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_________________________________________________________ 
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This document is available on the Trinity website.  Click on Academics, then click on 

Junior Work Week, and finally, click on Junior Work Week Journal. 



Why Junior Work Week? 
 
The TES Junior Work Week represents an opportunity for you to explore a career or specific job of 

interest for a week during your junior year.  The goals of the program are for you to:  

• gain insight into the day-to-day activities of a job within a field of interest 

• understand how the job fits into the overall operation of the organization, and 

• learn about the education and experience requirements for this type of position 

 

How will this experience help you?  We believe benefits are far reaching.   

• You go through the process of deciding on and securing a position of interest. 

• You get hands-on experience – what’s really involved in that “dream job”? 

• You can draw upon this experience as you begin the college application process. 

 

Important reminders about Junior Work Week: 

• The Trinity website will include all information, required forms, and important announcements.  

Go to www.trinityes.org, click on “Academics” and then click on “Junior Work Week.” 

• This is a graduation requirement.  It is mandatory for all juniors to participate.   

• You are free to work for service organizations, charities, and non-profits; however, this does not 

fulfill any community service requirements.  You may not be paid. 

• You should plan to work a regular “full-time” day for their employer.  March 7, 2008 is a half-

day for students at TES.  You may arrange in advance to work a half-day. 

• Students involved in Trinity spring athletic teams are required to participate in practice and 

games.  You must notify the employer in advance and confirm the specific schedule for the week 

during the confirmation call.  If you have an after school job and the schedule cannot be changed 

during work week, you must notify hosts of this as well. 

 

Assignments and Deadlines 
1. Complete your “Before you go to work. . .” journal entry before you begin your job. 
2. Complete your DAILY LOG for each day worked (see example) 
3. Conduct and document your interview.  
4. Write your thank you note to your host.  

• use Trinity Stationery (you will receive this from Mrs. Monaco or Mr. Childress) 

• write your note neatly in blue or black ink 

• sign your name 

• label your envelope – neatly so it can be delivered accurately 

• return finished note – UNSEALED in envelope – to the main office (we will mail 

them for you) 

5. Complete your Work Week DAILY LOGS and Assessment form. 
TURN IN YOUR DAILY LOGS and ASSESSMENT REPORT via e-mail (preferred) or 

to the front office no later than 7
th
 period on Wednesday, March 19.  Any reports filed 

later than 7
th
 period are considered late, and a five-demerit penalty per school day applies.  

NO exceptions. 

 

DAILY LOGS AND ASSESSMENT REPORTS THAT ARE TURNED IN BY 

FRIDAY MARCH 7
TH

 – EITHER ELECTRONICALLY OR TO THE OFFICE -

WILL QUALIFY YOU FOR A SPECIAL REWARD! 

 

 
 



Before you go to work  . . . 
 

Take some time to think about what you hope to gain from your experience.  Use the space 

below to write an informal journal entry to yourself about your expectations as a way of 

clarifying your purpose in the coming week. 

 

Why did you select this employment opportunity?  

 

 

 

 

 

 

 

 

 

 What interest do you have in this line of work?  

 

 

 

 

 

 

 

 

 

 

What expectations about the job do you have?  

 

 

 

 

 

 

 

 

 

What things are you nervous about regarding the job and the work week experience?   
 
 
 
 
 



Daily Agenda 
Keep a running list of the activities that you perform during day – the good and the bad.  

Here is an example that you can use as a model. 
 

Wednesday, March 5 Sample Daily Log 
   

 Activity Your thoughts  . . . 

8:00 

Morning meeting; then 1st 

period planning – graded 100 

vocabulary quizzes 
Grading 100 quizzes in one sitting is 

extremely monotonous!! 

9:00 

 2nd, 3rd 4th – got to lead a 

discussion about Romeo and 

Juliet 

I was extremely nervous – it’s hard when you 

have a class full of students staring at you 

when you talk.  2nd period was a little rough, 

3rd was a  

10:00   

 little bit better.  I made changes to the 

lecture after I saw what worked and what 

didn’t.  My host gave me constructive 

feedback like make  

11:00   

 eye contact, don’t read from notes – make it 

more like a talk.  Very helpful, although it did 

make me feel a little uncomfortable. 

12:00  LUNCH!!! 

host was kind enough to treat me to lunch 

from Panera.  ** remember to include this in 

my thank you note!! 

1:00 

 5th period planning – got to 

sit in on a parent-teacher 

conference about a student 

who is failing the class; 6th 

 Just observed.  Host reminded me that this 

is part of the job and that confidentiality is 

very important.   

2:00 
 and 7th period – Shakespeare 

discussion 

 I was “on fire!”  My host even said so.  All 

the “practice” during 2-4 periods paid off at 

the end – students even complimented me.  

Made me feel great. 

3:00  Tutorial 

Even though today is not an official tutorial 

day, I worked with 6 students reviewing the 

notes from today.  They seemed really 

appreciative.  Teacher was in the room, but I 

completely ran the show. 

4:00     

5:00     
   
 

Overall assessment of the day: Great day overall.  I learned that I’ve got a way to go to 

become a better public speaker.  Also, I really liked the fact that the teacher had 

faith in me to lead discussions.  Also, the students’ compliments made me feel really 

good.  Who says that a teacher’s work day ends at 3??? I’ve got homework – to create 

a pop quiz on the material that I taught today.  Very nervous about doing a good job – 

people’s grades are on the line. 



 

Monday, March 3 Daily Log 
 Work day began at: ______________ Work day ended at: _____________ 

 Activity Your thoughts  . . . 

8:00     

9:00     

10:00     

11:00     

12:00     

1:00     

2:00     

3:00     

4:00     

5:00     
   
Your overall assessment of the day:   
     
     
     
     
     
      



Tuesday, March 4 Daily Log 

 Work day began at: ______________ Work day ended at: _____________ 

 Activity Your thoughts  . . . 

8:00     

9:00     

10:00     

11:00     

12:00     

1:00     

2:00     

3:00     

4:00     

5:00     
   
Your overall assessment of the day:   
     
     
     
     
     
      
 



 

Wednesday, March 5 Daily Log 

 Work day began at: ______________ Work day ended at: _____________ 

 Activity Your thoughts  . . . 

8:00     

9:00     

10:00     

11:00     

12:00     

1:00     

2:00     

3:00     

4:00     

5:00     
   
Your overall assessment of the day:   
     
     
     
     
     
      



 

Thursday, March 6 Daily Log 

 Work day began at: ______________ Work day ended at: _____________ 

 Activity Your thoughts  . . . 

8:00     

9:00     

10:00     

11:00     

12:00     

1:00     

2:00     

3:00     

4:00     

5:00     
   
Your overall assessment of the day:   
     
     
     
     
     
      



 

Friday, March 7 Daily Log 

 Work day began at: ______________ Work day ended at: _____________ 

 Activity Your thoughts  . . . 

8:00     

9:00     

10:00     

11:00     

12:00     

1:00     

2:00     

3:00     

4:00     

5:00     
   
Your overall assessment of the day:   
     
     
     
     
     
      



 
 

Interview  
Get the scoop on your job.  Interview at least one person at your workplace.  Find people at 

different levels in the organization, if possible.   

 

 

Name of interview subject: __________________________________ 

Title: ___________________________ 

 

Date of interview: ______________________________ 

 

How long have you been with this firm? 

 

 

 

 

Talk about your path to this job? 

 

 

 

 

How did your educational background match up with this career? 

 

 

 

What are the typical educational requirements for this field? 

 

 

 

 

 

Where can one expect to be in five years?  Ten years? 

 

 

 

Is the demand for employees in this career increasing or decreasing? 

 

 

 

Where are the jobs?  Location – Richmond a good market for this job?   

 

 

 

 

What other questions do you want to know about your specific job? 

 



 

Interview  
Get the scoop on your job.  Interview at least one person at your workplace.  Find people at 

different levels in the organization, if possible.   

 

 

Name of interview subject: __________________________________ 

Title: ___________________________ 

 

Date of interview: ______________________________ 

 

How long have you been with this firm? 

 

 

 

 

Talk about your path to this job? 

 

 

 

 

How did your educational background match up with this career? 

 

 

 

What are the typical educational requirements for this field? 

 

 

 

 

 

Where can one expect to be in five years?  Ten years? 

 

 

 

Is the demand for employees in this career increasing or decreasing? 

 

 

 

Where are the jobs?  Location – Richmond a good market for this job?   

 

 

 

 

What other questions do you want to know about your specific job? 

 



 

Quitting Time 
Congratulations!  You have completed your Junior Work Week.  Take some time to evaluate 

your experience – to consider what you’ve learned about the job, about the work environment 

and about yourself. 

 

Remember, this experience can be translated into a great college essay.  The more thought you 

put into this assessment, the easier your job becomes in writing an essay for college. 

 

This report is the final requirement to fulfill for the Junior Work Week Graduation 

requirement.  Failure to submit this final report puts your graduation in May 2009 in 

jeopardy.   

 



 

Junior Work Week Assessment Report 
 

Your Name: _________________________________     Job Title: ______________________ 

 

Name of Business: _____________________________________________________________ 

 

Business Address: _____________________________________________________________ 

 

Contact Person/Title: ___________________________________________________________ 

 

Business Phone: _______________________  Email: _______________________ 

 

 

Summarize what kind(s) of work you perfomed or observed during the week. 

 

 

 

 

 

 

 

 

After completing this work week experience, how did the job meet and/or exceed your expectations? 

 

 

 

 

 

 

How did the job not live up to your expectations?   

 

 

 

 

 

 

Knowing what you do now about this line of work, is it something that you are still interested in 

pursuing as a major/career?  Explain your answer.  

 
 
 
 
 
 

Do you recommend this place of business for future Trinity students during Work Week?    

(   )  YES        (  ) YES, with reservations    (  ) No 
 
 
Turn this form and your Daily Agenda logs via e-mail to dianemonaco@trinityes.org or 
cchildress@trinityes.org or to the front office no later than the end of 7th period on 
March 19, 2008.  Daily logs and assessments submitted by Friday March 7th will qualify 

you for a REWARD! 


