
 

  

Job Shadow Partnership 

How does job shadowing help your organization and community? 
 Improve the workforce of the future and support students at the same time. 

 Give students the chance to talk with professionals in their fields of interest and gain insights that cannot 
be given in a classroom setting 

 When a student truly understands the work environment and range of responsibilities involved, they are 
better equipped to decide if that profession is a solid match for them 

How long does a job shadow last and what will happen in advance? 
 Ranges anywhere from two hours to an entire work day – depends on yours and the student’s schedules 

 The student will contact you directly to discuss the schedule, why they are interested, and even any 

questions they might have prior to coming 

What are the responsibilities of a job shadow workplace coordinator? 
 Serve as the primary contact with Heartland Community College’s Career Connections office 

 Recruit employees interested in serving as job shadow mentors 

 Arrange access to work spaces, departments and equipment on days when a job shadow is scheduled 

 Provide information on the organization, as well as special instructions on dress code and safety issues 

 Collect and give feedback at the end of a job shadow 

What makes a quality job shadow mentor? 
 Any person within your organization who has a true interest in their field and a willingness to share his/her 

enthusiasm with a student 

 Feel comfortable communicating with people of different educational, economic, cultural, religious and 

ethnic backgrounds 

 Be willing to spend a little more time in advance to fully prepare for the day so the student’s experience is 

informative 

 Be willing to complete a brief feedback form once the visit concludes 

 

 

More Tips on the Back! 



 

 

What are a mentor’s responsibilities on the day of the job shadow? 
 Explain any important security and safety procedures 

 Provide a short tour of the workplace 

 Introduce the student to colleagues as they stop by different areas of the organization 

 Talk about the education and career experiences that led to their current role 

 Describe the scope of responsibilities and what a typical day is like 

 Allow the student to observe a typical day in the workplace, demonstrating and explaining best practices 

What types of questions should a job shadow mentor anticipate? 
 What are some of the positive and negative aspects of your career and how do those balance? 

 How has your career affected your lifestyle? 

 What activities would you recommend to help develop skills required in this field? 

 What kind of training or education is required for this type of work? 

 What are current employment projections in the field? 

 What opportunities are there for advancement? 

 What is something you wish you had known when you began this career? 

What is the next step? 
We hope you will consider partnering with Heartland Community College to give students a better 
understanding of what it takes to succeed in their fields of interest. Questions about getting started with 
job shadowing can be directed to: 

  Career Connections 
  1500 W. Raab Road 
  Normal, IL 61761 
  Phone: (309) 268-8034 
  Email: career.connections@heartland.edu 


