs

Job Search Information Resources

Getting a job is the result of how well you sell yourself during the job interview.  One of the essential parts of that selling job is making a good impression.  Choose your interview clothes carefully.  They should be dressier than you would wear at school.  Males should wear a shirt and tie and a jacket.  Females should wear a skirt or dress.  Polish your shoes.  Keep jewelry, makeup, perfume, or cologne to a minimum.  Gum chewing during an interview tends to leave a poor impression.

Pay close attention to cleanliness and neatness.  Bathe, wash your hair, and make sure that you are well groomed, especially your fingernails.  Press your clothes and check everything in the mirror before you leave home.  If you have long hair, wearing it pulled back tends to look neater and looks better to most interviewers.
Be on time for your interview.  It is much better to be early than late. Usually 15 minutes is appropriate.  Besides, if someone cancelled or didn’t show, up your interviewer will appreciate being able to take you early.

When you meet your interviewer, introduce yourself clearly, look directly at him or her, and shake hands.  Your body language communicates a great deal about you to the interviewer.  First impressions are vitally important to obtaining a job.  You only have a half-hour or so to convince this employer that you are going to help him/her make money.

Packaging the Product

· Sit up, look alert, and respond enthusiastically to what the interviewer is saying.  Leaning slightly forward demonstrates that you are an attentive person.

· If you slouch, chew gum, smoke, or stare out the window, you will make a bad impression.

· Answer questions in a polite and courteous way.  Try not to answer with just a “yes” or “no.”  Explain your answers.

· Show flexibility – you can adapt to new methods and change.

· Try to convey the fact that you are responsible.

· Be positive about your abilities.  Stress your skills.

· Take time to think about your responses.  Be relaxed and thoughtful.

· Try to establish a rapport with the interviewer.  Give the impression that you are a 
“team” player.

During the Interview

The human resources manager, or whoever interviews potential employees for any company, is trying to determine if your skills and qualifications match the company’s needs.  To help him/her determine this, your answers to the questions should be related to the job.  Don’t discuss personal problems and try not to make any negative remarks about others.  Always tell the truth, but don’t volunteer any negative facts about yourself.

One thing that the interviewer is trying to determine is how well you would fit in with the other employees.  A warm, friendly personality will often get you a job over equally qualified competitors.  Be warm, enthusiastic, and friendly, but maintain your composure.  
Don’t be phony.

The interviewer wants to determine other things about you.  She/he must decide whether:

1. You will make money for the company.

2. You will save money by being efficient and quick.

3. You will save the company time.

4. You will improve customer relations.

5. You will increase customer service.

6. You will improve the product.

7. You will improve employee relations.
To impress the interviewer that you possess these qualities, you can ask questions about the company.  Have the confidence and enthusiasm to let him/her know that you have researched the company, but you need information about training, challenges, and advancement.

It is very appropriate for you to ask questions during the interview.  This allows you to control parts of the interview instead of just answering a set of questions.  Below are some questions that might prove helpful in learning about a prospective employer:

· Why is this position open?

· What are the job duties?

· How will I learn my job duties?

· What are the hours of employment?

· Would my work hours also include overtime?

· Are there any union or other membership requirements?

· What fringe benefits are provided by the company?

· May I have a tour of the work site?

· What are the opportunities for future advancement?

When you go for your interview

Information to take with you

· Social security number

· Driver’s license or photo identification

· Employment application (if possible have another person proofread to make sure you have no errors)

· Resume

· Certificates (Work Preparedness, any ROP, typing, etc. that apply to the specific opening)

· Portfolio 

Tests – Some employers require that you take a test prior to your employment.  It’s always a good idea to bring a small pocket calculator just in case.  In the event of a test, read each set of instructions and each question carefully; write clearly; budget your time wisely; and don’t stay on one question too long.

Preparation – Learn something about the company (use the internet if necessary).  Have specific jobs in the company in mind; be prepared to answer questions about yourself and your qualifications.  Review your job application and your resume.

Time:
 Arrive for your interview appointment early.  Usually 15 minutes is appropriate.  While you are waiting, review your portfolio, resume, or your interview questions from this unit.  This shows that you’re organized and will help with your last-minute nervousness and will keep your energy focused on the interview.

Interview Questions:  During an interview, two types of questions are asked.  One is informational (these are questions that ask for facts).  The other type is situational, which requires thinking, problem solving, and sometimes your opinion.  Can you identify the two types of questions on this page and in the mock interview section on pages 7 and 8?  Which type can you expect?  Some questions asked by most employers are listed below.  Study them and review them several times so you can answer each of them in a clear, concise manner.

Commonly Asked Interview Questions – Written Assignment for Mock Interview Week

· Tell me a little about yourself.

· Why should we hire you?

· What makes you a good worker?

· What kind of work are you looking for?

· What are your long-term career goals?

· How do you spend your spare time?

· What are your strengths?

· What are your weaknesses?

· What can you do for this company?

· What did you gain or learn from your last position?

· What do you expect this company to do for you?

· What do you know about this company?

· If a conflict came up between you and some of your co-workers, 
how would you handle it?


· What course did you like best in school?

· Is there anything you’d like to add?

Ending the Interview:  Closing the interview is an important part of the interview process.  Be certain to use good manners; thank the interviewer for the time taken with you, and also thank the secretary or receptionist.  His or her opinion of you may also count in the hiring process.  Try to make arrangements to call the employer back at a specific time to find out about his/her decision.  In that way, the employer will be expecting your call.


Do not stay to talk after the interview is finished.  It might make the interviewer think you have nothing better to do.  When you return home, be certain to send the interviewer a “Thank You” note.  This will not only show good manners, but will also remind the employer of you.  A sample “Thank You” note is on the following page.

Points to Remember

1. Employer area of concern:

A. What kind of person are you?

B. What kind of worker are you?

C. How well will you fit in?

2. Pay particular attention to your dress.  First impressions are important.  Wear appropriate, clean, neatly pressed clothing.  Clean hair and a neat appearance go a long way.

3. Practice the following in order to feel confident:

A. Walk erect.

B. Establish and maintain eye contact (don’t stare).

C. Handshake is important.

1) Male – wait for the interviewer to offer his/her hand to be shaken.

2) Female – you make the first move if the interviewer is a male, but if interviewer is a female, wait for her to offer her hand to you to be shaken.

D. Wait for the interviewer to ask you to sit down.  When you do sit, lean slightly forward.

E. Don’t cross your legs.

F. Relax!

4. Confidently answer questions after thinking about your answer.  Ask for clarification if you don’t understand a question. Listen to how the employer describes the duties and responsibilities of the job and to the information they offer about the company.

5. Don’t take friends or relatives to your interview.  They can only distract from the main objective and your ability to impress a potential employer.

6. Most interviews are usually concluded with a question by the interviewer (e.g. "Do you have any questions you’d like to ask?"  This is the perfect time for you to ask about benefits, etc.)  A great question to ask would be, "If I do a really good job for this company, what type of advancement 
could I expect?"

7. Be open and flexible.

Why People Do Not Get Hired

Positive Reasons:

1. Too many applicants

2. An old employee changed his/her mind and decided not to leave

3. Your skills are more than needed for the position

4. Cannot pay you what you are making now

5. Looking for more experience

6. Looking only for a certain “type” person

7. Only accepting applications for a future need

8. Lack of experience on part of applicant

9. Trying only to fill a temporary position

Negative Reasons:

1. Poor personal appearance

2. Overbearing, overaggressive, know-it-all attitude

3. Inability to express yourself clearly, poor voice, poor grammar

4. Lack of planning for career; no purpose or goals

5. Lack of interest and enthusiasm; passive, indifferent

6. Lack of confidence and poise; nervous, ill at ease

7. Overemphasis on salary; interest only in dollar offer

8. Poor grades, just did well enough to pass

9. Unwilling to start at the bottom; expects too much too soon

10. Makes excuses for past work record

11. Fails to look interviewer in the eye

12. Limp, fishy handshake

13. Sloppy application

14. Wants job for only short time

15. Late to interview without good reason

16. Never heard of company; knows nothing about it

17. Failure to express appreciation for interviewer’s time

18. Asks no questions about the job

19. Gives indefinite responses to questions

20. Brings other people with them to the interview
Follow-Up to Cinch a Job Offer

Follow-up tips to keep job leads from fizzling out:

1. Polite Persistence – After sending a resume with a cover letter, call to find out if you can arrange for an interview.

2. The Basic Thank You – Thank all the people who help you find a job:
A. Career planning and placement counselor(s)

B. Recruiters

C. Interviewers

D. Teachers

E. Friends/Relatives

Write a short message expressing your appreciation.  An example:  “I appreciate your giving me the opportunity to meet with you and hear about some possible job openings.  Thank you again for your time and interest in my job search.

3. Interview Follow-up – Send a letter expressing your interest in the job.  Enthusiasm can buy you a big advantage in today’s competitive world of job hunting.  Your follow-up note does not need to be long, but it is important to mention something meaningful from your interview.

Timeliness is critical.  Get your note in the mail right away, not six days later.  You may change the employer’s impression with a well thought-out follow-up letter.

4. Don’t Give Up!  Keep Trying!
5. Good Luck!
Do not use MLA – use File - New

Sample Thank You Letter

August 25, 2008



(4 returns)

ATOM SYSTEMS

Attention Nancy Jefferson

4350 Mission Valley Road

San Diego, CA 92108

Dear Ms. Jefferson:

I appreciate the time you took with me last Monday about the part-time computer programmer position with ATOM.  It is exactly the kind of position I am seeking.

Your company is doing some very exciting research in computer graphics and I would like to be involved in that field.  I feel that my experience in keyboarding in computer applications qualifies me perfectly for the position you have made available.

I hope your decision on Friday will allow me to join your company.

Sincerely,



(4 returns)

Son Nguyen

1234 Orange Avenue

San Diego, CA 92105



(Use print preview and center vertically on the page)

MOCK INTERVIEW 

EVALUATION

Student Name: 






 School: 
MVAS

Position:













Interviewer: 











Interviewer's Evaluation:       (1 = Off Target    5 = Right on Target)
Shook Hands    1    2    3    4    5


Eye Contact    1    2    3    4    5

Spoke Clearly   1    2    3    4    5


Prof Attitude   1    2    3    4    5

Dressed appropriately 1    2    3    4    5
Answered Questions Effectively 1    2    3    4    5


Comments

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________


MOCK INTERVIEW 

SELF-EVALUATION

Student Name: _____________________________     Period:______________

Student's Self Evaluation:       (1 = Off Target    5 = Right on Target)
Shook Hands    1    2    3    4    5

Eye Contact    1    2    3    4    5

Spoke Clearly   1    2    3    4    5

Professional Attitude   1    2    3    4    5

Dressed Appropriately 1    2    3    4    5
Answered Questions Effectively 1    2    3    4    5


What did you do well and why?  

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

What, if anything, did you do wrong and why? 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

How could you improve next time? 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________
Congratulations, you did it!
MOCK INTERVIEW THANK YOU LETTER

Do not use MLA – go File – new – Names and addresses will be provided
April 1, 2003   (4 returns)
Sony Computer Entertainment America

Attention:  Samuel Jones

10075 Barnes Canyon Road

San Diego, CA  92122  (2 returns)
Dear Mr. Jones:  (2 returns)

I just wanted to express my gratitude for my interview today and tell you how much I enjoyed our conversation.  The position in the gaming department sounds very interesting. (2 returns between paragraphs)
I believe my skills and experience with computers really qualify me for this job.  I am more enthusiastic than ever about the position you have open, especially after meeting you and hearing about your growing company.

I will call you in a few days in the hope that you have reached a decision favorable to both of us.

Sincerely,  (4 returns)

Julie Smith

7501 54th Avenue, Apt 5

San Diego, CA 92115

File – Print Preview and center the letter vertically on the page.  Go to 100% on toolbar, change to 50%, and move the letter down from the date until centered.
Transportation Plan

These are the instructions you are going to use to get to your internship site.  You need to be very specific; anyone should be able to follow them.  Include the name and address of your of your site.

In your writing also include your method of transportation, the directions, a map (cut and paste from internet or from mapquest use the print scrn key then paste), and the time it will take to make the trip.  Do not just print the Internet page.  If you will travel by bus, include the time, bus stop, and the bus number.
For directions and maps, recommended websites are:


www.mapquest.com – directions and maps


www.sdcommute.com – bus routes

This document should be one page in MLA format, 4 line heading, double spaced, 1 inch side margins, and if it goes more than one page include a header to number the pages.  Print a second final copy if you need for yourself to go to your internship.
*************************************************

Personal Internship Goals

Take a few moments to think and write about your goals and aspirations for your new internship experience. This is your first assignment.  It must be typed and is due by the end of class TODAY!  Use the MLA format and title this assignment PERSONAL INTERNSHIP GOALS.  Staple this sheet to the back of your paper.

Suggestions for writing:

· What are you hoping to get out of this experience?

· What kinds of things would you like to learn at your placement?

· What skills do you possess?

· What skills would you like to develop?

· What type of work environment do you think you would most enjoy? 

Print 2 copies of the final draft:  one for your portfolio and one to take to your internship.

 On-Line College Registration

1. Go to web site www.sdccd.net
2. Select the On-line College Application (red/blue link upper right)
3. Select Start New Application (in blue title bar)
4. Complete first page carefully.  For your name, DO NOT enter a suffix.

5. If you do not have a social security number a random number beginning with the letter D will be assigned by City College.  
6. Please check the verification information.  MAKE SURE it is correct before you go any further.  For those without a SSN, a warning screen will come up, press Continue then write the Dnumber down.
7. Complete application carefully.  Make sure to answer every question. Do not skip any – check the None box if the check does not pertain to you.
8. For some questions, scroll through the choice list and it is okay to answer None, Decline to State, or Undecided (for things like family income, etc).

9. When asked for college and term select City College and (ask teacher for the current Term, Year) – 2006 Fall
10. Once you have completed the application, select ‘YES’ to submit application

11. After you have submitted a completed application, Signature Page is displayed

12. File – Print and print 2 copies; 1 for me and 1 for you.  Do not use the print link on the webpage. 
13. Be sure to sign and date the signature page before you turn it in.

14. The printed signature page and verification pages are very important.  Keep them filed in a safe place.

TECH PREP Form Completion

1. Go to www.catema.net/sandiego
2. Select New Students – Create account
3. On this screen, fill in all the lines that are in bold with a *

4. For the SSN or student id – DO NOT USE YOUR MVAS ID; use the ID from your City College signature page

5. If you did not have a SSN and the computer assigned you an 8-digit number; add an S before that number on this www.catema page

6. Press Next and PRINT the page with your user name and password or write it on your signature page – then press YES

7. Select – Add a class

8. Crawford – MVAS is already in the first pull down box

9. Select Minor in the second pull down box

10. Select Business Environments

11. Select Period 4

12. Choose a college/career major you are interested in (if your first choice is not there, pick the closest)

13. Select Submit

At the end of the term, I will assign you a grade and your will receive credit.  To see your grade later, log on to www.catema.net/sandiego and login with the username and password that starts with mva… and go to view classes. 
Student Name: ___________________________Period: ______________

INTERNSHIP SITE STANDARDS

1. Before I go on my internship:

a. What day do I start? ____________________________________________________

b. Who is my initial contact person? _________________________________________

c. What days am I to work? ________________________________________________

d. What are the hours I am to work? __________________________________________ 

e. How will I get to work? (See transportation plan for details) _____________________

2. Information about my internship site:

a. What is the name of the company? ________________________________________

b. What is the address of the company? ________________________________________

c. What type of company is it? _______________________________________________

3. During your interview at the internship site ask the following:

a. Where do I keep my timecard? __________________________​

b. Where do I keep my personal belongings or backpack? _________________________

c. Whom do I call at my site if I have any problems and what is their number?___________________________________________________

d. Do I report to someone other than the contact person and if so, who? _________________________________________________________

e. What should I wear to work? _____________________________________________

4. Whom do I call at my school if I have any problems and what is their number?____________________________________________________ 

WEEKLY INTERNSHIP REFELCTIONS

Use MLA Format:

1. Use 1 inch left and right margins
a. FILE – PAGE SETUP – change left and right
2. Set on double space

3. Number the pages if your reflection goes more than one page

a. VIEW – HEADER/FOOTER

b. Use the right justification button – type Last name

c. Use the # from the header/footer toolbar to number the pages

4. Type the following:

First M. Last

Mrs. Minor

Internship Week #

25 August 2008
First Impressions 

(Title will change and reflect weekly topic)

Journal Assignment – Internship Week 1 -First Impressions

Actual First Day 

Write about your first day at your site.  Include as many details as you can.  Suggested questions:

· How did your transportation plan work?

· What was the workplace like?

· Who did you meet?  What were people doing?

· What was the best thing that happened?  The worst thing?

· What is your sense of the atmosphere?

· How did you feel?

Describe Your Site


Suggestions for writing:

· Physical surroundings.  What does the site look and feel like?  What kind of room are you in?  What is on the walls?  What equipment is in the room?  What makes this place different from other places?

· The people.  Who is working with or near you?  How are people dressed?  What are they doing?  Are there a lot of people?  Are they in a hurry?  Are they quiet, talking, moving, sitting?  How do they interact with each other and with you?  What are they saying to each other?

· How You Feel.  How do the people get along?  How do you fit in? How do you feel about the site and why? 

 Learning at Your Site

Write about your internship experience so far, touching on the topics below.

· What did you do this week at your site? Is the work challenging?

· Describe something you learned at your site.

· Give examples of how your work connects with what you are learning in school  

· Are there any stories to tell?

· What is the best thing that happened this week?
Journal Assignment – Internship Week 2 - Site's Mission

The purpose of this journal assignment is to research and describe your site’s mission and organizational structure.   In other words, why does your site exist?  There may be some materials available in which to read about the site, ask your contact person.   If there isn't, ask the employees around you.  Don’t give up.  Be persistent.  Use any sources such as people, documents, book, videos, etc.    

Don’t forget to put your name, period, date, and title on your assignment.  Use the format shown on the top of this sheet.  Have a paragraph for each header below (introduction, body, and conclusion).

Introduction

Briefly describe your site’s history and mission:

· Don't forget to include the name of the site.

· When was the site founded?

· What are the mission and/or goals of this site?  What is its purpose?  Why does it exist?

Body


Describe how your site carries out its mission and goals:

· How does the site accomplish its mission and goals?  Give at least two examples.

· How are the people at the site organized?  Who's the boss?  Where does your supervisor fit into the organization?

· How has it grown and developed? (Give some significant moments in its history.)

Conclusion

Summarize your site's missions and how it is succeeding at fulfilling its missions and goals.

 Internship Week 3
This week we will work on presentation powerpoints and type out the interview questions for next week.

Journal Assignment – Internship Week 4 - Career Investigation 

One good way to explore a career or workplace is to take a close look at how people experience their jobs.  For next week's journal, you will conduct at least one “informational interview” with an employee at your workplace. If you are in a large company, you may ask your supervisor to arrange interviews with employees in positions that are of interest to you.  It would be even better if you were able to interview two or three people.

Your journal will be in question and answer format.  First, type the question in bold font.  Enter two returns and then type the interviewee's answers.  Be sure to number your questions.  Include the name of the person you interviewed and their job title at the top of the page.  

Today in Class.   Determine whom you would like to interview.  Tomorrow ask them if you may take 10 to 15 minutes of their time to ask them some questions about their career.  If they can not answer your questions right then set up a time for Friday.  It may be helpful to give them a list of the questions beforehand.  

Elementary School Interns - it may be best to stop by after school or have your interview on the telephone.  Ask the teacher what would be best for them and establish a time for Thursday or Friday.

Today in Class.   Prepare and type a list of questions to ask during your interview.  The following is a sample list.  Choose about 10-15 questions from this list or use your own questions.  These are sample questions to give you ideas.  You may need to change them to fit your site.   

· What advice would you give to someone interested in this field?

· What are your job responsibilities? What are the responsibilities of your department?

· How does your work contribute to the mission of the company?

· Describe a typical day at your job.

· What types of decisions do you make?

· Do you work alone or as part of a team?

· What personal traits and skills are necessary for your job?

· What type of training or education does your job require?

· How and why did you decide to do this type of work?  

· How are writing, mathematics, and/or sciences used in your work?

· What do you like most and least about this job? (pros and cons)

· What are the opportunities for advancement?

· Describe some traits/skills you use in your work that are not taught in school.

· What is the beginning salary range and what are the benefits of your job?

· Describe the working environment/conditions at your company.

· What specific technology and software (write down names) are used at this company?

Interview your selected person.  Have paper and pencil ready to make notes.  Be sure and thank them for their time.  After the interview you may want to spend a few minutes writing down your thoughts while they are still fresh in your mind.
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 Sample Interview – write answers in complete sentences
John Q. Smith

Teacher’s Name

Internship Week 4
25 August 2008
Interview with Jacob Moore

I interviewed Jacob Moore, the head coach of the Copley YMCA Swim Team in 

La Mesa, California.  He has been coaching there for three years now. The date of the interview was September 13, 1999.  He can be reached by telephone at (619) 555-3456.

1. 
What made you decide you wanted to be a coach?


I had a pretty good experience as a high school and college team swimmer. I got away from the sport for several years. Then I started to get back in touch with it. I'd go to swim meets and remember the smells and the excitement. I wanted to be around it more, or be around the pool more. I wanted to have a positive impact on youth and the community and also to share whatever it was I had to offer.

2. 
What courses beyond high school helped you prepare for coaching.   Are there required courses for certification?


I was an officer in the Navy, so I had to take a course in leadership. Also for that reason, I was good at motivating people.  I took a lot of science and math. The American Swimming Coaches Association (ASCA) gave a correspondence course. They also offered "Basic Coaching" and "Stroke School", which I also took. United States Swimming offers a "Coaches' College" up in Colorado at the Olympic Training Center which I took.  In addition, I took a lot of health and fitness classes and did various athletics in the Navy.  I also received certification in CPR, first-aid and safety training for swim coaches.

3.
 Describe in detail a typical day at your job.

Preparation includes daily workout plans, with a focus on a specific stroke or training technique. This can take a few minutes or even up to a half hour, depending on what you are accenting that day.  Specific care must be taken to provide the most interesting progression as possible.  
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The swimmers show up and are given a warm up activity.  Once the workout begins, the head coach and assistants (if any) will isolate individuals or groups and provide one-on-one teaching. A good coach will use breaks in the training to tell anecdotes or motivational stories and jokes to break up the monotony.  

4. 
When you first started out, how tough was it? 



I didn't start out as an assistant coach so it was very challenging.  I had a lot to learn and didn't have a mentor to learn from. The science of swimming is easy because you can consult with other coaches, but the art of swimming is challenging to teach.  And coaches often have to develop their swimming programs on their own. That's the most challenging part.

5. 
Describe the working environment.

One of the things that makes this job rewarding is working with young adults. Their fresh and enthusiastic attitude brightens each day.  It is almost always true that you will also need to work with pool personnel.  Obviously, it is best when you establish a good working relationship with them as well.  You work outdoors, which is usually seen as an advantage, but also has its drawbacks when the weather doesn’t cooperate.

6.
 How much time and effort must you put in?

"It takes an incredible amount of time. It cuts off from personal time.  For instance, I'd like to have a little more time for me to swim, but there's really nothing I'd rather be doing than coaching.

7.
What are the most important personal characteristics a person should possess in order to be successful in this field?

It is important to be able to work with people, especially young children. Being personable is a must. A person should probably be goal oriented and possess general teaching skills. To manage a large group of young adults takes organization and dedication, but there is a lot of satisfaction in working with young people.

8. 
What are the most positive aspects of coaching?


It's a mental, physical, social and spiritual discipline. If you're going to be good, you have to be a leader by experience, and be a good role model.  Emotionally, physically and mentally, you have to be on a high level, and that's very valuable to me. It's
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very joyous to be able to work with youth. They're lots of fun and, on their best days, they're better than adults. You can 
learn from youth.  They have a wisdom they don't even realize. Also, being a coach allows me to create, and make something (like a team or individual athlete.

9. 
What are the most negative aspects of coaching?


Most coaches will say parents, but I don't have a problem with that.  It takes a lot of time and, often, you have to sacrifice your own personal comforts, desires and wants. The biggest problem is that your success depends upon 
somebody else (your athlete). Unfortunately, coaches are generally judged by whether they win or lose.

10. 
What kind of salary is typical?

It varies with the type of club. Some coaches are strictly volunteer. Sometimes, your salary depends upon the number of swimmers you train. YMCA coaches earn from $6.50 to $10/hour. Most coaches take other jobs besides (since it doesn't pay much), and they might teach PE classes or other classes.

11. 
What are the medical or insurance benefits? Paid holidays?


There are usually no benefits or paid holidays. The primary reward is being with and helping young adults. It is normally necessary to have another job. That job, logically, should provide the necessary benefits. Teaching is a good job to have if you want to be a swimming coach, because it provides the right schedule and a good income along with the needed extras.

12. 
What are the opportunities for growth and advancement in this field?

There is little or no opportunities for growth or advancement of any kind in the field of coaching itself. Rarely are there jobs in college coaching or other high visibility positions. The only real opportunities would be in the area of management (as in a recreation center or similar position). Teachers who coach can move out of coaching to move up.

Internship Week 5 – making revisions to your research paper by working in information from your interview and adding the name of the person to your works cited.
 LETTER OF RECOMMENDATION ASSIGNMENT

Journal Assignment – Week 6

A letter of recommendation is a written document that tells a potential employer your good qualities.  Teachers, counselors, past employers and internship site supervisors are all good individuals to write these letters on your behalf.  For this assignment you can either ask your internship site supervisor for a letter or recommendation or write a letter requesting a letter of recommendation.  The letter of recommendation you receive is for you.  It will help you with job and college applications.  

If you write a letter requesting a letter of recommendation, before you print the letter be sure to run spell check and proofread it and then have your teacher double check it for you.  Print one copy, sign it, and take the letter to your supervisor at your internship site tomorrow. This will give them some time to write the letter of recommendation for you.  If you would like, there are envelopes available to put the letter in to help keep it nice.  

When you get your letter of recommendation from your site, either make a copy to turn in or have your teacher check off that you received your letter.  Be sure to keep the original someplace safe for yourself.   

Journal Assignment – Internship Week 8 - Rate Yourself

What Are You Learning?

Describe the skills you are learning at your site.  Include some of the skills from each of the three categories listed:

· Professional skills such as typing and filing

· People skills such as communication and  team work

· Machine skills such as copiers, fax machines, telephone systems

Are You A Good Employee?

Describe how you would rate yourself as an employee:

· Are you reliable, have you attended EVERY day?

· Have you made up the time you missed?

· Do you do more than they ask?

· How could you be a better employee/intern?

· Have you made a difference by being there?

· Will they miss you contributing to their workplace?

· Does your attitude affect your workplace?

· If I were to ask your supervisor about you, what would they say?

Your Evaluation

Describe how you feel about your evaluation.

· Do you feel your evaluation is accurate?  

· Do you feel they graded you perhaps a bit better than you actually performed?

· Or o you feel you performed better than your grade reflects?

Journal Assignment – Internship Week 9 – Internship Thank You Letter 

Today you will be typing your thank you letter.  PLEASE be very careful and try to make it perfect!  Hopefully it won’t need any corrections but if it dos your teacher will correct it and return it to you next week so you can make final corrections.  You will then take this letter to your internship on your last day.

This is VERY important.  We want to continue to have internships for the students who will be following you so we want to be kind to our contacts.  You wouldn’t believe how meaningful a thank you letter can be to the people who have given their time to you.  They are always so impressed!

You will need a copy of your corrected thank you letter in your final notebook, as well as the one to take to your site.  

********************************************************************************************************

For letters - do not use MLA format.  File – New

Sample Thank You Letter

August 25, 2008


(4 returns here)
Name of Business

Attention:  Contact Name

Address of Business

San Diego, CA ZIP

Dear Mr. or Mrs. (last name only)

I would like to thank you for allowing me to do an internship with you.  I leanred (fill in with something personal you learned).  I enjoyed (fill in something personal).

I appreciate your taking the time to work with me an dhope you feel I was able to contribute to your organization in a positive way.

Sincerely,


(4 returns here)
Your Name

Your Street Address

San Diego, CA  92115

(Use print preview and make sure letter is centered vertically on the page)

Journal Assignment – Internship Week 10 - Final Portfolio Reflection

You made it!! This is your last week!  Don’t fade out now.  Run the race until the end.  Leave a really good impression on your site as you finish. Your last journal assignment is reflective. Look over all your journal essays before you begin to write.   Think and write about the following:

· What written assignment in the portfolio did you find the most helpful and what did you learn from the research
· What did you take away and learn from the internship – did the real world experience reinforce your career goals from early in the class

· What are your career/college plans – if this experience (both research and internship) has caused you to change your mind; what do you want to do now and what are your plans after graduation to achieve these goals?

********************************************************************

REMINDERS:


· Timecards Required for Internship Credit.  Make sure you have turned in all timecards and that both you and your supervisor have signed them..  You MUST turn in your time cards to class to pass this class.

· If you haven't already received your letter of recommendation, ask your supervisor again.   

· Give your thank you letter to your supervisor.   Be sure to thank them personally for the time they took from their schedule and life to teach you and help you and allow you to learn and grow.    [image: image1.png]
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