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West Central High School

School-to-Career

Proficiency #8
Investigating Your Internship Responsibilities and Worksite

If you want that job offer, learn about the company!!

How much you know about prospective employers plays a crucial role, a new survey confirms. A recent survey of corporate executives revealed a major irritant: Too few job applicants know enough about the company where they want to work.  Forty-seven percent of managers and executives polled said having little or no knowledge of the company is the most common mistake job seekers make during interviews Find information at your fingertips. By visiting the company’s Web site, you can locate a wealth of information, such as the firm’s mission and values, what products and services it provides, recent press releases and more. 

Let’s say Joe wants to work at XYZ Company. He does some research and finds out that it’s a very fast-paced, entrepreneurial company. Now he can plan stories to tell in his interview that will show he’s good in those kinds of environments. He will also be able to anticipate the kind of questions he might get.

The Internet, of course, is a great resource for finding all manner of information related to a company, starting with the company’s own Web site. There, job seekers can find not only background on the business, but also recent news releases that provide insight into the company’s latest initiatives or challenges.

Do research so that you know the five W’s — who, what, when, where and why — of the company. This research will give you useful responses when you’re asked if you have any questions. If that happens, don’t ask about benefits or vacation!!
Activity 1:  Surf the ENTIRE Site!
On the front cover of your Internship Portfolio is the home page and web address for the business where you’ll be interning.  Your task is to do a VERY THOROUGH job of surfing the site to learn AS MUCH AS YOU CAN about the business!  Since everyone’s website is very different, it’s tough to ask the same questions that will pertain to all of you.  Try to answer as many of these questions as possible.

A.  Business Location/Address/Phone: Usually found at Contact Us link

_____________________________
_____________________________
_____________________________


B.  Business Hours:

C.  Business Mission Statement:

D.  Primary services:  What do they do?
1.

2.

3.

4.

5.

6.

E.  Are there current job openings here?  How can you apply for a job here?  Usually found at a Jobs or Employment Link
F.  What is the history of this business?  (how long open? By whom?)

G.  What is something you discovered that you DIDN’T know about this business?

1.

2.

H.  Try to find info specific to your role as an intern.  For example, Erika will click the link to Adoptions in the menu. 
Activity #2:  Fast Internship Facts
Utilizing the online Occupational Outlook Handbook: http://www.bls.gov/oco/   Click A-Z Index
or O-Net Online (Occupational Info Network) : http://online.onetcenter.org/find/  Enter job title


Fill in 3 SPECIFIC facts about each category of information related to your internship

Job Description/Duties/Responsibilities of the Job:
1.

2.

3.

Education/Training required for the Job
1.

2.

3.

Work Environment of the Job:
1.

2.

3.

Salary/Benefits of the Job:
1.

2.

3.

Personal Qualifications for a worker in this job:
1.

2.

3.

Job Outlook or Opportunities for Advancement in this Job:

1.

2.

3.

                                    Activity #3: Video Clip

Careers for the 21st Century.  Learn just a little more about the career you’ll be interning in by viewing a 5-7 minute video clip at United Streaming and/or America’s Career Infonet.
1. Go to www.unitedstreaming.com

2. Enter    
 karinrenner  for user name

3. Enter

 kxaci5         for password

4. In the search box, type in the name of your internship
For example,  type social worker, radiologic technologist, photographer

welder, banker

     5.  Scroll down in your options until you find the collection called Careers for the 
         21st Century.


Human Services Occupations=social worker

Health Technologists and Technicians=radiologic tech
Media and the Arts Occupations=photographer
Production Occupations=welder
Financial Occupations=banker
6. Click on the collection to access it


7. On the next page, click on the statement that says “This video contains 8 segments.”

8. Click the green play button next to the short video clip about your job.


9. All of the videos have a brief powerpoint at the end.  Use that powerpoint to answer the following questions.

Name:_____________________________
Internship occupation:_______________________
Video Clip Title:____________________________

1.  According to the video, what are some of the typical job duties of someone in this career?
a.

b.

c.

d.

2.  What are the average earnings mentioned in the clip?


3.  What education or training is required?




4.  What is the employment OUTLOOK for this career?



5.  According to this video clip, what are the special qualities a person in this career needs to possess to be successful?

a.

b.

c.

d.

EXHIBITION:  Show all of these completed activities to your instructor.
Successful Completion ___________________
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