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Hawkshadow
[bookmark: _Toc206060854]Program Overview
The HawkShadow Program provides University of Iowa Undergraduate students with an opportunity to spend time at a host organization for a one-day career exploration experience. 
· Cost: No cost for participating (outside of company handouts, products supplied to the students etc.)  
· Timeframe: Currently there are opportunities for participating in the spring or fall (or both) - whichever works best for your organization. A summer session may be added in the future.
· Duration: 1 day commitment—Half day (2-4 hours) or Full Day (6-8 hours)  
· Student Qualifications: Employers can specify qualifications – however, most opportunities will be open to all students.  
· Customization: Employers can provide an already existing experience, meet with one or multiple students at a time or have students meet with a variety of different departments. Customizable to whatever format works for your organization!  
· Application/Matching Process: Students will apply with a resume via Handshake – indicating their top three choices. First come first serve. We will inform employers and students of their final matches. 
[bookmark: _Toc206060855]What is a Job Shadow? 
A job shadow is an opportunity for students to observe first-hand what a typical day in a certain industry/job is like. Students will get to view and participate in everyday aspects of the workplace. The shadow will help students understand what skills are necessary for working and succeeding in the industry/job.
[bookmark: _Toc206060856]Career Communities 
The University of Iowa Pomerantz Career Center organizes job shadows around it’s 10 Career Communities. Host organizations are asked to choose which Career Communities their opportunities align with. 
More information can be found here: https://careers.uiowa.edu/career-communities
[bookmark: _Toc206060857]Benefits for Students 
· Gain valuable insight into a career field and industry
· Build their professional network and connect with mentors 
· Reflect on what, and where, they would like to work after graduation 
· Build professional skills and self-confidence 



[bookmark: _Toc206060858]Benefits for Host Organizations 
· Connection to enthusiastic, motivated students
· An opportunity to provide a positive job shadow experience for students to continue building your company’s brand and showcase your company culture
· A chance to give back to the University of Iowa community by supporting education and professional development
· Highlight career opportunities within your organization
· Potentially identify future talent for your team

[bookmark: _Toc206060859]Program Responsibilities
[bookmark: _Toc206060860]Student
Before Job Shadow Day
· Create a resume
· Apply to opportunities via Handshake 
· Once matched, reach out to the Host Organization to connect and receive details for the day
· Connect with the host contact on LinkedIn
· Compile questions to ask during the job shadow
On Job Shadow Day
· Arrive 10-15 minutes early
· Dress appropriately
· Make sure you have parking and all other details needed (forms to be completed prior etc.)
· Be sure you have site contact information as well as Pomerantz Career Center contact information in case of emergencies
· Take notes/note any contacts to follow-up with after the experience
After Job Shadow Day
· Update your resume
· Send a thank you email to the employer host
· Complete the Pomerantz Career Center assessment
[bookmark: _Toc206060861]Host Organization
Before Job Shadow Day
· To become a Host Organization, you will need to complete the Interest Form indicating what opportunities you have available, how many, which students can participate etc. 
· Coordinate with others at your site to plan the schedule and supervisor of students for the day
· Identify staff members who will participate and confirm their participation
· Identify any paperwork or waivers your organization might need to have completed by the students
· Obtain necessary clearance and secure parking passes and ID badges if needed 
· Plan a schedule of activities
· Once matched, your student(s) will reach out via email to accept the match. Be sure to respond within 48 hours to finalize arrangements for the day. Remind them about: parking/logistics, any ID badges or forms needed, attire, schedule, lunch arrangements etc. 
· Communicate and questions, concerns or changes to the Pomerantz Career Center staff 
On Job Shadow Day
· Be ready to greet the student – have all materials and paperwork ready to go. 
· Meet with the student at the beginning of the day to give an overview and at the end of the day to follow-up regarding their experience. 
· Provide a student with a copy of the day’s schedule, contacts etc.
· Ensure enough time for the student to participate in at least one informational interview with a team member – key areas to cover in an informational interview – 
· Share your story – education, background, internships etc., career path (how did you get to where you are – different jobs etc.). 
· Explain how your work relates to classes they might be taking in school such as math, accounting, and business courses.
· Share examples of your daily routine that incorporates skills they are learning such as communication, logic, computers, or writing. 
· Explain the important aspects of your work and how they relate to other jobs within the organization 
· Explain what you like about your job as well as some of the disadvantages to your career
· Make the experience as interactive as possible
· Connect with the Pomerantz Career Center if any concerns (no show students etc.). 
After Job Shadow Day
· Complete an evaluation of the program and students after the experience (will receive email from Pomerantz Career Center) 
· Share your story. Send pictures, stories, and quotes to careercenter@uiowa.edu  
· Evaluate and determine your participation for the following semester 
[bookmark: _Toc206060862]Career Center Staff
· Program Administration – Secure Host Organizations, Recruit Students, Post Opportunities on Handshake 
· Market the program/opportunities to students
· Review applications and match students and employers
· Respond to problems, concerns and questions from students and host organizations
· Collect feedback from the students and host organizations to improve the program 

[bookmark: _Toc206060863]Program Timeline
View up-to-date timelines at: https://careers.uiowa.edu/hawkshadow
[bookmark: _Toc206060864]How to Register as a Host Organization 
Complete the Employer Interest Form at: https://careers.uiowa.edu/hawkshadow
**To complete the form, you will need to know contact information for mentors, number of spots available and in what areas, etc.
[bookmark: _Toc202883903][bookmark: _Toc206060865]Matching Information
Students will apply to multiple opportunities via Handshake. The Career Center staff will review applications and match students based on resume and personal statement. Once matched, students will reach let us know if they accept and then we will provide the student with the employers contact information so both parties can connect and finalize details.
[bookmark: _Toc206060866]Job Shadow Day Logistics
[bookmark: _Toc206060867]Example Activities
· Organization Tour – history, mission, value, culture
· Informational Interview with yourself and/or other staff members
· Invite the student to observe a meeting with clients or team members
· Explain software or technical skills/programs you use
· Assemble a small panel of current interns or entry-level employees who can discuss their experiences and answer questions
· Discuss current and future industry trends, best practices in your profession and future outlook and growth opportunities
· Educate the student about key professional associations, membership organizations, publications, industry websites and other resources that might be helpful in their career exploration process
· Informal networking opportunities with staff (lunch, snack breaks etc.)
· Offer a 1-2 hour opportunity to observe and/or practice hands-on skills: Example: observe a patient meeting, work on a project on data analysis, review a patient history and develop a care plan
[bookmark: _Toc206060868]Sample Schedules
Sample Schedule 1
9:15 a.m.	Arrive
9:30 a.m.	Welcome and overview of organization
10:00 a.m.	Tour of facility
10:30 a.m.	Discussion of Marketing Strategies – Marketing & Social Media Team
11:00 a.m.	Shadow – Marketing & Social Media Associate
12:15 p.m.	Break for Lunch
1:15 p.m.	Visit local client or department with Marketing Associate – Participate in meeting with client or department / review upcoming campaign and discuss
3:30 p.m.	Informational Interview and Wrap-up

Sample Schedule 2
9:00 a.m.	Arrive and meet with Program Director to discuss the day’s activities including an overview 
of the company
10:00 a.m.	Tour of facility
10:45 a.m.	Meet and Greet – Physical Therapist, Program Manager, etc.
11:15 a.m.	Observe a patient visit
12:00p.m.	Lunch Break
1:00 p.m.	Informational Interview with Physical Therapist
1:30 p.m.	Round table with staff – discuss the day and wrap-up

[bookmark: _Toc206060869]Program FAQs

Is there a fee to participate?
There is no cost to participate outside of handouts for the students etc.

How many students should I host?
We recommend hosting at least two students, with a maximum of 5. However, you can host as many students as you feel comfortable with.

Who should I contact if I have any questions?
Please email the Program Coordinators Hannah Shelton-Hauck or Sherry Rhinehart, or call the Pomerantz Career Center at 319-335-1023.

Should I let someone know if a student doesn’t show up?
Yes – please contact the Pomerantz Career Center using the contact information above. 

Who is liable if something happens with the student?
Below is a copy of the Employer Agreement:

[bookmark: _Toc206060870]EMPLOYER AGREEMENT

1. I understand that the program is a one-day shadow experience in which students will volunteer to observe my organization’s work culture, observe job duties and network with various staff.

2. I understand that I am responsible for providing an acceptable workspace and appropriate resources in a safe environment during the student’s visit at our site.

3. I understand and agree that the student shall not be placed in a home office or an employer’s remote work-space if that space is located in a residential home.

 4. Prior to the shadow day, I agree to inform students of any related workplace rules and safety procedures.

5. I will comply with all applicable employment laws including, but not limited to non-discrimination, anti-harassment, and sexual harassment laws. Additionally, I will refrain from allowing, offering, or asking a student to consume alcohol, tobacco, or drugs.

6. The student is responsible for all costs related to the experience – transportation, meals etc.

7. If a student is exhibiting any appropriate behavior during the experience, please ask them to leave and inform your Pomerantz Career Center contact person immediately.

8. Students will be instructed to contact you after being matched to confirm the details of the experience. Please respond to their request at least 48 hours in advance of the shadow day.

9. If your organization must cancel the visit, please let the student and your Pomerantz Career Center contact know as soon as possible.

10. If your organization has any required waivers or forms, or if you have any questions or concerns, please email careercenter@uiowa.edu with “HawkShadow Host” in the subject line or call 319-335-1023.

I understand and agree that The University of Iowa and my organization shall each be fully and individually responsible and liable, to the extent allowed by law, for the acts and/or omissions of their respective employees, directors, officers, sub-contractors, agents or anyone working for, through, or on behalf of the party. I understand and hereby agree to the terms for serving as a Program Host.

The University of Iowa prohibits discrimination in employment, educational programs, and activities on the basis of race, creed, color, religion, national origin, age, sex, pregnancy, disability, genetic information, status as a U.S. veteran, service in the U.S. military, sexual orientation, gender identity, associational preferences, or any other classification that deprives the person of consideration as an individual. The university also affirms its commitment to providing equal opportunities and equal access to university facilities. For additional information on nondiscrimination policies, contact the Director, Office of Equal Opportunity and Diversity, the University of Iowa, 202 Jessup Hall, Iowa City, IA 52242-1316, 319-335-0705 (voice), 319-335-0697 (TDD), diversity@uiowa.edu.
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