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Pottsville Middle Grades 

6926 SR 247

Pottsville, AR 72858

479-890-6631

Dear _________________________:

Please accept our deepest appreciation for hosting a student for a job shadowing experience.  Job shadowing is a career exploration activity in which the student follows and observes one or more employees in a career of personal interest to the student.  The goal of the Job Shadow Day is to provide the student with an opportunity to learn more about the world of work as well as well as to provide a reason for students to study and learn at school.

Please share the following information with the person you select to act as a mentor for the student during the job shadow.  The mentor should be prepared to provide specific information about his/her job and the skills he/she uses daily which involve the use of:

Math/basic arithmetic

Problem-Solving

Technology/computers

Dependability


Research


Meeting deadlines

Teamwork


Work quality


Communication

Any academic areas or skills areas (such as geography, science principles, economic principles, writing, accounting, marketing, keyboarding, etc.) should also be included.  We hope you will emphasize the need for continuing education in your field.

It is important that you and the mentor realize that your willingness to accept a student into your world will be a big boost for the student’s self-esteem.  For many students, this job shadowing experience will be their first view as an “insider” into the world of work, as well as the first time they leave their “comfort zone.”

When the student arrives, we hope you will give him/her a business card, interview the student about his/her career goals and educational plans, and possibly give a brief tour of your facility.  During the job shadow mentors should act as natural as possible, perform their normal work activities, and talk with students about the work and its significance to the organization.  Students are encouraged to ask mentors questions and take notes.  It is important that the mentor verify the student’s participation by signing his/her questionnaire.

Students are not expected to do “real work,” but opportunities that allow for a brief job-related experience are always appreciated (barring, of course, the use of power-driven equipment or hazardous materials).

Attached is a job shadow agreement form.  I would appreciate it if you would fill this form out as soon as possible and mail it to the job shadow coordinator at Pottsville Middle Grades.  This form allows the job shadow coordinator to keep records of businesses that have agreed to participate.

Also, attached is a one-page evaluation form.  You and the mentor should use the form to record your evaluation of the student, the job shadow experience, and the program.  I would appreciate it if you would mail this to me at your earliest convenience after the job shadow.

Thank you again for your partnership with us in the project.  We know that you will offer this student more information about how education and training are applied in the “real world” than we could offer in our classroom in a year.

Sincerely,

Samantha Prince

Job Shadow Coordinator

Attachments

