DCT COOP CLASS ASSIGNMENT for 2nd NINE Week Period

Due January 2/3, 2007 !!!  - Refer to Chapters 1-10 if needed.

Class Project/Activity Assignment – Career Portfolio (Pages to be included)

1. Cover Page stating “Portfolio for …. Complete Legal Name, address, phone number and email.”

2. State your Career Cluster, Career Major and Career Objective (job you want to be/achieve after you graduate) using Program of Studies Guide found in packet.

3. Include copy of interest inventory results (completed with Sgt. Meek) in your portfolio.

4. Find a help wanted ad for Job which you would actually like to apply that matches your career objective (You may use newspaper or go to Careerbuilder.com and print copy of ad).

5. Using the Occupational Outlook Handbook (web address), find a job title and job description matching the job in which you are presently employed.  Print a copy. Now do the same by finding a job title and job description matching your career objective and print a copy.  Include both in your portfolio.

6. Complete a job application for the job you found in the want ad.  Print neatly and legibly and don’t forget to sign.  Remember to list South Branch Career & Technical Center as a trade school you attended.  (may use computer generated printed copy).

7. Include the following in your career portfolio using basic business format:

a. cover letter 

b. personal resume (Make 2 copies – one for portfolio and one for file)

c. follow-up letter

d. letter of acceptance

e. letter of rejection

f. letter of resignation

g. Letter of reference which could be signed by an employer.  (This must be done by you only and approved by DCT Coordinator before adding it to your portfolio.

NOTE:  Go to website monster.com, complete career test and use information from site to assist you.  Print only the summary of the results of the career assessment.

Job Skills Search Research Project

1. Go to address on internet and type www.wvlmi.com
2. Click on home page

3. Click start here and register.

4. Go to individual

5. Career Services

6. Complete Career Steps, Career Explorer, Career Informer, or Job Market Explorer

7. Self Assessment

8. Click here to Find job that best suits your skills.   

9. Job Skills Assessment

10. Match your skills

11. Match your occupation

12. Personal Skills Assessment

13. Go to directory and research education services for training programs and financial aid available

14. Research labor market services

15. List job openings available in your area.

16. Complete job search.

17. Complete a 2 page summary of  what you have learned from completing the above 16 steps. (This can include your list of job openings available in your area.
