
    
    

                      Job Shadow Quick Guide     
Purpose of Job Shadowing___________________________________________________________________________    

• Allows a student to spend a few hours to a day (or more) observing a professional on the job.     

• Provides student with a “real-world” look at the occupation or career he/she may be considering.     

• Assists student in deciding if a particular occupation is right for him/her.     

• These experiences are generally not done for academic credit and are usually unpaid.      

Who do I interview? _________________________________________________________________________________    
You should interview people working in the field you are interested in. Find a person to interview by using:  

• Your own network of contacts  

• UIS alumni and professionals via UIS Unite Platform and LinkedIn  

• Schedule an appointment with a Career Counselor to help you locate someone in your field of 
interest.  

         Job Shadowing Request______________________________________________________________________________    
• Introduce yourself and your objective for the request.    

• Describe your background, career, and educational goals, and why you are interested in the recipient 
of the request.    

• Let the recipient know how they can help you meet your career goals.   •  Suggest meeting times, 
locations, and the next contact to follow up with the request.     

          Preparing for a Job Shadowing Experience_______________________________________________________    
To properly prepare for a job shadowing experience, be sure to:    

• Research the company.    

• Dress for success: https://www.uis.edu/career-services/dress-success  

• Update and bring your resume. Use CDC’s Walk-In hours for critiquing if you need assistance.   

• Practice interviewing with the Career Development Center, family, or friends.    

Helpful Resources:____________________________________________________________________________________    
• Job Shadowing: https://www.uis.edu/career/student-employment/beyond-classroom 

• UIS Unite- https://unite.uis.edu/v2/  

• Questions? Make a Career Counseling appointment: https://www.uis.edu/career/careerconnect 

• Flip Quick Guide over to see a sample of a Job Shadowing Request Letter.    

       UIS Career Development Center     phone:  217-206-6508                             email:  careerservices@uis.edu              

        Human Resources Building, Room 80                  website:  www.uis.edu/career   

        One University Plaza, MS HRB 80                          YouTube                        Facebook                 X   

        Springfield, IL  62703-5407                                     Snapchat                       LinkedIn               Instagram         
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