		Session 12
How to Create a One-Page Career Report

Purpose:  Provide youth with information on the career they selected in their Career Aspiration Declaration.

Materials: To create the one-page career report, you will need the Making My Choice worksheet and Career Aspiration Declaration (both located in the youth’s workbook) and the Personalized Career Report.  All are used during Session 6. 

Step by Step:
 
1. Turn the youth’s workbook to page 7, Career Aspiration Declaration.

2. Using the Career Aspiration Declaration worksheet, look at the second line entitled “Career Choice.”  Compare the youth’s career choice to their Personalized Career Report.  If their career choice is listed on their career report, follow steps 4-5.  If it is not, follow steps 6-10.

3.  Insert Project AIM CD ROM and do the following:

· Open folder Facilitator Materials
· Open folder Career One Pagers
· Open folder Session 12 How to Create a One-Page Career Report
· Open the color folder that matches the youth’s career report.  For example, if the youth’s career report is for “yellow—university,” open the yellow folder.
· Under the career title where it says “(enter name and surname of youth),” delete (enter name and surname of youth) and type in the youth’s first name and surname.                     
· In the first line delete (Youth’s name) and type in the youth’s first name.
· Print out the document.  Do not save the file!

4.  Repeat all steps until all youth one-page career reports are completed.

5. As the youth’s career choice is not listed on their Personalized Career Report, insert the Project AIM CD ROM and do the following:

· Open folder Facilitator Materials
· Open (Excel) file SA Career Spreadsheet by Education
· Check through each one of the color tabs at the bottom of the spreadsheet to see if the youth’s career choice is listed in another color.
· If yes:
· Open folder Session 12 How to Create a One-Page Career Report
· Open the color folder that matches where you found the career listed in the SA Career Spreadsheet by Education.  For example, if the career is listed in the red color tab, open the red folder.
· Under the career title where it says “(enter name of youth),” delete (enter name of youth) and type in the youth’s first name and surname.
· In the first line delete (Youth’s name) and type in the youth’s first name.
· Print out the document
· Do not save the file!
· If no: proceed to step number 7.

6.  As the youth’s career choice is not listed on their Personalized Career Report or the SA Career Spreadsheet by Education, turn to the Making My Choice worksheet in the youth’s workbook, page 6.

7.  Look at question number 2 on the Making My Choice worksheet.  Use the career listed under question number 2 to make the youth’s one-page career report.

8. Insert Project AIM CD ROM and do the following:

· Open folder Facilitator Materials
· Open folder Career Reports
· Open folder Session 12 How to Create a One-Page Career Report
· [bookmark: _GoBack]Open the color folder that matches the youth’s career report.  For example, if the youth’s career report is for “yellow—university,” open the yellow folder.
· Under the career title where it says “(enter name of youth),” delete (enter name of youth) and type in the youth’s first name and surname.
· In the first line delete (Youth’s name) and type in the youth’s first name.
· Print out the document
· Do not save the file!

9. Repeat all steps until all youth one-page career reports are completed.

