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Senior Exhibition Project Checklist
Student Name:___________________________
This is your project checklist and quick-connection to websites that will help you complete your project.  

	Activity
	Page #
	Check Box Letter
	Date Completed
	Faculty Signature

	ASSESSMENT

Follow instructions & complete 2 career assessments: Interest Profiler: http://www.cacareerzone.org
and Skills & Work Values Checklist (included)
	4
	A

	
	

	CAREER POSSIBILITIES

Select 4 occupations as possibilities to explore and list them on Page 4 (2 short-term career related and 2 long-term job goals)
	4
	B

	
	

	EXPLORATION

Complete job research questionnaires for the 

2 short-time job goals. http://www.careerinfonet.org
(Select occupation Profile and search for job)
	5-6
	C1
C2
	
	

	Complete career research questionnaires for the 2 long-term career goals.

http://www.careerinfonet.org
(Select occupation Profile and search for job)
	7-8
	D1
D2
	
	

	S.M.A.R.T. Career Action Plan
After researching the 4 job titles complete the SMART Career Action Plan Worksheet for at least one of the job titles.
	9
	E

	
	

	ONLINE JOB SEARCH

Conduct an online job search for your 4 job choices & complete the Job Listing Questions for each online job lead you obtain.

www.indeed.com or www.craigslist.org 
	12-15
	G1
G2

G3

G4
	
	

	MASTER APPLICATION

Read the Application Tips page in this workbook and complete the MASTER APPLICATION.  Don’t forget to: Read instructions, print legibly & complete all blocks.
	16-20
	H
	
	

	RESUME, COVER  & THANK YOU LETTERS

Prepare a resume, cover letter & thank you letter directed towards one of your career choices using the information in this workbook.

http://joblinks.wetpaint.com 
	21-34
	I
J
K
	
	

	INFORMATIONAL INTERVIEWS

Conduct 2 informational interviews & complete the Informational Interview Worksheets
	35-37
	L1
L2
	
	

	PREP & CONDUCT JOB INTERVIEWS

Prepare for & conduct two job interviews.  Have the interviewers complete the interview evaluations. 
	38
	M1
M2
	
	


 Assessment, Goals and Resources
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Complete the following online assessment exercises and print out the results for review by your Counselor.  Contact your Counselor if you prefer a paper-pencil assessment.
ONLINE: Interest Profiler @ www.CaCareerZone.org


Top three interest areas: 
1. _______________________________________________










2. _______________________________________________










3. _______________________________________________

PAPER/PENCIL: Skills and Work Values Checklist Exercise (Found on the Next Page)
Optional online: www.CaCareerZone.org - Reality Check Exercise
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List four occupations that you are interested in researching based on the results of the completed assessments.  Select two you would consider for short-term, immediate job goals, and two for long-term career-oriented goals.
Short-Term JOB Goal







Long-Term CAREER Goal
(A job for now…to help with expenses


(A job with a career path…leading to a secure
and to pay for additional education)



and happy worklife hopefully based on something















you really enjoy doing)

1. ______________________________________

1. __________________________________
2. ______________________________________

2. __________________________________
Complete the exploration/research on the above occupations using the following resources.  Print out and save the information about each occupation you are researching on the Career Research Questionnaire (Pages 5-8)
All the information can be found on these sites with a little data mining (exploring various pages/links relating to occupational information.)

California Career Zone:  cacareerzone.org
Career One Stop:  careeronestop.org
O-Net online:  www.online.onetcenter.org
EDD California Occupational Guide (www.labormarketinfo.edd.ca.gov) (look for Occupational Guides on the left side of the page and click it)
Career Development Services:  http://joblinks.wetpaint.com – Occupational Research folder
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Skills & Work Values Checklistprivate 
The following checklists are provided to identify different types of skills that you have.  Follow the instructions to create of handy list of these skills to use in your resume and while networking and interviewing for a job.

HARD skills, SOFT skills, and PORTABLE skills DEFINITIONS

· Job-content “HARD” skills are those which are directly related to a job and are usually unique to that job, i.e., operating a printing press...designing a webpage…preparing culinary dishes…repairing transmissions.

· Self-management “SOFT” skills are personal traits you possess, your attitude and personality: i.e., having a “can-do” attitude…honesty…enthusiasm, etc.

· Transferable “PORTABLE” skills are those which can be carried from one job to another and are universally desired by employers.  Everyone has transferable skills, but not everyone realizes their importance and need to put them on your resume and into your interview answers!  Transferable skills are taken for granted by jobseekers, yet employers value them greatly!

Work Values

Work values are qualities that you believe in and consider important. When making a career decision, it’s good to know what those values are so you can look for them while searching for a career path and a job that will provide the lifestyle you are seeking.

Transferable Skills Checklist: Review the following sample list of categories and transferable skills (there are many more) and indicate place  a “( “ next to the TRANSFERABLE skill you have.

	Transferable or “Portable” Skills

	Communication

___  Speaking

___  Listening

___  Negotiating

___  Writing

___  Editing

Mental/Thinking

___  Problem solving

___  Analyzing

___  Information gathering

___  Attention to detail

___  Creativity
	Interpersonal

___  Teamwork

___  Conflict resolution

___  Giving credit to others

___  Cooperating with others

Leadership

___  Supervising

___  Setting & reaching goals

___  Motivating others

___  Delegating tasks

___  Coaching others

Research & Planning

___  Creating ideas

___  Identifying resources

___  Gathering info

___  Setting goals
	Project Management
___  Multi-tasking

___  Organizing work

___  Handling details

___  Managing time

___  Meeting deadlines

Job Survival

___  Willing to learn

___  Cooperating

___  Working under pressure

___  Accepting responsibility

___  Taking initiative

___  Flexibility


From the checked skills, write down the top six (06) skills you wish to use in the future; 
1.________________________  2.______________________ 
3._______________________

4.________________________  5.______________________ 
6.​​_______________________
Computer Skills Checklist: Review the following list and place  a “( “ next to the COMPUTER skill you have.

	Computer Skills (some are transferable)

	Multi Media

___ Strata

___ Premiere

___ Aldus Persuasion

___ Corel Presentation

___ Morph

___ Director

___ Painter

___ After Effects

___ Other

Databases

___ Access

___ dBase

___ FileMaker Pro

___ Paradox

___ Goldmine

___ Other
	Programming

___ UNIX    ___ C++

___ JAVA   ___ PERL

___ ActiveX

Repair/Set-up
___ A+

___ LAN / WAN

___ CNE / CNA / MSC

Internet
___ Web page design

___ HTML/VRML

___ Netscape

___ MS Internet Explorer

___ Flash

___ Other
	Spreadsheets
___ Quick Books

___ Lotus 1-2-3

___ Excel

___ Quattro Pro

___ Peachtree

___ Other

Operating Systems

___ Windows 7

___ Windows Vista

___ Window XP

___ MAC

___ NT

Word Processing

___ MS Office 2007

___Other
	Desktop Publishing

___ InDesign
___ MS Publisher
___ Power Point

___ Quark Express

___ Photoshop

___ Corel Draw

___ Other

Web Apps

​​​___ MySpace

___ Facebook

___ LinkedIn / Zoominfo

___ Email

___ Google / maps

___ You Tube

___ Twitter

___ Other


Self-management Skills Checklist:  Use the following list to help identify personal, self-management skills you believe you have and place  a “( “ next to the SOFT skill you have.

	Self-Management or “SOFT” Skills

	___ Accountable

___ Adaptable

___ Adventuresome

___ Articulate

___ Assertive

___ Ambitious

___ Attitude

___ Candid

___ Collaborate

___ Competent

___ Confident

___ Courteous
	___ Cooperative

___ Decisive

___ Dependable

___ Diplomatic

___ Effective

___ Efficient

___ Emotionally stable

___ Enthusiastic

___ Follow instructions

___ Friendly

___ Flexible

___ Hard-working
	___ Honest 

___ Knowledgeable

___ Loyal

___ Mature

___ Motivated

___ Optimistic

___ Orderly

___ Outgoing

___ Patient

___ Persistent

___ Punctual

___ Quiet
	___ Reliable

___ Resourceful

___ Self-starter

___ Sense of humor

___ Sensitive to others

___ Sincere

___ Tactful

___ Talented

___ Trustworthy

___ Work under pressure

___ Work ethic


From the checked skills, write down the top six (06) skills you wish to use in the future; 

1.________________________  2.______________________ 
3._______________________

4.________________________  5.______________________ 
6.​​_______________________
Job-Related Skills Checklist:  The following are examples of skills that you might use to describe your work activities when creating a resume or being interviewed for a job.

Place  a “( “ next to the VERBS/ACTION WORDS that describe any type of activity in your past. 
	Job-Related or “HARD” Skills

	Physical &

Technical

___  Assemble

___  Bend

___  Bind

___  Build

___  Cut

___  Drill

___  Drive

___  Feed 

___  Grind

___  Handle

___  Lift

___  Move

___  Punch

___  Repair

___  Setting-up


	Research &

Science
___  Analyze

___  Clarify

___  Collect

___  Critique

___  Evaluate

___  Examine

___  Gather

___  Inspect

___  Interpret

___  Interview

___  Investigate

___  Read

___  Reason

___  Review

___  Survey

___  Synthesize

___  Troubleshoot


	Creative &

Communication
​​___  Abstract

___  Act

___  Create

___  Design

___  Discriminate

___  Edit

___  Express ideas

___  Humor

___  Imagine

___  Innovate

___  Interpret

___  Interview

___  Invent

___  Listen

___  Negotiate

___  Paint

___  Perceive

___  Perform

___  Persuade

___  Report

___  Speak

___  Shape

___  Visualize

___  Write
	Helping &

Teaching
___  Advise

___  Care

___  Clarify

___  Coach

___  Coordinate

___  Counsel

___  Develop

___  Encourage

___  Explain

___  Facilitate

___  Guide

___  Inform

___  Intuition

___  Lead

___  Listen

___  Mentor

___  Observe

___  Refer

___  Relate

___  Sensitivity

___  Service

___  Support

___  Speak

___  Team Work

___  Stimulate
	Management &

Sales

___  Assess

___  Coach

___  Contract

___  Delegate

___  Develop

___  Direct

___  Evaluate

___  Hire

___  Influence

___  Initiate

___  Lead

___  Make decisions

___  Manage

___  Mediate

___  Motivate

___  Organize

___  Plan

___  Make Policy

___  Solve Problems

___  Reconcile

___  Recruit

___  Schedule

___  Sell

___  Supervise
	Financial &

Detail

___  Account

___  Accuracy

___  Allocate

___  Analyze

___  Appraise

___  Arrange

___  Audit

___  Bookkeep

___  Budget

___  Calculate

___  Classify

___  Collate

___  Collect

___  Compile

___  Compute

___  Copy

___  Dispatch

___  File

___  Follow- through

___  Keep Records

___  Meet deadlines

___  Prepare

___  Purchase

___  Raise Funds
___  Record

___  Retrieve




From the checked skills, write down the top six (06) skills you wish to use in the future; 

1.________________________  2.______________________ 
3._______________________

4.________________________  5.______________________ 
6.​​_______________________
 Listed below are a sample of "work values" that bring job satisfaction tomany people. 
Read each item carefully and place  a “( “ next to the VALUE that you consider important.

	Internal Values

	______ ACHIEVEMENT: Completing tasks.
______ ADVENTURE: Risk-taking/excitement.

______ AUTHORITY: Directing others.

______ BALANCE: Time for family, work and play.

______ COMPETITION: Competing with others.

______ CREATIVITY & SELF-EXPRESSION: Using your imagination to find new ways to do or say something. 

______ FLEXIBLE WORK SCHEDULE: Choosing your  hours.

______ HELPING OTHERS: Providing direct services to persons with problems.

______ HIGH SALARY: Earning a large amount of money.

______ INDEPENDENCE: Deciding for yourself what work to do.

______ INFLUENCING OTHERS
______ INTEGRITY
______ INTELLECTUAL STIMULATION: Work that requires thought and reasoning.

______ LEADERSHIP: Manage or supervise others.


	______ OUTSIDE WORK: Working out-of-doors.

______ PERSUADING: Convincing others to take action.

______ PHYSICAL WORK: Labor-intensive activity.

______ PRESTIGE: Status and respect in a community.

______ PUBLIC CONTACT: Daily dealings with the public.

______ RECOGNITION: Public notice.

______ RESEARCH WORK: Search for and discover new facts and develop ways to apply them.

______ ROUTINE WORK: Follow established procedures requiring little change.

______ SEASONAL WORK: Work  at certain times of the year.

______ TRAVEL: Working in a job in which you travel.

______ VARIETY: Duties change frequently.

______ WORK WITH CHILDREN
______ WORK WITH YOUR HANDS
______ WORK WITH MACHINES OR EQUIPMENT
______ WORK WITH NUMBERS


From the checked values, select six (6) that are most important to you:

1.                                                2.                                                   3.  ______________________     
4.                                                5.                                                   6.  ______________________
	LIFESTYLE Values

	______  Save money

______  Own a home

______  LIVE IN A URBAN, SUBURBAN OR RURAL SETTING OF MY CHOICE

______  DRIVE THE TYPE OF VEHICLE OF MY CHOICE

______  ABILITY TO TAKE VACATIONS

______  TIME FOR EDUCATIONAL GROWTH

______  TIME FOR RECREATION


From the checked values, select six (6) that are most important to you:

1.                                                2.                                                   3.  ______________________

4.                                                5.                                                   6.  ______________________
	EXTERNAL Values

	______    ADVENTURE: Risk-taking/excitement.

______
COMPETITION: Competing with others.

______
FLEXIBLE WORK SCHEDULE: Choosing your own hours.

______
HIGH SALARY: Earning a large amount of money.

______
INFLUENCING OTHERS: Influencing the decisions of others.

______
OUTSIDE WORK: Working out-of-doors.

______
PHYSICAL WORK: Substantial physical, labor-intensive activity.

______
PRESTIGE: Status and respect in a community.


	______
SEASONAL WORK: Employed only at certain times of the year.

______
TRAVEL: Working in a job in which you travel.

______
VARIETY: Duties change frequently.

______
WORK WITH CHILDREN: Teach or otherwise care for children.

______
WORK WITH HANDS: Use your hands or hand tools.

______
WORK WITH MACHINES OR EQUIPMENT: Use machines or equipment.

______
WORK WITH NUMBERS: Use mathematics or statistics.


From the checked values, select six (6) that are most important to you:

1.                                                2.                                                   3.  _______________________     
4.                                                5.                                                   6.  _______________________    

	Your Top Rated

Skills and Values in Review


Go to the SOFT Skills Checklist and select the skills you feel are most important and list in the box below:
	Your Top 5 Self Management or “SOFT” Skills

	1

	2

	3

	4

	5


Go to the HARD Skills Checklist and select the skills you feel are most important and list in the box below. 
	Your Top 5 Job-Related or “HARD” Skills

	1

	2

	3

	4

	5


Go to the PORTABLE Skills Checklist and select the skills you feel are most important and list in the box below. 
	Your Top 5 Transferable or “PORTABLE” Skills

	1

	2

	3

	4

	5
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Career Research Questionnaire – 1 
Short-Term Job Goal
LIST A JOB THAT YOU HAVE CHOSEN TO SEARCH FOR NOW TO HELP WITH EXPENSES.

Occupation:  


Career Exploration Resources used:  (check all that apply)
(  California Career Zone (www.cacareerzone.org)
(  O-Net online (www.online.onetcenter.org)

(  EDD California Occupational Guide (Google this)

Answer the following questions about the job you have researched.

What personal skills and abilities do you have that are required for this occupation?

What is the California outlook (demand) for this occupation?

What is the job outlook in San Diego for this occupation?

What is the entry-level and average salary for this occupation?


Entry-level:  

Average:  

What type of education, training, license, etc. is need for this occupation?

What is the name of the training program or college you will be able to obtain skills needed for this job?  (Be specific)

After reading about the nature of the work and working conditions of this occupation, what do you like about it?

What do you think you would dislike about this occupation?

After completing research, how likely do you think you are to pursue this occupation?

VERY LIKELY

LIKELY


SOMEWHAT LIKELY


NOT LIKELY

Career Research Questionnaire – 2 
Short-Term Job Goal
LIST A JOB THAT YOU HAVE CHOSEN TO SEARCH FOR NOW TO HELP WITH EXPENSES.

Occupation:  



Career Exploration Resources used:  (check all that apply)
(  California Career Zone (www.cacareerzone.org)

(  O-Net online (www.online.onetcenter.org)

(  EDD California Occupational Guide (Google this)


Answer the following questions about the job you have researched.

What personal skills and abilities do you have that are required for this occupation?

What is the California outlook (demand) for this occupation?

What is the job outlook in San Diego for this occupation?

What is the entry-level and average salary for this occupation?


Entry-level:  

Average:  


What type of education, training, license, etc. is need for this occupation?

What is the name of the training program or college you will be able to obtain skills needed for this job?  (Be specific)

After reading about the nature of the work and working conditions of this occupation, what do you like about it?

What do you think you would dislike about this occupation?

After completing research, how likely do you think you are to pursue this occupation?

VERY LIKELY

LIKELY


SOMEWHAT LIKELY


NOT LIKELY

Career Research Questionnaire – 1 
Long-Term Career Goal
LIST A JOB THAT RELATES TO A LONG-TERM CAREER GOAL.

Occupation:  



Career Exploration Resources used:  (check all that apply)
(  California Career Zone (www.cacareerzone.org)

(  O-Net online (www.online.onetcenter.org)

(  EDD California Occupational Guide (Google this)


Answer the following questions about the job you have researched.

What personal skills and abilities do you have that are required for this occupation?

What is the California outlook (demand) for this occupation?

What is the job outlook in San Diego for this occupation?

What is the entry-level and average salary for this occupation?


Entry-level:  

Average:  


What type of education, training, license, etc. is need for this occupation?

What is the name of the training program or college you will be able to obtain skills needed for this job?  (Be specific)

After reading about the nature of the work and working conditions of this occupation, what do you like about it?

What do you think you would dislike about this occupation?

After completing research, how likely do you think you are to pursue this occupation?

VERY LIKELY

LIKELY


SOMEWHAT LIKELY


NOT LIKELY

Career Research Questionnaire – 2
Long-Term Career Goal
LIST A JOB THAT RELATES TO A LONG-TERM CAREER GOAL.

Occupation:  



Career Exploration Resources used:  (check all that apply)
(  California Career Zone (www.cacareerzone.org)

(  O-Net online (www.online.onetcenter.org)

(  EDD California Occupational Guide (Google this)


Answer the following questions about the job you have researched.

What personal skills and abilities do you have that are required for this occupation?

What is the California outlook (demand) for this occupation?

What is the job outlook in San Diego for this occupation?

What is the entry-level and average salary for this occupation?


Entry-level:  

Average:  


What type of education, training, license, etc. is need for this occupation?

What is the name of the training program or college you will be able to obtain skills needed for this job?  (Be specific)

After reading about the nature of the work and working conditions of this occupation, what do you like about it?

What do you think you would dislike about this occupation?

After completing research, how likely do you think you are to pursue this occupation?

VERY LIKELY

LIKELY


SOMEWHAT LIKELY


NOT LIKELY

S.M.A.R.T. Career Action Plan Worksheet

A goal is something you want in your future…something that requires planning and effort to obtain.  To help you practice writing down your career goals, we want you to use the following “formula” of goal setting.  It’s the S.M.A.R.T. Career Action Plan and by writing them down it may help them become REAL.

Before writing down your career goals, think about whether they are S.M.A.R.T. as defined below:
Specific – the goal should identify exactly what you wish to accomplish.

Measurable – how will you know when you reach this goal?

Achievable – the goal should be able to be completed with available resources.

Relevant - why is this goal important to you?

Timely– the goal should state the time period in which it will be accomplished.

What is your Career Goal?  ___________________________________________________________________________

Now, verify that your career goal is S.M.A.R.T.
Specific: What exactly will you accomplish by obtaining this goal?

__________________________________________________________________________________________________________________________________________________________________________________

Measurable: How will you know when you have reached this goal?

__________________________________________________________________________________________________________________________________________________________________________________

Achievable: Is achieving this goal realistic with effort and commitment? Have you got the resources to achieve this goal? If not, how will you get them?

__________________________________________________________________________________________________________________________________________________________________________________

Relevant: Why is this goal significant to your life?

__________________________________________________________________________________________________________________________________________________________________________________

Timely: When will you achieve this goal?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

This career goal is important because:
__________________________________________________________________________________________________________________________________________________________________________________

The benefits of achieving this career goal will be:
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Take Action!

Potential Obstacles


      Potential Solutions

_______________________________      ______________________________

_______________________________      ______________________________

_______________________________      ______________________________

_______________________________      ______________________________

_______________________________      ______________________________

_______________________________      ______________________________

_______________________________      ______________________________

_______________________________      ______________________________


Who are the people you will ask to help you?
__________________________________________________________________________________________________________________________________________________________________________________________________

Specific Action Steps: What steps need to be taken to get you to your goal?


What?


                 





Expected Completion Date
    


____________________________          
__________________        
    
____________________________          
__________________        
    

____________________________       
    
__________________        
    

____________________________           
__________________        
    

____________________________           
__________________         
    

SMART Goal Setting Worksheet printed with permission from OfficeArrow.com, ©2008
Online Job Search Listing Questionnaire 1

With this exercise we want you to go online and start researching actual job openings.  Look for listings that provide information for you to complete the questionnaire because many want-ads don’t provide what is required on the form.  
You might want to look for listings of jobs that you will actually apply for, or to request an information interview appointment.  
Job Title:

Company Name: 

Address:

Phone:

Website: 

Contact Person:

Description of Duties

Salary:

Part-time / Full-time

Day  Night

Benefits:

Additional information about this job or company:

Online Job Search Listing Questionnaire 2
With this exercise we want you to go online and start researching actual job openings.  Look for listings that provide information for you to complete the questionnaire because many want-ads don’t provide what is required on the form.  

You might want to look for listings of jobs that you will actually apply for, or to request an information interview appointment.  
Job Title:

Company Name: 

Address:

Phone:

Website: 

Contact Person:

Description of Duties

Salary:

Part-time / Full-time

Day  Night

Benefits:

Additional information about this job or company:

 Online Job Search Listing Questionnaire 3
With this exercise we want you to go online and start researching actual job openings.  Look for listings that provide information for you to complete the questionnaire because many want-ads don’t provide what is required on the form.  

You might want to look for listings of jobs that you will actually apply for, or to request an information interview appointment.  
Job Title:

Company Name: 

Address:

Phone:

Website: 

Contact Person:

Description of Duties

Salary:

Part-time / Full-time

Day  / Night

Benefits:

Additional information about this job or company:

Online Job Search Listing Questionnaire 4
With this exercise we want you to go online and start researching actual job openings.  Look for listings that provide information for you to complete the questionnaire because many want-ads don’t provide what is required on the form.  

You might want to look for listings of jobs that you will actually apply for, or to request an information interview appointment.  
Job Title:

Company Name: 

Address:

Phone:

Website: 

Contact Person:

Description of Duties

Salary:

Part-time / Full-time

Day  / Night

Benefits:

Additional information about this job or company:

 Informational Interview Worksheet -1
QUESTIONS YOU COULD ASK…
This worksheet provides some examples of questions you might ask while conducting an information interview.  The purpose of the informational interview is to obtain “real-world” information from people in occupations you may wish to pursue.  You may ask additional questions, just be sure write down the questions and answers on the space provided.

Occupation:  

Company name:  

Name of person interviewed:  

Phone/email:  

Could you please describe your typical day-to-day job duties?

What type of training or education would I need to get into this occupation?

What do like most of this occupation?

What do you like least about this occupation?

Is there a demand now or in the future for this occupation?

What are the most important qualities your company looks for when making a hiring decision 
for this occupation?

Additional questions:

Informational Interview Worksheet -2

QUESTIONS YOU COULD ASK…
This worksheet provides some examples of questions you might ask while conducting an information interview.  The purpose of the informational interview is to obtain “real-world” information from people in occupations you may wish to pursue.  You may ask additional questions, just be sure write down the questions and answers on the space provided.

Occupation:  


Company name:  


Name of person interviewed:  


Phone/email:  

Could you please describe your typical day-to-day job duties?

What type of training or education would I need to get into this occupation?

What do like most of this occupation?

What do you like least about this occupation?

Is there a demand now or in the future for this occupation?

What are the most important qualities your company looks for when making a hiring decision 

for this occupation?

Additional questions:

Interview Evaluation -1
To complete the Senior Exhibition requirements, you must be interviewed by two potential employers for the occupation you would like to obtain.  Please ask the interviewer to complete this form at the end of the interview.

Applicant Name  
    Date  

Company  

Contact  

Position interviewed for  

To:  Interviewer

Please complete the following questions regarding the student being interviewed.  Thank you for taking the time to evaluate and support the student.  Comments are appreciated!
Arrive on time  

Dressed appropriately  

Demonstrated a positive attitude  

Smiled and shook hands appropriately  

Maintain eye contact  

Showed knowledge of the company  

Gave examples to support his/her answers  

Asked appropriate, relevant questions  

Adequately explained job-related skills  

Comments:  

Interview Evaluation -2

To complete the Senior Exhibition requirements, you must be interviewed by two potential employers for the occupation you would like to obtain.  Please ask the interviewer to complete this form at the end of the interview.  Comments are appreciated!
Applicant Name  
    Date  


Company  


Contact  


Position interviewed for  


To:  Interviewer

Please complete the following questions regarding the student being interviewed.  Thank you for taking the time to evaluate and support the student.

Arrive on time  


Dressed appropriately  


Demonstrated a positive attitude  


Smiled and shook hands appropriately  


Maintain eye contact  


Showed knowledge of the company  


Gave examples to support his/her answers  


Asked appropriate, relevant questions  


Adequately explained job-related skills  


Comments:  


Master Application / Resume Worksheet
Name: ​​​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________ 

1.
Personal Information

Address: ____________________________________________________________

City: _________________________________________ State: _____________ Zip:_________ 

Phone: (______) _______________________ E-Mail: _________________________________

2.
Education

Adult Education: _____________________________________________________________

Location: ________________________________________________ State: ______________

Degree/Diploma/GED__________________________________________________________

Major(s): ________________________________ Minor(s): ___________________________

Date obtained: ______________________ Major GPA: __________ Overall GPA: _________

Other schools attended (except high school), training or certifications received, licenses obtained: ____________________________________________________________________________

____________________________________________________________________________

High School: ________________________________________________________________

Location: ________________________________________________ State: ______________

Grade Completed: _________________

College or University: ________________________________________________________

Location: ________________________________________________ State: _____________

Degree: ____________________________________________________________________

Major(s): ________________________________ Minor(s): ___________________________

Date obtained: ______________________ Major GPA: __________ Overall GPA: _________

3. Special Skills
Write here your special talents, skills, training, languages (artistic, computer skills, special licenses, 

significant achievements), etc: ___________________________________________________________________________

___________________________________________________________________________

4.  Computer Skills

___________________________________________________________________________

___________________________________________________________________________

5. Experience (All experience—paid, unpaid, volunteer, etc.)

Position title: _______________________________________________________________ 

Organization name: ___________________________________________________________

Address: ___________________________________________________________________

City: __________________________________________ State: _______________________

Dates employed (months & years only)  From: __________________ To: ________________

Name of supervisor(s): ________________________________________________________

Duties and responsibilities: _____________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Specific performance accomplishments or contributions you made to this job:

___________________________________________________________________________

6. Experience (All experience—paid, unpaid, volunteer, etc.)

Position title: _______________________________________________________________ 

Organization name: ___________________________________________________________

Address: ___________________________________________________________________

City: __________________________________________ State: _______________________

Dates employed (months & years only)  From: __________________ To: ________________

Name of supervisor(s): ________________________________________________________

Duties and responsibilities: _____________________________________________________

__________________________________________________________________________

___________________________________________________________________________

Specific performance accomplishments or contributions you made to this job:

__________________________________________________________________________

7. Experience (All experience—paid, unpaid, volunteer, etc.)

Position title: _______________________________________________________________ 

Organization name: __________________________________________________________

Address: ___________________________________________________________________

City: __________________________________________ State: _______________________

Dates employed (months & years only)  From: __________________ To: ________________

Name of supervisor(s): ________________________________________________________

Duties and responsibilities: _____________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Specific performance accomplishments or contributions you made to this job:

___________________________________________________________________________

8. Activities

1.  Memberships in professional associations, clubs or community groups, volunteer & religious organizations.  Include name of the association, offices held and the dates.  Add any significant activities attributed to your leadership: ______________________________________________________________________________________________________________________________________________________


2.  Awards and Honors (academic, athletic, social, civic. Any scholarship not based on financial need): ___________________________________________________________________________

___________________________________________________________________________

3. Creative professional activities (articles written, projects presented or displayed):

______________________________________________________________________________________________________________________________________________________

9.  Personal or Professional References (FOR SEPARATE PAGE)
Avoid using family and relatives.  Generally, two or three personal, professional or academic references will be sufficient.  Be sure to get permission from all references before using their name!  .
1.
Name: _________________________________________ Phone: (_____) ____________


Address: _______________________________________ City: ___________ State: ____


Position: _________________________________________________________________

2.
Name: __________________________________________ Phone: (_____) ___________


Address: _______________________________________ City: ___________ State: ____


Position: _________________________________________________________________

3.
Name: __________________________________________ Phone: (_____) ___________


Address: _______________________________________ City: ___________ State: ____


Position: _________________________________________________________________

A





B





E





C111





C111





C111





C111





G1





G2





G4








L1





L2





M1





M2








G3






































PAGE  
22

