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Formalized Structure and Processes 

What- The Job Shadowing Program will be operated out of the College Relations committee of MT SHRM. It will 

be an excel file formatted for ease of navigation based on the type of job of the professional, and will be placed on 

the MT SHRM website. 

 

Who-It will have an MT SHRM professional member who will oversee the day to day operations of the program.  

This person will be called the Job Shadow Program Coordinator. The first person to hold this position will be 

Hanna Bacon. 

 

Where- The excel file will be named “Job Shadowing Program”. It will be located on the MT SHRM website 

(MTSHRM.org) in the College Relations page, which is under the Volunteers Tab (MTSHRM.org->Volunteers-> 

College Relations). 

 

When- There will be a “pulse check” twice a year; once in the beginning of August and once in the beginning of 

January. This pulse check will look to add new members as well as update information as professionals move 

about.  

 New or current professionals can submit their information to Hanna Bacon (Job Shadowing Program 

Coordinator) at any time.  

 All forms submitted by the 25th of each month will be on the updated excel sheet by the 1st of the 

upcoming month.  

 All forms submitted past the 25th of each month will be on the updated excel sheet for the month after the 

upcoming month.  

o Example, a form submitted on March 28th will have its information on the website by May 1st, rather 

than April 1st if it was submitted by March 25th. 

 

How- All forms will be submitted to Hanna Bacon (Job Shadowing Program Coordinator). Once Hanna updates 

the excel sheet she will send the new excel file to Shannon (MT SHRM Chapter Administrator), who will update 

the link on the website. Hanna must give the file to Shannon as quickly as possible to ensure the excel file can be 

updated within the first few days of each month. 
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The 5 W’s of the Job Shadowing Program! 

What:  

 Provide undergraduate and graduate students pursuing an HR related degree in the Middle Tennessee area 

the opportunity to meet with and shadow professionals who are in the student’s field(s) of interest. 

 The program is based solely on how much you are able to participate  

o There are no formal meeting times, training, or obligations; this is simply a database for students 

who are looking for additional applied learning experiences. 

 The program’s success rides on two factors: having as many professionals willing to participate as 

possible, and having students who proactively utilize the spreadsheet to reach out for opportunities. 

 We encourage as many professionals to participate as possible, and for students to create as many job 

shadowing opportunities as they would like. 

Who:  

 Professionals who are either willing to meet up with students to discuss their positions/fields, and/or 

have the student(s) come in to their workplace for a pre-determined amount of time to observe what the 

day to day life is like in a human resource environment. 

 Any student in the Middle Tennessee area (undergrad or graduate) in an HR related degree program. 

Where: 

 At the professionals place of work! The best experience is one where the student can be emerged in your 

department; see what the physical layout is, and the functioning of your workplace. 

 If professionals are not able to host guests due to company policies, we still encourage professionals to be 

willing to meet up and discuss their fields and occupations with students who want to learn more. This 

should be at a coffee shop, restaurant, or wherever else a causal business meeting would normally occur. 

When:  

 The spreadsheet will be launched on the MT SHRM website by the start of the fall semester (September 

2013).  

 The actual participation in the program is completely up to the students who pursue job shadowing 

opportunities. 

o  *As stated before MT SHRM will not take proactive steps to connect a student with a 

professional beyond the creation and updating of the job shadowing spreadsheet.* 

Why: 

 Job shadowing can be both a valuable and rich experience for the student(s) and professional(s) involved. 

 It can provide the students with the opportunity to see what they are learning in the classroom being 

applied in a business setting. 

 It also provides networking opportunities for professionals and students to meet fellow SHRM members 

with similar interests.  

 It is overall just a great developmental learning tool. 

 

**To learn how to participate please see the attached page for more information** 
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The 5 W’s and H of MT SHRM’s Job Shadowing Program 
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How to participate: 

Professionals:  

 Complete the Job Shadowing Sponsor form. This form can be found electronically on www.mtshrm.org 

under College Relations.  Simply fill out the form, save it to your computer and email it to Hanna Bacon- 

MT SHRM Job Shadowing Program Coordinator, at hanna.bacon@bwsc.net. 

 

 Read the “Suggestions for Professionals” sheet to learn how to best structure a job shadowing 

appointment. 

Students:  

 Go to MT|SHRM webstite/College Relations to find the spread sheet. 

 

 Download the spread sheet, find a professional that is in an area of interest to you, and contact them with 

potential dates and times to meet up (within their availability- which is provided in the excel sheet). 

 

 Read the “Suggestions for Students” sheet to learn how to best contact a professional you are interested 

in meeting with, how to best prepare for your job shadowing appointment, and tips to make sure you are 

getting the most out of your opportunity. 

 

Only MT SHRM members (both professionals and students) are eligible to participate in the program.  

Professionals provide the days and times that normally work best for them in having flexibility to meet or host 

someone. Whether that is any time after 1pm on Tuesdays and Thursday, or only Friday morning for coffee, it is 

based completely on what works best for the professional. Students will then utilize these time frames and contact 

the professional with a list of possible job shadowing dates. 

Once a date and time is confirmed, the students and professionals can set objectives for the meeting and hopefully 

enjoy a valuable experience. 

** To learn tips on how to best structure and prepare for the appointment see the “Suggestions for Professionals” 

or “Suggestions for Students” pages attached** 

 

 

 

 

 

 

http://www.mtshrm.org/
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Suggestions for Professionals 

 Set an agenda for your day 

o Whether it is a one hour job shadowing appointment or a full day affair, try to set an agenda for 

where you and the student will be, what they will be doing, and for how long. 

 

 Try to learn what the student wants to get out of the opportunity and try to provide them those 

opportunities 

o If they are interested in training and compensation and you are a compensation person, see if 

your training colleague would be willing to host the student for an hour or two to show them 

what they have going on. 

 

 Set a clean well defined timeline 

o Keeping to a timeline of activities to the very second may make the shadowing feel rushed, but 

having a time frame of how long the student will be shadowing each component of your 

shadowing appointment will help keep a smooth flow. 

 

 Provide clear directions of what to do when they arrive at your workplace 

o You may have driven to, parked, and worked in the same building for over 10 years! This may 

very well be the students first time ever traveling to a corporate office. Giving clear direction of 

where to park and how to contact you when they are there will help the shadowing start off 

great! (Especially if you have a security guard!) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



MT SHRM Professional Job Shadowing Program 

 
Suggestions for Students 

 

 Contact the professional with several options that match their posted availability 

o Try to be as flexible to the professional without sacrificing any of your time as well (work, class, 

etc.) 

  If the times the professional are willing to meet match your availability, giving them a 

few options will prevent a long e-mail chain from clogging your inbox  

 

 

 Know what you are trying to gain from this 

o General idea or specific knowledge? 

 Why do you want to job shadow? To get a general idea of a corporate HR department? 

An HR department in a specific field? A specific position? 

 Clearly communicating to the professionals what you are trying to gain will help 

them set objectives for your shadowing opportunity and make it as worthwhile 

as possible 

 

 

 Take this as a professional business meeting, jeans and a t shirt is not what you would wear to close a deal 

with a client or future employer, would it? 

 

 

 Ask questions! 

o The whole point of this program is to provide students an opportunity to see what they are 

learning in school applied in true business settings. Wondering if those leadership theories you 

just read 20 articles about are used in developing programs? Ask! Interested in what job analysis 

method a company used for their new job descriptions? Ask! 

 

 

 Soak in everything you can 

o This is a chance for you to start building a network, to take ideas back to your program and to 

really see if an area of interest may be right for you. One job shadowing opportunity shouldn’t 

make you choose (or change) a career  path, but it should help give you an idea of where you 

want to be headed in the next few years 

 

 

 This is not an interview for an internship; it is an opportunity to observe the daily operations of a 

business. If it comes up that you are looking for one feel free to discuss it with the professional.  

o However, if it is obvious that the company does not have any opportunities it would be best to 

move on to a different topic and continue enjoying the job shadowing appointment 

 

 Check out the example e-mail you can send to a professional on the next page! 
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Example E-mail for students: 

Subject: Student Job Shadowing Opportunity 

Hello (name), 

My name is Matt Sikorski and I am a second year Industrial/ Organizational Psychology master’s student at 

MTSU. I gained your contact information from the MT SHRM Job Shadowing Program database, and I am 

contacting you in hopes to set up a shadowing opportunity. 

I am extremely interested in executive coaching, organizational development, as well as training and development. 

Your profile says that you have experience in these various spaces and I would love to pick your brain on how you 

got started. As I am nearing graduation I want to prepare myself as best as possible to quickly move into an entry 

level position, and am very interested in what you did at the beginning of your career. (* you may be interested in how 

what you learned in class is applied at their company, on what to do to break through, etc. whatever it is you are looking to get out of 

the opportunity, ask here!)* 

Your profile says that you are available for lunch or coffee Tuesday and Thursday afternoons, and that you have 

availability to shadow for a half day on Friday. I was wondering if we could possibly set up a shadowing 

opportunity this upcoming Friday the 4th or next Friday the 11th. If you are unavailable to have a shadowing 

opportunity on those days, perhaps we could meet at the coffee shop on the corner of your office building around 

noon on Tuesday the 15th or 22nd. 

Thank you for the potential opportunity, and I look forward to hearing from you! 

Matt 


