Your School

Address

Phone number 

January 4, 2007
Dear Speaker Volunteer:

I would like to invite you to be a presenter for Career Day for Your School Middle School on Thursday, March 1, 2007.  The overall objective of Career Day is to help our students see the connection between education and their future.  We feel that this exposure to the “real world of work” will be both enjoyable and meaningful for our students.  Please confirm this week.

Career Day will be held from 8:30 a.m. to 10:45 a.m.  There will be three thirty-minute sessions with small groups of fifteen to sixteen eighth grade students and a teacher.  Registration, light refreshments and set up will be from 8:30 – 9:00 a.m.  We should finish the last session at 10:35 with a brief meeting afterward.

Some suggestions for speakers:

· Please wear the attire worn in your profession and bring tangible object(s) that depict what you do.  Middle school students can see what you do easier than just listening to what you do.  Please consider something “HANDS-ON”.  I will be glad to make suggestions if you do not have any ideas.
· A list of speaking points have been attached to this email or included in your packet.

· Please include information in your presentation covering the educational background necessary to do your job.

· Please let me know if you need any special equipment for your presentation (i.e. VCR, etc.) by calling _______________ or email_______________.

Please be aware that the students will be signing up for your session based on interest.  Because of the complexity of assigning students based on their choices, it is critical that you make arrangements to send a replacement speaker if you should have a conflict.  This will ensure that Career Day goes smoothly.

Finally, thank you in advance for your time.  This is a unique opportunity for the eighth graders at Your School, but we hope you will find it meaningful as well.

Sincerely,

Your Name 
Career Facilitator
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