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Operations Plan
[bookmark: _Toc294869234]Introduction 
I. Purpose of this report is to detail the Career Corner project at Bakong High School in Siem Reap province, Cambodia.
II. Our evaluation study findings suggested that high school students are not equipped to find jobs or to adequately plan their future in the labor market after graduation. There are several reasons for this. The first may be due to a lack of access to information about opportunities available such as tertiary education or vocational training.  Second, some students may have access to employment or tertiary information but lack the ability to navigate through the university admissions system or labor market hiring process. The establishment of a Career Corner will support students to make informed decisions after they graduate from high school by providing them with:
a. Information about technical and vocational schools and the process of applying
b. Information about college and universities and the admissions process
c. Educational loans  or scholarships available through banks or other sources
d. Jobs and internships available for high school graduates and the application process

III. The fall 2010 report highlighted two issues related to the Career Corner.  First, in the education sector, we found that students have a high level of respect for education but lack the finances and time to complete higher education and sometimes even secondary school.  At the end of grade 12, students are expected to pass the National Exams which require content specific knowledge.  To obtain this knowledge, students must take additional classes before and after their regular school day (i.e. private tutoring classes). This leaves little extra time for students to acquire the necessary skills to gain employment once they graduate.  We also found there was a lack of career skills and life skills being taught to students.  Students were not informed about where to look for jobs or what skills they would need in order to secure a job within a desired area.  Most jobs require a level of English proficiency which few students possessed. Additionally, gender differences in job market opportunities exist which impacts students’ career choices.

The second issue related to the Career Corner comes from the economic sector.  Areas of economic growth and improvement in the country are mainly tourism, organic farming and fishing, banking, and technology.  These industries require specialized skills and training which can be accessed through higher education or vocational and specialized training. Some of these skills such as farming and fishing can be incorporated as life skills within CFC schools. Job hunting skills related to tourism can be taught within the Career Corner.  Most students do not have the financial ability to gain these skills without additional resources, but they have a strong desire to learn. 

IV. There are consequences for not implementing, or poorly implementing, a Career Corner at Bakong High School. These consequences are directly related to the students’ motivation to complete secondary school and their ability to secure employment or advance to higher education post graduation.  First, students may be potentially unmotivated to complete high school if they do not see the connection between secondary school completion and the future potential for job opportunities.  Secondly, students who do graduate do so without clear plans or guidance for the future. If implemented properly, the Career Corners could help with these two issues.  However, if the Career Corner is not implemented with a high level of detail then it could negatively impact students’ chances of obtaining positions, continuing on to higher education, and understanding the value of secondary education. 
[bookmark: _Toc294869235]Theory of Action
After discussing the recommendations in the fall 2010 report with CFC, we suggest implementing the following:
Phase 1:  Establishment of Career Corner at Bakong High School  
                  August 2011 to December 2011
I. The Career Corner will provide students with information about the various opportunities upon graduation. Students can investigate tertiary education, vocational education, an internship, or opportunities in the job market. Presenting students with choices and the tasks assigned with each  prepares them to make more informed long term decisions. To be achieved, the following will need to be completed: 
a. CFC program manager at Bakong High School will lead the project and train a supervisor and work study student to manage the Career Corner. 
b. Relationship buildingwith organizations that provide students with job opportunities and funding further education.
c. Establish a system for using the Careers Corner
d. Establish a system for tracking usage – (sign in sheet - see attachment)
e. Provide training to the supervisor and the Career Corner work study student
f. Plan and hold an orientation for the students who will use the Careers Corner
g. Set up a process to update information and keeping records
h. Establish a system for training future work study students in the Career Corner
i. Evaluate the effectiveness of the Career Corner and its systems and processes

Phase 2:  Establish work study and internship programs for Bakong High School students
                 September 2012 to September 2013
II. The Career Corner will build upon its existing services and informaton to incorporate additional and more specialized assistance to the current students and alumni. Electricity should be secured to the school by the beginning of this phase.  The additional services to be introduced include:
a. Implementing  a peer mentoring program to practice English
b. Hiring a career counselor for the school
c. Training the life skills teacher to integrate career skills into the curriculum
d. Open the Career Corner for use by alumni and current students
e. Evaluate usage of the Career Corner by alumni
f. Implement aptitude testing for students

Phase 3: Setting up computer station in Career Corner
Timeline: September 2013 to September 2014
III. In the following phase, additional technology can be introduced and services can be offered to parents and the community. These include:
a. Computer skills training
b. Adding additional career/education information to computers for students to access
c. On site English tutoring and training in the use of technology to support language acquisition
d. Additional student support for maintaining the Career Corner
e. Opening the Career Corner for use by parents, alumni, and current students during different hours
f. Hiring a career counselor to begin working with both 11th and 12 grade students
g. Exploring an expansion of the exisiting space to allow for continued growth
h. Holding a parent orientation for Career Corner usage
i. Offering life skills lessons to parents
j. Evalaution of usage of the Career Corner by parents and of the integration of technology

Phase 4: Open Career Corner to the community
Timeline: September 2014 to September 2015
IV. The final phase fine tunes the Career Corner. The Corner should be self sustaining. The final steps include:
a. Training a parent Career Corner coordinator to monitor the space during extended hours
b. Informing the community about the Career Corner
c. Holding orientation sessions for the Career Corner
d. Ongoing evaluation of the Career Corner and making necessary changes
The overarching objectives of this program are to provide students with information regarding:
· Tertiary education
· Vocational/technical schools
· Jobs in the labor market
· Process of job searching and interviewing
Basic tools will be given to help students explore each potential path.  Should scholarships become available, this would be the ideal place to post the requirments for applying. 

V. There are assumptions and underlying beliefs embedded in this project. First, we believe that the Career Corner will give students the needed knowledge and skills to pursue jobs in various markets and, if interested, better understand how to apply to universities. Further, we assume that students and alumni want information about jobs and universities enough to justify spending their limited free time in the Career Corner to access it.  Third, current students have limited opportunities to easily access this information from reliable external sources. Finally, families and schools do not presently provide this information to students. 

We are not assuming that the Career Corner will actually provide jobs to students. We fully realize that the economic environment and the availability of jobs remains out of our control and, instead, the purpose of this resource is to help students understand their options, apply if possible to post-secondary education, and better understand how to research and interview for jobs and internships. 
[bookmark: _Toc294869236]Design Strategy
I. The Career Corner will have a knock on effect and will have a large impact  when implemented successfully.  Firstly, it will affect the graduating students which will in turn affect their families and their friends.  Secondly, the Career Corner will affect the teachers at Bakong High school.  They will be better enabled to assist students when talking to them about jobs and tertiary education in Cambodia.  
II. Our initial targeted group is the current grade 12 class which consists of 146 students.   They will be assisted by the life skills teacher, the librarian and program manager at Bakong High School.
III. The Career Corner will be located in the library at Bakong High School.  It will serve students during the regular working hours of the library.  The library is open Monday to Saturday from 7:30am to 11:30am and again from 1:00 pm to 5:00 pm.
IV. Phase 1 will need to be implemented during the next 4 months to gather the required resources and setup the space for use by students.  Training will take place during this time as well to ensure there are people equipped to help students locate resources within the Career Corner.  Phase 2 will be implemented from September 2011 to August 2012.  During this time continued development of the resources and ongoing training will take place to ensure the Career Corner is running smoothly.  Phase 3 will take place from September 2012 through August 2013.  This phase requires the addition of a reliable source of electricity to Bakong High school  and the addition of a computer to the space. Electricity will allow for the Career Corner to be open past sunset.  Finally, phase 4 will be implemented from September 2013 through August 2014.
V. The administration at Bakong High School has been informed of all plans and supports the implementation of the Career Corner. Teaching staff and students support this initiative, as well. Therefore, we do not expect any resistance or obstacles. We also anticipate support from community partners such as colleges, universities and technical/vocational schools who can provide regular updates to the Career Corner.  This will begin to happen once the Career Corner is open and appropriate processes are put in place. 

There are no existing systems, resources, or structures to interfere with the implementation of the Career Corner.  The school culture already has students involved in activities around the school, making it easy to implement the Career Corner.  The local culture is not familiar with a Career Corner (Career Services) concept and will need to be informed of its purpose and benefits.  Once this has been completed, community buy in to the Career Corner will make it eassupport to move forward with additional initiatives.

The lack of Khmer language resources related to jobs and universities make it more challenging to provide this information to students.  By creating culturally relevant resources and translating these into Khmer, CFC can make resources accessible to all students.   Simple posters showing pictures and using simple language will make it possible for students to understand.  Integrating the knowledge skills required to use the Career Corner effectively into the life skills curriculum will maximize its effectiveness for students.

The Career Corner, as stated above, is new to Bakong High School but the students and administration understand and recognize the potential benefits, making the Career Corner easy to establish.

VI. The Career Corner will be monitored by a supervisor and by a student already at Bakong High School.  The student will be a work study student and will benefit from helping in the Career Corner as they will have access to the information first and be the most informed of the changes that are taking place.  It is also good on the job training for the student and will assist them in learning to organize information and details.  As the Career Corner develops the career counselor  will be part of the staff.  This will be a paid position and it is hoped by this point the Career Corner will have grown and become part of the larger community.
VII. The Career Corner staff needs to make contacts in the community so that companies that are looking for new employees will come to Bakong High School to list job opportunities and seek new recruits from among the graduating students.  At present, we have already made contact with Shinto Mani, a training hotel in the community that targets the lower economic population for trainees in the hospitality industry.  Paul Dubrule is another place students can go to be trained to work in hotels, but is more expensive.  There will be a need for continued relations between the universities and Bakong High School to ensure students are kept informed of any changes to the application processes, costs or sources of funding in the community.  A new relationship with Journeys Within Our Community (JWOK) needs to be maintained in the future as this is an organization where students can apply for scholarships for university.  There will also need to be continued discussions with MoEYS to ensure they are still in support of CFC’s efforts to help students acquire jobs and attend universities.
VIII. To pique the interest of students, a creative program or activity can be used to advertise the opening of the Career Corner.  Once an interest has been developed, it will be important to continue to produce helpful materials and to keep resources and information up to date.
IX. The Career Corner will be continually monitored and evaluated to ensure that it is effective.

[bookmark: _Toc294869237]Plan for Implementation
I. Materials (Curricular materials, technology, utilities, space)
a. Curricular and Training materials
i. Students will need information about how to dress for an interview; this will be presented as a poster in the Career Corner.  They will need information about interview questions and how to appropriately answer these questions.  These will be in a binder in the Career Corner.  There will be information about current job opportunities and these will be posted on a display board.  There will be a binder that contains information about different universities and includes classes and potential careers.
ii. The Career Corner will also contain information about other organizations that can support student learning.  This will include information about scholarships for university from JWOK and private donors seeking to help.  There will be information about Shinto Mani, an NGO that provides training for low income students in the hospitality industry.
b. Computers will need to be added to the Career Corner for future growth.  This will give students further information and expand their awareness of opportunities beyond the local area of Bakong.
c. Utilities
i. Electricity will be needed to run the computer.  Computers will be available during the day for the students while the library is open.  The added cost will depend on how often the computer is on and the cost of electricity to the school.  
d. Space Diagram
i. The space in the Bakong High School library will be located in the back left corner of the library under a window.  It will measure 2m (6.6 ft) by 3m (10ft) and will have a display case, a bookcase, a table, and 3 display boards.  In the future it will also contain chairs for students.
ii. There will be binders containing information about universities, applying for jobs, and other opportunities to gain job experience in the community.  There will be displays on the bulletin boards about how to dress for work and interviews and common questions to ask at an interview.  As the space grows, jobs will be posted for students to apply for and these will be changed as the positions are filled and as new jobs are passed on to the school to post.
II. Staff
a. To run the Career Corner, we will need the support of the librarian or other supervisor in the first two years until it has expanded beyond her level of training.  Then it will need the support of a dedicated career counselor which the school is planning on hiring in the future.  The librarian (or supervisor) and career counselor will supervise a work study studentthat will work in the Career Corner.
b. The librarian will be in the library from 7:30am to 11:30am and again from 1:00pm to 5:00pm.  Once a career counselor is hired he or she will have the same hours as the school librarian.  The work study student will need to spend 2 hours per week in the Career Corner organizing information and making sure job postings are updated.  The work study student will also need to help other students find information when they visit the Career Corner.
c. The librarian, or other appropriate supervisor, will need to be trained on how to sort the information that is housed in the Career Corner.  She will also need to be trained in how to log students’ names that use the Career Corner and what information they are looking to find.  The work study student will be trained to do the same tasks as the librarian and this training can be done at the same time.  Additional support will need to be given so the librarian is comfortable with guiding a work study student in the Career Corner.
i. The program is important to grade 11 and grade 12 students and is directed initially at the goals of finding work or going on to university upon graduation.  The Career Corner is directed at students to provide as much information as possible to help them find work or get training in specific skills.
ii. Depending on the success of the Career Corner job postings, they will need to be updated on a weekly basis for students.  If it becomes very popular and many postings are submitted than that information will need to be updated more often.
III. Volunteers
a. Any volunteers that work in the Career Corner do not need any specific skills, but need to be organized and able to assist people in finding information.
b. Potentially, a grade 11 student will be hired to work in the Career Corner to assist the librarian and update information.
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I. The total implementation time frame is dependent upon factors outside of our control.  We have planned implementation over a total of 4 phases with each phase lasting 1 year.  The first phase is the setup of the space and training of staff to maintain the resources and gathering information and adding it in a logical manner to the Career Corner.  Phase 2 involves expanding the resources in the Career Corner and implementing curriculum related tasks with the life skills teacher.  Phase 3 is the addition of computers which will allow for information to be added and accessed more efficiently.  With computers added to the Career Corner there is the chance to offer computer skills training during the day.  If the space is expanded, it will be opened to alumni and parents of students to help them find work.  Phase 4 will see the Career Corner made available to the larger community.
II. Pro-forma Financials
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	Operational Plans
	Quantity
	Price Per Unit or Hour (riels)
	Est. Total
	USD
	Actual

	 
	A. Career Corner
	 
	 
	 
	 
	 

	
	Set Up Budget
	
	
	
	
	
	

	
	Display Shelf
	To display materials. 200cmLx40cmWx120cmH
	1
	
	
	150.00
	

	
	Cabinet with doors
	100cmLx 40cmWx110H
	1
	
	
	100.00
	

	
	Table
	Already  there in the library
	1
	
	
	0.00
	

	
	Chairs
	Already there in the library
	6
	
	
	0.00
	

	
	
	Mat for floor 3mlong
	1
	
	
	5.00
	

	
	
	Large Binders
	2
	$2
	$4
	4.00
	

	
	
	Small Binders (1 for vocational schools, 1 for NGOs
	2
	$1.30
	
	2.60
	

	
	
	100 page protectors package
	2
	$3.50
	
	7.00
	

	
	
	Index dividers
	4pkg
	0.80
	
	3.20
	

	
	
	Clip Boards
	3
	$1.80
	
	5.40
	

	
	
	Push pins 
	2pkg
	$1.00
	
	2.00
	

	
	
	Pens
	2pkg
	$1.00
	
	2.00
	

	
	
	Paper clips
	3boxes
	$0.10
	
	.30
	

	
	
	Desk Organizer
	1
	$5.00
	
	5.00
	

	
	
	Pencil with eraser
	1 pkg
	1.25
	
	1.25
	

	
	
	Markers
	4pkg
	4.00
	
	4.00
	

	
	
	Erasers
	4
	0.25
	
	1.00
	

	
	
	Glue
	5
	0.40
	
	2.00
	

	
	
	Tape
	10
	0.10
	
	1.00
	

	
	
	Scissors
	2
	0.75
	
	1.50
	

	
	
	White Board
	2
	3.00
	
	6.00
	

	
	
	Pencil Sharpener
	5
	0.10
	
	0.50
	

	
	
	Envelopes
	2pkg
	1.00
	
	2.00
	

	
	
	Small Manila Envelopes
	1pkg
	2.00
	
	2.00
	

	
	
	Large Manila Envelopes
	1 pkg
	3.50
	
	3.50
	

	
	
	1 large Bulletin Board 140x170
	1
	10.00
	
	10.00
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	 
	 Personnel
	
	 
	 
	 
	 
	 

	 
	 
	Administrative
	 
	 
	 
	 
	 

	 
	 
	 Training
	 
	 
	 
	 
	 

	 
	
	(etc)
	 
	 
	 
	 
	 

	 
	 Operating
	 
	 
	 
	 
	 
	 

	 
	 
	  Office supplies ( yearly)
	 
	 
	 
	 50.00
	 

	 
	 
	 Utilities
	 
	 
	 
	 none
	 

	
	
	 (etc)
	
	
	
	
	

	
	
	
	
	
	
	
	

	 
	B.  Work Study/ Internships
	 
	 
	 
	 
	 

	 
	 Personnel
	
	 
	 
	 
	 
	 

	 
	 
	Administrative
	 
	 
	 
	 
	 

	 
	 
	 Training
	 
	 
	 
	 
	 

	 
	
	(etc)
	 
	 
	 
	 
	 

	 
	
	
	 
	 
	 
	 
	 

	 
	 Operating
	 
	 
	 
	 
	 
	 

	 
	 
	  Office supplies
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Overview of Career Corner space in Bakong Library.
 (
Careers Corner
Bakong Library
2 m
3 m
)
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Career Corner detailed space
Display boards
 (
Table
)											Display Board
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Description: This binder should have information and tools to help the Career Corner Coordinator set up, organize and maintain the space.  
Table of Contents
Section I CAREER CORNER PRO FORMA
1. Annual Inventory Form (blank)
1. Annual Inventory(completed)
Section II FORMS
1. Career Center Management Time Schedule(blank form)
1. Career Center Management Time Schedule (completed forms)
1. Career Center Sign In Forms (blank)
1. Daily Task List (blank)
1. Annual Inventory Form (blank)
1. Annual Inventory Form (completed)
1. Supply Requisition Form (blank)
1. Request for Additional information (blank)
1. Request for Additional Information (completed)
1. Annual Feedback Form (blank)
1. Job Announcement Form (blank)
1. Job Announcement Form ( completed)
1. Local Organization Profile Form
Note: Competed forms can be filed in a folder or placed in a separate section next to the section for blank forms. Both systems can work smoothly.



Annual Inventory Form
Career Corner
This form should be filled by the Career Corner Coordinator. All items should be listed both consumable and non consumable. Person must initial after inventory.
	Item
	2011
	Initial
	2012
	2013
	2014
	2015

	Furniture
	May
	Nov
	
	May
	Nov
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Binders
	
	
	
	
	
	
	
	
	
	
	

	University
	
	
	
	
	
	
	
	
	
	
	

	Vocational
Schools
	
	
	
	
	
	
	
	
	
	
	

	Local Organizations
	
	
	
	
	
	
	
	
	
	
	

	Job Search
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Books
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Consumable 
Off Supplies
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	



Supply Requisition Form
Career Corner
Bakong High School
Date_________
The following items are needed at the Career Corner:
	
	Item
	Quantity
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Additional Comments _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Signature                                                              Contact Information
__________________________                Ph No.____________________________





Career Center Management Yearly Schedule
Bakong High School
	School Year:  September ______ to May _________
Task Log
	
	Item
	Completed
	Jan
	Feb
	Mar
	Apr
	May
	June
	July
	Aug
	Sept
	Oct
	Nov
	Dec

	
	Update CC user Log Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Update Job openings Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Recognize CC usage student 
	
	x
	
	
	x
	
	
	
	
	
	x
	
	

	
	Inventory 
furniture
	
	
	
	
	x
	
	
	
	
	
	
	
	

	
	Inventory
Consumable 
supplies
	
	
	
	
	x
	
	
	
	
	
	
	
	

	
	Order Supplies
	
	
	
	
	x
	
	
	
	
	
	
	
	

	
	Graduate Information
Forms to be filled
	
	
	
	x
	
	
	
	
	
	
	
	
	

	
	Alumni Form Update
	
	
	
	
	
	x
	
	
	
	
	
	
	

	
	Update University Information
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Schedule visit by University  
	
	
	x
	
	
	
	
	
	
	
	
	
	

	
	Schedule visit  by Vocational schools
	
	
	x
	
	
	
	
	
	
	
	
	
	

	
	Schedule NGO visit
	
	x
	
	
	
	
	
	
	
	
	
	
	

	
	Schedule informational sessions by Employers
	
	
	
	x
	
	
	
	
	
	
	
	
	

	
	Update University  information
	
	
	x
	
	
	
	
	
	
	
	
	
	

	
	Update Vo-Tech Schools  Information
	
	
	x
	
	
	
	
	
	
	
	
	
	

	
	Schedule field trip/s of interest
	
	
	
	
	
	
	
	
	
	
	
	x
	

	
	Student Orientation
	
	
	
	
	
	
	
	
	x
	
	
	
	

	
	CC work study selection 
	
	
	
	
	
	
	
	x
	
	
	
	
	

	
	Work study orientation
	
	
	
	
	
	
	
	x
	
	
	
	
	

	
	 Staff orientation
	
	
	
	
	
	
	
	
	x
	
	
	
	

	
	Alumni orientation
	
	
	
	
	
	
	
	
	
	x
	
	
	

	
	Parent Orientation
	
	
	
	
	
	
	
	
	
	
	x
	
	

	
	Community Orientation
	
	
	
	
	
	
	
	
	
	
	
	x
	

	
	Annual  CC feedback -students
	
	
	
	x
	
	
	
	
	
	
	
	
	



Career Center Student Sign-In Log - Students
Bakong High School
Siem Reap, Cambodia
Date____________________________________
	
	Name
	Grade
	Sign In Time
	Purpose
	Resources Used

Jobs            University     Vo. College      Other
	Sign Out Time

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	




Career Center Student Sign-In Log – Faculty and Staff
Bakong High School
Siem Reap, Cambodia
Date____________________________________
	
	Name
	Faculty/ Staff
	Sign In Time
	Purpose
	Resources Used

Jobs            University     Vo. College      Other
	Sign Out Time

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	





Career Center Student Sign-In Log – Parents (P), Community Members (CM), Alumni (A)
Bakong High School
Siem Reap, Cambodia
Date____________________________________
	
	Name
	P/CM/A
	Sign In Time
	Purpose
	Resources Used

Jobs            University     Vo. College      Other
	Sign Out Time

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	





Daily Task List
Career Corner
Bakong High School
Morning Tasks
___   Check sign up sheet. Place new one if needed
___   Ensure enough ‘request for information’ forms
___   Ensure there is pen with the sign up sheet
___   Make sure all displays, binders etc are in order
___   Ensure work table at the career center is clean
___   Check if there is any mail for Career Center. Ensure that the CC 
          manager gets it.
___   Post any job posting sent by employers on the Bulletin Board
___   Sweep floor if needed
End of the Day Tasks 
___    Straighten all the shelves
___   Empty trash
___   Wipe table if needed
___   Sweep floor if needed
___   File sign in log if filled out in the CC Sign Up log binder
___   Count the number of sign in users for cc and record in the CC user sheet.
Signature________________________      Date__________________

Request for Additional Information
Career Corner
Bakong High School

 Person requesting information________________________________
Date_________________
I am a     
Student         Teacher          Parent            Alumni         Community Member

Type of Information _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Contact Information
Phone Number____________________________________
Address_______________________________________________________________________________________________________________________________
Thank You.
Signature
________________________________





Local Organization Profile Form

Name___________________________________________
Type of Organization:    NGO                 Government                 Community
Address___________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Web Address:______________________________________
Phone Number_____________________________________
E-Mail______________________
Contact Person___________________________

 Services Offered
	
	Service
	Eligibility
	Fees

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Monthly Visitors Log
Career Corner
Bakong High School
Siem Reap, Cambodia
Month_________
	Date
	Visitors
	Total Number

	
	Students
	Faculty
	Parents 
	Alumni
	Community
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Job Announcement

Date Posted_______________
Employer__________________________________________________________
Address___________________________________________________________
Phone Number______________________________

Job Description_____________________________________________________
__________________________________________________________________
__________________________________________________________________

Apply /Contact _____________________________________________________
__________________________________________________________________

For further information, please contact the Career Corner Coordinator
_____________________________________







Annual Feedback Form
Bakong High School
Siem Reap, Cambodia

Please rate the Career Corner on a scale of Zero (0) to Five (5) where 0 represents poor and 5 represents excellent. Your feedback will help us improve the Career Corner to meet your needs.
Date_____________________  
I am a student          staff          parent          community member         alumni
	
	Area
	0
	1
	2
	3
	4
	5

	
	CC space is big enough for my use
	
	
	
	
	
	

	
	CC is at a convenient location in the school
	
	
	
	
	
	

	
	The timings are convenient
	
	
	
	
	
	

	
	The Career Corner coordinator helps me with my needs
	
	
	
	
	
	

	
	The Career Corner orientation helps me understand the purpose and use of Career Corner
	
	
	
	
	
	

	
	The resources for universities are helpful
	
	
	
	
	
	

	
	The resources for vocational education are helpful and informative
	
	
	
	
	
	

	
	Information of other community resources like JWOC are helpful
	
	
	
	
	
	

	
	Visits from representatives of universities and colleges help clarify my questions
	
	
	
	
	
	

	
	Job search resources help me get prepared 
	
	
	
	
	
	

	
	The Career Corner is organized and regularly updated
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Comments
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature (optional)

______________________________















[bookmark: _Toc294869243]Binder: Job Search
Description: This binder should have information and tools to help the user in their job search. The binder can be divided into sections:

Table of Contents
Section I BEGIN YOUR JOB SEARCH
1. 12 step checklist for job search
2. Job searching and good interviews
3. Web sites for job search
4. Sample CVs
5. Sample template for cover letter and sample cover letters
Section II GET READY FOR THE INTERVIEW
6. Dressing for Interview Day ( sample photographs)
7. Interview Day
8. Commonly asked questions during interview
9. Sample ‘thank you’ letter after interview
Section III LIST OF BIG EMPLOYERS IN SIEM REAP









12 Step Checklist for Job Search
Career Center
Bakong High School

Please follow the steps to get prepared for your job search:
Identify the sector you want job in (for example hospitality, Health, industry etc.)
Take the aptitude test if there is one available at the career center
Identify the big employers in Siem Reap with in the sector you are interested in
Check the Job postings in the Career Center and the websites for job openings (list is provided in the Job Search binder)
Prepare your CV (the job search binder has samples)
Prepare forwarding letter (job search binder has samples)
Gather reference letters from former employer/s or teachers to attach to your CV 
Obtain your High School certificate and passport size photographs.  You will need to send these with your CV.
Get your CV and forwarding letter checked by the career counselor.
Send your CV along with reference letters and High school certificate to all the employers you are interested in applying to.
Wait for the response for 2 weeks and follow up by a phone call
If you are asked to come for an interview, refer to the resources for interview preparation





Web Sites for Job Search in Siem Reap
Career Center 
Bakong High School

It is recommended that students check the following websites for job openings to begin the process of job searching. Use a computer with internet to access these job sites. These sites have listings of job openings in the Siem Reap area. Find the ones you are interested in and write down all the details. 
1. www.comhr.com
1. www.bongthom.com 
1. www.pelprek.com 
1. www.theeducationjob.com 
1. www.cambodiajobpage.com 
1. www.tiptopjob.com 
1. www.theofficejob.com 
1. www.thehomeworkerjob.com 


Once you have found jobs you are interested in:
1. Check the education and experience requirements, make sure you are qualified to apply
1. Write down the employers’ contact information
1. Contact the employers’ to make an appointment for an interview
1. Prepare your CV and anything else required by the employer as noted in the job posting (a cover letter or reference letters, etc)
1. Use the career center resources to prepare for your interview (available resources include: questions to ask at a job interview, appropriate business attire, CV templates, etc)


A  Sample Template for a Cover Letter

Date
Company Name where you are applying)
Address
City, Province, Zip code

Dear Mr. /Sir/ (or Last Name if you know)
Please accept the attached resume for the position of _______ as recently advertised on_____.com. I have had the pleasure to review your company’s website and am very interested in learning more about this position. 
As a recent graduate of Bakong High School, I am seeking a position that will give me opportunity to apply my skills, knowledge and help develop new ones as I begin my career with your company. I believe that my enthusiasm, work ethic and willingness to learn matches well with the position advertised. 
I look forward to hearing from your office to schedule an interview to discuss this opportunity further. Thank you for taking the time to review my CV. I can be reached at ____________________ (give your phone number).

Sincerely,
________________
Signature
Print Name
Personal Address








Dressing for the Interview

Women

[image: ][image: ]
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Men

[image: ][image: ]




















Commonly Asked Interview Questions

Here is a list of questions you should be prepared to answer before going for a job interview. The questions may vary based on the job you are applying for:
How did you find out about the job?
What are your education qualifications?
Do you have any employment/work experience?
Do you have any prior experience in a similar job?
Why are you applying for this job?
What do you know about this job? (If you do not know details about this job, try to find more information before your interview)
What knowledge or experience do you have which will help you in this job?
Do you have any computer knowledge?
Which computer programs are you familiar with?
What level of salary do you expect for this job? (Check with friends, employers, or the career center before your interview to have an idea of the typical salary range for this type of job)
Do you have your own transportation?
When can you start work?
Can you work overtime if needed?
What are your future plans?





Interview Day Tips
1. Be five to ten minutes early for your interview.
1. Present a well groomed appearance (refer to pictures of business attire available in the career center)
1. Bring with you to the interview:
· Documentation of your education qualifications (HS diploma or school report card, etc.)
· Reference Letters
· Copy of prepared CV
· Sample of work demonstrating your knowledge and skill (such as a graded school assignment, essay, etc) Any additional certificates or awards
· Note pad and pen
1. Make a good impression:
· Maintain good posture and a pleasant face
· Walk into the room with confidence and greet the employer
· Respond to each question carefully but promptly (too much delay in response may give a negative impression)
· If not clear about the question, politely ask employer to repeat
· If not sure of the answer, simply say that you would like to think about it and let him/her know
· Try to find out about the salary of the position in the market through friends and advertisements so you will be prepared if the employer asks how much salary you expect to be paid for the job
Be prepared with 2 to 3 questions you can ask the employer:
· Tell me more about the job and how I can prepare myself for the position
· Will I get additional training?
· When will the job begin?
· When will I hear back from you or should I call you?
At the end of the interview and following up:
· Thank the interviewer for their time
· Ask when the decision will be made for the position and when you should expect a call back
· Send a thank you note next day after the interview thanking the interviewer for giving you the opportunity



Name of the interviewer
Company Name
Address 

Dear Mr./Ms.__________
Thank you for taking the time to discuss the (name of position) position at (company name) with me. After meeting with you and leaning about the company's operations, I am further convinced that my background and skills match well with your needs. 
I really appreciate the time you took to explain the job and your company to me. I feel I could learn a great deal in this position and would certainly enjoy working with everyone. 
In addition to my qualifications and experience, I will bring excellent work habits and commitment to this position. I am sure that you require people who can be trusted to carry out their responsibilities with minimal supervision and a positive attitude. 
I look forward to hearing from you concerning your hiring decision. Again, thank you for your time and consideration. 
Sincerely, 

Signature and name of the interviewee










[bookmark: _Toc294869244]Binder: Universities and Colleges
Description: This binder should have brochures of colleges and universities to provide high school students with information about their programs. The information/brochures can be filed alphabetically. 

Table of Contents
Section I GETTING READY FOR UNIVERSITY AND COLLEGE
1. Step by step search for college
1. Questions to ask college and university representatives
Section II UNIVERSITY AND COLLEGES
















Step by Step Search for College/University
Career Center
Bakong High School

Identify your area of future studies. If unsure, an aptitude test or the career center coordinator may help you narrow down your options.
Identify colleges/universities offering the program of your interest.
Read the brochure if it is available at the CC. If not, complete an additional information request form to obtain more information and give to the CC coordinator.
Call the admissions offices at the colleges and universities in which you are interested to make an appointment to visit.
Make a list of questions you need/want to ask about the college.
Refer to the list of questions available in the college/university binder.
Visit the colleges/universities that offer programs of interest to you. Select more than one to make comparisons of services and tuition.
Send a thank you note to all the colleges and universities you visited.









Questions to Ask College and University Representatives
Career Center
Bakong High School, Siem Reap, Cambodia
What are your admissions criteria?
What is your admissions process?
What is the medium of instruction at your institution?
What is the average class size?
What are your faculty’s qualifications?
What is the cost of tuition? Books? Room and board?
Where do students typically live while attending your university?
Do you offer financial aid/scholarships?
Are there any work study opportunities?
Do you help students find grants/scholarships to fund their education?
What support services are available to students?
How much flexibility is there in the course work?
Can a student change major/program if they choose to?
Do you have guidance counselors on campus to guide students?
What is your graduation rate?
What is your job placement record?
What other benefits are there to attending your institution?
Does your program have partnerships with any foreign universities?
Are there any opportunities to study abroad?

[bookmark: _Toc294869245]Binder:  Vocational Schools and Community Organizations
Description: This binder should have information and brochures from Vocational Schools in the Siem Reap area to inform the students of their options after high school graduation. A section of this binder should also have information from various community organizations and NGOs that offer free classes and support services for young graduates choosing their path after high school.
Note: We left some for you in Siem Reap at the CFC office. 

Table of Contents
Section I VOCATIONAL SCHOOLS
Section II COMMUNITY ORGANIZATIONS












Local Organization Profile Form

Name___________________________________________
Type of Organization:    NGO                 Government                 Community
Address___________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Web Address:______________________________________
Phone Number_____________________________________
E-Mail______________________
Contact Person___________________________

 Services Offered
	
	Service
	Eligibility
	Fees

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Local Organization Profile Form

Name: Paul Dubrule School of Hotel and Tourism
Type of Organization:    NGO_x_             Government__                Community__
Address: National Highway #6 (Airport Road), Siem Reap, Angkor Province, Cambodia
Web Address: www.ecolepauldubrule.org
Phone Number: + 855 (0) 63 963 672
E-Mail: info@ecolepauldubrule.org
Contact Person:

 Services/Programs Offered
	
	Service/Programs
	Eligibility
	Fees

	1
	Hospitality and Tourism
	Entrance Exam and Interview
	Yes

	2
	Restaurant and Bar 
	Entrance Exam and Interview
	Yes

	3
	Culinary Arts & Pastry
	Entrance Exam and Interview
	Yes

	4
	Certified Tour Guide Program
	Entrance Exam and Interview
	Yes

	
	
	
	

	
	
	
	

	
	
	
	





Local Organization Profile Form

Name: Journeys Within Our Community
Type of Organization:    NGO_x_                Government__                 Community__
Address: Korean friendship Road off National Highway 6. Mailing Address is: PO Box 93155, GPO Siem Reap, Kingdom of Cambodia
Web Address: www.journeyswithinourcommunity.org 
Phone Number: + 855 (0)63  562 4818
E-Mail: info@journeyswithinourcommunity.org 
Contact Person: Nicola Ball

 Services/Programs Offered
	
	Service
	Eligibility
	Fees

	1
	University Scholarships
	High School Graduate
	5-10hrs volunteering per week required

	2
	Microfinance
	
	

	3
	Clean Water
	
	

	4
	Emergency Relief
	
	

	5
	Local School Support
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc294869246]Binder: Alumni Tracking
Description: This binder should have tools to organize alumni tracking at Bakong High School. 

Table of Contents
Section I FORMS FOR ALUMNI TRACKING
1. High School Graduate Form
2. Alumni Information Update Form
3. Alumni Feedback Form

Section II Feedback from Alumni Forms (completed)

Section III Alumni Update Forms (completed)













High School Graduate Form
Bakong High School
Siem Reap, Cambodia
Form to be filled by 12th grade students expecting to graduate at the end of the school year.
Year of graduation_______________     Date of High School Entry______________________________
Student Name___________________________________ Date of Birth__________________________
Male_____     Female_______    Grade Section _____________    
Subjects Studied_______________________________________________________________________
Address______________________________________________________________________________
_____________________________________________________________________________________
Phone Number__________________________________
Father’s Name__________________________________ Mother’s Name________________________
Address_____________________________________________________________________________
____________________________________________________________________________________      
After graduation, I plan to 
Find employment__________     Attend University__________     Attend Trade School______________
Start own business_________     Join family business________     Other__________________________
Best way to contact me is by
Mail__________     Phone__________     E-mail___________      Through Parents__________________

Additional comments___________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Student Signature                                                                             Date
________________________________                                      _____________________



Alumni Information Update Form
Bakong High School
Siem Reap, Cambodia

Dear Graduate,
We are sending this form to update your information at your high school. This will help us keep you informed about your school and stay connected with your friends and teachers. Please take a few moments to fill this form out to verify your personal information. 
Name_________________________________________     Year of graduation_________________
Address__________________________________________________________________________
________________________________________________________________________________
Phone Number___________________________________________
I am currently  Employed     _______      University_______   Vocational School_______ 
Other_____   Explain_______________________________________________________________
Fill out the section that applies to you.
Employed________     Position________________________________________________
Employer Name________________________________________________________________________
Employer Address ______________________________________________________________________
_____________________________________________________________________________________
Phone Number________________________________________________________________________
---------------------------
I am currently studying at:
College/ University Name_______________________________________________________________
Program_____________________________________________________________________________
Address______________________________________________________________________________
Expected date of graduation_____________________________________________________________
-----------------------------
I am currently in business:
Business Name_______________________________________________________________________
Position_________________________________________________
Address______________________________________________________________________________
____________________________________________________________________________________
Phone Number___________________________________________

Additional Comments__________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

Thank you for taking the time to keep us informed. 

Student Signature                                                                                               Date

_________________________________________                                     ________________________



 








Alumni Feedback Form
Bakong High School
Siem Reap, Cambodia
Date___________
Please rate the Career Corner on a scale of Zero (0) to Five (5) where 0 represents poor and 5 represents excellent. Your feedback will help us improve the Career Corner to meet your needs.
	
	Area
	0
	1
	2
	3
	4
	5

	
	The Career Corner space is big enough for my use.
	
	
	
	
	
	

	
	The Career Corner is at a convenient location in the school.
	
	
	
	
	
	

	
	The times it is open are convenient.
	
	
	
	
	
	

	
	The Career Corner Coordinator helps me with my needs.
	
	
	
	
	
	

	
	The orientation helps me understand the purpose and use of Career Corner.
	
	
	
	
	
	

	
	The resources for universities are helpful.
	
	
	
	
	
	

	
	The resources for vocational education are helpful and informative.
	
	
	
	
	
	

	
	Information from other community resources like JWOC is helpful.
	
	
	
	
	
	

	
	Visits from representatives of universities and colleges help clarify my questions.
	
	
	
	
	
	

	
	Job search resources help me get prepared. 
	
	
	
	
	
	

	
	The Career Corner is organized and regularly updated.
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	





Comments
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature (optional)

______________________________
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