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GETTING STARTED:
Complete this page before going to your work experience site.

Student’s Name 

Date 


Work Experience Site 


Address 


City 
  Zip 


Phone 
  Fax 


Mentor’s Name _________________________   Mentor’s Job Title______________________
Dates of Work Experience 


Starting Time 
  Finishing Time 


Directions to Work Site 


Transportation Arrangements 


Special Instructions (dress code, safety gear, etc.) 
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Interviewing:  Interview your work experience mentor using the following questions.

1. How and when did you first become interested in this occupation?

2. Who or what influenced you to choose this occupation?

3. What qualifications are required for this occupation?

4. What kind of education or training is necessary for success in this field?

5. What physical requirements are there for this work?

6. What subjects should I study in school to best prepare for this job?

7. What is the average rate of pay for this job?

8. How has technology affected this job?

9. What do you enjoy most about your work?

10. What kinds of problems occur in your job?
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11. How would you describe a typical day at your job?

12. What do you like least about your job?

13. How much do you think this job will change in the next five years?

14. Is there any other information I should have or anything you want to further explain 
about your job or work environment?
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Reflecting:  Reflect on your experience at the work site by answering the following questions.

1. Describe the work site you visited?

2. What was something that surprised you about your work experience?

3. What kind of activities did you observe during your work experience?

4. What were the three most interesting things about your work experience?

a.

b.

c.

5. What did you like least about your work experience opportunity?

6. Would you like to pursue this career?

Why? or Why Not?

7. List two new things you learned about this job that you didn’t know before?

a.

b.
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Thanking:  Thank you letters are an important professional courtesy.  Telling people how much you appreciate their efforts makes them feel good about what they do.  It also makes a good impression on them.

Using the model below, draft a thank you letter to your work experience mentor.

Date 

Mentor’s Name, Title

Name of Company

Street Address

City, State, Zip Code

Dear Mr. or Ms. (mentor’s last name)

Paragraph 1 - Thank your mentor for the opportunity to do the work experience.

Paragraph 2 - Describe some of the things you learned as a result of the work experience.

Paragraph 3 - Add any additional comments you have.

Sincerely,

Sign Your Name

Type Your Name

After the letter has been drafted and approved by the Supervisor of School-to-Careers, the student shall type the letter error free, prepare envelope, and mail to the work experience mentor promptly after work experience is finished.

“The Muskegon Area Intermediate School District and the above employer affirm the right of all individuals to equal treatment in

education and employment, without regard to age, race, religion, color, sex, marital status, disability,

national origin, or any other considerations that are extraneous to effective performance.”
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