Byte Back Career Skills 2 Assignments

Assignment 01-Self Assessment
· Section 1: The idea here is to answer the unbolded questions to determine, what values are important to you. From the 3 unbolded questions you'll create your own Personal Mission Statement. This is mainly what you hope to accomplish in life, and how you'll achieve that. This should focus on what you want to do, not what job you want. 
· From this you can explain to employers what draws you to the IT field from a more personal position, as opposed to saying you want money or are interested in technology.
· Section 2: By determining past aspects of jobs that you've liked and disliked, you can best tell employers what is your ideal work environment. So write down Aspect you liked in Positive Job Aspects, and aspects you dislikes in Negative Aspects.
· From this you can know how to tell employers your ideal work environment. For negative job aspects, make sure you don't say "I don't want this..." but rather what you do want. So for example if you don't like micromanagement, you'd say "I would like to work in an environment where my boss trusts me." 
· Section 3: Here, mainly determine 3 qualities about yourself that make you such a great job Candidate, and write that in the "Reasons" sections. Then give 2 examples of you displaying the quality.
· From this you can best explain and display to employers why you are such 
a great candidate.

Assignment 02-Career Research and Goals
· Section 1: Here you'll go to www.MyNextMove.org and find the job you hope to pursue after completing your A+ certification. Refer to the Knowledge, Skills, & Abilities Section to pull out aspects and write them in the related sections on the worksheet. Then note which skills you have and which you don't.
· I would suggest using the job for Computer User Support Specialist, as this is the most common entry level IT job.
· Section 2: This is referencing your Occupational Research Assignment. Mainly, write down main desired qualities from local job descriptions.
· It’s best to refer to local job descriptions for technology trends and qualifications, as MyNextMove focuses on National trends and is too broad.
· Section 3: Use Google to answer the questions on the worksheet.
· Section 4: Utilize the SMARTER Goal method to create goals related to your Certification and Career. The Career Goal should focus on the Career directly after Byte Back, as opposed to a long term career.
· For the Action Steps, be specific, so if studying is one, try and state amount of hour or on which days.
· In the PowerPoint for Career Research & Goals, I go over training sites you can reference to address any career gaps you notice.

Assignment 03-Personal Branding
· Section 1:
· Purpose: Apply your mission statement from Assignment 1, Section 1. 
· Skills & Strengths: Apply your Transferable Skills from Assignment 1, Section 3
· Goals: Apply your Career Goal from Assignment 2, Section 4
· Values: Apply values you listed from Assignment 1, Section 1
· Passions: This is not previously addressed. But write down passions that are tangentially related to an IT career. 
· Section 2: Rate yourself from 1-4 (1 being poor, 4 being great) on those aspects.
· Section 3: Rate yourself from 1-4 (1 being poor, 4 being great) on those aspects.
· Section 4: Answer Yes or No for each question. Address the Personal Branding Slides to see how to address any "Nos"
· Section 5: Similar to Assignment 2, Section 4, create goals and action steps based around areas of improvement related to your personal brand. You can use areas you marked yourself low in for Sections 3 and 4 as a basis.

Assignment 04-Networking
· Section 1: This focuses on an IOWA pitch on how to introduce yourself to others. It includes an simple introduction, sharing your career goal, mentioning aspects of your personal brand, then giving a clear ask to move the conversation and relationship forward (Such as, "Can I have a business card?" or "Would you like to meet some time to share your experience?"
· I would say these should be points you should hit upon in a conversation, rather than one long sentence, s it's awkward for you to talk about yourself for 1+ minute straight uninterrupted.
· Section 2: Create a goal to meet with a certain amount of people per month. For the action steps, there are techniques listed in the Networking Presentation for Day 2, mainly attending networking events or asking for information interviews.
· Section 3: Write down 3 connections who don't know about your current career goals you can tell.
· This is important because the more people who know you are pursuing IT, the more chances someone might have a resource to offer you.
· Section 4: This section is here to help you further build on conversations you started with your Elevator Pitch. You'll write down examples of you displaying your personal brand.
· Purpose: Fill in with what you wrote from the Personal Branding Assignment (Assignment 3, Section 1)
· How Does this Relate to Your Job: Connect your Purpose with your job to help create a deeper connection beyond you like technology or want more money.
· Skills & Strengths: Fill in with what you wrote from the Personal Branding Assignment (Assignment 3, Section 1)
· 2 Examples on you've utilized these skills: You can fill in 2 examples back from the Transferable Skills Section (Assignment 1, Section 3.)
· Goals: Fill in with what you wrote from the Personal Branding Assignment (Assignment 3, Section 1)
· 2 Examples on how you've pursued this goal:  Certifying in ITF and training and A+ count. Mainly you want to show others that you are serious about this goal and it's not a passing thought.
· Values: Fill in with what you wrote from the Personal Branding Assignment (Assignment 3, Section 1)
· 2 Stories on when you've applied one or both of those values in your life: Stories help make other connect with you. So sharing times when you've displayed these values will b helpful.
· Passions: Fill in with what you wrote from the Personal Branding Assignment (Assignment 3, Section 1)
· 2 stories on when you've pursue one or both of these values in your life. Similar to values, this gives you more stories to pull from should you need to.

Assignment 05-Resume Standards Checklist
· Send me your resume, meeting the below requirements:
· Your resume needs to meet the requirements in the Assignment 05-Resume Standards document.
· Please utilize the following video (also referenced in the Resume presentation), to help make sure your bullet points are using the STTR method: https://youtu.be/kYdbkmG5GWI?t=27
· [bookmark: _GoBack]You can view the Example Resume 1 and Example Resume 2 Documents for reference.
· 
Assignment 06-Cover Letter Standards Checklist
· Send me your Cover Letter, meeting the below requirements:
· Your Cover Letter needs to meet the requirements in the Assignment 06- Cover Letter Standards document.
· You can view the Example Cover Letters Document for reference.

Assignment 07-LinkedIn Standards Checklist
· Send me your LinkedIn, meeting the below requirements:
· Your LinkedIn needs to meet the requirements in the Assignment 07-LinkedIn Standards Document.

Assignment 08-Interview Questions
· Section 1: Think about the main qualities you want the employer to think about you after an interview. These can relate to your Personal Brand.
· You will use these qualities to help guide your answers to give a consistent theme to interviewers.
· Section 2: Utilize the Context, Action, Result, Relate method to answer the 2 questions asked.
· This will prepare you to answer behavioral questions that often come up in interviews.
· Section 3: Answer the italicized questions under the Bolded Common interview questions to develop strong answers to the common interview questions.

Assignment 09-Interview Questions (Contd)
· This whole worksheet mimics Assignment 8, Section 3. So answer the italicized questions under the Bolded Common interview questions to develop strong answers to the common interview questions.

Assignment 10-Mock Application
· Utilize the mock up IT Assistant Application for Byte Back to tailor your resume and cover letter, following the directions on applying. The resume and cover letter you send will then be used in the Mock Interview with a Professional Volunteer on the scheduled Mock Interview Day.

Assignment 11-Mock Interviewing
· Have a fellow student, friend, or acquaintance utilize the worksheet to ask you 5 interview questions, ensuring you meet the check marks listed on each question, as well as providing feedback and giving you a rating. The score ratings will give you an overall interview rating.
· This is to help prepare you for the interview with professional volunteers during Mock Interview Day.
