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    j. u. m. p. 

Career Development Activities Instruction Sheet

Jefferson County Schools

12th Grade

  Completion Date

____________             I.   Your SENIOR year!  Let’s check your interest again.  Login to www.careercruising.com
                                           with your school Username and Password.  
                                           A.  Open the Portfolio portion by clicking on the word portfolio at the top toolbar.

                                                 You will use your individual Username and Password.  Remember, this is provided

                                                  to you by your counselor or teacher.

                                           B.   Click on Matchmaker on the top toolbar. 
                                                  1.  Enter your first and last name.  

                                                  2.  To see if you are on target with your major career decisions, click Start
                                                        a New Career Matchmaker Session OR IF YOU HAVE A RECENT Matchmaker, then 
                                                        click Use my results from a previous Career Matchmaker Session. (If you were
                                                        working in your Portfolio when you took the Matchmaker, you probably used 

                                                        Save to My Portfolio.  Click on Review my answers and make changes.  Then,

                                                        click Skills Assessment and then Interest to make changes. Start at #8 below.)
                                                  3.   If you are starting a NEW session, click START!
                                                  4.   Answer the 39 questions by clicking on the appropriate face.  Concentrate!
                                                  5.   If you need to make a change, be sure to wait until the end.  There will be a button

                                                        Review my answers and change answers.

                                                  6.   The 40 occupational titles will appear.  

                                                  7.   It is important to Answer more question to improve my results. 
                                                  8.   Click on Choose a Level of Education.  Select the level you wish to pursue.

                                                  9.   Be sure to SAVE TO MY PORTFOLIO and then OK.

                                                        a.  Look at the suggested top careers.  Are there any that you haven’t researched 
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                                                             or wish to investigate?  Choose at least two new titles.  Research.

                                                        b.  Be sure to SAVE TO MY PORTFOLIO any new careers.

                                                10.  Click on Assessment Results and then Other Assessments to record results 

                                                       of a new session if you took Matchmaker again. 
                                                11.  Working from the Portfolio Homepage, click on the Activities and Abilities blue
                                                        button at the left of the page.  Choose Skills and Abilities and use the pull-down

                                                        menu at the top or bottom of the page to add Attributes, Computer Skills and

                                                        Language Skills.
________________     II.    Schools of Interest.   Be sure you are working in your Portfolio in Career Cruising.

                                             A.  Click on Schools That Interest Me on the left menu.  
                                             B.  The tabs listed are Saved Schools, School Selector and Financial Aid.

                                             C.  Under Saved Schools, there will be schools listed from your research as an 11th grader.

                                                   1.  You may add comments.

                                                   2.  You may make changes.  If you have not researched schools, proceed with step 3.
                                                   3.  In your Portfolio, click on the purple Schools button on the toolbar and then

                                                        on the blue Search for Programs button.  Select a cluster in which you are 

                                                        interested.  Click on a program group and on a program name.  Next, click on a

                                                        state to see schools offering this program.  Click on a school name.  Click on each

                                                        button under school profile to review school information.  Save to My Portfolio any

                                                        schools in which you are interested.
                                              D.  Click on the School Selector tab.  Be sure you are working in your Portfolio.

                                                    1.  You may View Results if you have worked in this section before.

                                                    2.   If this is the first time, choose the level of schooling desired by clicking on the  

                                                          undergraduate, career & technical, or graduate schools.

                                                    3.  Answer each question and click next to proceed.

                                                    4.  View the Selector Results.  Be sure at this time to click SAVE TO MY PORTFOLIO.

                                              E.  Click on the Financial Aid tab.  You should still be working in your Portfolio. 

                                                    1. You may View Results from a previous session or Start Over.  
                                                    2.  Update your file. If you have not researched financial aid, proceed with step 3.
                                                    3.  Click on the purple Schools button on the toolbar.  Then, select the blue 

                                                         Financial Aid button.  Next, select the blue Financial Aid Selector button.  Answer
                                                         each question and click next.  You will get a listing of possible financial aid. 
                                                         Review your results by clicking on any scholarship or aid.  Save to Your Portfolio
                                                         any results which interest you.
________________    III.    Education Plan.  Enter this section and be sure you are working in your Portfolio.

                                             A.  Click View My Education Plan.

                                             B.  Select each grade to make sure you have entered your courses correctly through the years.

                                                   Be sure the marks/grades are correct.

                                             C.  Check with your counselor to make sure that you are in accordance with the diploma type

                                                   you are seeking.

                                             D.  Add your credits.  Jefferson County Schools require 28 for graduation on the Block                                 

                                                   schedule with the correct requirements met.
_________________   IV.   Career Pathway/Cluster Selection.  This has been determined with the completion of

                                             Career Matchmaker.  You may want to update this.
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_________________     V.   Choose Career Planning Activities under Career Preparations on the left menu of

                           the Portfolio Homepage.
                                              A.  Record the actual activities you have completed.

                                              B.  Be sure to SAVE.

_________________    VI.   Click on the Post-Secondary Plan on the left menu.

                                              A.  Update the 3 Step Plan that you were to do in the 11th grade.

                                              B.  Be sure to SAVE.

_________________   VII.  Working from your Portfolio in Career Cruising, click Career Preparation from the

                                               left menu on the Portfolio Homepage.

                                               A.  Choose Career and Life Goals from the pull-down.

                                               B.  Update and be sure to SAVE.

_________________  VIII.   Click on Activities and Abilities on the left menu.  Again, be sure you are in your

                                               Portfolio.  
                                               A.  From the pull-down, update information on Extracurricular Activities, Skills &
                                                     Abilities, and Awards & Certificates.

                                               B.  This information will automatically SAVE.

_________________     IX.   Choose Work Experience.  Be sure to work from your Portfolio.

                                               A.  List any employment.

                                               B.  This will automatically SAVE.

___________________   X.   Choose Volunteer Experience from the menu to the left.

                                                A.  The minimum number of hours for the 12th grade is 4.

                                                B.   You should have at least 9 hours total.

___________________  XI.   Go to the Portfolio Homepage in Career Cruising.

                                                 A.  Look at the information under the title Quick Links.
                                                 B.  Make any changes you need to: You are able to Update Your Personal 
                                                       Profile, Invite Others to View Your Personal Profile, Invite Others to
                                                      View Your Portfolio and look at Guest Views of Your Portfolio.

                                                 C.  Under the title Your Files, you may scan or add documents to store to develop

                                                       your resume´.

___________________  XII.   Click on the Resume´ Builder, a tab found at the top left of the Portfolio Homepage.

                                                  A.  Complete the Personal Profile, Career Objective, Education, References,

                                                        and Additional Information you wish to include.
__________________   XIII.   Find the topic Your Resume´ at the bottom left of the Portfolio Homepage.

                                                  A.  You will be able to Format & View or Print/Export by selecting options.
                                                  B.  Remember, you will be able to use Career Cruising after you graduate from

                                                        high school.  Be sure to record your individual Username and Password.      

          If you have completed “Career Cruising”, we hope that your future is brighter because of your planning 

             and understanding of your options.  Good Luck!!!!! 
         Remember, keep your individual Username and Password to use after you leave high school.
