YouthForce/ TeenJobs.org®
Youth Development at Work


Name:____________________________________________Date:____________________
Education Report #1     Do I Know My Job?   
       

   (Weeks 1- 2)

All of these reports are designed to help you succeed and learn on our job.  Put effort into them and they will really help you - remember, you and your supervisor will review them together and then you both need to sign them. So do your best, they are important!  Complete the education reports and faxed with your time sheets no later than Monday after the pay period.

1. Describe the workplace. What did you first notice? What do you notice now?  Be specific and describe the environment, how people work, what they do, and what your area is like.

2. First impressions make a big difference.  What can you do to give a positive impression to the people you meet and work with? 

3. What do you do if an emergency or unexpected situation causes you to be late or absent?  Write down the policy about how much advance notice is expected, who to call and what their number is?  (You are expected to know and follow this policy)

4. Name three primary tasks of your job. (The tasks that are the most important to complete) 

5. You’ve completed the activity you were assigned to do.  Your supervisor is not around to tell you what to do.   What do you do?  Make sure you know what to do because this WILL happen and you should know what to do.

Student Signature:



      Mentor Signature:
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