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Student Workplace Tour Checklist
When you go on a workplace tour, you’ll get a chance to look behind the scenes of a business or
company and ask yourself if this is somewhere you can see yourself working in the future. Keep the
following things in mind as you get ready for the tour.

Before the Workplace Tour …
ü
ü
ü
ü

ü

Turn in all required forms.
Learn what the dress code is for the place you’re visiting.
Research the company—how they got started, the kinds of
jobs they have and how they contribute to your community.
Think about what you want to learn and come up with at
least three questions about the company or the careers it
offers.
Practice your elevator pitch. Include your name, grade, why
you are in this program and what you’d like to do with your
future. Summarize your knowledge, skills, accomplishments
and anything else that would make an employer see you
positively.

Are You Ready for the
Tour?
Have you …
•
Turned in your forms?
•

Decided what to wear?

•

Researched the company?

•

Crafted your questions?

•

Polished your resume?

•

Practiced your pitch?

Thought about how you’ll

During the Workplace Tour …
ü
ü

ü
ü

Pay attention to what’s going on at the worksite. Can you see yourself working in a place like
this? What kinds of jobs are you interested in?
Actively participate. Ask the questions you came up with and
Some Social Media
any others that will help you determine if a career in this
Do’s and Don’ts
industry is for you.
See if you can connect what’s going on in the workplace with
Do …
§
Choose your profile picture
what you’re learning in the classroom.
carefully.
If you have a chance, ask the people you meet for their
§
Keep a professional profile.
business cards or see if they’ll connect with you on LinkedIn.

After the Workplace Tour …
ü

ü
ü
ü

Talk to your classmates and faculty members about the
workplace tour and your feelings about pursuing a career in
that industry. What kind of jobs do you want to know more
about? Would you be interested in going on another tour in the
future? What kind of education will it take to get there?
Write a thank-you note to the people who hosted the tour.
Fill out the tour evaluation. Be honest. What worked for you?
That will help improve future tours.
Think about any next steps you’d like to take to further your
career goals.

§

Create a LinkedIn profile and build
your personal brand.

§

Maintain privacy. If you don’t want
something to be seen by all, don’t
post it on the internet.

Don’t …
§
Post illegal activities.
§

Threaten violence.

§

Lie about professional and
academic achievements.

Adapted from materials developed by New Ways to Work, Inc. Ó 2018
The WBL Resource Center was created by New Ways to Work on behalf of the LAOC Regional Consortium, Los Angeles Economic Development
Corporation, the Los Angeles Area Chamber of Commerce, Goodwill Southern California and Bixel Exchange.

