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Overview - Job Shadowing/Mentoring 
 
Job Shadowing – Student(s) visits professional at his/her place of business and follows him/her during the course of his/her job. 

Mentoring – Similar to job shadowing, but student(s) meets with professional at his/her place of business or another location because job 
shadowing is impractical due to space limitations or restrictions. 

Purpose  

• Students can explore the world of work and range of opportunities found within a particular industry. 
• Students are able to learn about/observe activities and can often see workforce technologies in action. 
• Students become aware of trends in the field as well as see the different careers within industries. 
• Students have an opportunity to ask questions about the knowledge, skills, talents, and level of education required for the 

career/industry. 
 

Benefits  

• Facilitates the development of realistic outlooks on careers and the educational preparedness, competencies, and experience it 
takes to enter the workforce. 

• Exposes students to careers they may not know exist. 
• Assists students in connecting what they are learning in the classroom to skills needed to succeed in careers. 
• Helps students to define and explore their own career interests and discover career paths. 
• Gives students a chance to develop long-term, positive relationships with the adults they shadow or who mentors them. 
• Gives students an understanding of the importance of soft skills. 
• Teaches students the value of service to others, the meaning of community, and the self-respect that comes from knowing that 

one has to contribute to their community. 
   

Time Commitment  

• A standard job shadowing/mentoring experience is two to four hours but may be longer. 
 

We ask our professionals to   

• Communicate and confirm schedule, location, and time with the appropriate person.  This may be the Program Coordinator, the 
School Point Person, and/or the student. 

• Review all information provided by the CEA Program Coordinator to help ensure a successful experience.  This includes Frequently 
Asked Questions (FAQ) and Best Practices & Tips. 

• Provide opportunities for observing the daily operations of the workplace. 
• Instruct students with the proper safety procedures of the workplace. 
• Provide opportunity for question/answer session focusing on performance and job performance. 
• Discuss level of education and skills required for employment in the industry. 
• Complete and submit an evaluation form to the CEA Program Coordinator after the experience. 

 



 

Frequently Asked Questions by Professionals 

 

1. How long does an experience last?  A standard experience is two to four hours but you can 
always offer more time. 
 

2. How do you prepare the student for the experience?   CEA provides guidelines to the (SPP) in 
each district/college and asks them to incorporate this information into their own orientations.  
We also provide this information to the students directly when possible. 
 

3. What do I do if the experience didn’t go well or isn’t going well?  CEA hopes that all 
professionals have a great experience, but we understand that is not always the case.  Question 
#4 lists some of the things that may occur and suggestions on how to handle those situations, 
should they come up.  If, after the experience, you still feel that the experience did not go well, 
your options are:   

a. Call or email the Program Coordinator (PC).  Please do not call or email the student or 
the SPP.  Contact the PC (Laura Knight, 636-922-8249, lknight@stchas.edu) as soon as 
possible following the experience.     

b. Complete your satisfaction survey.  For more information, Question #5 discusses the 
importance of the survey.  Good or bad, this is the perfect time to let us know how it 
went.  You will receive the link to the survey 1-2 weeks before your experience. 

Both the professional and the student complete an online survey, so keep in mind that even 
if you thought there was a problem, the student may have thought it went really well.  For 
this reason, we ask that any negative feedback you may have go through CEA.   

If the experience doesn’t go well, remember, many of the students who participate in the 
CEA program are teenagers and this may be their first job shadowing/mentoring experience.  
Help them so that their next experience is better than this one. 

 
4. What if the student shows up late (or isn’t dressed appropriately, doesn’t ask questions, etc.)?   

These are some of the “soft skills” we hope you discuss with the students and are mentioned in 
Best Practices & Tips.  Here are some suggestions so you can use these situations as teaching 
moments: 

a. Student shows up late.  Talk to the student and find out what happened.  Did the 
student get lost?  If so, suggest to the student that in the future, s/he make a dry run. 

b. Student is dressed inappropriately.  Unless told otherwise by you, we tell students that 
business casual is appropriate.  We also given them examples.  Ask the student if what 
s/he is wearing is appropriate, using yourself and your coworkers as examples.  Also, 
please make sure you mention this on the satisfaction survey.  This will tell us how well 
the students are reading the information we are providing. 

c. Student doesn’t ask questions.  Try to break the ice.  Ask a silly question such as, “If you 
could have any super power, what would it be?”  Also, ask the student if s/he 
researched your company ahead of time.  If not, suggest to the student that for their 
next job shadow or interview, to research the company and the career and have 
questions prepared. 
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students. 

 

5. Why do I have to fill out a survey, especially if everything went great?  How important is this?  
On a scale of 1 to 10, it’s a 12.  Great or not, we really need you to complete the survey if you 
were an active participant.  If you arranged a job shadowing for another employee, then that 
employee needs to complete it.  It’s best if you fill it out within 3-5 days after your experience 
while the details are still in your mind.  Here are some of the reasons: 

a. For accountability purposes, surveys are critical for the integrity of the program.  They 
let us know that the experience actually took place and who provided it. 

b. It allows us to see if the processes we have in place are working. We use the feedback to 
make program improvements for future participants.   

c. When someone has an awesome experience, we use their comments (first names only) 
to promote the program to other professionals and students, as well as funding sources. 

d. The weighted results help us to set goals. 
 

6. What kind of feedback have you gotten from students that would help me with this 
experience?  Like professionals, each student completes a survey after their experience is 
finished.  Based on feedback from their surveys, students appreciate it when:   

a. You welcome them and are happy they are there. 
b. Your passion for your job shows through, because it gets them excited about their own 

future. 
c. You explain why and demonstrate how; you provide hands-on, if you can.   
d. You share all aspects of your job, not just the obvious ones.  Many times students tell 

professionals, “I had no idea…” 

Students also tell us how they felt during their experiences:   

a. “I felt passed around.”  If your plan for the job shadowing includes the student spending 
time with your colleagues, please let the student know ahead of time and explain why.  
“I want you to visit with some of my co-workers so you can see how the whole 
department works together.” 

b. “I was just sprung on this person who didn’t even know I was coming.  It felt 
awkward.”  If you arrange a job shadowing for another employee, please make sure 
that the other employee is aware of this before the student arrives and is somewhat 
prepared for the experience (let them look over the Orientation Packet).  Explain it to 
the student, if necessary.  “Because of our scheduling, I wasn’t sure who you’d be 
shadowing until this morning.  S/he just found out, but is really looking forward to it.” 

As you can see, simple explanations up front will help the student feel more comfortable during 
his/her experience. 

 

 

Instagram – Students are encouraged to take pictures of their experiences and post them on Instagram.  It is understood that 
some businesses may discourage this, so students are required to ask permission first. 
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PROFESSIONAL PARTNER 
Best Practices and Tips 
  
Job Shadowing/Mentoring 
 
 
Here are some ideas to help make your day as job shadow host/mentor a success: 
 

1. Read the Frequently Asked Questions (FAQs) in your Orientation Packet at least once.  They are all real 
questions and comments we’ve received, so you are learning from other professionals as well as students as 
to what makes a successful experience. 
 

2. Make sure your employer participates in job shadowing and if there any current policies in place regarding 
student visitors. (For example, some activity suggestions offered here may not always be appropriate in regards 
to client confidentiality.) 

 
3. If it’s a union environment, seek its involvement in your planning. 

 
4. If you can, find out some information about your student visitors (grade level, interests, etc.) in advance, so you 

can plan your comments and activities accordingly. 
 

5. Use a check-off sheet to see if you’ve covered everything. 
 

6. Be patient – it’s hard to do your work, answer questions and be a good host at the same time. 
 

7. Only take as many students at one time as you can handle. 
 

8. Emphasize the positive in your conversations but always be honest and straightforward.  Most of all, be 
yourself! 

 
9. Have fun!! 

 

Structuring Your Day 

Start the day with an orientation and introductions. 

1. Tell student(s) a little about yourself and ask them some questions as well. Talk about: 
a. Your professional background. 
b. Describe your “typical” day and be prepared to field questions regarding salaries, promotions,  

schooling, etc.  Even if your typical day is anything but typical, try to give an example. 
c. Talk about your career path and why you chose to pursue it.  What was the most challenging part of 

your career path?  **Share tips with the student(s) on how to enter and be successful in your career. 
d. If possible, introduce your guest to someone at the partner/manager level. 
e. Do anything you can do to “break the ice” and make the student feel welcome and at ease with you and 

your colleagues – this way they are more likely to ask questions. 
f. Have the student ask you what they would like answered or would like to see during the visit. 



   
Give a Tour 
 

1. Give the student a tour of your office or business and explain the roles of each person to which they are 
introduced. 

2. Try to interact with your co-workers on all levels to give the student a good overview of how your company runs 
(firm/company culture). 

3. Give an overview of what your firm/business does and how it affects the local or regional community. 
 

 
Suggested Activities 
 

1. Get them involved.  Plan to allow the student to do some limited, hands-on tasks (make sure you closely 
supervise) and try to invoke conversation that will let him/her participate. 

2. Plan to review a small job with someone who reviews your work or whose work you supervise. 
3. Call a client – either answer your phone calls while the student(s) are at your desk or set aside a phone call you 

need to make. 
4. Show off your computer programs. 
5. Help your student visitor learn as he/she observes. Don’t assume that they know. 
6. **Challenge the student(s) to think and analyze. 
7. Use language that the student can understand and try to avoid technical jargon. 
8. **Discuss types of interpersonal or soft skills (timeliness, interview skills, attendance, appropriate personal 

appearance and attire, a positive work ethic, communication skills, etc.) and stress their importance.    
9. **Provide constructive and meaningful feedback.  Remember, this is a learning experience for the student(s).  

Information coming from you can have a much bigger impact on them than it would coming from a parent or 
teacher.   

10. If the opportunity arises, take the student(s) to lunch and invite a co-worker to lunch along with the student(s). 
 
**We stress these particular activities based on student expectations. 
 
Some Other Ways to Help You Relate to Students 
 

1. Explain how your work relates to classes they might be taking in school such as math, accounting, business 
courses, etc. 

2. Share examples of your daily routine that incorporates skills they are learning such as communication, logic, 
computers, writing, etc. 

3. Tell the student about yourself, where you went to school, some work and college experiences (internships, 
your first job, etc.) and why you chose your career.  What was your favorite class?  What was your least favorite 
class? 

4. Explain the important aspects of your work and how they relate to other jobs within the firm or company. 
5. Explain what you like about your job as well as some of the disadvantages to your career. 

 
 
 
 
 

Keep in mind these are only suggested guidelines. Each job shadowing/mentoring experience is 
unique. Plan a day that works for you and your firm or company. 
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