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Junior Mentoring Program 
Connecting Passions to Careers 

 
 

Welcome! 
Thank you for your commitment to provide guidance and encouragement aimed at developing 
the competence and character of our students. As a mentor, you provide mentees with support, 
friendship, reinforcement and a constructive example while preparing them for a successful 
transition to post-secondary education and a career!  The nine-month mentoring program 
partners high school juniors with business partners from our community.  Success stems from a 
sequence of smart choices and as a mentor you can help guide students in making those choices!  
 
How the Program Works  
Mentoring takes place throughout the academic school year, meeting once a month for a total of 
nine sessions. Each session has a specific focus designed to encourage students to be organized, 
responsible and productive; ultimately making post-secondary education a viable option. 
Students who participate in the mentor program all three years will focus the following themes:   
 

Sophomore Year: Preparing for College and Beyond 
 

Junior Year: Connecting Passions to Careers 
 

Senior Year: Beyond the Gates of High School 
 
We realize you have a busy schedule and we appreciate your commitment to this program!  The 
real benefit comes from the mentor/mentee relationship and the regularity of your interaction 
with your students.  Should something prevent you from attending a mentoring session, 
please let us know as soon as possible.  Students will join another mentor’s group for the day if 
necessary. 
 
Mentoring Sessions 
Outlines for each session are included in this packet; students will be given their own version.  
Each mentoring session will begin with informal, ice-breaker conversation between mentors and 
students, followed by a review of the previous month’s topic and any homework that was 
assigned. Next, you will introduce the month’s topic and lead any discussion or activities 
detailed in your monthly outline.* Towards the end of the meeting, you are encouraged to offer 
advice and discuss how the current subject relates to college and/or the work place. Remember, 
your individual connection with each student is what makes this program special.  Be sure to 
share your own college and career experiences too! 
 
*Note: Mentors are encouraged to follow each session’s curriculum in addition to promoting 
student-driven discussions that occur outside the monthly topic. 
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September Session 
Introduction & SAT/ACT Review 

 
 

1. Purpose of Session - Introduction: The first meeting will focus on introducing business 
partners and the mentoring program to students.  Introduce the year’s theme (Connecting 
Passions to Careers), and explain that meetings will include activities and discussion and 
at times will include assignments that will be discussed the following month.  

 
2. Take a few minutes to review the monthly mentoring topics so the students know what to 

expect in the coming school year. 
 

3. Fill out the All About Me! form and have students fill theirs out as well. This should take 
about 10-15 minutes. When completed, allow at least 20 minutes for everyone to share 
with the group what they wrote. Mentors, make sure to review your college and career 
choices that have led you to where you are today.  

 
Note: If you are a returning mentor and have the same mentees, still go through 
the questions, specifically answering #2, 6, and 7.  
 

4. Have students answer the questionnaire titled A Review of Your College and Career 
Choice. Allow discussion time for students to explain their answers and how you, as a 
mentor, can help/support room for growth. 

 
5. Have students mark their calendars for the SAT and/ or ACT. 

 
Note: Mentors should stress the importance of preparing in advance for all tests, 
since scores from the test(s) can be very influential in college admission and 
scholarship awards.  
 
Direct mentees to the website below to download a definitive list of admissions 
rates and average test scores for dozens of popular colleges and universities: 
http://www.princetonreview.com/yourscores.aspx 

 
 

6. Homework: Students are to look over the SAT vs. ACT info sheet and discuss it with 
their parents. Make sure they know how important the tests are, costs and when they 
should be prepared to take it. 
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All About Me! 
 

Directions: Take 5-10 minutes and respond to the following prompts. Your mentee(s) will have 
their own set of prompts. When completed, share your answers in a group. 
 
General Information 
 
Name:  
 
Email: 

 

 
Phone: 

 

 
Business: 

 

 
Job Title: 

 

 
Description of duties: 

 

  

  

 
1) My educational background and past work experiences include: 
 

 
 
 
 
 

 
2) When I was your age, the mentees’ current age or year in school, I engaged in the following 

activities, sports, classes, etc.: 
 

 
 
 
 
 

 
3) My current interests/hobbies include and/or I am most happy when: 
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4) Others would describe me as being: (outgoing, organized, adventurous, etc.):  
 

 
 
 

 
 

5) Something most people do not know about me (i.e. my biggest fear, instrument(s) I play, 
favorite sports, foreign language(s) I speak or wish I could speak, etc.): 
 

 
 
 
 

 
6) I chose to be a mentor for the following reason(s): 

For continuing mentors: Why did you choose to mentor again? 
 

 
 
 

 
7) My expectations for being a mentor include (what I hope to gain from this experience/ 

relationship): 
For continuing mentors: Building on last years’ experience, what new expectations/goals do 
you have for yourself as well as your mentee(s)? 
 

 
 
 

 
 

This area is for you to take notes on what your mentees share with the group. 
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A Review of Your College and Career Choice 
 
Directions: Answer the following questions below and be ready to share with your mentor and 
group. 
 
1. Since completing my sophomore year, I find that my career choices center around: 
 
 
 
 
 

 
 
2. When thinking about my college education, I find that I visualize myself: 
 

           1= Strongly disagree,  2= Disagree,  3= Agree,  4= Strongly Agree 
 

• Going to an out-of-state college 1 2 3 4 
• Finding a college close to home 1 2 3 4 
• Focusing on a four-year university that offers graduate level degrees, too 1 2 3 4 
• Thinking about what it would be like to go to a college in another country 1 2 3 4 
Other: 
 

 
 
3. Now that I am a year older and a junior, I find that I see myself as a:   
 

           1= Strongly disagree,  2= Disagree,  3= Agree,  4= Strongly Agree 
 

• Leader/manager 1 2 3 4 
• Supporter/care person 1 2 3 4 
• Planner/visionary 1 2 3 4 
• Thinking about what it would be like to go to a college in another country 1 2 3 4 
• Researcher/investigator 1 2 3 4 
• Teacher/instructor 1 2 3 4 
• Problem solver/inventor 1 2 3 4 
Other: 
 

 
 
 
Continue to next page…. 
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4. Knowing that a college degree is expensive, I have been doing some problem solving by being 
proactive and checking out: 
 

           1= Strongly Disagree,  2= Disagree,  3= Agree,  4= Strongly Agree 
 

• Websites for student loans 1 2 3 4 
• Resources for student grants and fellowships 1 2 3 4 
• Possible employment opportunities that don’t interfere with school 1 2 3 4 
Other: 
 

 
 
5. Now that school has started, I feel that I am: 
 

           1= Strongly Disagree,  2= Disagree,  3= Agree,  4= Strongly Agree 
 

• Better prepared to focus on my future career of choice 1 2 3 4 
• Better prepared to examine colleges and choose the right one for me 1 2 3 4 
• More focused on getting the best grades I can because I want to present a  

great application for college admissions 
1 2 3 4 

Other: 
 

 
 
 
 
 
 
 
 
Discussion: Review your answers with your mentor(s). Be sure to ask where and how they can 
help/support you as the school year progresses. 
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SAT Breakdown 
 

 
What is the SAT? 
The SAT is a globally recognized college admission  
test that lets you show colleges what you know and  
how well you can apply that knowledge. It tests your  
knowledge of reading, writing and math — subjects  
that are taught every day in high school classrooms.  
Most students take the SAT during their junior or senior year of high school, and almost all 
colleges and universities use the SAT to make admission decisions. 
 
Taking the SAT is the first step in finding the right college for you — the place where you can 
further develop your skills and pursue your passions. But SAT scores are just one of many 
factors that colleges consider when making their admission decisions. High school grades are 
also very important. In fact, the combination of high school grades and SAT scores is the best 
predictor of your academic success in college. 
 
What does it test? 
The SAT doesn’t test logic or abstract reasoning. It tests the skills you’re learning in school: 
reading, writing and math. Your knowledge and skills in these subjects are important for success 
in college and throughout your life. 

• The critical reading section includes reading passages and sentence completions.  
• The writing section includes a short essay and multiple-choice questions on identifying 

errors and improving grammar and usage.  
• The mathematics section includes questions on arithmetic operations, algebra, geometry, 

statistics and probability. 
 
How can I do my best on the SAT? 
The best way to get ready for the SAT is to take challenging courses, study hard, and read and 
write in and outside of the classroom. 
Studies suggest that cramming and short-term prep can’t substitute for hard work in school, but 
it’s certainly a good idea for you to become familiar and comfortable with the test format and 
question types. That’s why the best SAT practice is the PSAT/NMSQT®, which covers the same 
subjects under timed conditions. 
 
How is the SAT scored? 
Each section of your SAT (critical reading, mathematics and writing) will be scored on a 200- to 
800-point scale, for a possible total of 2400. You’ll also get two “subscores” on the writing 
section: a multiple-choice score from 20 to 80, and an essay score from 2 to 12. 
 
But how do you get these scores? Two steps happen before you see a final score. 

First, we figure out your raw score by: 
• Adding points for correct answers.  
• Subtracting a fraction of a point for wrong answers.  
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Remember: Questions that you skipped don’t count either for or against your score, and 
points aren’t taken away for wrong answers on the math questions where you needed to enter 
the answer into a grid. 

 
Then we take your raw score and turn it into a scaled score. This is where the score of 200–800 
points comes from, and it is done through a statistical process called “equating.” This process 
makes it possible to compare your score with the scores of other students who took alternative 
versions of the test, and to your own scores on previous tests 
 
How much time will I have to take the SAT? 
The SAT is made up of 10 sections: 

• A 25-minute essay  
• Six 25-minute sections (mathematics, critical reading and writing)  
• Two 20-minute sections (mathematics, critical reading and writing)  
• A 10-minute multiple-choice writing section  

 
Total test time: 3 hours and 45 minutes 
You’ll also get three short breaks during the testing, so don’t forget to bring a snack! 
 
Why take the SAT? 
As the nation’s most widely used college admission test, the SAT is the first step toward higher 
education for students of all backgrounds. It’s taken by more than two million students every 
year and is accepted by virtually all colleges and universities.  
 
There are many reasons to take the SAT, but here are a few of the biggies: 
 
It tests what you already know 
The SAT tests the reading, writing and math skills that you learn in school and that are critical 
for success in college and beyond. It gives both you and colleges a sense of how you’ll be able to 
apply the thinking, writing and study skills required for college course work. 

It’s fair to everyone 
The questions are rigorously researched and tested to make sure students from all backgrounds 
have an equal chance to do well. And the test is straightforward. There are no tricks designed to 
trip you up. Students who do well in the classroom are often the same ones who will do well on 
the SAT. 

It’s more than just a test 
The SAT also provides the opportunity for you to connect to scholarship opportunities, place out 
of certain college courses and learn more about your academic strengths. 

It helps you select the right fit for college 
SAT scores are among the factors considered in college admission. Many schools’ websites 
share the range of SAT scores reported by their admitted students. You can also find this 
information in College Search. This valuable information allows you to research which colleges 
might be the best fit for you. 

http://collegesearch.collegeboard.com/search/index.jsp
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Rise to the challenge 
The 21st century global economy is fast-paced and changeable. You’ll need a new set of skills – 
and a habit of lifelong learning – to flourish in this information age. The best way to succeed and 
thrive as an adult is to challenge yourself to rise to a high level of academic excellence now. 
You’ll do that best by taking challenging high school courses and working hard in them. The 
SAT provides a trusted, nationally recognized indicator of your academic readiness for college.  
 
How much does it cost to take the SAT? 
The fee for the SAT Reasoning Test is $51.  
 
However, there are fee waivers available to eligible students. High school students in the United 
States or U.S. territories, including Puerto Rico, who cannot afford to pay the test fees are 
eligible. Only your counselor or authorized agency can grant you a fee waiver.  

• Each SAT waiver covers the registration fees for a single test date, either for the SAT or 
for up to three SAT Subject Tests.  

• Four total waivers are available — two for the SAT and two for the SAT Subject Tests. 
SAT Subject Test fee waivers can be used any time from 9th grade through graduation. 
SAT fee waivers can be used from 11th grade through graduation. 

• For online registration, enter the entire 12-digit code when prompted. If you are 
registering by mail, submit your completed fee-waiver card in the same envelope with 
your completed registration form. 

• Fee waivers cannot be used for late registration except for the October test date. Fee 
waivers cannot be used for standby registrations. 
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SAT Subject Tests 
 
What are SAT Subject Tests? 
Subject Tests are hour-long, content-based tests that allow  
you to showcase achievement in specific subject areas  
where you excel. These are the only national admission  
tests where you choose the tests that best showcase your  
achievements and interests. 
 
SAT Subject Tests allow you to differentiate yourself in  
the college admission process or send a strong message  
regarding your readiness to study specific majors or programs  
in college. In conjunction with your other admission credentials (your high school record, SAT 
scores, teacher recommendations, etc.), they provide a more complete picture of your academic 
background and interests. 
 
Some colleges also use Subject Tests to place students into the appropriate courses. Based on 
your performance on the test(s), you could potentially fulfill basic requirements or receive credit 
for introductory-level courses. 
There are 20 SAT Subject Tests in five general subject areas: English, history, languages, 
mathematics and science. 
 
Literature Biology/EM French Spanish with Listening 
U.S. History Chemistry French with Listening Modern Hebrew 
World History Physics German Korean with Listening 
Math Level 1  Latin  German with Listening Chinese with Listening 
Math Level 2  Italian Spanish Japanese with Listening 

 
 

Why take the Subject Test? 
It’s all up to you. SAT Subject Tests are the only national admissions tests where you choose the 
tests that best showcase your achievements and interests. This provides you with an opportunity 
to focus on what makes you uniquely qualified and to put your best foot forward. You can even 
change your mind about which test to take on the actual test day, if you want (except for 
listening tests). 
 
May be required or recommended 
Some colleges require or recommend one or more SAT Subject Tests as part of the application. 
This may be especially true if you’re interested in a specific major or program of study. Each 
year, nearly one million SAT Subject Tests are taken by students around the world for admission 
to some of the leading colleges and universities in the U.S. Find out if the colleges or universities 
that you’re interested in require or recommend SAT Subject Tests by logging onto 
www.collegeboard.com and clicking on College Search. 
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Stand out to colleges 
Many colleges that don’t require or recommend Subject Tests will still consider them when 
reviewing your application. By taking one or more SAT Subject Tests, you have an opportunity 
to differentiate yourself and provide a more complete picture about your academic abilities and 
interests. If you’re interested in particular subjects or programs of study, subject tests allow you 
to highlight your strengths in these areas. 
 
Leverage existing knowledge and further exhibit your strengths 
Because the SAT Subject Tests are based on material learned in high school classrooms, the best 
way to prepare for them is by learning the topics in the courses that you’re already taking. If 
you’re doing well in these courses or taking advanced level courses (e.g., honors, dual 
enrollment, Advanced Placement, IB), Subject Tests are an excellent opportunity for you to show 
your understanding of the subject area. 
 
ESL and international students can showcase achievement 
If English is not your best language, SAT Subject Tests may be even more important for you. 
They provide an opportunity for you to demonstrate achievement in subject areas that are not as 
reliant on English language mastery, such as math, science, or foreign languages. 
If you speak another language or learned another language outside of the traditional high school 
classroom, SAT Subject Tests are an excellent opportunity for you to demonstrate your bilingual 
(or multilingual) skills. Some colleges will even allow you to fulfill foreign language 
competency requirements. Please be sure to check with the colleges that you’re interested in 
regarding their policies on SAT Subject Tests in foreign languages. 
 
Homeschooled students 
Some colleges and universities may require or recommend SAT Subject Tests for homeschooled 
students to gain additional insight into their academic readiness for college. If you’re a 
homeschooled student, be sure to check the specific policies for the institutions that you’re 
interested in. Beyond fulfilling college application requirements, SAT Subject Tests can also 
help homeschooled students better understand how well they’ve learned the subject matter as 
compared to students across the country and even the world. 
 
Demonstrate what you’ve learned outside of the high school classroom 
Since information regarding knowledge gained through extracurricular means (e.g., summer 
enrichment programs, weekend classes, distance learning programs, self-study) will likely not 
show up on your high school transcript, SAT Subject Tests are an excellent way for you to 
demonstrate what you’ve learned through participation in these programs. 
 
Get a head start in college 
Some colleges and universities use SAT Subject Test scores to place students into the right 
courses. This can potentially include: 

• Placing out of introductory college classes; some colleges may even grant credit for good 
performance on the SAT Subject Tests  

• Satisfying basic requirements for certain majors or programs of study  
• Helping students select the course levels that are most appropriate for them  
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Which SAT Subject Test should you take? 
There are 20 Subject Tests across five general subject areas: history, mathematics, science, 
English and foreign languages. The SAT Subject Tests that you take should be based on your 
interests and academic strengths. The tests are a great way to indicate interest in specific majors 
or programs of study (e.g., engineering, pre-med, cultural studies). 
 
You should also consider whether the colleges that you’re interested in require or recommend 
Subject Tests. Some colleges will grant an exemption from or credit for a freshman course 
requirement if a student does well on a particular SAT Subject Test. 
 
Think through your strengths and interests 

• List the subjects in which you do well and that truly interest you.  
• Think through what you might like to study in college.  
• Consider whether your current admission credentials (high school grades, SAT scores, 

etc.) highlight your strengths.  
 

Consider the colleges that you’re interested in 
• Make a list of the colleges you’re considering.  
• Take some time to look into what these colleges require or what may help you stand out 

in the admission process.   
• Use College Search to look up colleges’ test requirements.  
• If the colleges you’re interested in require or recommend SAT Subject Tests, find out 

how many tests are required or recommended and in which subjects.  
 

What if I don’t know which colleges I’m going to apply to? 
You should consider taking Subject Tests in the subjects that you’re interested in and have 
completed course work for, particularly if you think you may wish to concentrate in that area in 
college. Many times, students are surprised to find out in the fall of their senior year that a 
college or a program they’re interested in requires or recommends SAT Subject Tests. You can 
avoid this last-minute stress by building your credentials along the way when you’re most 
prepared to do well on these tests. Many colleges that don’t require or recommend Subject Tests 
will still consider them when reviewing your application. 
 
What if the colleges that I’m interested in don’t require Subject Test scores? 
You may still want to take Subject Tests in the subjects that you excel in and submit those 
scores. Many colleges may still consider Subject Tests when reviewing your application, since 
they give a more complete picture of your academic background and send a strong signal 
regarding your readiness to focus on a specific major or program of study. Subject Tests can also 
help you place into the right courses once you get to college, or potentially receive credit for 
subjects you’ve performed well in. 
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Take a look at your current and recent course load 
• Have you completed the required course work? The best time to take SAT Subject Tests 

is at the end of the course, when the material is still fresh in your mind.  
• Check the recommended preparation guidelines for the Subject Tests that interest you to 

see if you've completed the recommended course work.  
• Try your hand at some SAT Subject Test practice questions (available at 

www.collegeboard.com) 
 

Still thinking about which SAT Subject Tests to take? Talk to your teacher or counselor to see 
which SAT Subject Tests are right for you. 
 
 
How Much Does It Cost To Take the SAT Subject Test? 
Total fees vary by number and type of tests, but generally SAT Subject Tests cost: 
 

Basic Registration Fee:   $24.50 

Language Tests with Listening:    Add $24 

All Other SAT Subject Tests:    Add $13 
 
 
Are There Fee Waivers? 
Yes! Eligible students may receive two fee waivers to take SAT Subject Tests across two 
sittings. Students may take up to three SAT Subject Tests in each sitting. These are in addition to 
the fee waivers given for the SAT. To allow students to take Subject Tests close to when they 
complete the course, SAT Subject Test fee waivers may be used by students in grades 9 - 12.  
 
 
 
 
 
 

 
 

For more information and additional processing fees visit: 
http://professionals.collegeboard.com/testing/sat-subject/register/fees 

 
 
 

http://sat.collegeboard.org/practice/sat-subject-test-preparation
http://sat.collegeboard.org/practice/sat-subject-test-preparation
http://sat.collegeboard.org/about-tests/sat-subject-tests/faq#feeWaiversforSubjectTests
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ACT Breakdown 
 
 
What is the ACT? 
The ACT is a national college admissions examination 
 that consists of subject area tests in: 
 

• English • Reading 
• Mathematics • Science 

 
The ACT Plus Writing includes the four subject area tests plus a 30-minute writing test. 
ACT results are accepted by all 4-year colleges and universities in the U.S. 
 
The ACT includes 215 multiple-choice questions and takes approximately 3 hours and 
30 minutes to complete, including a short break (or just over four hours if you are taking the 
ACT Plus Writing). Actual testing time is 2 hours and 55 minutes (plus 30 minutes if you are 
taking the ACT Plus Writing). 
 
The ACT is accepted by all 4-year colleges and universities in the United States.  
 
 
What is the difference between the ACT and the SAT? 

• The ACT is an achievement test, measuring what a student has learned in school. The 
SAT is more of an aptitude test, testing reasoning and verbal abilities. 

 
• The ACT has up to 5 components: English, Mathematics, Reading, Science, and an 

optional Writing Test. The SAT has only 3 components: Critical Reasoning, 
Mathematics, and a required Writing Test. 

 
• The College Board introduced a new version of the SAT in 2005, with a mandatory 

writing test. ACT continues to offer its well-established test, plus an optional writing 
test. You take the ACT Writing Test only if required by the college(s) you're applying to. 

 
• The SAT has a correction for guessing. That is, they take off for wrong answers. The 

ACT is scored based on the number of correct answers with no penalty for guessing. 
 

• The ACT also has an Interest Inventory that allows students to evaluate their interests in 
various career options. 
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Why take the ACT? 
The ACT multiple-choice tests are based on what you're learning. 
 

• The ACT is not an aptitude or an IQ test. The test questions on the ACT are directly 
related to what you have learned in your high school courses in English, mathematics, 
reading, and science. Every day you attend class you are preparing for the ACT. The 
harder you work in school, the more prepared you will be for the test.  

 
 

• The ACT helps you plan for your future. 
In addition to the tests, the ACT also provides you with a unique Interest Inventory and a 
Student Profile Section. By responding to these sections, which ask about your interests, 
courses, and educational preferences, you provide a profile of your work in high school 
and your career choices to colleges.  

 
• The ACT helps colleges find you. 

By taking the ACT, you make yourself visible to colleges and scholarship agencies, so 
it's another way to help you get ready for life after high school.  

 
• Your ACT score is based only on what you know. 

The ACT is the only college admission test based on the number of correct answers—you 
are not penalized for guessing.  

 
• You choose which scores you send to colleges. 

When you register for the ACT, you can choose up to four colleges to which ACT will 
send your scores as part of the basic fee for your test option. If you take the test more 
than once, you choose which test date results the colleges will receive. ACT sends scores 
only for the test date you select. 

 
• Optional Writing Test. 

Because not all colleges require a writing test for admission, ACT offers you the choice 
of whether or not you want to spend the extra time and money taking the Writing Test. 
Writing is a important skill for college and work, but schools use different methods to 
measure your writing skills.  

 
How much does it cost to take the ACT? 

 
ACT (No Writing)  $36.50 
ACT (Plus Writing)  $52.50 
Standby Testing  add $45.00 
Test date change  add $22.00 
Test center change  add $22.00 
Viewing scores  FREE 

 
For more information and additional processing fees visit:  

http://www.actstudent.org/regist/actfees.html 
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October Session 
Career Interests 

 
 

1. Purpose of Session – Career Interests & Action Plan: This session will involve student: 
updating their college and career plans from sophomore year, then re-visiting their action 
plan and updating if necessary;  
 

Note: Mentor should review student’s knowledge of what each sub-goal is: 
identifying what resources students have, and identifying what they need to do in 
order to accomplish each step moving forward. 
 

2. Have mentee(s) fill out the “Updating My College/Career Action Plan” worksheet and 
share with the group. 
 

3. Have mentee(s) fill out the following worksheets and share with the group: 
• Extra-Curricular Activities 
• My High School Tracking Sheet 

 
4. Allow 10 minutes for students to answer the questionnaire titled Connecting Interests to 

Careers.  
Note: Mentor should facilitate a discussion with student(s) about realizing what 
motivates them to succeed and finding academic majors/minors that are 
applicable to those interests/careers. 
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Updating My College/Career Action Plan 
 
Directions: It’s a new school year and as a junior, you have about one year to plan before starting 
on college applications. A lot may have changed since your sophomore year; so if you have new 
goals in mind, be sure to update your action plan below. 
 
1) My educational/career goal is: 

 
 
 

 
2) I’m interested in pursuing the following post-secondary education options (education after 
high school): Circle at least one. 

 
Vocational Education/Training     Associate’s Degree     Bachelor’s Degree    
   
Master’s Degree                           Doctorate Degree  Military Undecided 

 
3) I’m interested in Majoring and/or Minoring in: 

 
 
 

 
4) My preferred, top three colleges include: 

1. 
2. 
3. 

 
5) I’m planning on taking the SAT/ACT on the following date(s): ___________________ 
 
6) If I work during college, I would like to do the following: 

 
 
 

 
7) If I receive a scholarship, it will most likely be for: 

 
 
 

 
8) I plan on visiting/touring the following campuses:  
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Extra-Curricular Activities Worksheet 
 

College applications ask you to list your honors and extracurricular activities. So be sure to 
keep track of your accomplishments, projects, honors/awards and extra-curricular activities. 
 
Directions: List activities in the table below for each year while they are f resh  in your mind. 
 

  
Freshman Year 

 
Sophomore Year 

 
Junior Year 

 
 

Clubs 

   

 
 

Sports 

   

 
 

Academic Honors 

   

 
 
Community Service 

   

 
 
 

Other 
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Tracking “a-g” Courses Review 

Minimum admission requirements to attend college represent exactly that, the minimum 
academic standards students must attain to be considered for admission. However, and this is 
important for students to understand, meeting the minimum requirements does not guarantee 
admission to a particular campus. Often, admission to a specific campus and/or program(s) is 
extremely competitive and requires students to satisfy far more demanding standards. 

For more information on admission requirements visit:  

• University of California requirements: http://admission.universityofcalifornia.edu/ 

• California State University requirements: www.gotocsu.com  

If you know what college campus you want to attend as well as the academic program, visit 
their website and review their admissions requirements/recommendations! 
 
Subject requirement 
 
Freshman applicants will be required to complete a minimum of 15 year-long "a-g" courses* in 
grades 9-12 (*1 course is equivalent to one 1 school year, not just a semester). Seven of these 
courses must be taken in the last two years of high school.  
 
Students must complete:  
 

a. History/social science 2 courses 

b. English 4 courses 

c. Mathematics 
3 courses, including elementary algebra, geometry 
and intermediate algebra 

d. Laboratory science 2 courses from two disciplines 

e. Language other than English 2 courses 

f. Visual and performing arts 1 course 

g. College-preparatory elective 1 course 

 
Eleven "a-g" courses must be completed prior to the 12th grade in order for applicants to 
receive a review of their application. No particular course pattern is required for this review. 
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My High School Tracking Sheet 
 
Directions: Check off the courses you have already taken as well as the courses you are currently 
taking. In the Junior Yr. and Senior columns, put stars for when you plan on taking the required 
course(s). 
 

 Freshman Yr. Sophomore Yr. Junior Yr. Senior Yr. 
History/social 
science 
  

   

English 
 
  

   

Mathematics 
 
  

   

Laboratory 
science 
  

   

Language 
other than 
English  

   

Visual and 
performing 
arts  

   

College-
preparatory 
elective  

   

 
 
Discussion: Are you on the right track to meeting “a-g” requirements? If your high school 
schedule permits you to take courses beyond the “a-g” requirements, what types of courses are 
you interested in pursuing? What type of courses can you take at your school that will help you 
obtain your post-secondary goals? 
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Questionnaire: Connecting Interests to Careers 
 
Directions: Answer the following questions regarding career preparation and be ready to 
discuss with your mentor and the group. 
 
1) What are your favorite classes now and why? Example: the reading material, the subject, 

the teacher, etc. 
 

 
 

 
 
2) Which classes are your least favorite and why? 

 
 
 

 
 
3) Rank your top three extra-curricular activities (at school or home) and explain why.  

 
 
 

 
 

 
4) What do you like to do outside of school? 

 
 
 

 
 
5) Do you currently work or volunteer when not in school? If yes, what do you do? 

 
 
 

 
 
6) Do you feel it is more important to work alone or part of a team? 
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7) How is this program or other school activities helping with your career choices? 
 

 
 

 
 

 
8) Looking at all of your likes and dislikes, what motivates you and the type of career you 

want to pursue, what will you focus on when researching colleges and majors?  
Example: big city, medium size campus – about 10,000-18,000 students, sports, etc. 

 
 
 

 
 
 
 

 

9) What resources (web, people, other) can you utilize when exploring careers and majors to 
determine if it’s right one for you? 
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Career Pathway Guide 
 
The following activity is designed to assist you in acquiring a list of career path resources.  
 
Activity #1 Directions: Check off the resource(s) that assist you with identifying available 
career options, and briefly explain why/how this resource is a positive part of your career path.    
 

Resource 
 

WHY or HOW 
 

 School/Education 
 

 

 Friends/Mentor 
 

 

 Computer Skills 
 

 

 Internet Access 
 

 

 Library  
 

 

 Media/Newspaper/Radio 
 

 

 Local Junior Colleges 
 

 

 Local Universities 
 

 

 School Counselor/Career 
 Development 

 

 Parents/Relatives 
 

 

 Clubs/Career Groups 
 

 

 Sports Activities 
 

 

 Health Spa/Gym/Regular 
Exercise 

 

 

 Healthy Lifestyle Choices 
 

 

 Other 
 

 

 Other  
 

 

 Other 
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It is important to stay connected with the resource(s) you’ve identified so that you are aware of 
changes or new opportunities such as grants, new programs, scholarships and new career 
developments in your preferred career field. The following activity will help you verbalize and 
document how you can get the best out of each resource. 
 
Activity #2 Directions: Explain how you keep in touch and up-to-date with each resource so 
you can maximize each resource. Use a check mark to indicate you are already doing it! 
 

Resource How I Stay Connected 
 

School/Education 
 

  

Friends/Mentor 
 

 Example: Stay in touch via e-mail, Facebook, or in 
person. 

Computer Skills 
 

  

Internet Access 
 

  

Library Resources 
 

  

Media/Newspaper/Radio 
 

  

Local Junior Colleges 
 

  

Local Universities 
 

  

School Counselor/Career 
Development 

  

Parents/Relatives 
 

  

Clubs/Career Groups 
 

  

Sports Activities 
 

  

Health Spa/Gym/Regular 
Exercise 
 

  

Healthy Lifestyle Choices 
 

  

Other 
 

  

Other  
 

 

Other 
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November Session 

Writing a Personal Statement 
 

1. Purpose of Session – Writing a Personal Statement: This session will involve concepts 
such as discussing different approaches to writing a personal statement and why 
personal statements are so important to the college application process. 
 

2. Introduce opening activity titled Ranking Traits, allowing 10-15 minutes total.   
 

3. Review the structure and strategies for writing a great personal statement. Check for 
your mentee’s understanding; guide them through the critical thinking process. 
 

4. Practice by reading through this year’s UC essay prompts and guide students’ thought 
process on how to respond. 
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Ranking Traits 

 
The opening activity will help to improve students’ self-concepts and is a great way to 
approach writing a personal statement.  
 
Directions:  

1. Ask students to rip a piece of paper into ten strips.  
2. On each they write a word or phrase that describes themselves.*  

*Assure students that no one will see what they have written, so a student can 
be extremely honest.  

3. Then the student arranges the traits in order from what they most like about themself to 
what they least like.  

4. When done, say, "Do you like what you see? Do you want to keep it? Now give up one 
trait. How does the lack of that characteristic/description affect you? Now give up 
another. Give up three. Now what kind of person are you?"  

5. After giving up six of the qualities, have students regain the traits one by one.  
 
Take away: 

1. You may see great tension as students decide which traits they will give up. You may 
hear comments about how incomplete the student feels without those traits, and see 
great relief, and a new understanding of the importance of those traits, as they are 
regained.  

 
2. After the session, have students write what they kept and what they learned about 

themselves from the experience. 
a. Note: Help students connect activities and experiences to the work or phrase 

they chose to depict themselves. This should aid them in making meaning from 
their selections.  

b. Before moving into the next session, be sure to remind students that their list is 
beneficial in not only improving self-awareness but also in attempting to write a 
personal statement. 

 
 
 
 
 
 

 
 
 
 
 
 



Mentor Edition 
 

Junior Mentoring Program: Connecting Passions to Careers                29 | P a g e  
 

 
Writing a Personal Statement 

 
Writing your personal statement can be one of the most  
satisfying--or frustrating--writing experiences you'll  
ever have. 
 
The personal statement is an important part of your  
application package. Depending on the topic you  
choose, the essay you write provides additional  
evidence of your intellectual and creative achievement.  
The essay is also the only opportunity for the readers of  
your application to get a feel for you as a person as well as for you as a student. The essay is 
also the place where you can put your academic record into the context of your opportunities 
and obstacles. 
 
There is no one correct way to write a personal statement, but in general those who will read 
your essay are looking for two important things: 
 

• How the essay provides evidence of your achievements that aren't reflected in other 
parts of your application 

 
• How and why the events that you describe have shaped your attitude, focus and, most 

of all, your intellectual vitality. 
 
This information will help you think about and craft a personal statement by taking you step by 
step through a process of brainstorming, drafting and revising. At the end, we hope that you 
will produce a personal statement that you are proud of and that will provide admissions 
officers with an accurate portrait of who you are and why a college education is important to 
you. 

 
 
Structuring Your Personal Statement 
A typical 2-page personal statement will consist of the following:  
 

• Introductory paragraph: provides your essay's theme 
• 2-4 body paragraphs that develop your theme through examples and detailed 

experiences and build upon each other. The final body paragraph will contain your 
most poignant information 

• Conclusion: widens the lens and wraps up your essay without summarizing or repeating 
what has already been written 
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Helpful Tips 
 
The goal of a personal statement is to promote yourself.  Colleges can receive 40,000 or more 
freshmen applications.  You need to make yourself stand out as they may only accept 4,000. 
 
1. Be sure to determine if there is a specific topic for your application, if so, answer ONLY 

the question(s) that is/are asked.  You may not be able to use the same personal statement 
for all college applications. 

 
2. Tell your story. Distinguish yourself and make yourself memorable.  Use concrete 

experiences. If you do not believe you are a worthy applicant, they won’t either.  Ask 
yourself, what one word describes you best and captures your most important quality. Yes, 
you are important and you have important qualities. 

  
3. Reflect on those qualities or experiences and ask yourself “what does it mean” and “why 

does it matter.”  This will help with explaining who you are. 
 

4. Find an angle.  Find a “hook” that captivates your reader.  Concentrate on your opening 
paragraph – it is the most important. 

 
5. Use the body of your personal statement to detail your interests and experiences.  It is best, 

typically, to avoid controversial subjects like religion and/or political issues, and avoid 
clichés, and “poor me” strategies. 

 
6. Provide information that may not be evident in your application. 

 
7. Double and triple check grammar and spelling.  Have someone else edit for you.  Revise, 

Revise, Revise! 

 
First things first… 
 
Start by completing your college application instead of jumping right into your personal 
statement. This will help you identify key patterns in your academic record and extracurricular 
choices and anticipate the questions that readers might make about your academic profile.  
 
Mentors: Stress the use college applications to help your mentee(s): 

• Think critically about the application's content. Their life story is so familiar to them; 
it's hard to have perspective on it without analyzing it. 

• See their personal and academic experiences as worthy of reflection and analysis. 
• Connect the issues raised by the application to the responses provided in the personal 

statement. 
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• Find questions that readers might ask.  
 
Let’s Practice 
 
If you plan on applying to a UC school, you’ll want to pay  
extra attention to this section! 
 
Below are this year's prompts, and if you apply, you will  
write essays for both. The length of each response is up to  
you, but neither should be less than 250 words and the  
combination of both responses should not exceed 1,000 words. 
 
 
 
Directions: When you finish reading through a prompt, ask yourself some of the questions 
provided below it to start your brainstorming process.  
 
 
 
Prompt #1 
Describe the world you come from — for example, your family, community or school — and 
tell us how your world has shaped your dreams and aspirations. 
 
Ask Yourself: 

• What one word best describes my family, my community, or my school? 
• What opportunities have been available to me in my community or at my school? 
• What is the major issue confronting my family, school or community and what has 

been my role in addressing it? 
• How have I changed as a result of addressing this major issue, and what impact has that 

change had on my dreams and aspirations? 
• Why did I choose to do what I did to address this issue? 

 
 
 
Prompt #2 
Tell us about a personal quality, talent, accomplishment, contribution or experience that is 
important to you. What about this quality or accomplishment makes you proud and how does it 
relate to the person you are? 
 
Ask Yourself: 

• What one word describes me best and captures my most important personal quality? 
Why is this the appropriate word to describe me? 

• What talent, accomplishment, contribution or experience has best allowed me to 
express my most important personal quality? 
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December Session 
Soft Skills (Self-Perception & Social Competencies) 

 
 

1. Purpose of Session – Soft Skills: Students will learn the basic concepts of soft skills – 
starting with how they perceive themselves in relation to others – and recognize that 
there are different ways people communicate thoughts and emotion within 
groups/workplace.  They will also learn the different types of conflicts that arise in 
teams and how to resolve those conflicts. 
 

2. Opening activity: 1Word. Allow 15-20 minutes total.  
 

3. Review concepts and subscales of self-perception. 
 

4. Allow 15-20 minutes for reflection and closing discussion questions.  
 
Note: Mentors should share lessons learned while transitioning from school to 
college/work, making note of how much they evolved (in mindset, opinion, attitude, 
etc.) in relation to themselves and to those around them. 

 
5. Homework (for mentors and students): Bring a job application with description for 

next month’s session.  
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1 Word 
 
The activity will help mentees learn more about themselves and each other and start to 
acknowledge differences and similarities that make up the unique group dynamic. 

 
Features: 

• Group members focus on learning about each other 
• As group, members learn more about each other, they start to see that they have a lot in 

common. This helps break down cliques 
• This activity can be personal, helping the individual participant examine themselves 

introspectively 
 

Directions: 
1. Ask individuals to clear their minds; close their eyes and to think of 1 word – just 1 

word – which they feel best describes or encapsulates living a good life.  
2. Mentors may need to explain what is meant by 'living a good life.' Use your 

imagination so as to relate the concept to the situation and the participants. Think about: 
force for good; civilized society; leaving the world a better place than when you entered 
it. 

3. Of course words mean different things to different people, and many people will find it 
quite difficult to pick just one word, but this is the point: One word concentrates the 
mind in a way that five or six words, or a longer sentence tends not to. For participants 
who find it impossible to decide on one word, encourage them to use as few words as 
possible - but still aiming to focus on the essence, or a central concept, rather than a 
catch-all or list. It's easy for people to think of a list - one word is a lot more thought-
provoking. 

4. Ask them to write down their chosen 1 word, plus a brief explanation as to what it 
means. 

5. Then in turn ask your mentee(s) to tell or present their word to the group. 
 
 
Discussion topics: 

1. Are your ideals much different from how people behave in societies (local, national and 
global communities?) Why is this?  

2. Where does individual responsibility begin and end? Are we part of the problem? Part 
of the solution? What is the solution?  

3. What keeps us from living to achieve that one goal? Would there be any problems if the 
world achieved to live by the standards of your 1 word? 
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What is Self-Perception? 
 
Self –perception, or self awareness, is the facet of  
emotional intelligence that addresses the inner self.  
It assess feelings of inner strength and confidence,  
persistence in the pursuit of personally relevant and  
meaningful goals, and an understanding of what, when, 
why and how different emotions impact thoughts and  
actions.  
 
Self-perception can be broken down into three parts: 
 
Self-Regard is respecting oneself while understanding and accepting one’s strengths and 
weaknesses. Self-Regard is often associated with feelings of inner strength and self-confidence. 
Self-acceptance is the ability to accept one’s perceived positive and negative aspects as well as 
one’s limitations and possibilities. This component of emotional intelligence is associated with 
general feelings of security, inner strength, self-assuredness, self-confidence, and self-
adequacy. Feeling sure of oneself is dependent upon self-respect and self-esteem, which are 
based on a well-developed sense of identity. A person with a well-developed self-regard feels 
fulfilled and satisfied with him or herself. At the opposite end of the continuum are feelings of 
personal inadequacy and inferiority. 
 
Self-Actualization is the willingness to persistently try to improve oneself and engage in the 
pursuit of personally relevant and meaningful objectives that lead to a rich and enjoyable life. 
Striving to actualize one’s potential involves engaging in enjoyable and significant activities 
and making a lifelong and enthusiastic commitment to long-term goals. Self-Actualization is an 
on-going, dynamic process of striving toward maximum development of one’s abilities, 
capacities, and talents. This component of emotional intelligence is associated with persistently 
trying to do one’s best and improve oneself in general. Self-Actualization is associated with 
feelings of self-satisfaction. 
 
Emotional Self-Awareness includes recognizing and understanding one’s own emotions. It 
involves the ability to differentiate between subtleties in these emotions, while being aware of 
their causes and the impact they have on the thoughts and actions of oneself and others. At the 
core of emotional self-awareness is the ability to know what one is feeling and why, while 
being able to recognize and understand the source of those feeling 

 
 

 

 

“We must not allow other people’s limited perceptions to define us.”  
― Virginia Satir 

 

  

 

http://www.goodreads.com/author/show/312508.Virginia_Satir
http://www.goodreads.com/author/show/312508.Virginia_Satir
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“It is good to see ourselves as others see us.  
Try as we may, we are never able to know ourselves fully as we are…  

This we can do only if we are not angry with our critics  
but will take in good heart whatever they might have to say.”  

― Mahatma Gandhi 
 
 

Reflection: 
Take some time every so often to reflect on both your achievements and failures. It may well 
be that when you take a step back and look at things objectively, you have actually achieved 
far more than you realized, while your failures were not nearly as catastrophic as they may 
have felt at the time. 
 
 
What Do You See? 
Directions: Answer the following questions below. Questions with an asterisk* will not be 
shared with the group. Mentors- make sure to review all questions with students. 
 
1. *How do you regard yourself? Are you comfortable with your present self? 
 
 
 
 

 
2. *If you could change one thing about yourself what would it be and why? 
 
 
 
 

 
3. If you had to describe yourself to a complete stranger (i.e. to a hiring manager for a job 
opportunity), what would you tell them and why? 
 
 
 
 

 
4. (If in a group setting) Describe each person in your group using 1-2 positive characteristics 
with explanation. Do you look up to them? Why? Are you inspired by them? Explain. 
 
 
 
 
 

 

http://www.goodreads.com/author/show/5810891.Mahatma_Gandhi
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January Session 
Finding a Job 

 
1. Purpose of Session - Application Process. This session focuses on identifying available 

positions and filling out job applications.  
 

Note: Mentors should bring in an application from their company to share with 
the students and use for discussion. 

 
2. Allow 10 minutes for the opening activity, Create a “Me” Commercial. 

 
3. Distribute the attached application or one provided from your organization. Review 

each section of the application with students. Discuss applying for jobs online and in 
person. Also, discuss proper attire when applying for jobs. 
 

4. Reorganize into larger group. Lead group discussion on the application process. Open 
discussion to Q&A, etc. 
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Create a "Me" Commercial 
 

The opening activity will help to students’ level of awareness of positive (employable) traits 
and is a great segway into the application process for finding a job.  
 
Directions:  

1. Have each student write a 1-2 minute ‘television’ commercial.  

2. The topic is why someone should hire them.  

3. The commercial depicts the student's special qualities.  

4. After they work on these, have students present their commercials in front of their 

mentor and group.  

5. Another variation is for a group to create a commercial for each one and then present it. 

 
Take away: 

1. Some students will have no problem jumping into this activity. Others may have 
reservation, due to a lack of perceived employable traits. Urge students to think about 
who they would employ if they were the boss- Would it be someone they can trust? 
Someone who arrives 10 minutes early and is prepared to work? 
 

2. As students write out their lists, make sure they note traits they can improve upon while 
in high school; timeliness, organization, communication skills, presentation skills, etc. 
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Finding a Job 

Age Matters  
Just like driving and watching movies, working also comes with a few age restrictions. No one 
wants you to be overworked at age 9 like Oliver Twist, and if you don’t know who he is, ask 
your English teacher. (Trust us, a day will come years from now when you wish there were 
laws stating you could only work a few hours a day.) 
 

Here are some general federal guidelines for the type and amount of work you can do, broken 
down by age: 

• 18 years and up: You can work any job for any amount of time. Lucky you! 
 

• 16 – 17 years old: You can work any non-hazardous job for any amount of time. 
 

• 14 – 15 years old: You can work outside school hours in nonhazardous jobs 
(restaurant and retail gigs are fine). But your hours are a bit more limited, especially 
on school days, when you can work a maximum of three hours a day. This increases 
to a maximum of eight hours a day on Saturday and Sunday. The maximum you can 
work in a week while school is in session is 18 hours, and this increases to 40 hours 
during the summer. 

You should also know that while the U.S. government doesn’t require you to have any special 
paperwork or documents saying it’s OK for you to work, your state may. Some states require 
these documents (also known as “working papers” – the same name as this handy reference 
guide) for teens under 18. Ask your school guidance office or career center if they have the 
forms to fill out – and to provide you with assistance.  

You can also check with your state’s labor department by typing in the following Web address 
into your Internet browser: http://youthrules.dol.gov/states.htm 

 
 
 
Want to know more? 
The U.S. Department of Labor has a number of helpful resources for teens on its website 
covering following topics: 

• Agricultural employment 
• What are “hazardous” jobs? 
• Additional age restrictions and state labor laws 

 
Simply type the following Web address into your Internet browser and you should be able to 
find answers to all of your questions: www.dol.gov/dol/audience/aud-kidsyouth.htm 
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So what’s the right job for you? 
Landing your first job can be tricky. How do you gain experience if an employer won’t hire 
you due to lack of experience? Should you settle for a low-paying job just to get a foot in the 
door? How high should you set your expectations for a first-time job? 
 
A first job can be just that – a way to make some money. It can also be more than that. For 
example, if you already know what type of career you’d like to start pursuing, it can be an 
experience-building stepping stone. If you know you want to go into business, working behind 
a register will give you practical business building skills. (And if you work in a restaurant, you 
might even get to wear a funny looking hat.) 
 
But a first job can also expose you to experiences you never thought you’d enjoy. You may 
think you’ll hate flipping burgers for a few hours a day, then find yourself applying to culinary 
schools. Another added bonus is that you might meet some of your best friends at work – and 
get your first experience with networking. Sometimes a job might not be exactly what you’re 
looking for, but it puts you in contact with people or organizations that might help you in the 
future. Who knows who you might meet who will either help you out with a job down the road 
or benefit from your help. 
 
As you search for jobs, you’ll probably find a few age restrictions eliminating you from some 
employers’ consideration. Jobs demanding previous experience and those requiring you to 
drive, operate dangerous machinery or work late hours may be reserved for those 18 years and 
above. But there are still plenty of employers out there hiring people younger than 18 years 
old. 
 
When you’re finally applying to specific companies, it’s a good idea to conduct your own 
background check on that business, especially if it is unfamiliar to you or your family. Check 
with the Better Business Bureau (www.bbb.org) to see if any complaints have been registered 
about the company. 
 
Volunteering for Experience 
If you’ve found out you’re not quite old enough to pursue the part-time job you had your heart 
set on, don’t worry. There are other ways to build your resume.  
 
One of these is by pursuing volunteer work. By its definition, volunteer work doesn’t pay cash. 
But it does pay in other ways. Not only will you earn experience for your résumé, applications 
and future employers, but you’ll also earn real working world skills and knowledge. And don’t 
forget that warm fuzzy feeling you’ll get when you see a smile on the face of someone you’re 
helping.  
 
Some prime resources for scoping out volunteer opportunities include church and civic groups, 
local animal shelters, hospitals and nursing homes, your guidance counselors and career center, 
as well as school organizations such as Key Club and student council. Also, a great website to 
match your interests to the right volunteer opportunity is www.volunteermatch.org. 
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Putting it all Together 
 
Assuming you do not have several years’ experience working in your desired career field, it 
may be difficult to jump into the job market. A great place to start is with internships and 
entry-level positions.  
 
Example: Eva’s long term goal is to become a veterinarian, so she is looking for an internship 
at her local Veterinary Hospital. 
 
Passion to…………………….. Work with, heal and learn more about animals 

Organizational skills include… Being on-time to work, able to manage multiple projects, 
etc. 

Work experience …………….. Babysitter who is CPR/First Aid certified- shows 
responsibility 

Accomplishments (that reflect 
future prospects in the field)…. 

Class Secretary, co-captain on the soccer team, active in 
several campus clubs, etc. – demonstrates 
leadership/dedication  

General knowledge and 
experience…………………… 

Several class reports/projects on animal care and 
volunteers at the local animal shelter twice a month 

 
 
Directions: List your skills, experiences and characteristics that make you a good candidate to 
work in your job of choice. 
Mentors: Students may need assistance recognizing great employee attributes. 
 

Passion to…………………….. 

 
 
 
 

Organizational skills include… 

 
 
 
 

Work experience …………….. 

 
 
 
 

Accomplishments (that reflect 
future prospects in the field)…. 

 
 
 
 

General knowledge and 
experience…………………… 
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Building a Resume 
 
Now that your mentee has job-prospects on their mind, take  
this opportunity to introduce the idea of building basic parts  
of a resume that will help them move towards accomplishing  
their long-term goal(s). 
 
Why do I need a resume? 
Resumes are the first step to starting your career. There’s no doubt that you will need a resume 
when applying for an internship or job. Ultimately, you need your resume to stand out (in a 
good way) to catch the reader’s interests in order to secure an interview – and hopefully the 
position! 
 
What do I put on my resume? 
There are literally hundreds of ways to prepare your resume, just look at the list of templates 
offered by Microsoft Office! No matter how you present yourself to potential employers, the 
following content should be covered:  
 

Contact Information 

• First and Last Name 
• Mailing Address 
• Email Address 
• Phone Number 
• Website/E-Portfolio (if applicable) 

 

Goal(s)/Objective(s) 

• Tell the reader what your short and long 
term goals entail. Include mission if 
applicable 
 

Education 

• State your school’s name 
• Graduation date 
• Classes that align with your desired job 

field 
• Honors/AP classes 
• Second Language, etc. 

 

Work Experience 

• Reverse chronological order 
• Use bulleted statements 
• Use correct present and past tense 
• Do not use pronouns (I, we, they) 
• Incorporate strong action verbs 

• See action verbs list for help 
 

Accomplishments/Awards/Involvement 

• List relevant recognitions, awards, 
specific trainings and years of 
experience if it’s in your desired field 
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Incorporating Accomplishment Statements 
 
Help your resume stand out! By using accomplish statements your resume will communicate 
tangible results you produced instead of just listing job duties you had to do.  
 
Example: 
 

Job duty: “Mowed lawns” 
 

vs. 
 
Accomplishment Statement: “Three consecutive years’ experience maintaining greenery and 
growth of grasses, shrubs, trees and flowering plants for eight home owners in the Bravo 
Estates neighborhood.”  
 
 
 
The key take away is to quantify your accomplishments (the value added to an area or project 
had you not worked/volunteered at all). Practice writing your own accomplishment statements 
in the space provided below. If you get stuck, look on the next page for a list of action verbs to 
start out your statements.  
 
 
Job Duty Performed Accomplishment Statement 
1.  
 
 
 
 
 

 

2. 
 
 
 
 
 

 

3. 
 
 
 
 
 

 

 
 
 
 



Mentor Edition 
 

Junior Mentoring Program: Connecting Passions to Careers                44 | P a g e  
 

Action Verbs 
Communication: 

Addressed 
Articulated 
Collaborated 
Consulted 
Debated 
Edited 
Formulated 
Interviewed 
Marketed 
Officiated 
Presented 
Reconciled 
Reported 
Reunited 
Summarized 

Advertised 
Authorized 
Communicated 
Contacted 
Defined 
Enlisted 
Influenced 
Judged 
Mediated 
Outlined 
Promoted 
Recruited 
Researched 
Solicited 
Synthesized 

Arbitrated 
Brainstormed 
Composed 
Corresponded 
Discussed 
Explained 
Interacted 
Lectured 
Moderated 
Participated 
Proposed 
Referred 
Resolved 
Spoke 
Translated 

Arranged 
Clarified 
Condensed 
Counseled 
Drafted 
Expressed 
Interpreted 
Listened 
Negotiated 
Persuaded 
Publicized 
Renegotiated 
Responded 
Suggested 
Wrote 

 
Management/Leadership: 

Accommodated 
Admitted 
Assigned 
Conceived 
Contracted 
Decided 
Emphasized 
Enhanced 
Generated 
Hosted 
Initiated 
Led 
Navigated 
Overhauled 
Prioritized 
Reorganized 
Scheduled 
Streamlined 

Achieved 
Analyzed 
Attained 
Confirmed 
Controlled 
Designated 
Enabled 
Established 
Guaranteed 
Improved 
Inspected 
Managed 
Observed 
Oversaw 
Produced 
Replaced 
Secured 
Strengthened 

Acquired 
Appointed 
Authorized 
Considered 
Converted 
Developed 
Endorsed 
Executed 
Handled 
Incorporated 
Instituted 
Merged 
Organized 
Planned 
Recommended 
Restored 
Selected 
Supervised 

Administered 
Approved 
Chaired 
Consolidated 
Coordinated 
Directed 
Enforced 
Founded 
Hired 
Increased 
Instructed 
Motivated 
Originated 
Presided 
Reinforced 
Reviewed 
Settled 
Guided  

 
Organization: 

Activated 
Approved 
Catalogued 
Coded 
Corrected 
Designated 
Executed 
Generated 
Listed 
Monitored 
Organized 
Provided 
Reduced 
Reserved 
Routed 
Submitted 

Added 
Arranged 
Categorized 
Collected 
Correlated 
Distributed 
Filed 
Implemented 
Logged 
Observed 
Prepared 
Published 
Refined 
Responded 
Scheduled 
Supplied 

Altered 
Assembled 
Charted 
Commissioned 
Corresponded 
Edited 
Founded 
Incorporated 
Maintained 
Obtained 
Processed 
Purchased 
Registered 
Retrieved 
Screened 
Standardized 

Amended 
Brainstormed 
Classified 
Compiled 
Described 
Estimated 
Gathered 
Inspected 
Minimized 
Operated 
Proofed 
Recorded 
Remedied 
Reviewed 
Specified 
Streamlined 
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Action Verbs Continued 
Research: 

Analyzed 
Compared 
Critiqued 
Disproved 
Explored 
Identified 
Investigated 
Reported 
Reviewed 
Submitted 
Tested 

Authored 
Conceived 
Detected 
Evaluated 
Extracted 
Inspected 
Located 
Queried 
Searched 
Summarized 
 

Clarified 
Conducted 
Determined 
Examined 
Formulated 
Interpreted 
Measured 
Researched 
Solved 
Surveyed 

Collected 
Correlated 
Diagnosed 
Experimented 
Gathered 
Interviewed 
Observed 
Reported 
Studied 
Systematized 
 

 
Financial: 

Administered 
Analyzed 
Balanced 
Computed 
Estimated 
Measured 
Prepared 
Reconciled 
Sold 

Adjusted 
Appraised 
Budgeted 
Corrected 
Forecasted 
Planned 
Programmed 
Reduced 
 

Allocated 
Assessed 
Calculated 
Determined 
Managed 
Procured 
Qualified 
Researched 
 

Amended 
Audited 
Compared 
Developed 
Marketed 
Projected 
Reevaluated 
Retrieved 
 

 
Technical: 

Adapted 
Built 
Constructed 
Determined 
Fabricated 
Maintained 
Overhauled 
Remodeled 
Restored 
Studied 

Analyzed 
Calculated 
Converted 
Devised 
Fortified 
Mobilized 
Printed 
Regulated 
Solved 
Upgraded 

Applied 
Computed 
Debugged 
Developed 
Installed 
Modified 
Programmed 
Repaired 
Specialized 
Utilized 

Assembled 
Conserved 
Designed 
Engineered 
Inspected 
Operated 
Regulated 
Replaced 
Standardized 
 

 
Helping: 

Advocated 
Clarified 
Cooperated 
Diagnosed 
Enlisted 
Helped 
Intervened 
Provided 
Represented 
Upheld 

Aided 
Coached 
Counseled 
Educated 
Facilitated 
Inspired 
Motivated 
Preformed 
Resolved 
Volunteered 

Answered 
Collaborated 
Described 
Encouraged 
Familiarized 
Instructed 
Maintained 
Referred 
Supplied 
Worked  

Assisted 
Coordinated 
Demonstrated 
Ensured 
Guided 
Interceded 
Prevented 
Rehabilitated 
Supported 
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Action Verbs Continued 
Creative: 

Acted 
Combined 
Created 
Directed 
Established 
Formed 
Initiated 
Loaded 
Originated 
Planned 
Refined 
Visualized 

Adapted 
Composed 
Customized 
Displayed 
Excelled 
Formulated 
Integrated 
Molded 
Perceived 
Presented 
Rewrote 
Updated 

Applied 
Conceived 
Designed 
Drew 
Evaluated 
Founded 
Introduced 
Modeled 
Preformed 
Produced 
Shaped 
 

Began 
Conceptualized 
Developed 
Entertained 
Fashioned 
Illustrated 
Invented 
Modified 
Photographed 
Revised 
Solved 
 

  
Teaching: 

Advised 
Critiqued 
Encouraged 
Focused 
Instilled 
Presented 
Trained  

Clarified 
Defined 
Evaluated 
Guided 
Instructed 
Reinforced 
Tested  

Coordinated 
Developed 
Explained 
Informed 
Lectured 
Resolved 
Tutored  

Conveyed 
Enabled 
Facilitated 
Initiated 
Motivated 
Taught 
Educated 
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Resume Sample 
 
 

Sally Jay 
 

1200 Roadrunner Way, Bakersfield, CA 93367  
Home: (661) 123-1234;  Mobile: (661) 345-5678  

Email: sallyjay@gmail.com 
 
 

Goal/Objective 
 
To acquire a part-time position Kern Saddlery in order to utilize and grow experience as 
an equestrian.   
 

Education 
 

Wilson High School 
 

 

Expected Graduation Date: 2015 

High School Awards and Honors  

• National Honor Society Fall 2012, Spring 2013 
• Middle School Academic Honor Roll 2011, 2010 
• Perfect Attendance  

 

2012 

Skills & Work Experience 
 

Mitchell’s Ranch 
Stable Assistant 

 

May 2009- Present 

• Assist the ranch manager in stable upkeep and operations 
• Create and distribute 200 flyers about horseback riding using Print-to-Pretty 

software 
• Help to stuff envelopes with invoices for monthly billing and enter payments into 

Quick spreadsheet software 
 

Chuck's Sodas & Pizza 
Stock Assistant 

 

Summers 2008-2011 

• Restocked condiments, napkins and maintained a clean counter 
• Provided great customer service for about 25 walk-in customers on each shift 
• Operated cash register, POS, and frequent guest card system 

 

Community Involvement 
 

• Boys & Girls Club after-school volunteer 
• Wilson High School Recycling Club, Math Club and Key Club 
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Resume Sample 
Directions: Fill in the following resume template and continue to update it as the year 
progresses. 
 
 

  Name 
 
 

  

  Mailing Address 
 
 

  

  Phone # 
 
 

  

  Email Address 
 

  

Goal/Objective 
Example: Enhance skills surrounding energy production in order to pursue a career in the renewable energy field.   
 
 
 
 
 

Education 
High School  Expected Graduation Date 
 
 

 

 
 

Relevant Activities/Courses 
 
1. 
 
 
2. 
 
 
3. 

 

Dates 

Skills/Work Experience 
Put name of organization here if applicable  
(use accomplishment statements here) 
 
1. 
 
 
 
 
2. 
 

 

Dates 

Accomplishments/Awards/Involvement 
 

1. 
 
2. 
 
3. 
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Cover Letters Review 
 
If your mentee is considering applying for a summer job, internship and/or shadowing or 
volunteer opportunities, it is best to have them consider turning in a cover letter along with 
their resume/application.  
 
Why do I need a cover letter? 
Cover letters serve as an introductory piece before the reader reviews your resume. A clear and 
well-written cover letter clarifies and adds value to the experiences/skills listed on your 
resume. It can also increase the reader’s estimate of your qualifications – which ultimately 
increases your chance of obtaining an interview.  
 
 
General Content & Format 
 
Name 
Address 
City, State, Zip Code 
Telephone Number 
Email Address 
 
Date  
Name of Contact Person 
Title of Contact Person 
Company/ Organization Name 
City, State, Zip Code 
 
Dear Dr. /Mr. /Ms. Contact Person’s Last Name, 
 
Opening Paragraph: State why you are writing this letter. Name the position or type of 
experience for which you are applying, and mention how you heard about the opening or 
organization. Be sure to demonstrate your enthusiasm/interest in pursuing the opportunity. 
 
Middle Section: Explain why you are interested in the position with this organization and 
specify your reasons for wanting this type of work experience. If you have related training or 
experience be sure to point it out. 
 
Closing Paragraph: Refer the reader to your enclosed resume. Have an appropriate closing to 
pave the way for an interview by indicating the action steps you will take to follow up. Thank 
the employer for their time and consideration. 
 
Sincerely, 
(Hand written signature) 
Name typed below 
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Sample Cover Letter 
 
Sally Jay  
1200 Roadrunner Way  
Bakersfield, CA 93367 
Home: (661) 123-1234  
Mobile: (661) 345-5678  
Email: sallyjay@gmail.com 
 
January 20, 2014 
Kevin Smith 
Hiring Manager 
Kern Saddlery  
4953 Saddleback Road 
Bakersfield, CA 93367 
 
Dear Kevin Smith,  
I am interested in the part-time position at Kern Saddlery as advertised in The Bakersfield 
Californian. I have equine experience as I have been around horses for over nine years. Not 
only have I shown and ridden horses, but I have also had extensive experience assisting in a 
barn. Through working with horses, I have acquired a thorough knowledge of horses, tack and 
equine apparel for both horse and rider.  

While I have equine experience, I also have excellent communication skills and an aptitude for 
customer service. My past experience as a volunteer at Kern Hospital made it necessary for me 
to focus on providing quality customer service, and also enabled me to work with all types of 
people. I believe that my communication skills, partnered with my equine knowledge, would 
make me an asset to your business.  

Thank you for your consideration. I can be reached at (661) 123-1234 or (661) 345-5678. I look 
forward to hearing from you soon.  

Sincerely,  

Sally Jay  
 
Sally Jay  
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February Session 
Transitioning into the Workforce & Interview Skills 

 
1. Purpose of Session - Transitioning into the Workforce & Interview Skills. This session 

focuses on appropriate research, application and interview skills. Students will review 
workplace etiquette; knowing what is acceptable, understanding the environment, and 
even knowing what type of attire is appropriate for the office.   
 

2. Allow 5-10 minutes for the opening activity, In the Work World. 
 

3. Review the importance of preparing appropriately for an interview and, subsequently, 
setting appropriate expectations for the work world by reading the section titled 
Transitioning from School to Work. 

 
4. Go over tips on What’s It Mean to Be “Professional?” and then have students complete 

the activity. 
 

5. Prepare students on what to expect when preparing for interviews and allow 10-15 
minutes for students to practice answering interview questions using the STAR method. 
 

6. Homework: Have students review the list of Commonly Asked Interview Questions and 
to be prepared to practice answering them with you/the group next session. 
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In the Work World 
 
Directions: Test your knowledge of on office etiquette. Fill in the blanks with the correct word 
from the list provided below. Each word will only be used once. 
 

important  holes offensive minimum 
tattoos  dark solid clean 

comfortable iron unprofessional smoke 
jeans  suit social media workplace 
odor  stretch halter top heavy piercing 

 
 
1. Find out if your office practices a   social     media   free workplace before logging on. 
2. Men and women should keep their fingernails   clean   and well groomed. 
3. Some offices allow employees to wear dark colored    comfortable    shoes such as tennis 

shoes or walking shoes to work. 
4. Women who wear suits to work should choose a    solid    colored suit. 
5. Women should never wear a   stretch     halter      top   under their suit jacket. 
6. For casual wear day, men should never wear pants with    holes   . 
7. Keeping body odor down is as   important   as appropriate work clothes. 
8. Learning to wash your clothes and    iron    out the wrinkles is very important. 
9. Women should keep their face makeup to a    minimum   and avoid false eyelashes, glittery 

lipstick, and heavy eye makeup. 
10. Keeping your hair clean and free of    odor   and heavily perfumed hair spray or gels is 

appropriate for working in an office environment. 
11. Bad breath is    offensive   and good dental care should always be practiced. 
12. Some offices expect employees to remove all    piercing    ornaments while at work. 
13. If you    smoke   , rinse your mouth or brush your teeth before returning to the office 

setting. 
14. Men should wear    dark    colored socks with their suits. 
15. Men should avoid wearing    heavy    after shave or cologne. 
16. Nice sweaters or vest sweaters can be worn in place of a    suit    jacket. 
17. Most offices expect employees to cover    tattoos     with clothing while at work. 
18. It is considered    unprofessional   for women to wear large hair bows, flowers, or excessive 

hair jewelry. 
19. Appearance in the    workplace   is as important as good work habits. 
20. For casual wear day, women can wear    jeans   that are clean and not faded or wrinkled and 

don’t have holes or rips. 
 

One (1) point for each correct answer.     My score: _____________ 
 

 
Score Breakdown: 

 
0-11 More to Learn! 

 
12-14 Needs Improvement 

 
15-17 Good 

 
18-20 Excellent 
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Transitioning from School to Work 
 
 
What was cool and trendy in high school often is not acceptable  
in the business or corporate world.  When you transition from  
high school to college you will note that cliques or trendy fashions  
disappear because college students are more focused on getting  
good grades and graduating with a degree.  College students  
spend less money on clothes and spend less time grooming for  
classes; they just don’t have the extra money and the extra time.  
 
Likewise, when high school or college students transition to 
their first career, they discover there is a completely different set  
of rules, from acceptable attire to how to effectively communicate. 
 
 
Be smart and prepare  

• Ask questions and keep your eyes open 
• Read your employee handbook and study it carefully before your first day at work 

 
 
Exercise: Jot down a few ideas of what being professional means to you. Feel free to work in a 
group or with your mentor. 
 
Attire 
(clothing and style…i.e. 
shirt tucked in) 
 

 

Ladies 
(hair and makeup) 
 
 

 

Gentlemen 
(hair and facial hair) 
 
 

 

Communication 
(emails, social media, 
meetings, running late 
etc.) 
 

 

Other:  
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What’s It Mean to Be “Professional?” 

 
You’ve probably heard the phrase before, “Act professional.” So what’s it mean, anyways?  
 
It really boils down to exercising common sense at the workplace. You don’t hold a 9-volt 
battery up to your braces in science class, and you don’t prank call your boss’ cell from the 
office phone. Enough said. 
 
Dress for success 
How you dress at work obviously depends on your company’s  
specific dress code; you might be supplied a uniform or wear  
your own business casual clothes. Nowadays, every work  
environment has a different dress code and what you wore to  
your previous job might not necessarily carry over to your new 
 one. After you are employed at your new job, you may not be  
sure what you should wear.   
 
Don’t hesitate to ask someone in personnel or human services  
before your first workday. You don’t want to make a bad  
impression by showing up for your first day of work standing  
out like a sore thumb because you're not dressed correctly.  
Even though most professional businesses do not have a written  
dress code, it is best to ask what is acceptable to wear.  After  
your interview, ask if you can to take a few minutes to tour the  
office.  This short walk will provide you a glimpse of what is appropriate attire.  
 
 Also, ask if the office practices a casual day and what they consider casual wear. Remember 
that how you dress and how you perform your work are two of the most important behaviors 
for success in the workplace.  
 
Missing Work 
Everyone gets sick. Everyone takes a day off. Smart people call their employers to report their 
absence. No-so-smart people take the day off and still go to their regular lunch spot at the diner 
next door to work. Doh! 
 
Things We Shouldn’t Have to Tell You  
Would you accept a personal cell phone call in the middle of a customer transaction? What 
about neglecting to wash your stinky uniform for an entire week? Or regularly arriving 30 
minutes late to work each day? And oh yeah, what about parking in the boss’ favorite spot. 
Odds are if someone has to tell you the answers to these questions, it’s while you’re getting 
fired. 
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Test Your Knowledge  
 
Directions: Write in True or False to test how much you know about workplace attire. 
 

Question Answer 
1) Buying and using the latest techno-gadget is the best way to make a positive impression 
at work; bragging about how much it cost you is even better.  

False 

2) Dress for success means you should dress for the job/promotion you really want; not just 
wearing clothes that are appropriate for the job you have. 

True 

3) You should listen to the office gossip so you know who is being promoted and who is 
being dumped or looked over for a promotion. 

False 

4) If you want to get ahead in your career; you should spend a lot of money on designer 
clothing in order to make a good impression. 

False 

5) If you work in a corporate office but sometimes you work in the field (out of the office 
and wear casual clothes) you shouldn’t take time to change into your professional clothes 
before returning to your office; going to work dirty and sweaty is a good impression to make 
so that upper management knows how hard you work outside the office. 

False 

6) If your office has a break room, it is a good idea to point out other employees who you 
think don’t work as hard as you. 

False 

7) It is good practice to tell everyone at work how much you work; you want to make a good 
impression by working overtime because your job is very important to you. 

False 

8) It is best to purchase personal office supplies on the office credit card (like frames). False 
9) It is important to try and stand out in an office setting so that upper management will 
notice you; try dyeing your hair a different color each month. 

False 

10) Men should wear earrings, bracelets, and chains to work to show upper management 
they have good taste. 

False 

11) Men who don’t shave and wear spiked hairstyles are considered very sporty and manly 
in the corporate world and are always given promotions.p 

False 

12) Most offices don’t mind if you come in a few minutes late once or twice a week. False 
13) Most corporate offices prefer that men and women wear a professional looking jacket or 
suit coat to work.30 

True 

14) Most offices prefer that men are clean-shaven or their facial hair is well groomed. True 
15) Professional women who wear expensive jewelry, large dangly earrings, and spiked 
high heels are highly regarded as very professional. 

False 

16) Women who wear heavy scented perfumes always get the best jobs.3 do False 
17) Some offices institute a casual-clothes day; but all offices still expect the attire to be 
clean, without rips or holes, and not wrinkled or stained. 

True 

18) The best way to get upper management to recognize you is to brag about yourself. False 
19) Today, most professional men and women do not wear hats to work. True 
20) Women should always wear long, acrylic fingernails to work. False 

 
Scoring: Give yourself one point for each correct answer. 

 
My score: 

 

 
Score Breakdown: 

 
0-11 More to Learn! 

 
12-14 Needs Improvement 

 
15-17 Good 

 
18-20 Excellent 
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Helpful Hints 
 

 
 
If you want to be noticed at work, follow these simple rules: 

1. Avoid being late to work and keep absences to a minimum. 
2. Don’t whine and complain to other employees. 
3. Don’t participate in office gossip. 
4. Keep your office space clean. 
5. Work with integrity, the quality of your work represents your character. 
6. Remain loyal to your corporation – they pay your salary and deserve your respect. 
7. If you find you made a poor career choice, keep that knowledge to yourself and start 

looking for something else (don’t share your disappointment with anyone at work). 
8. Be respectful of others – always. 
9. Be kind and patient with other staff members; never criticize or argue with them. 
10. Stay off your personal cell phone and keep conversation with other staff to a minimum; 

in other words, don’t waste corporate time. 

 
Discussion questions: 
 

1. Are you planning on working this summer? If yes, will this be your first paid job? What 
do you think it will be like? If no, what will you do instead? 
 
 
 
 
 

 
2. What do you think is the purpose of an internship (versus a full or part-time position)? 

What are your expectations?  
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3.   Have you ever been through an interview before? If so, what was the best and worst 
part of it? If not, what do you anticipate will happen? 
 
 
 
 
 

  
 
Common Interview Questions 
 
Regardless if you are applying to volunteer or work full-time, you are bound to be asked a few 
questions before starting work. Review the list of common interview questions below, and then 
answer the questions below.  
 

1. How did you hear about this position? 
2. Why are you interested in the position and our company? 
3. What do you know about our company? 
4. Tell us about any work or volunteer experience that would help you in position. 
5. Describe a situation in which you were successful. 
6. What do you consider to be your greatest strength and weakness? 
7. Describe a time when you’ve had to work with a difficult person to accomplish a task.  
8. What hours are you available to work?  
9. Do you have questions about the position? 

 
 
Questions: 
 
1. Were you surprised by any of these questions? If yes, then briefly explain. 
 

 
 
 
 

 
2. If you had an interview next week, what would you do to prepare? 
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Preparing for an Interview 

Do your homework 
• Find out about the company 
• Check the business’s website 
• Read the Job Description! 

o Understand responsibilities, skills and qualifications the employer is seeking 
 
Exercise: List reasons you are qualified. Using a job application’s description of position 
requirements, match your skills and experiences to show you are qualified. 
 

(*Also, demonstrate these skills and experiences on your resume and in the interview) 
 

Position Requirements Your Skills and Experience 
Example: 
Excellent Communication Skills 

• 2 years’ experience communicating with 
customers while working at Coldstone Creamery. 
Explained menu, provided customer service, 
resolved customer complaints and informed 
supervisor of any issues. 

• Presented science projects at State competition. 
Explained purpose of project to a group of solar, 
wind, and electrical professionals. 
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Practice for the interview 
• List a few key things that you want the employer to know about you 
• Formulate answers, using the STAR method, to commonly asked questions 
• Answer them out loud while you are looking at yourself in the mirror (then w/o the 

mirror) 
 
STAR Method (Situation or Task, Action, Result) 
 

STAR Technique 
Answering Behavioral Questions 

S Situation Details the background. Provides content. Where? When? 

T Task Describes the challenge and expectation. What needed to be done? Why? 

A Action Elaborate your specific action. What did you do? How? Using what tools? 

R Results Explain the result(s): accomplishments, recognition, savings, etc. Quantify. 

 
 
The STAR format is a job interview technique used by interviewers to gather all the relevant 
information about a specific capability that the job requires. This process is thought to have a 
higher degree of predictability of future on-the-job performance than a traditional interview.  
 
So how does this relate to you? If you know what the interviewer is looking for, and more 
importantly, what they are taking notes on, it’s in your best interest to make their job as an 
interviewer easier by answering questions in a way that gets your message across while hitting 
all important areas – your situation or task, the actions you took and the result(s)! This is easier 
said than done, so take a look at a good example before moving on. 
 
Example Question: “Describe a conflict you had with a supervisor/co-worker/colleague and the 
process you used to resolve it.” 
 
A Strong Answer from A Candidate: 
Situation/Task- “Last year, I was working as an inventory clerk with a group of other co-
workers. We needed to decide on a system and determine a time frame that would efficiently 
help us to cut down on time spent unpacking merchandise. A number of people in the group 
became argumentative and we could not come to a consensus as to what direction to take.” 
 
Actions- “I decided to take the lead and suggested that we sit down and outline all of our 
options so we could determine exactly where we actually disagreed.” 
 
Results- “Once we saw the points of contention, we were able to discuss the matter more 
productively and make a decision. In the end, we were able to work well together and we were 
able to produce a great system that is still being used today. My supervisor said that it was one 
of the best organized systems that she had ever seen!” 
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Activity: Using the STAR method to answer interview questions 
 
Directions: With a partner answer the following question using the star method. 
 
Example Question: “Describe a situation where you were able to achieve a particularly 
challenging goal.” 
 
(If you are struggling with this question, look on the next page at the list of Commonly Asked 
Interview Questions, and choose one to answer.) 
 
 
Situation/Task: 
 

 
 
 
 

 
Actions: 
 

 
 
 
 

 
 
Results/Positive Impact/Lessons Learned: 
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Commonly Asked Interview Questions 
 
Before heading into an interview, take the time to answer and practice this list of interview 
questions that you will probably be asked. 
 

1. Tell me about yourself.* 

a. *Keep this answer professional. Employers aren’t looking for you to say you 
like ponies and long walks on the beach.  
 

2. Describe a situation in which you were successful. 

3. What is your most significant accomplishment and why? 

4. What are your strengths/weaknesses*?  

a. *(For your weakness-refer to something on the job description that you may not 
have much experience working with). 
 

5. How has your education prepared you for this job? 

6. What is a high school academy? 

7. Why did you choose to participate in this academy? 

8. Tell me about any specific skills you have developed or acquired relevant to this field. 

9. Why do you want to work in our industry/company? 

10. What do you know about our company? 

11. How would your last supervisor/coach/or teacher describe you? 

12. How do you like to be managed? 

13. What personality types do you find most difficult to work with and how do you deal 

with them? 

14. How do you work under pressure? 

15. How do you manage your time/tasks at work? 

16. What does it mean to you to be a professional? 

17. How do you interact with people that are older/younger/different than you? 

18. Describe a major failure that you experienced and what you learned from it? 

19. Is there anything else that you would like us to know about you? 

20. Do you have any questions for us? 

 
Homework: Review the list of Commonly Asked Interview Questions and be prepared to 
practice answering them with your mentor/the group next session. 
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March Session 
Mock Interviews 

 
1. Purpose of Session – Mock Interviews: This session will cover interviewing topics 
including: common interview questions, what to wear, how to answer questions 
appropriately, body language, etc.  It is suggested that you ask for 2-3 volunteers in each 
group to be interviewed (but try to have all students participate both as the interviewer as 
well interviewee).  The students will be given an evaluation form that will be used in their 
portfolio. 
 
2. Take 10 minutes to debrief the mock interview process and have students answer the 
discussion questions.  
 
3. Close the session by reviewing closing tips: 

• Questions to Ask During an Interview 
• Sample Thank You Email Letter 
• Phone Interview Tips 
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Mock Interview Day 
 
Interview Questions 
 
Directions: Choose 3-6 questions from below to ask. As the interviewer, take notes and fill out 
the feedback form for each person interviewed.  
 

1. Tell me about yourself /How would you describe yourself? 

2. Describe a situation in which you were successful. 

3. What is your most significant accomplishment and why? 

4. What are your greatest strengths and weaknesses?  

5. How has your education prepared you for this job? 

6. Tell me about your school’s Academy? 

7. Why did you choose to participate in this Academy? 

8. Tell me about any specific skills you have developed or acquired relevant to this field. 

9. Why do you want to work in our industry/company? 

10. What do you know about our company? 

11. How would your last supervisor/coach/or teacher describe you? 

12. How do you like to be managed? 

13. What personality types do you find most difficult to work with and how do you deal 

with them? 

14. How do you work under pressure? 

15. How do you manage your time/tasks at work? 

16. What does it mean to you to be a professional? 

17. How do you interact with people that are older/younger/different than you? 

18. Describe a major failure that you experienced and what you learned from it? 

19. How do you determine which activities have top priority of your time? 

20. How do you determine or evaluate your success? Give an example. 

21. Why should we select you over another applicant? 

22. What are your long-range career goals? 

23. Is there anything else that you would like us to know about you? 

24. Do you have any questions for us? 
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Mock Interview Day: Feedback Form 
 
Directions: Take a few minutes to fill out the questions below for each person interviewed. 
Your candid responses will provide constructive feedback for interviewees as well as the 
mentor program.  
 
Candidate’s Name (Person being interviewed: ______________________________________ 
 
Interviewer’s Name (Your name): ________________________________________________ 
 
Type of interview (Circle one): One-on-one  or  Panel      
 
Please evaluate the student’s interview performance based on the following scale:  
 

1= Very Poor 
Impression 

2= Poor Impression 3= Positive Impression 4= Very Positive 
Impression 

 
1) Overall interview rating 1 2 3 4 N/A 
2) Candidate’s attire 1 2 3 4 N/A 
3) If you had a position, would you hire this candidate 1 2 3 4 N/A 
4) Eye contact 1 2 3 4 N/A 
5) Vocal Clarity/Tone/Pitch 1 2 3 4 N/A 
6) Posture 1 2 3 4 N/A 
7) Uses proper grammar/avoids slang terms 1 2 3 4 N/A 
8) Expresses ideas clearly, concisely 1 2 3 4 N/A 

 
Interviewing Competencies  
 

1) Candidate demonstrated the ability to meet or exceed goals 1 2 3 4 N/A 
2) Candidate articulated their own strengths and weaknesses 1 2 3 4 N/A 
3) Candidate demonstrated composure during interview 1 2 3 4 N/A 
4) Candidate demonstrated active listening skills during interview 1 2 3 4 N/A 
5) Candidate built rapport with the interviewer 1 2 3 4 N/A 
6) Candidate provided evidence of leadership skills 1 2 3 4 N/A 
7) Candidate was thoughtful about his/her answers before speaking 1 2 3 4 N/A 

 
8) Did candidate demonstrate the ability to share real, concrete examples? 
 
 
9) What needs improvement? 
 
 
 
10) Additional comments: 
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Mock Interview Day: Re-Cap 
 

 
 
Reflection/ Discussion: Mock interviews are an emulation of an interview used for training 
purposes. In other words, the interview tries to resemble a real-life interview as much as 
possible and provide experience for the candidate. The mock interview helps the job applicant 
learn what is expected in a job interview, while improving the applicant's self-presentation. 
 
1. What was the best and worst part about the mock interview and why? 
 

 
 
 
 

 
2. What do you think is the purpose of mock interviews? 
 

 
 
 
 

 
3. What did you learn about yourself after being interviewed? 
 

 
 
 
 

 
4. In the future, do you plan on preparing for an interview using the tips and guides provided 

from the mentor program? 
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Mock Interview Day: Closing Tips 
 
Sample Questions to Ask in an Interview 
 

1. Months from now, how would you know you  
hired the right person for this job?  

2. How would you describe your management/  
supervisory style? 

3. How is an employee evaluated in this position? 
4. What does a typical work day/week look like  

for the position- is there travel involved? 
5. What do you think is the biggest challenge of  

this position? 
6. Why is this position open? 
7. What are your goals for this department? 
8. What will be the next steps in the hiring process? 

 
 
Sample Thank You Email Letter 
 
Your Name 
Telephone Number 
Email Address 
 
March 22, 2014 
 
Mr. Jim Baxter 
Vice President, Commercial Construction 
McGraw-Hill Construction 
Bakersfield, CA, 93301 
 
Dear Mr. Baxter, 
I enjoyed meeting with you yesterday to discuss opportunities in your Commercial 
Construction Division. I was especially interested in hearing about the company’s planned 
expansion and the ideas concerning outreach to the local community. 
My experience working in a number of summer construction positions in Kern County has 
made me particularly interested in the growing energy/green needs in the industry. As you 
learned from our conversation, I have also completed two years in the Energy & Utility Career 
Academy at Independence High School and thus understand the industry’s commitment to high 
quality work, safety, and customer service. 
Thank you again for taking the time to meet with me. I remain very interested in the summer 
Commercial Construction Assistant position. I am confident that my skills and experience 
would be a valuable addition to your team. I look forward to hearing from you soon. 
 
Sincerely, 
Your Name  

 

http://enr.construction.com/toplists/contractors/001-100.asp
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Phone Interviewing Tips 
 
 

Phone interviews are often used to screen candidates and narrow the pool of applicants who 
will be invited for in-person interviews. They are also used to minimize the expenses 
involved in interviewing out-of-town candidates. 
A phone conversation may be your initial contact with a prospective employer. In order to 
make a positive impression… 

• Be prepared for a phone interview at a moment’s notice 
• If possible, avoid using a cell and speaker phone so the connection is clear  
• Talk directly into the mouth piece of the phone 
• Always answer the phone in a professional manner (coach your roommates, family, 

or friends on how to answer the phone and take messages if you are not available) 
• Make sure to have a professional voicemail message. Include: 

o Your first and last name 
o Example: Hi, you have reached Julie Cole. I’m sorry I missed your call. 

Please leave a message and I will get back to you as soon as possible. Thank 
you. 

 
 
 
Be Prepared 
Prepare for a phone interview just as you would for a regular interview. 

• Plan on being prepared to talk about your background and skills. Make a list (and keep 
all the papers laid out in front of you) of your strengths and weaknesses, as well as a list 
of answers to typical interview questions. 

• Keep your resume in clear view, on the top of your desk, or tape it to the wall near the 
phone. Remember, anything on your resume is fair game for potential employers to ask 
questions about so make sure you are familiar with the details. 

• Have a short list of accomplishments available to read off. 
• Have a pen and paper handy for note taking. Also, have your calendar ready so you are 

prepared to schedule additional interviews. 
• Have the job description in clear view. Study it to identify the experiences and 

knowledge you need to highlight in the interview. 
• Clear the room and make sure you have a quiet non-distracting place to talk. Have 

friends, family, roommates, and pets leave the room. Turn off the stereo and the TV. 
Close the door. 

• Turn call-waiting off so your call isn’t interrupted.  
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Practice 
Talking on the phone isn’t as easy as it seems. 

• Have a friend or family member conduct a mock interview and record it so you can 
hear how you sound over the phone. 

• Practice reducing your “ums,” “uhs,” “okays,” “stuff like that,” and “you know what I 
mean” from your conversational speech. 

• Rehearse answers to typical interview questions. 

 
During the Phone Interview 

• Do not smoke, chew gum, eat or drink. 
• Do keep a glass of water handy, in case you need to wet your mouth. 
• If sitting do not slouch- sit up straight. It is okay to stand or walk around during the 

interview (this helps your breathing and keeps you calm). 
• Smile. Smiling will project a positive image to the listener and will change the tone of 

your voice. 
• Speak slowly and enunciate clearly. 
• Remember that the interview cannot see your body language or facial expressions, so 

make sure you are using an energetic and confident voice tone to convey your 
enthusiasm for the position. 

• Use the person’s title (Mr. or Ms. And their last name). Only use a first name if asked. 
• Listen carefully to the questions and do not interrupt the interviewer. 
• Take your time- it’s perfectly acceptable to take a moment or two to collect your 

thoughts. 
• Give short and concise answers that use examples that demonstrate your qualifications 

for the position. Use the job description and your research to determine qualifications. 
• Take good notes about the questions asked and how you answered.  
• Remember to say “thank you.” 

 
After the Interview 

• Use the notes you took during the interview to help you prepare for the 2nd interview. 
• Follow with a thank you email which reiterates your interest. 
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April Session 

Application Processes & Types of Colleges Re-Cap 
 

 
1. Purpose of Session – Application Processes & Types of Colleges Re-Cap: This session 
will review application processes for scholarships, grants and college, and will explore 
several types of post-secondary options. Students should think about what/who influences 
their decision-making process and whether additional sources should be utilized.  

 
2. Open the session by having your mentee(s) discuss their college/technical school(s) of 
choice, giving one or two reasons for their decision. Note: Ask students how often and to 
what extent they have discussed funding post-secondary options. Are they regularly 
covering the topic in certain classes, at home, with friends, with older siblings that have 
attended college? It’s a good place to start in order to gauge their level of understanding. 

 
3. Take 10-15 minutes to review the steps, structure and strategies behind applying for 
scholarships, grants and college.  
 
4. Review the opening section titled What to Consider When Selecting a College. Make 
sure to note what motivates a student’s interest when considering a school.  

 
5. Allow 5-10 minutes for students to answer the closing questionnaire. While in your 
groups, the mentor(s) should facilitate a discussion on how/why the students answered the 
questions. Once everyone has completed the questionnaire, read aloud the answers. 
Depending on how your mentee(s) scored, you can gauge whether or not additional 
discussion/research time is appropriate.    

 
6. For more in depth summaries and college descriptions, read through College 
Breakdowns and have students answer the discussion topics.  
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Applying for Scholarships 

 
The only way to have a shot at winning scholarships is to apply for scholarships. How do you 
do that, you ask? Where do you begin? 
 
Start by contacting scholarship providers and declaring your candidacy for this year’s winner. 
Be sure you contact each provider in the manner they've requested, whether it's email, fax or 
formal letter. If you are applying via mail, you can take advantage of our customizable 
scholarship application request letter. 
 
It sounds easy, because it actually is easy to apply for scholarships. Some may require you to 
put in some time, but once you've completed an application or two, you might find it gets 
easier and take less time with each additional one. Don’t psych yourself out or let yourself get 
overwhelmed by all you need to do before you graduate high school. Start early and work 
diligently and it will pay off. You may even find some of the work you do can be applied to 
multiple scholarship applications- such as an essay or writing sample. 
 
Scholarship Application Strategies 
 
Scholarship competitions receive applications from numerous  
deserving students each year. With so many students who deserve  
an award, how do they choose just one or a few winners? While  
some may believe that the best applicant will be the one who wins,  
that is not always the case. Instead, it’s often the applicant who  
does the best job of presenting his or her case who wins the  
scholarship money. So how do you become this student? The key  
lies in scholarship strategy and creating a successful approach to  
finding and applying for awards. Below is some advice  
on scholarship application strategies to help you improve your  
chances of winning scholarships. 
 
Play to Your Strengths 
Perhaps the most basic scholarship application strategy is to apply for scholarships you have 
the best chance of winning. While this seems obvious enough on the surface, figuring out what 
these scholarships are does require some thought. A good first step is to do a free scholarship 
search, like the one available at Scholarships.com. By completing a profile that includes many 
of your personal strengths and interests, you can allow someone else to do the initial legwork 
for you when it comes to finding scholarships. You’ll want to start early—if you begin to 
investigate scholarship options when you’re a junior in high school (or even sooner), you’ll 
have a serious jump on the competition. 
 
After you’ve finished your scholarship search, you can begin narrowing the list down to 
awards you think you have the best chance of winning. Perhaps you’re an excellent writer, 
you’ve had a truly unique experience, or you are fascinated with the subject of a scholarship 
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competition. Whatever the reason, there are likely to be scholarships that stand out as awards 
for things you can do, and do well. 
 
Beyond deciding which scholarships to apply to, you should play to your strengths in 
constructing your scholarship application. Everything you put in your application should be 
designed to highlight your strengths as an applicant for that particular scholarship, including 
the materials written by someone else. For example, if you need a letter of recommendation, 
ask someone who knows you well and can speak to your strengths, rather than someone with 
an impressive title or a friendly attitude who may not be able to go into the level of detail that 
scholarship providers would like to see. 
 
Write a Killer Essay 
A large part of your time and energy when applying for scholarships  
will be devoted to writing scholarship essays. Many scholarship  
applications require at least one essay and a large number of  
scholarship reviewers will rely heavily on the essay in choosing a  
scholarship winner. There are things you can do to write effective  
scholarship essays that save you time and highlight your strengths  
as an applicant. 
 
Even if you don’t consider yourself a particularly skilled wordsmith, 
you can create a scholarship-worthy essay if you put in the time and  
effort the task requires. By learning about your audience and what  
they want (one way to do this is by reading about the scholarship  
contest’s mission and reading previous years’ winning essays), you can better tailor your 
scholarship application to their needs. This will immediately set you apart from the students 
who didn’t bother to figure out exactly where they were submitting their scholarship 
application. If you do it right, you can incorporate this strategy into a plan for efficient essay 
writing to maximize your results. Beyond that, following other basic guidelines for 
the scholarship application process and scholarship essay writing will keep you on track and 
help you create success in your scholarship search. 
 

Pay Attention to the Details 
 
 
 
 
 
 
 
 
The most useful, and often overlooked, scholarship application strategy is paying attention to 
details. From making note of scholarship application deadlines to getting organized to 
formatting essays, paying attention to details can make the difference between winning a 
scholarship and finding your essay at the top of the reject pile. Be sure to always follow the 
rules, no matter how tiny or arbitrary, and to observe appropriate scholarship application 
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etiquette. Taking these steps will ensure that it’s the substance of your scholarship application 
that stands out, not the errors in its presentation. 
Investigate Scholarship Options Early  
High school students who hope to earn college scholarships  
and grants should begin researching scholarship opportunities during their sophomore or junior 
year of high school or even earlier. It’s important to find out  
what types of scholarships for high school students are  
available, so that you can take steps toward making sure you  
are eligible well in advance of the time you will need to  
apply. By investigating scholarship options early, you’ll have  
time to take the right classes and beef up your resume to  
ensure you have the best chance of winning scholarships when it comes time to start applying. 
 
For example, the National Key Club scholarship program is open only to Key Club members 
with two years of tenure in the organization. If you wait until your senior year to join the Key 
Club, you will have eliminated yourself from consideration for this type of scholarship. 
Additionally, the Dell Scholars Program is open to only those individuals who spent a 
minimum of two years in an approved college readiness program. Students who hope to 
receive these prestigious scholarships must plan ahead in order to qualify. 
 
These are not the only scholarship awards that have participation requirements. Many of the 
awards most worth winning have specific eligibility requirements, rather they be a certain 
GPA, a certain ACT score (just imagine coming across this and realizing the next ACT test day 
is after the scholarship application deadline), a record of community service or any number of 
other criteria. The earlier you investigate scholarship options, the earlier you’ll know not only 
what’s out there, but what you’ll have to do to win. 
 
By conducting a scholarship search and researching scholarship and grant opportunities early 
on in your high school career, you can be at an advantage when it comes to scholarship 
eligibility. Then, when your senior year of high school arrives and you begin the scholarship 
application process in earnest, you can put your name in for tons of awards for which you’re 
clearly eligible rather than beating yourself up and thinking of what could have been. 

 
For more scholarships with descriptions and due dates: http://www.scholarships.com 
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Applying for Grants 

It isn’t easy to find money to pay for college, but it’s also probably not as hard as you think. As 
with college scholarships, grants are free money you won’t need to pay back, so why wouldn’t 
you try to find as many as you qualify for as you can? Almost everyone will find themselves 
eligible for grant funding, so it’s up to you to do your research so that you know exactly how 
much funding you’re eligible for and are able to keep your student loan debt at a manageable 
level post-graduation. Grants will range from a couple hundred dollars to a free ride at some 
institutions, so don’t miss a good opportunity to fund your college education by skipping out 
on applying for grants. 

Know the Basics 
The first step in applying for most grants, particularly federally-funded awards, is filling out 
a Free Application for Federal Student Aid, or FAFSA. That application will come up with 
your Expected Family Contribution (EFC), which will determine what the government expects 
you to come up with as far as financing your education. The results of your FAFSA, which 
you’ll see on the Student Aid Report (SAR) sent to you, will give you a better idea of grants 
you could receive from the government, the state, and your intended college. Some state-
sponsored or college-based grants will require additional applications for their grant funding, 
as many have academic requirements outside of any need-based qualifications. Pay attention to 
the details of each award you’re going for so that you don’t submit an incomplete application, 
as grant funding waits for no one. Funding levels of federal grants in particularly change 
annually, so if you apply after the deadline or even later than the early birds who file their 
financial aid applications as soon as they’re available, you could be out of luck. 
 
Am I Eligible? 
The neediest students will be eligible for the most grant funding on the federal level. Federal 
Pell Grant recipients, for example, take into account both the student’s and that student’s 
parents’ income levels. Most Pell grant money goes to students with a total family income 
below $20,000. Those found eligible for Pell Grants may also find themselves eligible for other 
grants, including the Federal Supplemental Educational Opportunity Grant (FSEOG)program, 
Academic Competitiveness Grant and the National Science and Mathematics Access to Retain 
Talent (SMART) Grant. Most colleges will also have a pool of funding available to assist low-
income students in attending their school. 

http://www.scholarships.com/financial-aid/grants/
http://www.scholarships.com/financial-aid/grants/applying-for-grants/
http://www.scholarships.com/financial-aid/federal-aid/fafsa-on-the-web-provides-speedy-financial-aid-processing/
http://www.scholarships.com/financial-aid/federal-aid/fafsa-and-other-daunting-financial-aid-acronyms/
http://www.scholarships.com/resources/college-prep/financial-aid/federal-aid/federal-pell-grants/
http://www.scholarships.com/resources/college-prep/financial-aid/federal-aid/federal-pell-grants/
http://www.scholarships.com/financial-aid/federal-aid/fseog-federal-supplemental-educational-opportunity-grants/
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While the vast majority of grants are need-based, some may pay more attention to specific 
student characteristics over others. The most popular grants are broken down by the federal, 
state and college level, but many private organizations and local groups have grant funds set up 
to help you get to college. Students going into fields where there is a high need for new 
graduates may also find a plethora of options for grant funding. Many states offer grants to 
students based on specific criteria, such as whether the student is a minority or planning to 
pursue a particular high need field, especially if that state is lacking new recruits in certain 
areas, such as education or nursing. Grants are very specific, so don’t waste time applying for 
awards you don’t qualify for when you could be finding grants specific to you.  

For more information visit www.scholarships.com 
 

The College Application Process 
 
What You Should Know 
The application process seems to become increasingly complex with each passing year. There 
are more options (early decision, early action, regular decision), more dates and more 
requirements for students to understand. By adding more options colleges are attempting to 
make the application process more student friendly. Unfortunately and converse to the desired 
effect, many students find themselves overwhelmed by the number of options available. In 
order to take advantage of these application methods and their benefits, it is critical that 
students educate themselves about the pros and cons associated with each method of 
application. Colleges and universities use fairly standard definitions to describe each form of 
application which makes it easier for students to learn about the methods available and 
understand the differences between each university’s programs. 
 
 
Early Decision (Binding) 
The early decision option is a binding application that gives  
students who have selected a specific institution as their  
first choice a chance to show their interest in the school  
and express their commitment. Binding applications  
require that students withdraw all other applications if  
admitted by the university. Early decision applications  
are accepted as early as junior year at some institutions  
and as late as December of senior year at others. Notice  
of acceptance is usually received within a month of  
application. 
 
 

• Pros 
One of the best features of early action applications is the fact that they afford 
students a chance at priority consideration without requiring them to attend the 
university upon acceptance. While students should only submit one early 
decision application, they can submit early action applications to as many 
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universities as they choose. Typically students receive all the advantages of 
early decision without having to commit to one specific institution. 

 
• Cons 

For students who are anxious to find out their acceptance status it is worth 
noting that early action applicants are not notified as quickly as early decision 
applicants. 

 
 
 
 
 
 
Edit… but Don't Over-Edit 
As far as writing well goes, proofread (at the very least, check spelling and grammar and take 
out notes to yourself or your parents before submitting) but don't adopt such a formal style that 
all personality is lost. Remember, your essay is a way for the college or the scholarship 
provider to get to know you, so you want it to be as much in your voice as possible. While you 
still want to avoid well-known grammatical faux pas, such as ending a sentence in a 
preposition or using "there" instead of "their" ("they're" should be right out, as contractions 
should be avoided in formal writing), you can easily go overboard. If you don't even use 
semicolons in your normal writing, don't try to overuse them in a scholarship essay. As long as 
an essay is written well and isn't offensively informal (avoid slang, cursing, and stories of sex, 
drugs, and bodily functions), your essay is probably professional enough for many admission 
offices and scholarship essay contests. While some competitive colleges or academic 
scholarships may require a more formal tone, the same essay-writing advice applies. Even 
when you're applying for a law scholarship, writing like a lawyer isn't necessarily the recipe for 
success. 
 
Seek Help 
While you will likely want to take your entire application packet and toss it over a cliff by the 
time you're done assembling it, taking the extra step to show your application essay to people 
and get feedback can make all the difference. This step can be terrifying—what if they hate 
everything you wrote? What if you have to redo the whole thing? But just think about what 
might happen if nobody reads your application essay aside from you and the admission officer 
or scholarship reviewer. What if you've misspelled your own name or address? What if you 
haven't clearly made the point you wanted to make? What if you inadvertently offend the 
person you are trying to impress? These are all real possibilities, and might get your 
application tossed in the reject pile without a second glance, especially if you face stiff 
competition. 
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What to Consider When Selecting a College 
 

Your mentee is only in his/her third year of high school but they’ve probably already had 
several conversations surrounding post-secondary options with friends, teachers and family. 
The excitement surrounding choosing a school or technical program to apply to has been a 
buzzing topic of conversation in most of their classrooms.  
 
So what influences your mentees’ choice? Does he/she go with their favorite school colors or 
whichever school got the farthest in their March Madness bracket? The school that most of 
their inner-circle is aware of and think is “cool”? Or is it a school’s logo that they want to wear 
proudly on their sweatshirt?  
 

 
 
Having been through high school and beyond, you have some distance and perspective to this 
milestone. As a mentor you can help your mentee navigate through the decision-making 
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process, if only so they can deal with the tons of collegiate propaganda being sent their way by 
email and snail mail.  
 
 
 
Discussion: What they’ve probably already considered but may be afraid to ask. 
 
1. Have they talked to people that have experienced college or technical school/training. 
2. Great questions to have your mentee ask you: 

• What made your decision to attend X? 
• What types of programs or activities kept you engaged with curricular and extra-

curricular activities? 
• If you changed career paths and/or major, what influenced you? 
• If you could go back, would you attend the same school? Why or why not? 

 
 
 

College Breakdown: Re-Cap 
 
 
Your mentee may have a general understanding about college and what it entails. They may 
already know that it takes a few to several years to complete and that there are literally 
thousands of schools/programs to choose from. But they may have difficulty sorting through 
the details. 
 
Review the chart below with your mentee, making sure to note what categories your alma 
mater falls into. 
 

The Basics 
 

2-Year or 4-Year 
 

2-year community college/ 
technical training 

 

4-year college or university 

 
Public or Private Public (non-profit) 

 
Private (non-profit) 

 
For-Profit 

 
School Size 

 
Small 
<2,000 

 

Medium 
2,000-15,000 

Large 
>15,000 

 
Single-sex or Coed Coed All Women 

 
All Men 

 
 

Religious Affiliation  
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From ‘No preference’ to Baptist, there are several options to choose 
from. 

 
Source: College Board, https://bigfuture.collegeboard.org/college-search  
 
 
 
Discussion: Before moving on to the next section, review the following question. 
1. Identify the basics of the school(s) you’ve chosen. What factor is most important to you 
when considering a school? 
 
 
 
 
 
 
 
 

 
The Basics Summed Up 
 
 
Mentees may ask, “Is a college the same thing as a university?  
What does “for-profit” mean? Why are some colleges called  
public and others private?” Here are a few more basics on  
college breakdown for you to discuss with your mentee.  
 
Note: Check for mentees’ level of understanding or familiarity  
by giving examples of institutions nearby. 
 
 
 

 
College Descriptions 

 
 

Two-year colleges 
Offer programs that last up to two 
years that lead to a certificate or an 
associate degree. These include 
community colleges, technical 
colleges (also referred to as vocational 
school) and career colleges. 
 

versus 

 
Four-year colleges 

Offer four-year programs that lead to 
a bachelor's degree. These include 
universities and liberal arts colleges. 
 

 
Public colleges versus  

Private colleges 
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Funded by local and state 
governments and usually offer lower 
tuition rates than private colleges, 
especially for students who are 
residents of the state where a college 
is located. 
 

Rely mainly on tuition, fees and 
private sources of funding (called 
endowments). Private donations can 
sometimes provide generous 
financial aid packages for students. 
 

 
Private for-profit colleges 

Businesses that offer a variety of degree programs which typically prepare students for a 
specific career. They tend to have higher costs, which could mean graduating with more 
debt. Credits earned may not transfer to other colleges, so be sure to check with the 
admission office at each college. 
 

Source: College Board, https://bigfuture.collegeboard.org 
 
 
 

 
 

There are over 4,634 college institutions across the U.S. 
 
 

 
With so many options, it is imperative that  
students study and take a deeper look into the  
different college types available and what they  
offer. Read through the list below and ask you  
mentee to identify what their preferred school 
type is.  
 
 
Liberal Arts Colleges 
These colleges offer a broad base of courses such as literature, history, languages, mathematics 
and life sciences. Most are private and offer four-year programs that lead to a bachelor's 
degree. These colleges can prepare you for a variety of careers or for graduate study. 
 
Universities 
Universities often are larger and offer more majors and degree options—bachelor's, master's 
and doctoral degrees—than colleges. Most universities contain several smaller colleges, such 
as colleges of liberal arts, engineering or health sciences. These colleges can prepare you for a 
variety of careers or for graduate study.  
 
Community Colleges 
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Community colleges offer two-year associate degrees that prepare you to transfer to a four-year 
college to earn a bachelor's degree. They also offer other associate degrees and certificates that 
focus on preparing you for a certain career. Community colleges are often an affordable option 
with relatively low tuition is designed to provide a variety of services to the local community.   
 
Technical (vocational) and Career Colleges 
Vocational-technical and career colleges offer specialized training in a particular industry or 
career. Possible programs of study include the culinary arts, firefighting, dental hygiene and 
medical-records technology. These colleges usually offer certificates or associate degrees.  
 
Colleges with a Special Focus 
Some colleges focus on a specific interest or student population. These include: 

• Arts colleges 
 Art colleges and conservatories focus on the arts. In addition to regular course 

work, these colleges provide training in areas such as photography, music, theater 
or fashion design. Most of these colleges offer associate or bachelor's degrees in the 
fine arts or a specialized field. 

 
 
 
 
 
Colleges with a Special Focus continued 

• Single-sex colleges  
 All four-year public colleges, and most private colleges, are coed. But there are 

some private colleges that are specifically for men or for women. 
• Religiously affiliated colleges  
 Some private colleges are connected to a religious faith. The connection may be 

historic only, or it may affect day-to-day student life. 
• Specialized-mission colleges  
 Historically black colleges and universities (HBCUs) focus on educating African 

American students. Hispanic-serving institutions (HSIs) are colleges where at least 
25 percent of the full-time undergraduate students are Hispanic. HBCUs and HSIs 
may offer programs, services and activities targeted to the underrepresented 
students they serve.  

 
 

For help finding the right college for you, visit:  
https://bigfuture.collegeboard.org/majors-careers 
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So What Now? 
 
So far you have identified your college/career goals, determined what type of institution you 
would like to pursue after high school and you know about available scholarships. This is a 
great start! As a junior, you have a few months before early applications for college can be 
submitted (the month of October during your senior year).  
 
In the meantime, what types of co-curricular activities can you utilize to help better prepare 
yourself for life after high school? Here is a list of helpful advice to get the most out of your 
time: 
 

 Use Your Summers Wisely (and after school hours too!) 

 

 Research, identify and mark your calendar to submit 
scholarship applications  
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 Job shadow (in preferred career field) 
 

 
 

 Intern/Volunteer (in preferred career field) 
 

 

 Part-time/full-time job experience  
(From coaching and retail to working in your 
preferred career field, job experience in high school 
that demonstrates your ability to communicate 
effectively, be punctual, hardworking and dependable, 
is a slam dunk!) 

 

 
Discussion:  
 
1. What do you plan on doing during your summer break? (Make sure to include things like 
researching scholarships and babysitting and visiting specific colleges.) 
 
 
 
 
 
 
 

 
2. What resources can you utilize in order to gain volunteer or work experience? 
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Mentor Note: Gear students towards newspaper/online postings and calling offices/visiting 
where they would like to work/job shadow. Remind students that even if a business doesn’t 
have a paid position, it’s crucial to gain experience through volunteering/job shadowing in 
their preferred field. 
 
3. Take 5-10 minutes to plan out your post-junior road map and be ready to share with your 
mentor/group.  
 
 
 
 
 
 

 
 

For additional resources creating a road map visit:  
https://bigfuture.collegeboard.org/make-a-plan 

 
 
 
 

May Session 
Culminating Meeting 

 
 

1. Purpose of Session – Culminating Meeting: This session will conclude the junior mentor 
program. Both mentors and mentees will have the opportunity to engage in activities and 
discussion geared towards ending the program with an up-beat attitude, helping students 
feel good about themselves and energized to what awaits them after the school year ends. 

 
2. Allow 10 minutes for the closing activity called Web of Life. Mentor(s) will facilitate by 
reading directions, choosing duration of activity and closing by reiterating underlying 
message. 

 
3. After activity, discuss any great ideas for summer plans and recap the school year by 
answering questions from the form titled A Look Back Going Forward.  

 
4. Allow 10-15 minutes for students to fill out the End of Year Mentee Questionnaire. 
Collect surveys and return them to instructor or mentor coordinator. 
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a. Note: Make sure to tell mentees that the questionnaire will only be seen by the 
instructor or mentor coordinator. It will be used solely to improve upon the mentor 
program. 
 
b. Turn in to instructor or mentor coordinator. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Web of Life 

 
This is a good closing activity for the end of an over-all experience. Students focus on one 
member at a time. Have all the students in the group tell positive things they can about that 
person. Encourage compliments that focus on behavior rather than something that cannot be 
altered or developed like a physical characteristic. No put downs are allowed. Every comment 
must be positive. One student acts as the recorder.  
 
Item Needed: Ball of yarn or string. 
 
Directions: 

1. Have students and mentors form a circle. 
2. A mentor starts by holding the yarn and selects someone to toss it to and says something 

nice about that person (while still holding onto the start of the yarn so that it begins to 
unravel). 

3. The person who has the ball of yarn continues the directions above by selecting and 
complimenting someone else. Make sure each person receives and throws the ball of 
yarn remembers to hold onto their portion of string. The ideas is for the yarn to create a 
web-like visual. 

4. This continues around the group until everyone has been tossed the ball of yarn. 
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5. Once everyone has been thrown the yarn then the original facilitator will debrief and talk 
about how we are all connected.  

 
Debrief: 

1. This activity gives a chance for people to say nice things about one another but it’s also 
a useful tool as showing that everyone is intertwined.  

2. Pull on the yarn and everyone else will feel it too, even if they are not directly connected 
or in contact with everyone else in the group. 

3. Now the mentor who started the game drops their piece of yarn, symbolizing someone 
who doesn’t support the group or what happens when on group member fails. The web, 
or group, falls together even when one person becomes disengaged. 

4. Take away: Each member is valuable, serves a purpose and is necessary for group 
success! 

 

 
A Look Back Going Forward 

 
Directions: Take time to look back through each mentor session and answer the following 
questions. Be ready to share your answers with your mentee(s). Your mentees will have 
separate questions. 
 
1. What was the most difficult concept to guide or support mentees on and why? (Writing 
resumes/personal statements? Soft skills? Applying for scholarships?) 
 
Mentee question: What was the most difficult concept to grasp and why? 
 
 
 
 
 
 
 

 
2. What topic(s) were you most interested in discussing/did you think have the most impact on 
your mentee(s) and why? 
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Mentee question: What topic(s) were you most interested in learning and why? 
 
 
 
 
 
 
 

 
3. What was your favorite part about mentoring and why? 
 
Mentee question: Same. 
 
 
 
 
 
 
 

 
 
Discussion: After answering the questions, come back as a group to discuss your answers. 
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“Getting to Know You” Additional Activities for  
First Meetings between Mentors and Mentees 

 
 
 
1. It Takes One Minute to Know You 
You and your mentee try and figure out how many  
things you have in common (that aren’t obvious) in  
one (or two, or three, or five, etc.) minutes. 
 
 
2. Mentoring Dictionary 
Write five questions on a piece of paper. Questions might include the following: 
 

• What is your middle name? 
• Where were you born? 
• Have you lived in another city, state or nation? 
• How many brothers or sisters do you have? 
• Do you have any children? 
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• Do you have any pets? 
 
Ask your mentee to write those same questions on a piece of paper and to add to that paper five 
more questions they want to ask you. Interview each other and record the responses. Then you 
can each use the interview responses to write a "dictionary definition" of your partner to 
include in a Mentoring Dictionary. You might model this activity by creating a sample 
dictionary definition about yourself. 
 
 
 
3. Fact or Fib? 
You and your mentee are going to share some information about yourselves. You’ll learn about 
some of your backgrounds, hobbies, and interests from the 60-second oral "biography" that you 
will present. Each of you should take notes; as the other person speaks, you should record what 
you think are the most important facts being shared. When you finish your presentation, each 
of you should take turns talking about five things about yourself. Four of your statements 
should tell things that are true and that were part of your presentation; one of the five 
statements is a total fib. Then each of you gives the other a “fib quiz.” This activity is most fun 
if some of the true facts are some of the most surprising things about you and if the "fib" 
sounds like something that could very well be true. 
 
 
 
 
 
 
 
4. People Poems 
Use the letters in your name to create an acrostic poem. For example, Bill could write: 

 
Big 
Intelligent 
Laughing 
Loud 
 

Each of you must include words that tell something about yourselves -- for example, something 
you like to do or a personality or physical trait. This activity is a fun one that enables you to 
learn how both view yourselves. Allow older mentees to use a dictionary or thesaurus. You 
might also vary the number of words for each letter, if you want to expand the exercise. 
 
 
5. Another Poetic Introduction 
Use the form below (or create a variation) to create poems that describe yourselves: 
 
Name ______________________ 
Title (of poem)_______________ 



Mentor Edition 
 

Junior Mentoring Program: Connecting Passions to Careers                91 | P a g e  
 

I will never _______________, 
I will never ________________, 
and I will never ______________. 
I will always ______________. 
 
This activity lends itself to being done at the beginning of the mentoring year and again at the 
end of the year. You and your mentee will have fun comparing your responses and seeing how 
the students and the responses have changed 
 
 
6. Categories (group activity) 
You and your mentees will learn more about what you have in common as well as what makes 
you unique. 
 
Call out categories and, as quickly as possible, everyone group together with those who 
identify as belonging to that category. It’s as simple as that. 
 
Some categories you may want to use: 

• Get together with everyone born in the same month 
• Left or right handed? 
• Get together with everyone born in the same number of siblings 
• Same color eyes 
• Favorite fast food restaurant 
• Favorite color 
• Favorite movie 

 
 
7. Guess Who… (group activity) 
Write five facts about yourself on separate pieces of paper. Facts might include the following: 
 

• Your middle name 
• Where you born 
• Places you lived or vacationed 
• Hidden talent 
• What you want to be when you grow up 
• Favorite activity 

 
Etc. 
 
Ask your mentees not to sign their pieces of paper and collect them. One-by-one read the cards 
to the group. Have each mentee guess who they think the person is. After everyone guesses, 
ask the person to raise their hand or stand up. 
 
Things to think about: 
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The extent to which discussion and feedback among the group is encouraged is at the 
discretion of the facilitator, depending on the group composition and whether the activity is 
used simply as an ice-breaker or for more involved discussion, which could easily be linked 
with developing mutual awareness. Ring tones are for many an expression and extension of 
personality, as is handwriting, which is also interesting to compare when discussing 
personality.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Excerpted and/or adapted from www.education-world.com 
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