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Career Research Report
ESSENTIAL QUESTION(S):
What is an occupation? What is the difference between a job, an occupation and a career? What is cost-of-living? Why do occupation salaries differ from state to sate? How can you perform and Internet search/research to determine the ‘median’ salary for an occupation for different states? What does projected mean? What is the project growth rate between now and 2016 for the occupation/career that you selected? Explain and demonstrate.

STANDARDS:  ELA8W2  --   ELA8W3  --  ELA8W4  --  M8A1  --  M8P1  --  MRC  --  S8CS3  --  MSBCS-BCSII-3  --  MSBCS-BCSII-4  --  MSBCS-BCSII-5  --  MSBCS-BCSII-7  --  MSBCS-BCSIII-12  --  MSBCS-BCSIII-13
1.
Open Word

2.
Click the Office Button and open -- My Career Research (Template)

3.
Highlight the word: TITLE
4.
Select:  Bold -- Size 20 -- ANY color  

5.
Turn Caps Lock ON and type:  your occupation/career title
6.
Turn Caps Lock OFF

7.
Press ENTER once
8.
Click on [Your Name] and type: your first and last name (capitalize the first letter)
9.
Click on [Your Instructor’s Name] and type: your teacher’s name
10.
Click on [Your Class] and type:  8th Grade & your class title
11.
Click on [Date] and type: today’s date (spell out month) (i.e. September 10, 20- -)
12.
Scroll down to the NEXT page

13.
Highlight: OUTLINE TITLE and type: your occupation/career title
14.
Click behind the A. under Introduction and press SPACE BAR twice and type:


Career Choice
15.
Click or use ‘arrow’ keys to go down to B. press Space Bar twice and type:  Comparison (your selected state to

United States) -- go down to C.  Description


16.
Click behind II. and press TAB once - select Bold and type:  Tasks
17.
Follow the same format in directions 13 and 14 to type A, B, C, and D


A. 1st task

B.  2nd task

C.  3rd task

18.
III.  Knowledge and Skills (You will need to review your research to come up with A, B, and C below.)


A.  



B.  



C.  

19.
IV.  Abilities and Interests (You will need to review your research to come up with A, B, and C below.)


A.  


B.  


C.  

20.
V.
Work Styles (You will need to review your research to come up with A, B, and C below.)



A.



B.



C.
21.
VI.
Tools and Technology (You will need to review your research to come up with A, B, and C below.)


A.



B.



C.

22.
VII.
Conclusion  
23.
Scroll down to page 3


*click [Your Name] and type: your first and last name (capitalize the first letter of each)


*click [Your Instructor’s Name] and type:  your teacher’s name

*click [Your Class] and type: 8th Grade your class title

*click [Date] and type: today’s date (spell out)
24.
Highlight TITLE and type:  your selected occupation/career title
25.
Highlight where it says: First paragraph. All… double-spaced.
26.
Type your first paragraph

REMEMBER:

*ALL paragraphs should be 4 or more sentences




*1 space after punctuation




*0 space before punctuation



*Do NOT press ENTER at the end of each line - continue typing until you have completed the entire paragraph and are ready to begin a new paragraph




*This document is already set on double-spacing - press ENTER only once between paragraphs

27.
When you finish paragraph #1 -- press ENTER once -- press TAB once to indent and
type paragraph #2


*follow directions above to finish ALL paragraphs* (You should end up with at least 6 paragraphs)
28.
Spell-check

29.
Go to -- Insert -- Page Number -- Bottom of Page: Plain Number 2

(page number should appear at the bottom of page)
30.
Highlight the page number at bottom of page

31.
Select: Times New Roman -- Size 12


*scroll to make sure that the page number appears on ALL pages

32.
Minimize this Word document and open Internet Explorer (or your Internet program)

*click IMAGES

*Type in the name of your occupation


*Right-click on the picture you want to use and select COPY

*Maximize your Word document and scroll to the ‘title page’


*Right click in the space between the title and the word by -- select PASTE

*Format the picture:  Right-click on the pictures and select Format Picture

*click Layout or Other Layout Options -- click In front of text -- click OK

33.
Position the picture on the title page -- between title and the work by
34.
Double-check to make sure that you have…

*title in all capital letters, centered, size 20 and bold with ANY color


*filled in first and last name (capitalized first letter of each)


*filled in instructor’s name 


*filled in your class 


*filled in date with today’s date (spelled out and capitalization used correctly)


*filled in Outline Title


*filled in ALL topics and subtopics of the outline


*filled in name, instructor’s name, class, and date on the report page 3


*typed title on page 3


*typed 6 or more paragraphs with 4 or more sentences in each paragraph - 1st line indented - word wrapped - and double-spaced

*inserted, formatted, and positioned picture from the Internet on title page


*inserted page # as footer on each page of the report


*proofed for correct usage of punctuation, grammar and capitalization 

*spell-checked
35.
SAVE
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OUTLINE TITLE


I.	Introduction:


	   A.


	   B.


	   C.


	   


II.


	   A.


	   B.


	   C.


	   


III.	


	   A.


	   B.


	   C.


	   


IV.	


	   A.


	   B.


	   C.


V.	


	   A.


	   B.


	   C.


VI.	


	   A.


	   B.


	   C.





	   


VII.	Conclusion
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TITLE





      First paragraph. All paragraphs in the body of the report are indented and double-spaced.


      Second paragraph. Remember all paragraphs should have 5 or more sentences.


      Third paragraph. Remember all 


paragraphs should have 5 or more sentences.
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      Fourth paragraph. All paragraphs in the body of the report are indented and double-spaced.


      Fifth paragraph. Remember all paragraphs should have 5 or more sentences.


      Conclusion paragraph. Here you will type the purpose of your life. You will need to list at least 3 purposes.
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