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Preparing 
For 

Success
Mentor Information
What can you do right now to help prepare your mentee for the next 4-8 years?

It's important that you support your mentee throughout their college planning- help them organize the process, meet deadlines, and talk with the right people. Here are a few tips to consider:
Listen. Be receptive to and listen when your mentee wants to discuss career and/or college plans. 
Explore. Have your mentee explore career and college options and collect as much information as possible.  Talk about where they see themselves in 5 years. What are some of their goals?
 Encourage. Encourage them to capture their ideas on paper. One idea is to create a scrapbook of their plans for career and college. 

 

Be aware. Be aware of various deadlines for applications to colleges and financial aid. Put them on a calendar that both you and your teen can look at. 

 

Step in. Suggest that your mentee meet with a school counselor at least once a year, beginning in the 10th grade, to learn more about college and career planning.  Work with your TeamMates Support Staff to find a tutor, if you mentee would like one.
 
Be supportive. Be supportive of your mentee, and meet with their counselor if you sense that he or she needs additional help. Help with homework if needed.
 
Connect to career. Encourage your mentee by helping them see the connection between college and career. Emphasize the importance of selecting a major that helps them prepare for a career. Help them arrange job shadowing if possible.
 
Research.  If your mentee is undecided about a career direction, do not try to fix it. Let them look into all the possibilities. Research with your mentee trade schools, colleges, business schools, and other organizations.
Together with your mentee check out the Harvard Mentoring Project’s Website at www.whomentoredyou.org to learn about famous, successful people and their mentors.  You can learn about who mentored: Colin Powell, Quincy Jones, and Oprah Winfrey, etc.

PREPARING FOR SUCCESS IN HIGH SCHOOL

As college admission becomes increasingly competitive, students need to become aware of what schools expect of them. There are certain steps a high school student can take in order to be more prepared for college.

Advanced Placement or Enrichment Courses.  If your school offers advanced placement or enrichment courses, take advantage of these classes. Taking these courses will not only challenge your thinking and inspire you academically, but many colleges take these classes into consideration when looking at student applications. If you pass the advanced placement exam at the end of the year, you may even receive college units for the course.

Community Service.  It is also beneficial to get involved in your community. Many schools look fondly upon students who have strong ties with their communities and believe involved students would be a good fit for their campuses. However, you should only do community activities and volunteer programs if your heart is in it.

College Research.  Do your research. Look into different colleges and decide which ones are right for you. If you narrow down which schools you may apply for, you may be able to do further research and discover what the specific requirements of each school, possibly increasing your chances of being accepted.

Contact Schools.  Be aggressive. Contact the schools you are interested in and set up appointments with the counselors or deans. Taking the time to meet with the people who know the most about the college and academic programs may help you to better prepare to get into college.

Well-Rounded Student.  Lastly, be a well-rounded student. Take a variety of courses and become involved in your school, whether it is a sport, club or other program. Some schools may take extracurricular courses and involvement into consideration when reviewing applications.

While applying for college may seem incredibly stressful and frightening, keep a cool head and take all the necessary steps towards going to college. Being involved in your school and community, becoming educated about the school and academic program you are interested in and being persistent may all help you to get into the right school for you.

STUDY SKILLS

TIPS FROM OTHER TEENS (www.how-to-study.com)

"Whatever you read, review is the most important thing. If you read something, review it after 10 minutes and again after 24 hrs. It is best if you review without looking at the book or source. At first it may be difficult, but when it becomes a habit you can catch everything very fast."

Pawan Bhatta 
Student, 12 
Dhangadhi, Nepal 
June 05, 2008 

"Concentrate on 1 subject at a time and take a break after 45 minutes because your brain can only remember so much at one time. Also, study the material at least 3 days before the test. "

Anna Doutt 
Student, 6th Grade 
Richmond, Virginia, USA 
May 20, 2008 

"Organize. Keep your work and papers for each subject in its own folder. Every day throw away stuff no longer needed. This way each folder is up to date and ready to use."

Melinda W 
Student, Tenth Grade 
Helena, Montana, USA 
May 14, 2008 

"Don't procrastinate. Don't get too tense before exams. Be cool and calm. Cultivate the habit of good writing from the start. Develop good handwriting because it'll fetch you higher marks. Study the subject with involvement." 

Sudha J 
Student, 12 
Bombay, India 
May 05, 2008 

"Go to a quiet place and read your book or your papers out loud and try to concentrate on what you are reading. Picture the words in your mind as you say them and try to sit in a place alone with no one in the room. Write little notes to help you and pick up your dictionary and keep it with you to help you with any word." 

Memo Manmony 
Student, 6 
Kuwait, Kuwait 
May 03, 2008 

"Get plenty of sleep, eat eggs and toast in the morning, and repeat in your head - "I will do awesome!" Over and over. It’s all in your head. Confidence is the key to succeeding in life."

Liz Blue 
Student, 9th Grade 
Forks, Oregon, USA 
April 29, 2008

Activities:

With your mentee, use the following link to access an activity that you can do with your mentee.  The TeamMates Support Person that is present may have an extra copy of this activity that you could use also.
Activity-HOW MUCH IS ATTENDING CLASS WORTH?   http://hsfpp.nefe.org/loadFile.cfm?contentid=361
If Computer Time is Possible~ Follow the steps to access some fun games to play together:

http://hsfpp.nefe.org/home/
Click on “Students Section” at the top of the screen

Click on “Games” along the right side of the screen

Click on “Success Street Games” at the bottom of the screen

You now have access to games such as:

Plan to Succeed 
Think You're Smart?
Live to Work or Work to Live
Education: Worth It?
Know Your Dough!
Stash Your Cash
Paper or Plastic
Deal on Wheels
HAVE FUN PLAYING!!!!!! (There are some sounds during these online games so play in an area that’s okay for some noise!)  

With your mentee, search college web-sites for programs of study, costs etc.  Also, check out these websites for detailed information on colleges in Nebraska and Iowa.  They have many great features for comparing colleges, figuring financial aid, and building a resume for college entry.

www.educationquest.org  Nebraska

www.icansucceed.org Iowa

www.nebraskacareerconnections.org
PREPARING FOR SUCCESS IN A PART-TIME JOB
Getting the Job
The first step in getting a job is filling out applications.  You can choose to do this in person or online.  
There are hundreds of sites where you can post your resume online and complete an online job application. Some sites let you upload an existing resume with the click of a button. On other sites, you can cut and paste or use a resume building wizard. There are also resume posting services that will post your resume to the top sites for you. 

Once you have uploaded your resume, you will be able to search for jobs that interest you and submit your application or resume with a click of your mouse. Be cautious not to sign up at a site that requires you to pay a fee.  
Apply Online via Company Web Sites 
If you are interested in working for a particular company visit their web site. Career information is usually listed in the "About Us" section of the site. Follow the instructions for searching for and applying to jobs online. 

What You Need to Apply Online 
The online applications that were reviewed asked for your contact information, educational background and employment history. You will need to know when you worked and what you were paid at your previous jobs. You may also be asked what days and hours you are available to work. 

When applying for jobs via email, write your cover letter in the body of an email message. 

Proofread your email for grammar and spelling (do not trust spell check software). Remember, this is your chance to make a critical first impression; even an emailed note needs to be professional and error-free. 

Be brief and to the point. Your cover letter should not be any longer than two or three short paragraphs. 

Make sure you include a signature with your full name, email address and phone number. 

Include the title of the position you are applying for in the subject line of your message. 

Be sure that your email address/screen name has a professional tone. 

If the job posting asks you to send an attachment, send your resume as an MSWord document. Many employers do not accept attachments. In these cases, paste your resume into your email message. Use a simple font and remove the fancy formatting. Send the message to yourself first to test that the formatting works. If everything looks good, resend to the employer. 

Applying In-Person

Many entry level jobs require you to apply in person.  DON’T FORGET THE POWER OF A FIRST IMPRESSION. If you’re filling out an application in-person is a little different than applying for employment online. It's not as complicated, but, you will need to be prepared to apply and interview on the spot.  
If you are applying for a position at a large company, call first to see if there are openings or visit the customer service center or human resources office and ask if you can complete an application for employment. At a smaller employer, ask for the manager. 
You may be asked to fill out an application at a hiring kiosk. In this case, you will use a computer or a free-standing kiosk to apply. 
Also be prepared to complete a paper job application. So, bring the information you'll need to fill out an application with you. 

· Full contact information including your address, zip code and a phone number where you can be reached 

· Educational information including dates of graduation 

· Names and addresses of previous employers 

· Dates of employment 

· References 

· Resume (if you have one)

Complete a sample job application ahead of time so you know exactly what information you will need to know. 
Bring a pen so you don't need to borrow one to fill out the application. 
Know what days/hours you are available to work. 
Be prepared for a brief on-the-spot interview. 
Dress should be, at the least, neat and tidy. Business casual is usually appropriate. (See below for examples)
Make sure your hair and fingernails are well groomed. 

Wear moderate shoes. 
Follow-up - call in a week or so to check on the status of your application. 

THE INTERVIEW~
Be Prepared 
Don't just show up for the interview. The more information you have prepared in advance, the better impression you will make on the interviewer.
Be Polite
It's essential to have good manners when interviewing. Shake your interviewer's hand. Don't sit until you are invited to. Don't slouch in your chair. Don't use slang or swear. Be polite, positive, and professional throughout the interview. 

Know Your Schedule
Know what days and hours you are available to work. The employer will ask. Flexibility is definitely an asset, because the more time you are available, the easier it is for the employer to set a work schedule. Also know how you are going to get to and from work, if you don't drive. 

Be on Time 
Arrive at the interview site a few minutes early. If you're not sure where to go, get directions ahead of time. If you don't have a driver's license, make sure you have a ride. 

Go on Your Own
If your mom or dad or a friend brings you to an interview; don't bring them into the interview room with you. Go by yourself. It's important that you speak for yourself and connect with the interviewer, without someone else's assistance. 

Send a Thank-You
Take a few minutes to thank the person who interviewed you. If you have an email address, send an email thank you note; otherwise send a paper note thanking the interviewer for taking the time to meet with you.
Be prepared for many different types of interview questions!

Have fun during your mentoring time!  Take turns asking each other at least 10 of these interview questions and discussing what appropriate and successful responses might be.   Some are geared to entry level employment and some are career employment related.
1. How would you describe yourself? 

2. What specific goals, including those related to your occupation, have you established for your life? 

3. Please describe the ideal job for you following graduation. 

4. What influenced you to choose this career? 

5. At what point did you choose this career? 

6. What specific goals have you established for your career? 

7. What will it take to attain your goals, and what steps have you taken toward attaining them? 

8. What do you think it takes to be successful in this career? 

9. How do you determine or evaluate success? Give me an example of one of your successful accomplishments. 

10. Do you have the qualifications and personal characteristics necessary for success in your chosen career? 

11. What has been your most rewarding accomplishment? 

12. How would you describe yourself in terms of your ability to work as a member of a team? 

13. What motivates you to put forth your greatest effort? 

14. Given the investment our company will make in hiring and training you, can you give us a reason to hire you? 

15. What short-term goals have you established for yourself? 

16. Can you describe your long-range goals? 

17. Have you ever had difficulty with a supervisor or instructor? How did you resolve the conflict? 

18. Tell me about a major problem you recently handled. Were you successful in resolving it? 

19. What quality or strength do you feel will most contribute to your career success? 

20. Describe the characteristics of a successful employee. 
21. Why did you decide to seek a position in this company? 
22. What are the most important rewards you expect to gain from your career? 

23. How would you define "success" for someone in your chosen career? 

24. What qualifications do you have that will make you successful in this company? 

25. What skills have you acquired from your work experience? 

26. What have you learned from your experiences outside the classroom or workplace? 

27. If you were hiring for this position, what qualities would you look for? 

28. How would you describe your leadership skills? 

29. What have you accomplished that shows your initiative and willingness to work? 

30. What was the toughest challenge you've ever faced? 

31. What two or three things are most important to you in your job? 

32. Some people work best as part of a group -- others prefer the role of individual contributor. How would you describe yourself? 

33. When given an important assignment, how do you approach it? 

34. If there were one area you've always wanted to improve upon, what would that be? 

35. When you have been made aware of, or have discovered for yourself, a problem in your school or work performance, what was your course of action? 

36. What kinds of things have you done at school or on the job that was beyond expectations? 

37. What sorts of things have you done to become better qualified for your career? 

38. Describe a situation in which you were able to use persuasion to successfully convince someone to see things your way? 

39. Give me a specific example of a time when you used good judgment and logic in solving a problem. 

40. By providing examples, convince me that you can adapt to a wide variety of people, situations and environments. 

Date Completed _______   Mentor _______   Mentee ________

Now that you are ready to answer any question that the interviewer asks, you have to look the part!    Without a doubt, the clothes you wear will have a significant impact on your appearance when presenting yourself for a job interview.  Within the first minute or two of the interview, the employer will already have formed an impression of you based on your appearance, your manners, and your attitude.  Choosing attire that tells the interviewer that you are competent, responsible, and well-mannered is the first step in presenting yourself as the type of employee that people want to hire.
               A neat, trim hairstyle is important for both men and women. Any visible body rings (eyebrow, tongue, etc.) should be removed, and jewelry should be understated.  In addition, avoid the use of cologne or perfume.  If the interviewer does not care for the smell, you will be starting off the interview on the wrong foot, and if he or she happens to be allergic to your fragrance, you can rest assured you won’t be getting the call about this job.
               If you’re uncertain as to what type of dress would be appropriate for your upcoming interview, call the company and ask them—they should be happy to provide you with guidelines.  After all, you don’t want to show up for an interview at McDonald’s with a 3-piece suit on.  For most part-time and summer jobs, the standard of dress is more relaxed, but you still want to present yourself as professional.  Men should wear khakis or similar pants that are not baggy and that come to your natural waist.  A collared shirt, usually long-sleeved, is also appropriate, but a tie is optional.  A leather belt and shoes will complete your look.  For women, there are fewer concrete guidelines, but a general rule should be to avoid outfits that are clingy, short, or low-cut.
               As many times as you hear it, it still rings true: you never get a second chance to make a first impression.  The importance of interview appearance cannot be overstated, and besides, when you dress with confidence, you feel more confident and will be able to perform better during the interview itself.  It turns out you mother was right about tucking in your shirt!
Here are some examples of business attire:
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Once you have the job, it is also important to keep the job.  This can be the most difficult part! Here are some tips to remember:
Be a Team Player and Get Along With Other People

The National Association of Colleges and Employers surveys employers annually to find out which skills employers seek from new hires. Teamwork and the ability to work well with others consistently shows up on that list. It is a skill employers expect teen job seekers to demonstrate on their resumes, in the interview and on the job.

Be Respectful

Showing respect for supervisors, co-workers and customers is a good workplace habit that teenagers should develop early.

Be Able to Manage Time

Teenagers need to know that the world of work is far more time sensitive than school. Unlike school, there are not many opportunities to turn in late work or show up late. Unlike the academic record which might not show tardiness until the end of the semester, teens may not get a second chance to make a first impression on the job.
Be Dependable and Show up as Scheduled 

Employers rely on teen workers to help their businesses. In fact, the Bureau of Labor Statistics states that more than 8 million teens were added to the payroll of summer 2006. Teens and supervisors can collaborate on work schedules ahead of time and employers expect employees to show up as promised.
Be an Effective Communicator

Teens should develop and use their strong interpersonal and communication skills on the job. Although teens exist in a “sound-bite” and text messaging world, they have to know that a different type of communication is required at work.

Be Visible 

Hiding from work is not an option on the job. Supervisors do not want to search for teenage workers who are trying to avoid assignments or hanging out with friends. If customer service surveys are available, encourage your customers to fill them out.

Be Willing to Learn and Be Open to Criticism 

Teen employees should keep their supervisors informed of the work they are doing and ask for feedback on their performance. Ask for clarifications of instructions and ask for help when it is needed. Employers much prefer working with teens that ask for clarification rather than make costly product mistakes or, even worse, jeopardize their own personal safety or the safety of others.

Be Confident and Ask for Additional Assignments or Training

As new skills are mastered, employers are very open to changing the roles of their teen employees if it will enhance overall business productivity. Teens should also be confident enough to ask for reference letters and recommendation letters at the end of a job if they have done well.

Keep in mind that every job is a chance to prepare for something more.

ACTIVITES: Work together to come up with a sample resume and cover letter.  Ask your TeamMates support staff for an example.  Take time to fill out some practice job applications also.  The TeamMates support staff should have some available for practice use.

Date Completed _______   Mentor _______   Mentee ________
Preparing For Success after High School
After high school some young adults will choose to go on to college, others will immediately begin their careers.  Below is some information to help those transitions go smoothly.
COLLEGE
Part of preparing for College is selecting the right college to attend.  Go over these 8 tips with your mentee about what to think about when selecting the appropriate college.

Ideal Environment: College isn't just a place for intellectual development--it is a place for social and personal development as well. Your level of involvement is an integral part of the experience so you should carefully consider the social aspect of any schools you're considering.
Distance from Home: For many students, college can be a time of exploration. However, for other students, 'Home' is where the family is. Decide whether you would benefit from a new environment and people with backgrounds different from yours, or if you are more likely to thrive in a secure and familiar setting.

Commitment to Major Field: Don't choose a college because of its reputation for specific programs unless you're strongly committed to one major. If you're likely to change your mind a few times, choose a school where you can take time to explore all your options.

Curriculum: Some people perform better and learn more in a college that has a core curriculum or a number of requirements for graduation while others prefer exploring new fields on their own. Will you benefit from a structured curriculum, or do you want to develop new interests in your own time?

Academic Pressure: More often than not, students fail in college due to the academic pressure--a lack of intellectual ability is rarely the problem. Evaluate carefully what the colleges you are considering expect of their students and how much you want to be pushed. Here's one tip: select a college that has an SAT or ACT average similar to your own to ensure that you are on the same page as the rest of the student body.

What's Important to You: Do you care more about a college's prestige, its standpoint on religion or its tolerance for a student's personal values? Colleges that blend both values and prestige tend to be either extremely small, extremely selective or both. The best way to assess the school's values is to explore the demographics of the student body. Find out if students volunteer, if the school offers courses in ethics or if the teachers encourage cooperation over competition.

Location: Do you thrive on the excitement and adventure of the city? Or do you feel more secure in a rural area? Are you a sun-worshipper or do you hide indoors at the first sign of snow? Although your surroundings shouldn't be the deciding factor, they are a definitely important when determining where you'd be the most comfortable.

Institutional Size: Although some people are adaptive enough to fit in at either a large or small college, most people find that one size will fit their needs better than another. A large college can be exciting, but lonely; a small college can be friendly, yet stifling. If you learn best by listening and observing, a large college might be best for you. Conversely, a small college will offer more hands-on training, but less diversity in curriculum.

Date Discussed _______   Mentor_______   Mentee_______
If there's one thing most scholars can agree on, it's that college is both important and expensive. Beyond that, colleges considered to be of high-quality cost even more, making it difficult for most students to manage, particularly those whose parents are not able to help. Luckily, there are options. This article lists just a few of them. Read this list with your mentee and discuss which options might work for them.

1. Apply for scholarships. Students demonstrating talent either in or out of the classroom may be awarded one or more college scholarships for their efforts. High grades, tremendous athletic ability, musical talent or passion for becoming involved in school or the surrounding community can often lead to free financial assistance. See what's available to you and do not hesitate to apply for several.

2. Fill out the FAFSA. Accessible through fafsa.ed.gov, the Free Application for Federal Student Aid is precisely what it says it is. Fill out a free application and see if you're eligible for grants or special student loans of any kind. While some of this money is 'free' money, some are loans that may need to be paid back down the line. Through FAFSA, you maybe eligible for special federal loans like subsidized Stafford loans, which will cost much less than most standard educational loans issued through banks and credit unions.

3. Consider loans. While it's true that loans must be repaid, there are a number of special, low-rate student loans available today. The idea behind loans is that, upon graduating, you will earn more than you would have had you not gone to college, and will therefore be capable of funding your education much more easily. NextStudent.com is a highly recommended place for private student loans.

4. Start a savings account. It's never too early to start saving for school. Even half of your summer job earnings can make an impact, and working through the school year will not only improve your saving potential, but show admissions offices that you're capable of both working and attending classes.

5. Consider Junior or Community Colleges. While many students may not like the idea of attending one of these institutions, it can be a tremendous money saver. Many students are able to attend only for the first couple of years, and then transfer into a more prominent school. This cuts costs for at least half of your education down tremendously, and your final degree will typically come from a higher quality school.

6. Work. If all else fails, budget and work through school. You can take classes part time, or, if your job pays well, continue with a full schedule. Tipping positions, such as those in the food industry, typically pay more than other jobs, but one may be expected to work late once in a while.

Visit the website www.icansucceed.org (Iowa) or www.educationquest.org (Nebraska) for more information and assistance.
Date Discussed _______   Mentor _______   Mentee_______
Vocational School is another option available.  A vocational school provides vocational education and also as referred to as a trade school or career college. The school is operated for the express purpose of giving its students the skills needed to perform a certain job or jobs.  Many of the newest career training tracks are completed at Vocation Schools.   

There are many Vocational Schools in the Midwest. Check with your TeamMates Support Staff for ideas.

Some Vocational Career Option Include but are not limited to:

Appliance Repairer
Barber
Truck Driver
Brick Mason
Building Inspector
Bus Driver
Carpenter
Carpet Installer
Cement Mason
Community Property Manager
Computer Control Programmer
Cosmetologist
Drafter
Ethanol Plant Worker
Electrician
Esthetician
Floor Layer
Floor Sander
Home Electronics Repairer
Industrial Electronics Repairer
Ironworker
Job Printer
Laminator
Laser Technician
Lighting Technician
Locksmith
Machinist
Massage Therapist

Plumber
Power Plant Operator
Printing Machine Operator
Real Estate Appraiser
Real Estate Broker
Real Estate Sales Agent
Surveyor
Utility Maintenance Repairer
Vet Tech

Water Treatment Plant Operator
Welder
CAREER
You are now ready to find a job but maybe not quite sure where to start…Ask yourself these questions to help you find a starting point.
· What is a "good" job? 

· What do I need to do to get a good job? 

· What kind of jobs are out there? 

· How can I get better jobs throughout my life?

If you start asking and answering these questions now, as a teenager, when you have a lot of free time and not as many expenses, you are doing yourself a huge favor. You can accelerate the process tremendously. By the time you are 25 you will be well on your way while the rest of your peers are still standing around trying to figure out what is going on. 

Here are some of the things you want to be thinking about as you consider your employment options. A good job has the following characteristics: 
· You enjoy it 

· It pays well 

· The payment model matches your personality 

· It gives you the opportunity to learn and grow 

· It has advancement potential

Ask yourself the following questions: 

What am I good at?

What do I like to do? 
What’s important to me?
ACTIVITIES:
ACCESS THE FOLLOWING LINKS FOR THESE ACTIVITIES OR CHECK WITH YOUR TEAMMATES SUPPORT STAFF FOR A PAPER COPY OF THESE ACTIVITIES:

Activity- WHY DO PEOPLE WORK?     http://hsfpp.nefe.org/loadFile.cfm?contentid=358
Activity- RATE YOUR WORK SKILLS     http://hsfpp.nefe.org/loadFile.cfm?contentid=359
Activity- ENTRY-LEVEL JOB SKILLS     http://hsfpp.nefe.org/loadFile.cfm?contentid=360
Activity- COMPARE EMPLOYEE BENEFITS     http://hsfpp.nefe.org/loadFile.cfm?contentid=362
Activity- WORKPLACE TRENDS     http://hsfpp.nefe.org/loadFile.cfm?contentid=363
Activity- CAREER FACTORS     http://hsfpp.nefe.org/loadFile.cfm?contentid=364
If your mentee has already participated in the assessment offered through the school that refers them to some specific career choices based on their personality and interests, please take some time to discuss this with them.
Here are some other activities/questions that can assist in thinking of “outside the box” possibilities for careers to explore:

· Both the Mentor and Mentee make a list of the different jobs that have affected their life in the past 24 hours. Be sure to include teachers, the cable maintenance person, or even the barista at your favorite coffee shop. 

·  Make a plan to each interview adults about their career choice and satisfaction. You'll find out how they chose and prepared for their careers, what they like and dislike, and what advice they have for you. 

·  Brainstorm entrepreneurial opportunities that are available and find resources to assist people who want to start their own businesses.  Set a goal of talking to a certain number of different business owners about how they chose their business and pros and cons of owning a business.

· Look through the Encyclopedia looking for topics of interest that may have a career possibility associated with them.
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