Workplace Analysis

 Core Competencies and Employability/Life Skills in the Workplace

Project Due Dates:

· Information about shadowing site and site supervisor due to major teacher : Friday, September 14

· Shadowing Day: Wednesday, September 19
· Job Shadowing Agreement Form and HCS Employer Evaluation for Shadowing Experience Form: due to major teacher upon return on September 20
· Competency Notes, Interview Notes: checked by major teacher September 20
· Written Analysis of Workplace: Friday, September 21
· Oral Presentation with Multimedia Component: week of September 24
Purpose


Our purpose in focusing on the Employability/LifeSkills Competencies and the Core Competencies is to help you realize the importance that these competencies and skills have in the business and professional world.  We would like to give you the opportunity to observe these in a workplace setting and to draw conclusions about their significance.

Shadowing Day

1. Select and make arrangements to shadow an employer/employee at a workplace of interest to you.  Your major teacher needs to know your workplace location by September 14.

2. You are required to be at the workplace during your regular school hours on September 19 unless the employer asks you to alter the times.  Please advise your major teacher in advance if you have been asked to change your shadowing times.  
3. During your day of shadowing, conduct an interview with the employee using the “Interview Questions” sheet provided. Refer him/her to the lists of competencies if appropriate during your interview. Write your answers on the interview form so that your major teacher can check the form on Thursday and so that you can use the information in your written analysis paper.
4. Throughout the day, take notes and document evidence of any core competencies and any employability/life skills competencies that you see used by any employees in the workplace you observe.  Remember that you will need to observe carefully because these skills and competencies are an integral part of a work day.  In your conversations with the employee, discuss with him the skills that he uses at his job on a regular basis. Your notes will be checked by your major teacher on Thursday.  

5. Before you leave, have the person that you shadowed complete the attached “HCS Job Shadowing Agreement Form and the HCS Employer Evaluation for Shadowing Experiences form.  He/she should fold and staple your evaluation and return to you. The completed forms should be returned to your major teacher when you return to school on Thursday, September 20. 
Evaluation of Your Work

 Your first semester exam grade will be determined as follows:

20%
Notes about competencies observed, Interview notes, Student Evaluation Form (all due on Sept. 20)

40%
Written Analysis of Workplace (due Sept 21)

20%     Multimedia Component (due Week of Sept 24)

20%
Oral Presentation (due Week of Sept 24)
Exam Components

Notes, Interview, Student Evaluation form—20 points 

Written Analysis of Workplace—40 points

This section of your exam should be word processed in Times New Roman 12 and double spaced.  Your final copy should be completed and given to your major teacher by September 21st.  Listed below is a sample you may wish to follow, but any well-organized and complete format is acceptable.

Paragraph One:   Identify  the person and the workplace where you shadowed.  What is the person’s job?   

  
What are his/her responsibilities?  

Paragraph Two:   Discuss one core competency you saw demonstrated.


             What did the person do to demonstrate this competency?  How was the competency 

                            important?

Paragraph Three: Discuss the second core competency.  

Paragraph Four:  Discuss the third core competency.

Paragraph Five:   Discuss one employability/life skill you saw demonstrated.


              What did the person do to demonstrate this competency?  How was


               the competency important?

Paragraph Six:      Discuss the second employability/life skill competency.

Paragraph Seven:  Discuss the third employability/life skill competency.

Paragraph Eight:   Discuss  what you learned from your interview.

Paragraph Nine:    Draw conclusions.  Based on what you saw, is it important

                              that we emphasize the competencies?   What do schools need to do to



 better prepare students for careers and the workplace?   Was this shadowing a



 valuable experience?  How could we make it better?

Multimedia Component—20 points


Prepare a multimedia presentation (such as PowerPoint) to accompany the oral presentation you will give.  Be sure to include the following information:

 name and title of person shadowed and location of site 

 brief overview of the job/ work site

 description of one core competency and one employability/life skill competency you saw demonstrated in the workplace

 discussion of any two skills from the competencies that you feel that you need to learn

Your slides should emphasize your main points in a colorful, creative way; it should NOT be a script for your oral presentation.  

Oral Presentation—20 points


At your scheduled time, you will give an oral presentation about your shadowing experience.  This presentation will be observed by your major teacher, at least one academic teacher, and your peers. 

Please prepare a 3-5 minute description of your shadowing experience. You will use your multimedia presentation to accompany your speech.  Following your presentation, be prepared to answer any question(s) your teacher(s) may ask.

Workplace Analysis Scoring Guide
Student: ____________________________________   Total Score: _________________

	Notes about competencies observed, Interview notes, Student Evaluation Form*
	Points 

Possible
	Points 

Earned

	Thorough notes about competencies and skills observed*
	10
	

	Completed interview with thorough notes*
	5
	

	Returned HCS Job Shadowing Agreement Form and the HCS Employer Evaluation for Shadowing Experiences*
	5
	

	*   points for this section will be awarded on  Sept. 20           
	20
	

	Written Evaluation of the Workplace
	Points 

Possible
	Points 

Earned

	Essay has strong opening. Essay incorporates information gained both through observation and through the interview.  Closing paragraph demonstrates the student’s ability to draw conclusions.
	10
	

	Essay examines three core competencies and three employability/life skills, giving specific examples of each and why these are important.
	20
	

	Essay demonstrates the student’s control of the conventions of standard written English (grammar, mechanics, usage, sentence completeness, etc.)
	10
	

	Total Points:
	40
	

	Multimedia Component
	Points 

Possible
	Points 

Earned

	Slides contain required information in an attractive format.
	10
	

	Slides show student’s attention to conventions of standard written English.
	5
	

	Slides are used to enhance the presentation and are not read as a script.
	5
	

	Total Points:
	20
	

	Oral Presentation
	Points 

Possible
	Points 

Earned

	Student demonstrates strong control of formal presentation skills (posture, gesture, volume, rate, tone, eye contact, enunciation, etc.).
	5
	

	Student demonstrates strong control of standard English.
	5
	

	Student describes shadowing experience, including at least one academic core and one employability/life skill.
	10
	

	Total Points:
	20
	


