CAREER CONNECTIONS
Take Our Kids to Work Day

SAMPLE AGENDA – FULL DAY EVENT

	9:00 am 
	Meet and Greet 

· Sign In and receive name badge

· Administration overview (i.e. location of washrooms, refreshments, etc.)

	9:15 am 
	Introductions and Overview

· Introduce host(s)

· Meet the President/Vice President 
· Outline objectives and goals for the day's event
· Review the day's Agenda and hand out copies

· Organization overview

	9:45 am 
	Icebreaker (see Suggested Activities sheet)

	10:00 am 
	Safety Briefing and Exercise

· Review basic safety and security precautions

· Tour of the facility

	10:30 am 
	Careers in Insurance, A World of Possibilities

· Watch insurance career video entitled, Make a Career Connection

	11:00 am 
	Presentation by various Department Representatives (20 minutes each)

· Human Resources - Suggested topics: Resume writing, Interviewing skills, and types of employment opportunities

· Marketing / Sales - Suggested activity: Focus group,  Product overview and customer service

· Insurance specific career - Suggested topics: Job description (A Day in the life of…), Career & Education Journey

	12:15 pm
	Lunch - Pizza or Subs  

Check for food sensitivities or preferences

	1:00 pm
	Job Shadowing with Parent, Guardian, or Volunteer Host

	4:00 pm 
	Student Evaluation and Group Photo

· Hand out giveaways as a 'Thank You'


Thank You for Joining Us Today!
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