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JA Reverse Job Shadow Foreword 

Thank You! 
Junior Achievement of Greater New Orleans appreciates the commitment you have made to the success 
of this impactful program. We are certain your students will find JA Reverse Job Shadow to be an 
informative, worthwhile, and enjoyable experience. 
 

Program Overview 

Junior Achievement of Greater New Orleans (JAGNO) is committed to developing and implementing vital 
and innovative programs. The JA Reverse Job Shadow curriculum is intended to prepare students that 
will be attending the YouthForce NOLA Career Expo, which is a hands-on career expo that will be 
highlighting career opportunities in the Skilled Crafts, Health Sciences & Digital Media/IT Industry 
clusters. The event is meant to “spark” an interest in students and get them excited about future 
careers.  
 
JA Reverse Job Shadow consists of four segments: 

• Two, 45 minute in-class sessions presented prior to the YouthForce NOLA Career Expo. 
• The YouthForce NOLA Career Expo, approximately a three-hour hands-on career expo visit 
•  One, 45 minute in-class session after the Expo.  

 
JA Reverse Job Shadow and the experiences leading up to it will: 

• Connect classroom experiences with learning opportunities for the future.  
• Expose career pathways for in-demand jobs in the greater New Orleans region, as 

determined by industry partners.  
• Empower students to connect their own interests with a wide set of career opportunities. 

 
JA Reverse Job Shadow Goals 

Through hands-on classroom activities and participation in an interactive career expo, the following 
topics will be discussed: 

• Career research and preparation 
• Self-awareness and career assessment 
• Job-hunting tools, including personal brand, resume writing, interview skills and elevator 

pitch  
• Professionalism and ethics in the workplace 
• Academic action plans 

 
Following participation in the program, students will be able to: 

• Recognize career clusters and potential job positions and understand the importance of 
researching the requirements needed to earn a position. 

• Refine job-hunting tools, such as networking, drafting of resumes, and interviewing skills. 
• Identify the next steps needed for success in their academic and career preparation  
• Develop their own personal brand and recognize its importance in the job hunt. 
• Communicate and interact with industry professionals. 
• Have a better understanding of their career interests, skills and work priorities. 



3 
 

 

Preparing for JA Reverse Job Shadow 

JA Reverse Job Shadow 

JA Reverse Job Shadow introduces students to various career opportunities and industry clusters, which 
will help students to design their own career pathway.  Although the product or service provided differs, 
many companies provide similar career opportunities. For example, public relations firms, governmental 
agencies, and biotechnology firms may all employ IT personnel, software developers and/or project 
managers.  

The YouthForce NOLA Career Expo experience inspires students to learn and demonstrate the basic skills 
that will make them valuable assets to any employer.  Students will gain a better understanding of 
career opportunities, skills required and the variety of jobs available within the high-wage, high-growth 
industry clusters present in the greater New Orleans region.   

Participants 

Teachers 
The teacher will lead the three in-class sessions, two prior to the YouthForce NOLA career expo, 
and one following the event. The teacher will observe the students interacting with 
professionals while at the expo and assist as necessary. 

 
Industry Professionals 
The Industry Professionals are employees from companies representing the Skilled Crafts, Digital 
Media/IT & Health Sciences Industry Clusters, who will provide the students with career 
pathway information within their industry, the skills needed to be successful, and other helpful 
tips.   

 
Students 
Students will participate in three in-class sessions and attend the YouthForce NOLA career expo. 
Students will learn to use tools and equipment specific to industry professions and better 
understand how to prepare for the world of work. 

 
 

Teacher Preparation  
 
General Information 

Deliver Sessions One and Two prior to career expo and Session Three following the career expo. 
 
Establishing Expectations 

• Reinforce how English, mathematics, social studies, science, and work-readiness skills 
are used every day at work. 

• Focus on the role of teamwork at school and on the job. Showcase how teamwork can 
contribute to success in the workplace. 

• Demonstrate that lifelong learning is important to continued success in the workplace. 
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Career Assessment 

The students will take a career interest inventory during Session One.  This can be done using 
your school’s preferred program. It may also be completed using Junior Achievement’s “JA My 
Way”, assessment platform, or Greater New Orleans Inc.’s “Headed2” Career Exploration 
platform. Students must have access to a computer and the internet. These assessments are 
important to the success of the program and allow students to explore their skills, interests and 
the possible job outlook for jobs they are interested in. 
 
Please note: The YouthForce NOLA Career Expo will be showcasing career opportunities and 
training pathways within the industry clusters of Skilled Crafts, Health Sciences and Digital 
Media/IT. Please inform the students prior to attending that not all career clusters represented 
throughout this program, will be present at the Career Expo. 
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General Information  
 

Session One 
 Presented in class, prior to YouthForce NOLA Career Expo 
 Led By: Teacher  
 Time: 45 Minutes 
 Student Materials:        
  1A Career Assessment          
  1B Seven Steps to Get Hired and Succeed      
  1C Career Cluster Descriptions         
 

Session Two 
 Presented in class, prior to YouthForce NOLA Career Expo 
 Led By: Teacher  
 Time: 45 Minutes 
 Student Materials:        
  2A Elevator Pitch         
  2B JA Reverse Job Shadow Tips       
  2C Student Questions         

 
JA Reverse Job Shadow Site 
 Presented on site at the Xavier University Convocation Center  
 Led By: Industry Professionals 
 Time: 3 Hours (arrival, 3, 30 minute shifts plus arrival, zone transitions and departure) 
 Student Materials:        
  Participating Company List      
  2C Prepared Questions        
  Program Book        
 

Session Three 
 Presented in class, following career expo 
 Led By: Teacher  
 Time: 45 Minutes 
 Student Materials:        
  3A Personal Reflection           
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Session One: Before the Job Hunt 
Session Two: The Job Hunt & After You Are Hired 

Preparing for YouthForce NOLA Career Expo  

BEFORE 
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Session One: Before the Job Hunt 

Overview 
Students are introduced to the JA Reverse Job Shadow program and the Seven Steps to Get Hired and 
Succeed. Through a close examination of specific skills and career clusters, they learn the key factors to 
investigate in career planning; skills, interests, work priorities, and job outlook. 
 
Objectives 

Students will be able to: 
• Recognize career clusters that match their skills and interests. 
• Understand importance of personal brand. 
• Demonstrate self-awareness of their strengths in 

work scenarios. 
 

Preparation and Materials 
• Review the session and prepare student materials 

The student materials are provided by JA staff and 
are also available at 
https://www.juniorachievement.org/web/ja-gno 
   

o One set of Student Materials 1C, Career 
Cluster Description, are needed for each 
pair of students. 

o Follow the instructions on the sheet to 
prepare materials for the activity. 

o Additional materials needed for this 
session: Computer, internet access, pens 
or pencils and either a paper cutter or 
scissors. 
 

• Become familiar with the terms discussed in this session. Key terms are bold and 
defined in the margins.  

• Review any company or organization information received from JA Staff prior to 
implementing program and determine how best to present it to the students.  

• Be prepared to implement career assessment. 
 

Recommended Time 
This session typically takes 45 minutes to complete. 
 

Presentation 
 
Introduction – 15 minutes 
Explain to the students that they will be participating in JA Reverse Job Shadow. The program is 
presented by Junior Achievement of Greater New Orleans, an organization that seeks to inspire and 
prepare young people to succeed in a global economy. 
Begin by implementing the career assessment. 

Concepts 
Career clusters 
Career planning 
Interests 
Job outlook 
Skills 
Work priorities 
 
Skills 
Analyze text 
Analyze occupations 
Formulate answers from personal 
experience 
Identify behaviors 
Self-assessment 
Work collaboratively 

https://www.juniorachievement.org/web/ja-gno
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Before the Job Hunt: Career Assessment 

In order to better prepare your students, have them complete the online career assessment. If your 
school does not have a preferred career assessment tool, you may use the Kuder Career Assessment 
tool, available for your use through www.jamyway.org/resources. Or, you may use the Career 
Assessment tool available for your use via https://gno.headed2.com/index. You will need access to a 
computer and the internet. These assessments allow students to explore, their skills, interests, work 
priorities, and the possible job outlook for jobs they are interested in. 
 

• Distribute a copy of the Career Assessment Instructions Student Materials (1A) and provide 
computer and Internet access for the students to complete the assessments. 
 

Provide a brief overview of the program and distribute:  
Seven Steps to Get Hired and Succeed Student Materials1B 
 

 
Seven Steps to Get Hired and Succeed: 

 
Before the Job Hunt: 
 1. Research, research, research (using the U.S. Department of Education’s 16   

 career clusters) 
 2. Acquire education, training, and skills for the career that interests you 
 3. Build your personal brand 
The Job Hunt  
 3. Look for a job opening 
 4. Apply 
 5. Interview  
After You Are Hired  
 6. Succeed at work by being professional and ethical  
 

 
*During the YouthForce NOLA Career Expo , students will put into action the three first three 

steps of Before the Job Hunt, while interacting with each cluster business at the expo. 
 
Please note: The YouthForce NOLA Career Expo will be showcasing career opportunities and training 
pathways within the industry clusters of Skilled Crafts, Health Sciences and Digital Media/IT. Please 
inform students that not all career clusters that they will be researching during JA Reverse Job 
Shadow will be present at the Career Expo.  
 
The student’s preparation is key to the day’s success. Explain that the students now will participate in 
the first of two preparatory sessions prior to JA Reverse Job Shadow. The work they do in the classroom 
will prepare them for some of the conversations they will experience at the Career Expo. 

http://www.jamyway.org/resources
https://gno.headed2.com/index
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Program note:  
Students may or may not be interested in a particular career in a particular cluster at the YouthForce 
NOLA Career Expo, but should still be encouraged to experience them all. Emphasize to the students 
that the role of the expo is to spark their interest and introduce them to various work environment 
priorities and to the skills necessary for their successful participation in the world of work. Remind them 
that these are some of the skills they may need in their future careers. 
Share a list of companies that the students will learn about at the YouthForce NOLA Career Expo and 
share any available information about the business or organization, specifically the different careers 
students can expect to hear about. 

A list of participating companies and training providers will be provided to you, 
upon request, by JAGNO prior to starting this program. 

 
Post on the board the first three of the Seven Steps to Get Hired and Succeed. Explain that in this 
session, students will explore these three topics: 

Steps 1-3 
Before the Job Hunt: 
 1. Research, research, research 
 2. Acquire education, training, and skills for the career that interests you 
 3. Build your personal brand 
 

 
Discuss the first of Seven Steps to Get Hired and Succeed: 
 
Step One: Research, research, research 

• An important part of researching potential careers is identifying your personal strengths and 
skills. This is why we completed the career assessment.  By knowing your strengths, you can 
better explore what careers might be best for you; confidently set personal goals; and increase 
your likelihood of success. 
 

• This self-awareness allows you to identify why you are drawn to 
certain activities and why others seem so challenging. This 
information prepares you to make better decisions about your 
education and career. 
 

• Success takes planning, and planning requires research. To identify 
the jobs that might be right for you, investigate the following 
elements: 

a. Skills 
What skills do you currently have, and what skills can you gain through training, 
education, and experience? 

Key Term: 
Self-awareness 
To recognize the special 
qualities you possess, 
including your skills, 
interests, and priorities. 
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b. Interests 
What do you like to do? What are you passionate about? 

c. Work environment priorities  
What do you want your daily work experience to be like? Indoors or outdoors? Seated 
or moving? Exciting or calm? Lots of travel or not? 

d. Job outlook 
Who’s hiring? Did you know there are thousands of jobs that go unfilled every year 
because employers cannot find workers with the right skills?   
 
The U.S. Department of Education has categorized thousands of jobs into the 16 career 
clusters to make it easier for people to research potential careers. 

 
Activity A: Career Cluster 
Activity-at-a-Glance – Activity Time-25 minutes 
Objective: Student pairs match 16 career clusters with their corresponding descriptions and short list of 
sample jobs. They then assess their soft skills and personal brand attributes through workplace 
scenarios. 
 

Career Clusters 
 

1. Tell students that during the YouthForce NOLA 
Career Expo, they will be introduced to 
companies and training providers within the 
Skilled Crafts, Health Sciences & Digital Media/IT 
Industry clusters, and they will learn about the 
various jobs related to each. Here, they will now 
have an opportunity to learn about the 16 
clusters, as defined by US Government.  

2. Organize the students into pairs and distribute 
one set of career cluster titles, descriptions, and 
job examples to each pair. 

3. Ask each pair to shuffle each of their three piles 
of cards and then try to match the correct title, 
description, and job examples. 

4. Allow students 5-7 minutes to do that and then 
review the correct responses with them. Ask 
each student to keep track of clusters they 
would like to learn more about. 

5. Ask the students to set the career cluster 
materials aside and refer back to the second and third of the Seven Steps to Get Hired and 
Succeed. 

Key Terms: 
Career cluster 
A grouping of jobs and industries related to 
skills and products. 
 
Interests 
A person’s preferred activities or hobbies. 
 
Job outlook 
A prediction of the future number of 
certain jobs, based on current economic 
factors. 
 
Skills 
A person’s talents or abilities. 
 
Work environment priorities  
The surroundings in a place of work, 
including physical and social conditions and 
other factors, that affect the quality of the 
job experience. 
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Key Term: 
Personal Brand 
The personal expression of who 
you are and what makes you 
unique. 

6. Explain that acquiring the education and skills needed to be good at a job and building a 
personal brand that makes you an attractive job candidate can be done simultaneously, but 
they can take years to accomplish. 

 
Discuss the second of Seven Steps to Get Hired and Succeed: 
 

Step Two: Acquire Education, Training, and Skills and Build Your Education 
• Once you have researched your skills, interests, work environment priorities, and the job 

outlook and have decided on a career that may be right for you, find out what requirements you 
will need to be eligible for the job. 

• Where can you find information about the job requirements of a specific position? 
-Visit https://www.jamyway.org/resources/  
-Visit https://gno.headed2.com/quick 
- Attend, YouthForce NOLA Career Expo 

• What type of education, experience, and skills are needed? 
– High School – connect counselor to determine next steps 

to prepare your schedule for high school courses.   
– Post-high school training or education (two-year or four-

year college degree; trade or vocational school; or an 
apprenticeship, journeyman, or certification program) 

– Experience (possibly from military, internship, 
volunteering, or entry-level work) 

– Soft skills (examples: leadership, flexibility, positive attitude, time management, work ethic) 
– Technical skills (examples: math, graphic design, use of tools, equipment, software, and 

other technology) 
 

Discuss the third of Seven Steps to Get Hired and Succeed: 
 

Step Three: Personal Brand 
• Think of any major business or organization and you will 

probably also think of its brand-not just its name, logo, motto, 
and other marketing factors-but how it does business and 
treats customers. Do you trust the company and its product? 
Do you think the product or service is high quality, reasonably 
priced, or fun? Does the company stand behind what it sells?  

• As an employee, you will be making sure your personal brand is a good fit and matches the 
company’s image.   

• Just like a business’s brand, personal brands are built slowly over time. 
 
 

Key Terms: 
Soft Skills 
Personal attributes and abilities not 
directly tied to a specific job title but 
which are needed in most jobs. 
 
Technical Skills 
The abilities and knowledge used 
in a specific profession. 
 

https://www.jamyway.org/resources/
https://gno.headed2.com/quick
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Activity B: Personal Brand 
Activity-at-a-Glance- Activity Time 7-10 Minutes 
Explain to students they will have a chance to reflect on their current soft skills and what makes up their 
personal brand.  
 

Personal Brand 
 

1. Designate one wall of the classroom with the word Strong and the opposite wall as 
Needs Improvement. 

2. Tell the students that you will read a soft skill that is needed in the workplace. 
 Students will consider whether they are generally strong at that skill or if they need 
 improvement before they enter the world of work. 
3. They will move to the side of the room that most closely matches their assessment of 
 themselves. They cannot stay in the middle – they have to commit to one side or the 
 other. 
4. Then you will read a workplace scenario related to that soft skill. Have students 
     consider whether their self-assessment changes based on that specific scenario.  
     They should move to the other side of the room if it does. 
5.  Allow student to offer evidence or comment on the soft skills and scenarios 
     throughout the activity. 

 
Discuss the following:  
 
Soft Skills and Scenarios 

A. Responsibility 
• I take personal responsibility for my actions. 
• One hour before I am scheduled to be at work, my ride cancels on me. I am responsible 

to find a way to work, even if it is inconvenient or uncomfortable for me. 
B. Perseverance 

• I can persevere (stay the course) even when conditions are unpleasant. 
• I was up for a promotion. I believe I was the best candidate, but my company gave the 

promotion to someone else. I can persevere and still keep a positive attitude and do 
my job well. 

C. Initiative 
• I take initiative when necessary without being told by others. 
• I was given four hours to complete a task at work. I was almost done after two hours 

when a coworker told me to slow down or the boss would just give me more work. I 
took the initiative to finish up that task early and then took care of other work that 
needed to be done. 
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D. Leadership 
• I can demonstrate leadership when it is needed. 
• My coworkers were loudly complaining about work and gossiping about other 

coworkers while customers were nearby. I persuaded them to talk about a more 
positive subject and lower the volume of their conversation. 
 
 

Summary and Review – 5 minutes 
Ask students to reflect on the activity and choose one soft skill to improve over the course of this 
program. Emphasize that these skills are valued by almost all employers regardless of the specific job 
position. 

Remind students that research and planning are keys to success as they prepare for the world of work. 

Remind them to research the career clusters or jobs they are interested in by visiting the U S Bureau of 
Labor Statistics at www.bls.gov. Briefly review the importance of recognizing our individual strengths, 
interests, and experiences and how these influence what kind of work we do best and how successful 
we are. 

Also, remind the students that it usually takes years to earn the education and skills and build the 
personal brand needed for the kind of career they want. 

http://www.bls.gov/
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Session Two: The Job Hunt 
 
Overview 
Students review the Seven Steps to Get Hired and Succeed and analyze job hunting skills. They then 
participate in mock interviews to prepare for the JA Reverse Job Shadow experience. 
 
Objectives 

The students will be able to: 
• Review methods of identifying job openings. 
• Demonstrate professional interviewing skills. 
• Express expectations for the upcoming career expo. 
 

Preparation and Materials 
• Review the session and prepare student materials. 
• The student materials are provided by JA staff or can be copied from the Student Materials 

section at the end of this guide. 
• Each student should receive a copy of the following Student Materials pages: 

• Elevator Pitch 2A 
• YouthForce NOLA Career Expo, Tips 2B 
• Student Questions 2C 
• Permission Slip (Supplemental Resources) 

 
• Additional materials needed for this session: pens or pencils and blank paper. 

 
• Review the company information for businesses represented at the YouthForce Career 

Expo. This list will be provided for you prior to starting this program.  Help the students 
come up with appropriate questions. Determine if additional time to research the 
companies would be valuable to the students. If so, arrange for Internet access. 

 
Recommended Time 
This session typically takes 45 minutes to complete. 
 

Presentation 
 
Introduction –5 minutes 
Briefly review the concepts from the first session by reviewing steps one through three of the Seven 
Steps to Get Hired and Succeed: 
 

Steps 1-3 
Before the Job Hunt: 
 1. Research, research, research 
 2. Acquire education, training, and skills for the career that interests you 
 3. Build your personal brand 
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Remind students that all of these topics will be touched on during the JA Reverse Job Shadow 
experience. Tell students that today they will focus on the other four steps.  Briefly review the following 
talking points about the Job Hunt steps. 
 
Step Four: Look for a Job Opening 

Once you have decided on a career to pursue, acquired the necessary education and skills, and 
developed a positive personal brand, your next task will be to find job opportunities. 
 
Research shows that networking is the most common way people find a job. This can include 
letting people you know, such as friends, family members, and neighbors, that you are looking 
for a job. Or it could mean actively cultivating business relationships with others who have 
common career interests. 
 
It is important to have what is known as an elevator pitch prepared in case a networking 
opportunity arises.  An elevator pitch or presentation is a brief overview of what you’re good at, 
passionate about, and qualified to do.  Each of you will complete an activity later on this session.   
 
Searching want ads is another common way to find job 
opportunities. Look for ads appearing online, posted in a 
business, or published in trade journals and magazines 
aimed at a specific industry. Ex: Worknola.com 
 
One word of caution: Be skeptical of any help wanted ad 
that requires money from you. Many scammers and con 
artists take advantage of people who are anxious to find 
work. They ask for money before they will refer you to a 
hiring company or consider you for a job opening they 
supposedly have. Legitimate organizations do not charge 
you to apply to work for them. 

 
Step Five: Apply – Please note: Students will not be applying for jobs at the 
Career Expo.  

For most job applications, you will need detailed personal information about yourself, including 
your work history, your education and schools attended, and references. 

 
• Also consider preparing the following items: 

• A resume found in Supplemental Materials 
• Cover Letter- a written introduction summarizing your strengths and skills 
• Letter of recommendation- a written communication from someone who can 

attest to your skills and character 
 

Step Six: Interview – Please note: Students will not be interviewing for jobs at the 
YouthForce NOLA Career Expo. The purpose of this exercise is to practice soft skills.  

Once a business or organization has reviewed a potential job candidate’s application, resume, 
and other paperwork, most will conduct an interview to decide if the person would be a good fit for the 
job. The interviewer may be looking to confirm the job seeker actually has the skills and education listed 

Key Term: 
Elevator pitch: 
A brief, high-energy presentation 
used by companies and individuals 
to promote their products and 
themselves. 
 
Networking 
Building relationships with others 
who can help you find a job and be 
successful in your work. 
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Key Terms: 
Ethics 
The standards that help determine 
what is good, right, and proper. 
 
Professionalism 
The behavior and skills expected of 
a worker in an industry. 

on the application and resume, or he or she may be trying 
to determine if the candidate’s personality would be 
compatible with the organization. 
 

There are many variation of an interview. It 
can be: 

• One-on-one or with many candidates 
being interviewed at one time. 

• Conducted by a panel or by a single 
interviewer. 

• In person, over the phone, or using 
Internet programs like Skype. 

• In writing and submitted without 
meeting anyone in person. 

• A test or demonstration performed to 
highlight a skill or other requirement.  
 

One of the most important aspects of the interview is that 
it is your only opportunity for a first impression. In addition 
to how you answer questions, hiring personnel report that they are looking closely to see the kind of 
clothes you choose, your personal hygiene, and if you carry yourself with a professional attitude. 

Always shake hands with your interviewer when you meet and when you part. Also, maintain 
eye contact throughout the interview. 

Session Two (Continued): After You Are Hired  

Step Seven: Succeed at Work Being Professional and Ethical 
Once you are hired into a workplace, it is important to know the terms professionalism and 
ethical and how to conduct yourself. These are crucial attributes you will need to succeed once 
you have been hired to do the job you worked so hard to earn. 

 
Leadership IQ, a research and leadership training organization, recently tracked 20,000 newly 
hired employees. Nearly half—46 percent—of the new hires failed at their jobs within 18 months, 
and 89 percent of the time it was for attitude problems, not poor job skills. Those attitude 
problems included an unwillingness to accept constructive 
feedback, poor teamwork, lack of motivation, and an 
inability to get along with others. 

Explain to the student they now will use this information 
to practice elevator pitch. 

Activity A: Elevator Pitch 
Activity-at-a-Glance-Activity Time 15 minutes 

Key Terms: 
Cover letter 
A job applicant’s written introduction to a 
potential employer that summarizes the 
applicant’s strengths and skills. 
 
Interview 
A formal meeting designed to assess an 
applicant’s qualifications. 
 
Letter of recommendation                        
A written communication from someone 
who can attest to your skills and 
character.  
 
Resume 
A written summary of a person’s skills, 
and work experience. 
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For the students in The Job Hunt steps, remind them that networking is perhaps the best way to find a 
job. Talking about work skills and interests doesn’t come naturally for a lot of people. Writing an 
elevator pitch and practicing it is one way to increase the success of networking. 
 
Elevator Pitch  
 

1. The elevator pitch is a brief, high-energy presentation used by companies and individuals to 
promote their products and themselves. 

2. Distribute a copy of the Student Materials How to Craft an Elevator Pitch (3A). 
3. Ask the students to read the scenario and create their elevator pitch. 
4. Time permitting, organize a mock Job-interview “speed dating” session, and have students 

mingle throughout the room and practice presenting their elevator pitches to one another.  
 

Activity B:  Student Questions 
Activity-at-a-Glance- Activity Time 15 minutes 
At the YouthForce NOLA Career Expo, students will have the opportunity to interact with Industry 
Professionals from local businesses.  Distribute and review with the students the list of suggested 
questions.  Student Materials 2B  
 
Student Questions 
 

1. Review the list of companies participating on JA Reverse Job Shadow.  
2. Distribute “List of Possible Questions To Ask” template.  
3. Have students come up with three additional questions to ask industry professionals and have 

them write these questions in on the template provided.  
4. Distribute a copy of the JA Reverse Job Shadow Tips for Talking to Companies to each student, 

(Student Materials 2C - Located in the student materials section). Allow students 5 minutes to 
read them over. 

5. Ask the student pairs to take turns being the interviewer and the interviewee, asking and 
answering the questions from their list.  Refer back to cluster research that students completed 
earlier for industry specific questions.   
 

6. Remind them to use as many of the Job Interview Tips as they can in their mock interviews. 
• Encourage the students posing as an interviewee and the students posing as an 

interviewer to give complete answers and use examples when possible. 
• Have one pair conduct a demonstration of the process as a model for others to use. 
• Allow 7-10 minutes for the students to ask each other as many questions as possible. 

 
 
 
Summary and Review – 5 minutes 
Take a moment for students to share their observations with the class. Pose the question: Did the  
interviewee provide too much information – or not enough? 
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Review the last four of the Seven Steps to Get Hired and Succeed: 
 

 The Job Hunt  
 4. Look for a job opening 
 5. Apply 
 6. Interview  
After You Are Hired  
 7. Succeed at work by being professional and ethical 
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Preparing for the YouthForce NOLA Career Expo 
 
Review the format of the day and set dress code guidelines. Please see supplemental one-sheet.  
 
Distribute the necessary YouthForce NOLA Career Expo permission slip, found in the Supplemental 
Resources section. Set a deadline for their return of February 1st, and please send to 
Harrison@jagno.org, or mail to Junior Achievement at 5100 Orleans Avenue, New Orleans, LA 70124. 
  
Please review the YouthForce NOLA Career Expo and dress code guidelines provided by Junior 
Achievement.  
 
Review the following information with the students prior to attending the Expo: 
 
Career Expo Expectations: 
 

• Students will be required to complete a Career Exploration “Scavenger Hunt”, while attending 
the Career Expo. They will receive this “Scavenger Hunt”, at the Career Expo.  

• Students will complete a summary sheet after attending the YouthForce NOLA Career Expo, 
outlining what they learned and the companies/training providers that they visited.  This will be 
covered in lesson 4 of JA Reverse Job Shadow.  

• Review expectations about student behavior during the fair: 
• It is important to be respectful to the adult volunteers and industry professionals.  

Remember to come prepared with questions and be curious and eager to try new 
things.   

• No multitasking during the visit—that means no texting, gaming, music, or other 
distractions. 

• Dress code: School Field trip shirts if available.  
• Obey all posted signs and rules from the staff. 

 
Event Logistics 

• Inform students about when they will be leaving for the Career Expo.  
• You are to provide nametags for all students. Volunteers will also have name tags.  

Students should be prepared to address volunteers by name.   
• Items to bring – teachers determine.  
• Students will rotate with their schools, through each industry cluster. There will be 3 

industry clusters that students will attend for 30 minutes each, with ten minutes 
allotted for transitions.   

• Items NOT to bring (teachers determine).  
 

It is the teacher’s responsibility to manage students while at the Career Expo. 
Volunteers will be on-site to help manage student flow through Expo.  

 
 

 
  

mailto:Harrison@jagno.org
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Session Three: Next Steps 
 
Overview 
Students reflect on what they learned before and during JA Reverse Job Shadow, and they practice 
business communication by composing a thank-you note to company chosen by class vote. They then 
will participate in optional additional research activities to help them further define their academic 
choices and future career path.   
 
Objectives 
The students will be able to: 

•Evaluate personal priorities based on their JA Reverse Job Shadow experience.  
• Identify courses to take, what technical skills you need, and educational attainment 
•Review and utilize new vocabulary from the program 

 
Preparation and Materials 

This session offers activities for students to provide personal reflection, a template for a class 
thank you note, and online research tools. The student materials are available as a PDF or can 
be copied from the Student Materials section at the end of this guide: 

 
Recommended Time – 45 minutes 
 

Presentation 
 
Introduction – 10 minutes 
Congratulate the students on a successful JA Reverse Job Shadow experience.  
 
Encourage students to review their Career Assessment results now that they have participated in the 
YouthForce NOLA Career Expo.  Do their personal results align with what industries they enjoyed 
learning most about?  Were there some surprises in what they liked and disliked?  

 
Seven Steps to Get Hired and Succeed: 

 
Before the Job Hunt: 
 1. Research, research, research (using the U.S. Department of Education’s 16   
 career clusters) 
 2. Acquire education, training, and skills for the career that interests you 
 3. Build your personal brand 
The Job Hunt  
 4. Look for a job opening 
 5. Apply 
 6. Interview  
After You Are Hired  
 7. Succeed at work by being professional and ethical  
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Activity: Student Reflection 
Activity-at-a-Glance – 30 minutes 
Allow students 30 minutes to complete the following activities and ask them to consider working on the 
other activities on their own to keep as a reference for future use. 
 
Personal Reflection - Student Summary 

• Ask student volunteers to offer observations they made during the expo, especially anything 
that surprised them or changed their mind about a direction they were going in their career 
exploration. 

• Tell students they will now summarize their experience. Pass out the student summary 
Student Materials from the student materials. (Student Materials 3A) 

 
Thank You Letter: 

• As a class, tell students everyone will cast a vote as to their favorite company from the 
expo.  Based on the results, the class will then create and send a letter to a company within 
that industry.  

• Letters must be placed in envelope and sent to JAGNO (5100 Orleans Avenue, New 
Orleans, LA 70124) 

• Tell the students that one of the most important tasks they can do to enhance their 
personal brand and leave a positive impression with potential employers is to send a thank-
you note after an interview. 

 
Summary and Review – 5 minutes 
 
Review the activities and ask students to list some steps they can take to continue their preparation to 
enter and succeed in the world of work. Once your students have completed the thank you letter, 
prepare to have it mailed to Junior Achievement.  
Congratulate the students on their success. Encourage them to review and update their elevator pitches 
and to continue to review their career assessment results as they consider courses for next year and 
beyond. 
 
Remind them to keep their YouthForce NOLA “Journey to Careers” program book and refer to it as they 
consider part time jobs, academic choices and other steps along the way.  
 
 
Teacher Reminder 
At the program’s conclusion, you will be provided with an online survey to give feedback about your 
experience. Please take a moment to complete the survey. Your comments will improve the quality of 
Junior Achievement programs. 
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JA Reverse Job Shadow Glossary 
Career cluster 
 A grouping of jobs and industries related to skills and products. 
Cover letter 
 A job applicant’s written introduction to a potential employer that summarizes the applicant’s 
 strengths and skills. 
Elevator pitch 
 A brief, high-energy presentation used by companies and individuals to promote their products 
 and themselves. 
Ethics 
 The standards that help determine what is good, right, and proper. 
Interests 
 A person’s preferred activities or hobbies. 
Interview 
 A formal meeting designed to assess an applicant’s qualifications. 
Job outlook 
 A prediction of the future number of certain jobs, based on current economic factors. 
Letter of recommendation 
 A written communication from someone who can attest to your skills and character. 
Networking 
 Building relationships with others who can help you find a job and be successful in your work. 
Personal brand 
 The personal expression of who you are and what makes you unique. 
Professionalism 
 The behavior and skills expected of a worker in an industry. 
Resume 
 A written summary of a person’s education, skills, and work experience. 
Self-awareness 
 To recognize the special qualities you possess, including your skills, interests, and priorities. 
Skills 
 A person’s talents or abilities. 
Soft skills 
 Personal attributes and abilities not directly tied to a specific job title but which are needed in 

most jobs. 
Technical skills 
 The abilities and knowledge used in a specific profession. 
Work environment priorities 
 The surroundings in a place of work, including physical and social conditions and other factors, 
 that affect the quality of the job experience. 
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1A: Career Assessment Instructions 
 
Assessment: Greater New Orleans Inc.’s “Headed2” platform. 

1. Go to https://gno.headed2.com/ 
2. Under “Explore” tab, students are to click interest profiler option. For a shorter 

version of this assessment, students can complete the “Quick Assessment” exercise, 
or the “Skills Profiler” exercise.  

3. For more information, visit https://gno.headed2.com/pages/assessments  
 

 
Junior Achievement My Way, Career Assessment platform.  
If you wish to utilize the JA MY WAY Career Assessment platform, please follow the below 
instructions.  
 
Instructions: 

1. Go to the JA Student Center at https://www.jamyway.org/resources/.  
2. Scroll down to “Explore Careers with Kuder Career Assessments and My Career”  
3. Click “New Users Register Here” in the center of the screen. (Important note for 

teachers and JA staff: You may complete the assessment by registering as a student 
ONLY. You do not have access registering as parent, job seeker, college student or 
administrator.  

4. Select “Student” and choose your grade level from the drop-down menu.  
5. Click continue to create an account.  
6. During the process, you will need to create a unique username and password. Write 

down your username and password in the space provided for future reference.  
a. Username:  
b. Password:  

7. You will be asked to enter the N activation code provided here: N3235773GYT 
8. Read the terms and conditions. If you agree, check box.  
9. Click register to complete process.  

 
Navigator Home Page: Once you have created your account, you will be directed to your 
Navigator home page to access the system’s tools and resources via the top navigation menu. 
Your home page also provides a link to your messages, to-do list, recommended links and 
account information.  
 
Taking an Assessment 
Click on “Learn about Myself” at the top navigation menu.  

• Ninth to Twelfth graders: Choose “Take an Assessment” and click on one of the 
assessment titles. To get started, select your desired education level/degree and click 
on start assessment.  

Logging in: To reenter your account, go to the JA Student Center at 
https://www.jamyway.org/resources/ and click “Explore Careers” in the left navigation 
menu. Click “Career Assessment”, then click “Login” and enter your username and password.  

 
Once you complete the assessments, use your results and the other available tools from the top 
navigation menu to support your ongoing education and career exploration and planning. 

https://gno.headed2.com/
https://gno.headed2.com/pages/assessments
https://www.jamyway.org/resources/
https://www.jamyway.org/resources/


JA Reverse Job Shadow Student Materials  

26 
 

1B: Seven Steps to Get Hired and Succeed  
 

 
Seven Steps to Get Hired and Succeed: 

 
Before the Job Hunt: 
 1. Research, research, research (using the U.S. Department of Education’s 16   
 career clusters) 
 2. Acquire education, training, and skills for the career that interests you 
 3. Build your personal brand 
The Job Hunt  
 4. Look for a job opening 
 5. Apply 
 6. Interview  
After You Are Hired  
 7. Succeed at work by being professional and ethical  
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1C: Career Cluster Descriptions 
 
Instructions: 

1. Make one copy for each pair of students 
2. Cut along the designated lines to separate the cards, keeping each column together as a set. 

A paper cutter will make this task easier. 
3. Collect and shuffle one set of titles, one set of descriptions, and one set of job examples for 

each pair of students, using clips, envelopes, or baggies. 
4. Keep one copy intact as an answer key. 
5. For more information about career clusters, ask students to visit www.ed.gov. For 

information about specific job positions, visit www.bls.gov. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ed.gov/
http://www.bls.gov/
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Career Cluster Descriptions 
 

Career Cluster Title Career Cluster Description Career Cluster Job Examples 

Agriculture, Food, and 
Natural Resources 

Careers related to all aspects of 
agricultural products and 
resources, including plant and 
animal products and resources 

• Farmer/Rancher 
• Veterinarian 
• Water Quality Manager 

Architecture and 
Construction 

Careers for those who design, 
plan, manage, build, and 
maintain structures 

• Architect 
• Electrician 
• Surveyor 

Arts, Audio/Video 
Technology, and 
Communication 

Professionals, who design, 
produce, exhibit, perform, write, 
and publish multimedia content, 
such as within the arts, 
journalism, and entertainment 

• Actor 
• Animator 
• Desktop Publishing Specialist 

Business Management 
and Administration 

Careers for those who plan 
organize, lead, and evaluate 
functions for running a business 

• Accountant 
• Human Resources Manager 
• Sports/Entertainment 

Manager 

Education and Training 

Careers related to all aspects of 
education, training, and 
learning-support services, such 
as administration and 
professional support services 

• Coach 
• Social Worker 
• Teacher 

Finance 

Professionals who provide 
services for financial and 
investment planning, banking, 
insurance, and business financial 
management 

• Actuary 
• Loan Officer 
• Tax Preparer 

Government and Public 
Administration 

Professionals who plan and 
execute government functions at 
the local, state, and federal 
levels, including national 
security, foreign service, 
planning, revenue and taxation, 
and regulations 

• Ambassador 
• Military Officer 
• Tax Attorney 

Health Science 

Careers for those who provide 
and manage therapeutic 
services, diagnostic services, 
health information, support 
services, and biotechnology 
research 
 

• Emergency Medical 
Technician (EMT) 

• Home Health Aide 
• Nutritionist 

Hospitality and Tourism 
Professionals who assist  people 
with their recreational and 
entertainment needs in  the 

• Food Service Manager 
• Pastry/Specialty Chef 
• Tour/Travel Coordinator 
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restaurant industry, food/beverage 
services, lodging,  travel  and 
tourism, and amusement  and 
attractions industries 

Human Services 

Careers related to families  and 
human needs, such  as  counseling 
and mental health services, 
community services, personal care, 
and consumer services. 

• Cosmetologist 
• Insurance Representative 
• Licensed Professional 

Counselor 

Information Technology 
(IT) 

Careers related to the design, 
development, support, and 
management of  hardware, 
software, multimedia, and systems 
integration services 

• 2D/3D Artist 
• Database Administrator 
• Webmaster 

Law, Public Safety, 
Corrections, and Security 

Professionals who provide or 
manage legal services, public 
safety, protective services, and 
homeland security, including 
professional and technical support 
services 

• Attorney 
• Hazardous Materials 

Responder 
• Park Ranger 

Manufacturing 
Professionals  who process materials 
into products and  related 
professional  and  technical support 
activities 

• Assembler 
• Plumber/Pipe Fitter/ Steam 

Fitter 
• Quality Control Technician 

Marketing and Sales 

Careers related  to  marketing 
activities for  an organization,  such 
as  brand  management, professional 
sales, merchandising, marketing 
communications, and  market 
research 

• Art/Graphics Director 
• Entrepreneur 
• Sales Executive 

Science, Technology, 
Engineering, and 

Mathematics (STEM) 

Professionals who manage and 
conduct scientific research and 
professional and technical services 
(e.g., physical science, social 
science, engineering), including 
laboratory and  testing  services and 
research  and  development services 

• Aerospace Engineer 
• Marine Scientist 
• Radio/TV Broadcast 

Technician 

Transportation, 
Distribution, and 

Logistics 

Careers related to the movement of 
people, materials, and  goods by 
road, pipeline, air, rail, and  water, 
and related professional and 
technical support services 

• Aviation Inspector 
• Environmental 

Scientist/Specialist 
• Heavy Truck  Driver 
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2A: How to Craft an Elevator Pitch 
Companies use elevator pitches to define their products or services or to share their values and unique 
attributes. Elevator pitches are a way to get people excited about the company and what it has to offer 
to customers and potential employees. 

 
Some companies will ask their employees to prepare an elevator pitch as a living advertisement for their 
brand. Employees commonly rehearse and use their company’s elevator pitch to get their point across 
quickly. 
 
Similarly, job hunters can create a pitch to present when they have an opportunity to network. It is an 
excellent way to focus on what you value and what you are good at. 
 
Instructions: 

1. Brainstorm answers to the following questions to prepare some possible ideas for your 
elevator pitch: 

a. What matters to you? 
b. What are you good at? 
c. What do you have to offer a potential employer? 
d. What interest you? 
e. What do you want to be remembered for doing? 
f. If you asked a friend, how would he or she describe you? 
g. What is one thing people should know about you? 

 
2. Image a dream job you would like to learn more about.  

Write the name of the job: 
 
 
 

3. Now imagine that you are attending an event after school and you find yourself sitting next 
to one of your classmate’s parent who could hire you for your dream job. (If it is a job that 
you are not yet qualified to apply for, imagine that you could volunteer there to learn more 
about it.) 

4. Below create an elevator pitch to deliver to your classmate’s parents that includes the 
following: 

a. Your name 
b. The dream job you’d like to apply for (or learn more about through volunteering) 
c. Skills or interests you have that could contribute to the job 
d. Something positive about your personal brand that could leave a positive and 

memorable impression 
e. Close with some way to contact you for follow up with you: 
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2B: JA Reverse Job Shadow Tips  
 

Do Don’t 
1. Get a good night’s sleep. 

2. Take a shower. 

3. Dress up. Look like a business expert. 

4. Check your appearance in a mirror. 

5. Mute cell phones and all other digital devices. 

6. Be   able to show that you know 

about the company. 

7. Remember that first impressions matter. 

8. Have a positive attitude. 

9. Offer a firm handshake. 

10. Get to the point. Express thoughts clearly 

and simply. 

11. Make sure you answer the question you were 

asked. Don’t ramble on. 

12. Make eye contact. 

13. Smile. 

14. Stand tall. Sit straight. 

15. Be adaptable. (No job is a perfect fit.) 

16. Bring a resume with contact information and 

strong references. 

17. Bring a portfolio with work samples if you have 

some experience to show off. 

18. Follow up with a thank-you note or email. 

 

1. Be  late. 

2. Chew gum. 

3. Wear  sunglasses  or headgear,  such as  a hat 

or bandana. 

4. Be sarcastic or disrespectful. 

5. Mumble. Slouch. Twitch. 

6. Criticize your former employers. 
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2C: Pre-Event Questions 
 

NAME:___________________________ 
 

Be prepared to ask 3-5 questions to industry professionals so you can have meaningful conversations on 
the day of the expo and to better prepare you for your personal reflection upon returning to the 
classroom. 
 
 You can use some of the following questions for everyone you meet, but prepare your own at 
 the bottom as well: 
 

• What does your industry do/make? 
• What are the rewards of working at your job? 
• What types of education, training or skills are required for your career? 
• What are some of the entry-level careers in your industry? 
• What type of on-the-job training does your industry offer? 
• Why did you choose this career? 
• What is the coolest thing you have ever done at work? 
• What is a typical salary for your profession?  
• What can I do today to begin preparing for a job like yours? 
• Are there opportunities for self-employment in your field? 
• What daily tasks do I have to perform for this job? 
• How many hours a week do you work? 

 
What other questions would you like to ask? 
             
              
 
List the Top 3 Industries you are most excited about visiting:  
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3A: Personal Reflection Student Summary  
 

Name:____________________ 
 

Please list your top 3 companies that you visited at the YouthForce NOLA Career Expo. Please list 
three training programs and/or colleges that can prepare you to work for each of these companies.  
 
 
 
 
 
 
 
Please list five careers that were of interest to you 
             
             
              
 
Choose one career and explain why the career was interesting to you. Please name a college and/or 
training provider that can help you pursue this career.  
             
             
              
 
Describe 3 things that you learned about this industry that you didn’t know 
1.                
2.                
3.                
 
What type of education or training do you need to get started in this industry? What do you need to 
advance? 
             
             
              
 
What kinds of skills do you need to succeed in this industry (creative thinking, math skills, writing 
ability, presentation skills, public speaking)?  Why?  
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Permission Slip and Media Release 
Students are invited to participate in YouthForce NOLA’s Inaugural Career Expo, with more than 40 
industry partners, training providers and institutions of higher education, providing essential career 
information.  
Students will learn about opportunities in: Skilled Crafts, Health Sciences & Digital Media/IT.  
 

Permission Slip/Media Release 
March 9th 2017 

Xavier University 
Convocation Center  

7910 Stroelitz St, New 
Orleans, LA 70125 

 
Parents/guardians: Please sign the form below so your child may participate in  

JA Reverse Job Shadow.  
* A signed form functions as permission for your child to be included in event 

photos/communications. 
 
Student Name:_____________________________ 
 
School Name:_______________________________Teacher:  ____________________________ 
 

 
 

  (student’s name here) has my permission to the YouthForce 
NOLA Career Expo on Thursday, March 9, 2017.  
                 

Parent/Guardian Name: (PRINT) Parent/Guardian Signature: 

Emergency Contact Name: Emergency Contact Phone: 

Student Agreement: By signing this form, I am agreeing to the below guidelines. I agree to: 
• Follow school rules for field trip participation. 
• Follow appropriate school dress code. 
• Participate in the learning activities and engage in dialogue (ask questions) of Industry Professionals. 
• Use respectful communication that is professional in both language and tone and that reflects positively on me 

and the school I am representing. 
• Thank the Industry Partners I spoke with for their time. 

Student Name: (PRINT) Student Signature: 
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Resume Building and Template Activity  
 
Tips for Writing a Great Resume 
There’s no one right way to write a resume, but below are some tips for making a great first impression 
in writing. 
 

1. Stick to the basics 
Look professional by using white or cream-coloring paper and a simple font. Colored paper is 
inappropriate. Avoid busy visuals like clip art and colored ink. Keep it brief; one page usually is 
enough. 

2. Focus on accomplishments 
Present yourself! Even if you haven’t had a paid job yet, describe previous experience or skills 
and list any awards or leadership roles. Include clubs and activities. 

3. Be specific 
As you list previous positions or activates, include specifics such as names and dates. This sets 
you apart from the crowd. Keep in mind, many companies have software that searches 
keywords to preview your resume, so if it does not find specific words, it many eliminate you as 
a candidate. 

4. Check the facts 
Do not estimate dates and titles. If you are unsure of an employer’s title, dates of your previous 
jobs, or any other details, don’t guess. Stretching or estimating information will come back to 
haunt you. 

5. Include the right information 
Include accurate and honest information that presents you in the best possible light. 

6. Keep it professional 
Leave hobbies, your height, weight, religion, family, or any other personal information off your 
resume 

7. Proofread, proofread, proofread 
Always use spell-check. It identifies many typos but not all. Proofread your work several times, 
and ask a friend or family member to review it as well. If an employer finds typos, it could be 
enough to remove you from consideration 
Choose a job you might be interested in and being composing a draft of a resume that you can 
submit along with the application, using the following page as a template: 
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Resume Template 
 
First and Last Name 
Mailing Address 
City, State, Zip Code 
Phone Number 
Email Address 
Note: The address should be simple and should not contain inappropriate words. 
 
EDUCATION        Dates 
School name, highest grade/degree complete    (City, State) 
 
ACHIEVEMENTS 
-school awards 
-club awards or accomplishments 
-other significant achievements 
 
EXPERIENCE and SKILLS 
Note: Include paid work and volunteer work 
 
 Month, Year Started – Month, Year Ended 
 Note: Start with your most recent experience 
 List skills and knowledge you used in this position 
  1. 
  2. 
  3. 
 

Month, Year Started – Month, Year Ended 
 Note: Start with your most recent experience 
 List skills and knowledge you used in this position 
  1. 
  2. 
  3. 
 
Other SKILLS and ACTIVITIES 
Note: Only include activities and hobbies that reflect possible job skills. 
-For example: foreign language skills 
-For example: computer skills – word processing, internet, email 
-sports, length of time participated 
-community clubs and organizations, length of time participated 
-hobbies, length of time participated 
 
REFERENCES 
Note: Do not include family members. Also, get permission in advance to use the person as a reference. 
 -First and last name; relationship to you; phone number of email 
 -First and last name; relationship to you; phone number of email  
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