8th Grade Career Management     B. Mackessy
Student Name__________________________





MSCM8-1: Students will develop and demonstrate positive interpersonal skills.
MSCM8-2:  Students will develop management skills that lead to academic and career success. 

MSCM8-3:  Students will examine and demonstrate an understanding of employability skills to enhance career success.

Facts from Shadow Day Observations or from Journal Presentations in Class 

Personality Traits or Employment Characteristics

1. Organized
2. Considerate
3. Responsible

4. Hard working
5. Patient
6. Friendly
7. Prompt
8. Self motivated
9. Social
10. Honest
11. Out going personality
12. Intelligent
13. Sensitive
14. Organized
15. Safety conscious 
16. Physically fit
17. Physical Stamina
18. Technology Skills
19. Computer training
20. Teamwork Skills
21 Leadership skills.

22. Good credit record

23. Driver’s License

24. Communication Skills

25. Time management skills

Fringe Benefits

1. Sick days

2. Vacation days 

3. Personal leave days

4. Paid holidays

5. Health insurance

6. Travel allowance

7. Overtime pay

8. Close office early on Fridays
9. Leave at lunch time on Fridays
10. College assistant program
11. 401 K
12. Retirement plan
13. Day care provided
14. 10% discount on merchandise
15.  Annual Bonus
16. Christmas Bonus
17. Company laptop & blackberry
18. Stock options
19. One hour off for lunch
20. Birthday off with pay
21. Bring children to work
22. Automobile provided

23. Uniforms provided

24. Tools provided

25. Supply funds available 

Time Management Strategies

1. Arrive on time
2. Pack the night before
3. Lay out clothes the night before
4. Have all materials on site
5. Run errands on one hour lunch 
6. Use restroom during break times
7. Create checklists
8. Double check for required items
9. Time your activities
10. Daily plans
11. Keep calendar/blackberry
12. Reminder messages
13. Set alarm
14. Set time limits
15. Be organized at all times
16. Keep to daily routine

17. Leave to miss traffic times

18. Drive lower traffic areas

19. Plan errands at off times

20. Understand what you are doing

21. Lay out clothes night before

22. Put supplies in one area

23. Get up earlier

24. Schedule ahead of times

25. Work during lunch/breaks

 Stress Management Strategies 

1. Have all supplies

2. Be organized
3. Create check lists
4. Use filing system
5. Alphabetically file things
6. Return things to proper place
7. Point system for termination
8. Physical activities
9. Stay on top of things
10. Laid back environment
11. Make lists
12. Yelling/screaming
13. Frequent breaks
14. Causal Fridays
15. Employee Gym
16. Stress ball/doll

17. Anger management classes

18. Hit punching bag

19. Deep breathing techniques

20. Counting to ten

21. Think before you speak

22. Stay on top of things

23. Ask for help

24. Talk to someone

25. Company retreats

 Money Management Strategies

1.  Bring lunch from home

2. Recycle paper, ink cartridges/toners
3. Re use items
4. Names on pencils/pens
5. Pencil/pens on string or attached
6. Car pool
7. Work from home 
8. Alternate driving
9. Plan trips to efficiently do errands
10. Shop around for prices
11. Company coupons
12. Company samples
13. Company discounts
14. Unlimited overtime hours
15. Free flights with company
16. Make sure donations go to needy

17. Buy store brands

18.  Buy in larger quantities

19. Walk when possible

20. Keep refrigerator at work

21. Sale racks

22. Dollar menu

23. Air dry clothes

24. Buy only needed items

25. Use cash instead of credit

Today’s lesson should give you an overview of traits and strategies to help you to become the best qualified, most successful employee in the future; which just happens to be our essential question for the entire nine weeks in Career Development.

Essential Question: What is the main purpose of the Shadow Day experience?
