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Welcome!

You are now apart of a network of 12,000 local volunteers who are inspiring amazing
potential in the young people of Southeast Texas! We would like to thank you for your
commitment for serving as a /A VVolunteer Coordinator!

We hope that you will find this toolkit beneficial as you share your talent and perspectives
with students, making education relevant. You and the volunteers you recruit are helping
students be 100% ready for their futures!
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What is JA?

Junior Achievement (JA) is the world's largest organization dedicated to educating
students about workiorce readiness, entrepreneurship and financial literacy through
experiential, hands-on programs. JA's unique approach allows volunteers from the
community to deliver curriculum while sharing their experiences with students. JA's
mission is to inspire and prepare young people to succeed in a global economy.
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Why Volunteer for JA?

Volunteers embody the heart of JA, bringing a message of inspiration to students and
empowering them to make connections between what they learn in school and how it
can be applied in the real world. Our volunteer delivered programs help students
understand the importance of staying in school, expose them to different career paths in
multiple industries, and provide opportunities for development of transferable soft skills,
as well as providing practical tools to facilitate their future success in a global economy.

options

As a JA volunteer you can help lay the foundation for K-12 students to succeed in a
global economy, expand their vision for the future, and make a difference where it really
counts!



What is a JA Coordinator?

A JA Volunteer Coordinator is the link between recruited JA volunteers and the JA
programs at work. The JA Volunteer Coordinator represents their organization by aligning
the goals of their employee volunteer efforts.

Your role includes organizing, while informing your volunteers on:
. Informational meetings

. Volunteer opportunities

. Training sessions

. Day of volunteering logistics

Communication between you and your JA staff member is critical to the success of this
partnership. Your JA staff member is the one you will contact if you need any help at all!
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Roles & Responsibilities

Meet with your local JA program staff

o Communicate your volunteer or class goal

o Learnand discuss existing volunteer opportunities and/or new

« Discuss the company’s preferred means of implementation (JA in a Day or Traditional)
o Determine training dates, times, and location (All new volunteers must attend training)

Recruiter — educate and engage employees to become involved as a JA volunteer
o Schedule an informative session (breakfast/lunch)

 Flyers/posters distributed in prominent areas

« Reach out to past volunteers to help your recruiting efforts

Motivator — inspire potential and existing volunteers to support the JA mission
« Notify volunteers of training date and time

« Send reminders to volunteers one week prior to event and again 2 days prior

e Have past volunteers share their experience

« Encourage volunteers to work together preparing materials if team teaching

Recognition — don't forget to say thank you

« Provide volunteers with certificates

o Publish the volunteers accomplishments in company newsletter or website
e Host a volunteer appreciation event

Liaison to Business — communicate the needs know information effectively with volunteers

o All new volunteers must complete a Volunteer Registration Form, Volunteer Conduct Form, and Social Media Form
o All returning volunteers must complete a Volunteer Conduct and Social Media Form

o Keep JA staff informed of the recruiting status

o Keep JA Board Member informed of progress

« Inform JA staff of any issues

Support — provide all information and answer questions for all company volunteers.
 Provide volunteers links to volunteer videos (see resources page)
« Be available to encourage and answer questions for the volunteers

Information Source — understand the process and programs that JA offers to the students.
o Feelfree to escalate to JA staff liaison



Roles & Responsibilities

Meet with your local JA program staff

o Communicate your volunteer or class goal.

e Learn and discuss existing volunteer opportunities and/or new volunteer opportunities
« Discuss the schools preferred means of implementation (JA in a Day or Traditional)

o Determine training dates, times, and location (All new volunteers must attend training)

Recruiter — educate and engage parents to become involved as a JA volunteer

« Engage parent volunteers at PTO meetings

e Schedule an Information Session (breakfast/lunch)

« Flyers/posters distributed in prominent areas

e Reach out to past parent volunteers to help your recruiting efforts

« Your local JA staff member is available to provide ideas to help generate involvement within your school/parents

Motivator — inspire potential and existing parent volunteers to support the JA mission
« Notify volunteers of training date and time

« Send reminders to volunteers one week prior to event and again 2 days prior

« Have past parent volunteers share their experience to encourage and find new volunteers

« Encourage volunteers to work together preparing materials if team teaching

Recognition — don't forget to say thank you

« Provide volunteers with certificates

e Publish the volunteers accomplishments in school newsletter or website
o Host a parent volunteer appreciation event

« Display a wall of recognition in the school for parent volunteers

Liaison to school — communicate the needs know information effectively with volunteers

« All new volunteers must complete a Volunteer Registration Form, Volunteer Conduct Form, and Social Media Form
« All returning volunteers must complete a Volunteer Conduct and Social Media Form

o Keep JA staff informed of the recruiting status

o Inform JA staff of any issues

Support - provide all information and answer questions for all parent volunteers.
« Provide volunteers links to volunteer videos (see resources page)
« Be available to encourage and answer questions for the parent volunteers

Information Source — understand the process and programs that JA offers to the students.
o Feelfree to escalate to JA staff liaison



Roles & Responsibilities

Meet with your local JA program staff

o Communicate your volunteer goal

o Determine volunteer opportunities for your group

« Discuss the school’s preferred means of implementation (JA What a Difference a Day Makes which is a one day
commitment by the high school students or Traditional where the high school students make multiple visits)

o Determine training dates, times, and location (All new volunteers must attend training)

High School Volunteer Coordinator Preparation
« Approve student participation for field trip with school administration
= Secure date chosen for event with school administration
= Secure scheduling and funding of buses to and from elementary/middle campus
o Recruit students to participate
= Schedule date for formal training and material delivery with JA staff
= Assign groups of 2-3 student volunteers and classes at elementary/middle campus
o Encourage and assist students to review JA materials
e Acquire necessary permission slips from all participating students/parents
« Organize lunch plans, with arrangements made ahead of time
= Sometimes the elementary/middle campus will allow high school students to eat at school cafeteria with
ID, especially students on free/reduced lunch plan

Day of Event

o Ensure all students are present and aboard bus to arrive at elementary/middle campus at scheduled time
o Ensure all students have their JA materials/kit

« Chaperone students through the entire event at the elementary/middle campus

Encourage your students to apply for a JA Scholarship!
Students become eligible by either participating as a
student in a JA Program while in high school or by
participating in JA What a Difference a Day Makes.

Scholarship information is typically available in January
and can be found at www.jahouston.org




Formulating a Recruitment Strategy

What will you do to engage previous volunteers?

« JA can provide you with a list of previous volunteers along with their email addresses

« Have the highest ranking officer or leader to provide a letter to encourage past volunteers. This ensures the email
will be read by recipients.

« Make sure your past volunteers are aware far in advance of recruitment so they can be networking with other
potential volunteer about JA

Recruitment is most effective when:

o Create a volunteer “Kick-Off” event which will engage and recruit members/volunteers

« Invitations come from upper management and an RSVP is required

« Incorporate upper management and returning volunteers in program

o Atleast 3-4 weeks notice of recruitment event is given

o Reminder calls or e-mails are sent out a day or two before event

« Use social media to connect volunteers and promote JA

« Encourage employees to bring friends/relatives as volunteers and possibly include a prize incentive
« Establish good communication and always follow-up

« Share JA videos on company portals, screens, intranet, new employee engagement, etc.

o Capture teacher, student and volunteer quotes and share in the company / school newsletter
o Create a leadership group whose function is to recruit new volunteers

 Include JA as a resource in the corporate / school volunteer opportunity list

Additional Tips:

« Host a year-end volunteer recognition lunch for volunteers and to show your appreciation

o Useitasatool to allow retired employees an opportunity to stay engaged

« When pairing volunteers, it is always advantageous to pair new volunteers with veteran volunteers

Your JA Liaison will be happy to
help you formulate more ideas for
recruitment!




Best Practices

Each year we host our JA Volunteer Coordinator’s Luncheon. This luncheon gives us a chance to share what might be
new programmatically or with our processes, but most importantly, gives our JA Volunteer Coordinators a chance to
share their best practices with one another. The information below are notes from previous meetings.

What will you do to engage previous volunteers?

Have the company president, board members, managers, and principals send out emails/communication, provide a
letter to encourage volunteers, host a recruitment breakfast, and give a speech regarding support of JA

Use social media and newsletters to connect with volunteers and promote JA. Include JA as a resource in our
volunteer opportunity list place. Share JA videos on company portals, screens, intranet, school marquee boards,
PTO meetings, new employee engagement, efc.

Capture teacher, student and volunteer quotes and share in the company newsletter (Vopak)

Create a volunteer “Kick-Off” event (ice cream social) which will engage and recruit members/volunteers for the JA
volunteer opportunities. (Halliburton)

Provide lunch & learn to provide information, volunteer training, and survey/feedback session

Host a year-end volunteer recognition lunch for volunteers and give an appreciation gifts (gift cards/t-shirts) and
certificate (Forum Energy)

Use it as a tool to allow retired employees an opportunity to stay engaged

Make sure your past volunteers are aware far in advance of recruitment so they can be networking with other
employees about JA

How can you empower returning volunteers to recruit new volunteers?

Host an ice cream social or recruitment event to attract new volunteers and to talk about JA

Create a leadership group whose function is to recruit new volunteers (Woodforest National Bank)

Encourage employees to bring their friends/relatives as volunteers (one new person each year) include a prize
incentive

Provide JA Video, personal experience testimonies, reward & recognition ceremonies (Vopak)

Establish good communication and always follow-up (CenterPoint Energy)

Put JA advertisements/videos on the screens in elevators or TVs around office, posters in the lobby/cubicles about
participation to generate interest (Bechtel)

Provide Jr. Mint candy boxes logoed with JA in bowls on their desks to trigger conversations about their JA
experience

Have previous volunteers/ retired employees an opportunity to stay engaged by sharing their personal experience/
testimonials with new volunteers

Inner office media -Use your Communications Department to send an email through your company leader's email
address that way the email comes from the leader/boss and is more likely to be read (Comerica Bank)

Pair new volunteers with veteran volunteers



Best Practices

What creative ways have you shared the impact of Junior Achievement?

Award special “bucks” or incentives for those that share their impact stories

Earn tickets through volunteering for major prize drawings

Share teacher testimonials, quotes from volunteers, and number of students impacted

Promote the JA website/Inner office media (Forum Energy)

Host volunteer recognition events/training at JA offices (WoodForest Bank)

Pitch the programs to new hires (i.e. will teach them better presentation skills)

Promote JA through internal competitions with the Bowl-a-Thon then highlight the participants skills in the company
newsletter (LyondellBasell)

Create brochure of thank you notes and quotes from students

How do you build support through JA volunteering?

Executive support to encourage volunteers. Ask managers to help encourage volunteering, reward employee vol-
unteers (take off the rest of the day if work is caught up), and provide small trainings. (Halliburton)

Make a big deal out of their participation. Have management send thank-you notes to the volunteers, host award
ceremonies, give out certificates, etc. (WoodForest Bank)

Host a JA luncheon/award ceremony to recruit volunteers and spread the message (CBI)

Diversify your volunteer base, leverage a facility for job shadows, earn HOA seat from volunteering (Centerpoint)
Bowl-a-thons are so much fun and best company event, have employees take time to share their work experience

at meetings, tap into leadership to support volunteering. (Burnett Specialties)

Have a guest speaker to talk about the impact of volunteering/being a student who received JA
Have the CEO of the company or another prominent company member on the JA Board

Use JA as an opportunity to encourage team building

Send mass emails from company leadership with current information on JA in weekly newsletters

What are your best practices?

Host JA Job Shadow events to bring the kids to us (Microsoft)

Volunteer at JA Finance Park

Organize team building days (like job shadows) for craft workers/hourly workers

Media Department creates promotional items to encourage volunteering

Scheduling JA Days to work with the bank schedule and with plenty of time for recruitment and training
(WoodForest Bank)

Create “Whole School” partnerships (ExxonMobil)

Focus on STEM with programming to gain higher management support (Chevron Phillips Chemical)

Participate in “JA in a Day” events

Impress on employees how teaching JA helps their presentation and leadership skills (CBI)

Focus on recruiting Young Professional Groups/Young Professional Development Committees/New Hire Groups/
Interns
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Fall Timeline
When What
Late August Communication out to candidates for fall recruitment
September Recruitment event for fall volunteers — lunch and learn, ice cream social, etc

2 weeks prior

Plan/set training dates for fall volunteers

At least 1 week prior

Hold training for fall volunteers

At minimum 4 weeks prior

Dates set for JA in a Day 2 months prior to event

By October

Traditional volunteers should start teaching by.... 6-7 weeks prior to winter break

By December 20th All fall classes should be finished by winter break
By December 20th Class completion forms should be sent to JA staff
December Send out thank you to all fall volunteers

Spring Timeline

When

What

December

Communication out to candidates for spring recruitment

January

Recruitment event for spring volunteers — lunch and learn, ice cream social, efc.

2 weeks prior

Plan/set training dates for Spring volunteers

At least 1 week prior

Hold training for Spring volunteers

At minimum 4 weeks prior

Date set for JA in a Day 2 months prior to event

By February Traditional volunteers start teaching by... 6-7 weeks prior to the school year end-
ing

May All Spring classes finished before school is out

May Class completion forms should be sent to JA staff

May Send out Thank you to Spring volunteers

11



Checklist for JA Volunteer Coordinator

WHAT WHEN DATE
Schedule a date and time to meet with JA Staff August
Receive school and number of classroom As soon as we get them
information from JA staff preferably 1 month in advance

Schedule a date(s) and time(s) for volunteer training 2 weeks prior to event

Send out recruiting invitation and track As soon as possible preferably
responses 1 month in advance

Send volunteer list to JA staff (include contact

information) 2 weeks prior to event

Coordinate Distribution of JA kits for returning

2 weeks prior event
volunteers

If doing JA in a Day — Send reminder of JA Day to

1 week prior to event
volunteers

Send reminder of JA Days to volunteers 2 days prior to event

Send class completion forms to JA staff 2.3 days after event

Recognize the volunteers for making a

difference in a student’s life 2-3 days after event

12



JA of Southeast Texas

JENNIFER ANDERSON
Executive Vice President — Education
janderson@yjahouston.org | 713.337.4790

Education Team

NE’COLE CALDWELL
Vice President — Education

ncaldwell@jahouston.org | 713.337.4769

DEJEANIA JONES
Vice President — Capstone Programs
djones@yjahouston.org | 713.337.4739

COURTNEY AZUIKE
District Director — Katy ISD

courtneyazuike@katyisd.org | 281.296.2439 tburgdorf@jahouston.org | 713.337.4775

REBECCA COULTER
Program Manager — North
recoulter@jahouston.org | 713.337.4772

REBECA DIAZ
Program Manager — Central
rdiaz@jahouston.org | 713.337.4791

JUDY KNOCKE
District Director — Conroe
jknocke@jahouston.org | 936.709.7907

TIFFANY OGUNJEBI
Sr. Program Manager — West
togunjebi@jahouston.org | 713.337.4788

CATHYA RIVERA
Program Manager — West
crivera@jahouston.org | 713.337.4779

ALIYAH THOMAS
Program Manager — Katy

TIFFANY BURGDORF

Program Manager — Central

CHRISTINA CRAFT
Program Manager — Fort Bend
ccraft@jahouston.org | 832.812.6244

KIMBERLY GREEN
Program Manager — East
kgreen@jahouston.org | 713.337.4797

PATTY LALONDE
District Director
plalonde@jahouston.org | 713.337.4789

TINA OLIVER
Program Manager — Capstone
toliver@jahouston.org | 713.337.4792

TIFFANY SPATES
Program Manager — Capstone
tspates@jahouston.org | 713.337.4795

MARIA TORBIT
Executive Assistant — Katy

aliyahthomas@katyisd.org | 281.396.2366  mariatorbit@katyisd.org | 281.396.2389

JALISSA WILSON
Program Manager — Central
Jjwilson@jahouston.org | 713.337.4783

SUMA CHAVEZ
Executive Assistant
schavez@jahouston.org | 713.337.4787

TANIA DANIEL
Sr. Director of Entrepreneurship Initiatives
tdaniel@jahouston.org | 713.337.4762

JESSE JONES
Program Manager — Fort Bend
Jjones@jahouston.org | 904.234.7153

BECKY NEELEY
Program Manager — Conroe
bneeley@jahouston.org | 936.709.7907

JORDAN PARKER
Program Manager — North
Jparker@jahouston.org | 713.337.4784

KAREN ST. FORT
Program Manager — Capstone
kstfort@jahouston.org | 713.337.4794

MICHELLE WEST
Executive Assistant
mwest@jahouston.org | 713.337.4778

RACHAEL WINEBRENNER

Sr. Executive Assistant
rwinebrenner@jahouston.org | 713.337.4786
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Junior Achievement & DocuSign

Junior Achievement of Southeast Texas is pleased to use DocusSign for all of our
Volunteer Registration Forms, Conduct & Social Media Forms (for returning volunteers),
and Class Completion Forms. Using DocuSign has proven to be a fast and effective way
to collect volunteer information and we thoroughly encourage all company and school
volunteer coordinators to utilize it going forward.

For any additional questions about DocuSign forms, reach out to your JA representative.

15




JA Engage Online Volunteer
Registration

The following screen image will guide you through the easy registration in our new
interactive system, JA Engage. After we have processed your registration (may take 24
hours), you will be able to access and edit your profile, address, and gift information. If
you are a classroom volunteer, you will be able to view, request, and verify classes.

https://lengage.ja.orq/

A Register with Junior Ach X

&« C | @ Secure | httpsy/engageje.org/account/register? w|@ o
. Sign |
Junior
Achievement’ VOLUNTEER ~ REQUESTACLASS  HELP
of Southeast Texas

Register With Junior Achievement
Junior Achievement empowers young people to own their economic success. Please register below to engage with Junior Achievement.

I am a Volunteer | am an Educator l'am a JA Alumni | am a Parent

Please indicate whether you are a Volunteer, Educator, or both.

First Name *

Last Name *

Email Address *
Confirm Email Address *
Password *

Confirm Password *

THANK YOU for going through this process and
proactively managing your information! We appreciate
your partnership and commitment to empowering the
future for students in our communities.

Junior 16
Achievement’



https://engage.ja.org/
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Emails
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Sample Company Email 1

To:
From:
Re:  Junior Achievement: Making a Difference

We are fortunate enough to work for a company that sees the value in our youth and the difference we
can make by just investing our time. Here at (company name), we want the community around us to
know they have our support. Bringing awareness to the community by way of volunteering builds a
relationship that can be beneficial to all parties involved. Imagine volunteering in a classroom where
your career is the dream job for some student. How special would that be?

This is an opportunity for us to come together and help motivate a generation of kids as a company
standing on the principles of making a difference. We have a chance to give the one thing that is not
promised which is time. Choose to be an example amongst your peers by taking the initiative to
empower a child. If you still need convincing, take a look at some of the reasons, you should consider
being a volunteer.

« \Volunteering with JA can improve your presentation skills

« \Volunteering boosts moral and builds comradery

« Volunteering gives you the opportunity to connect with your community
« Volunteering sets a good example for others around you

Sincerely,
<Your Name>
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Sample Company Email 2

Hello All,

Have you been wanting the opportunity to volunteer but cannot find the time? Perhaps you are concerned if
your company will support your passion and desire to make a difference. Well due to our (company name)
understanding the importance of volunteering, we have joined hands with Junior Achievement to give back
to the community. Often times, we dive so deep into our work lives that we forget what we do and why we
do it, can actually inspire the next generation. We are in a position to create a day of empowerment for a
group of student’s right in this community.

These moments of impact will last a lifetime and give you and your peers more reason to be proud of the
company you work for and the people you work with. Be the difference in a child’s life by making the step to
volunteer and be the example this company and community needs to inspire greatness. Look below at a
few of the benefits from volunteering.

« Volunteering allows you to meet new people within your company with like minds

« Volunteering can also create new and exciting opportunities

« Volunteering with JA can improve your presentation, time management & organization skills
 Volunteering boosts moral and builds comradery

« Volunteering gives you the opportunity to connect with your community

« Volunteering sets a good example for others around you

« Volunteering helps to get all departments involved for a day of impact

« Volunteering allows you to show your company you stand with them

Questions?
Contact [your name here].

We look forward to seeing you in the classroom!

19
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Sample Company Email 3

To:
From:
Re: Volunteers Needed for Junior Achievement

All employees of have the opportunity to participate in Junior Achievement this semester.  For those of
you not familiar with JA, it is the largest organization dedicated to giving young people the knowledge and skills they
need to own their economic success, plan for their futures, and make smart academic and economic choices.

Some of the benefits of becoming a JA volunteer include:

Making a Difference Improving time management skills
Uncovering hidden skills and talents Increasing your self-confidence
Improving presentations skills Connecting with your community

Volunteers will teach the JA Classes on Friday, October 20th. You will be trained and supported throughout the
experience. All materials, lesson plans and activities are provided.

Training for volunteers will be available on Wednesday, October 4th at 9:00 a.m. and 2:30 p.m. at A
you hare your volunteered in the past, you are encouraged to attend and share your experiences , but it is not
mandatory. Training is mandatory for all new volunteers.

Please join us at our Recruiting Event!
Date:
Time:
Location:

(Add pertinent information - ex: If Upper-Management will be attending or food will be served.)

If you are unable to attend the Recruiting Event but are interested in learning more, please reply to the email with your
interest and contact information.

YOU MAY BE THE DIFFERENCE IN A CHILD’S FUTURE.
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Volunteer Frequently Asked Questions Sample Flyer

Junior
Achievement'
100 YEARS. 100% READY.

Volunteer FAQs

JA’s volunteers embody the heart of Junior Achievement, bringing a message of inspiration to
students throughout greater Houston and southeast Texas. As a classroom volunteer, here is what
you can expect:

Will I have to develop lesson plans?

No, Junior Achievement provides a program curriculum, along with a volunteer guide to facilitate the
process. Your role is to introduce hands-on activities that demonstrate key concepts. then share your
work and life experience with students.

Will I receive training?

Yes, amember of the Junior Achievement program staff will conduct an on-site traming to ensure you
are prepared for your classroom experience.

Do I have to have teaching experience to volunteer?

No, just a willingness to prepare for each session and a desire to work with students.

How often do I visit my class?

Typically a volunteer will deliver one 30 - 50 minutes session each week; however, this is up to you and
the teacher with whom you are paired. Some volunteers present all sessions in one day.

How long will I need to prepare for each session?

30 - 60 minutes 1s a typical range.

Will the teacher be in the classroom?

Yes, by law, the teacher should remain in the classroom at all times and will handle any discipline.
Who do I contact if I have questions?

At your training, the JA Program Manager will provide you with contact information and is available to
answer any questions you have during the program implementation.

What is required to volunteer?

You will be asked to sign a volunteer conduct standard, social media policy, and volunteer registration
form; and some districts may require a background check.



Breakroom Recruitment Sample Flyer

Junior
Achievement
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VOLUNTEER RECRUITMENT

Junior Achievement creates partnerships with community
volunteers and teachers in grades K-12 to implement curriculum
focusing on three key content areas: Entrepreneurship, Financial

Literacy, and Workplace Readiness. Training and materials

will be provided by Junior Achievement .

Event:
Where:
Date & Time:

Grades:

Requirements: All we need is your enthusiasm, life experience,
and a willingness to work with children and we’'ll handle the rest!
TO LEARN MORE, please contact your JA Coordinator




Breakroom Recruitment Sample Flyer
VOLUNTEER RECRUITMENT (Sample Flyer)
Junior
Achievement’
100 YEARS. 100% READY.

The benefits of volunteering are enormous to you, your family, and your community.
The right match can help you:

= Make a Difference = Improve time management skills
= Increase your self-confidence = Uncover hidden skills and talents
= Improve networking = Improve presentations skills

Junior Achievement creates partnerships with community volunteers to Empower,
Equip and Motivate students in grades K-12 to implement curriculum focusing on
three key content areas: Entrepreneurship, Financial Literacy, and Workplace
Readiness.

All we need is your enthusiasm, life experience, and a willingness to teach children
about how you took chances and shot for the stars and JA will provide the rest!

TO LEARN MORE JOIN US FOR AN INFORMATION SESSION
DATE:
TIME:
LOCATION:




Volunteer Recruitment Sample Flyer

Junior
Achievement’

100 YEARS.

Love your job? Share it with a student!

Junior Achievement Work and Career Readiness Pathway

_JA programs that can be the “perfect fit” for your Company to help schools
expose students to the ‘real world”.

is an event where students learn about a range of
career options across multiple career clusters. Volunteers share information about
their businesses and/or jobs and students ask questions as the speakers or students
rotate from station to station. Activities and implementation design will vary based on
grade level.

a volunteer guest speaker visits the classroom and
shares information about his or her career, work, and education experience. The
speaker may bring props, samples of his or her work, or other visuals to help engage
students. Activities and implementation design will vary based on grade level.

will help students understand the value of professional
communication and soft skills, making them more employable to multiple career
clusters. 3-6 Classroom based sessions including topics on communication and
presentation skills, manners, listening skills, and cell phone etiquette.

Benefits of Volunteering

* Be a positive role model for youth. e Sharpen written and verbal communication

) ) o skills.
e Help children improve their lives.

¢ Enhance your own understanding of free

e Experience schools from the inside out. enterprise

* Network with other professionals. ¢ |ncrease your self-esteem and confidence.



JA in a Day Information Sample Flyer

2nd Grade JA in a Day

Location

Avanade Academy
1234 Greatness Ln
Houston, TX 77088
281-000-0000

Dress
Please dress in business or business casual attire (company t-shirts are acceptable). Refrain

from wearing jeans, and make sure your shoes are comfortable.

Conclusion & Important Points

A Junior Achievement Program Manager will be at the school the entire day. This ensures
your comfort and success teaching the program. You will be asked before you leave to com-

plete a Class Completion Form. This is for Junior Achievement of Southeast Texas to keep on

file.

Date
September 10, 2019
Meeting Space
Library
Lunch
Provided by Avanade for volunteers
Parking
Park in the front parking lot outside the gates.
Schedule

8:00 — Arrive
8:15- 8:30 — Welcome and Orientation
8:35-12:20 — Sessions 1, 2, 3, &4
12:25 Lunch
1 —2:15 - Finish all sessions
All sessions must be finished by 2:30
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Junior Achievement: 100 Years; 100% Ready

100 Years. 100% Ready Campaign Intro Video

YouTube (Low Res for sharing via social media, email, etc.) https://youtu.be/yPagwlJTDhk

Dropbox (High Res for Downloading) https://www.dropbox.com/s/p80pctvihfraco6/JA_100Ready%20%281%29.mp4?
di=0

=

Volunteer Recruitment Video
https://vimeo.com/349525325



https://youtu.be/yPqgwIJTDhk
https://www.dropbox.com/s/p80pctvihfraoo6/JA_100Ready%20%281%29.mp4?dl=0
https://www.dropbox.com/s/p80pctvihfraoo6/JA_100Ready%20%281%29.mp4?dl=0
https://vimeo.com/349525325
https://youtu.be/yPqgwIJTDhk

Junior
: 100 YEARS.
Achievement'

/__——;
JA Brand

Junior Achievement of Southeast Texas’ (JA) corporate partners invest in the mission and valued
opportunity to engage employees in sparking student success. Our supporters deserve recognition
for their engagement. Community involvement builds customer and employee loyalty; we
welcome the opportunity to work with you to communicate the impact of your good work.

JA's branding team strives to work directly with the communications teams from companies that
provide significant support in order to understand their unique marketing and communications
needs and to effectively leverage and promote our donors’ support for greatest benefit.

Major funding partners and volunteer providers are asked to connect their appropriate
communications professional with Monica Caudillo, Philanthropy Advisor, to create an annual publicity
plan.

Below are just some ways JA can recognize your support in empowering the students of greater
Houston:

Social Media

Online Communication
Print Communication
eMarketing i =
Traditional Media p W erlbsse
Internal/Employee Communication
Targeted Strategic Communications

i .
(O] Follow Us: @JA_SET



mailto:mcaudillo@jahouston.org?subject=JA%20Annual%20Publicity%20Plan

Junior
: 100 YEARS.
Achievement'

/__——;

DIGITAL RESOURCES

JA provides the volunteer valuable resources to help with the preparation and teaching of each
Session. See directions below to locate these resources.

For K-5 JA Programs:
Log into: Crossknowledge (https:/jainspire.na.crossknowledge.com) with:
username: JASET.VOL and password: P@ssword

Find My JA Courses on the left column, select Resources and then click on the JA program name
with (the Learning Channel). On the new and improved learning channel volunteers will have access
to resource videos including training for each session of the program, digital assets to use during their
presentations, a copy of the volunteer guide and tips for the volunteers.

For the JA Programs and Training Videos listed below, search on YouTube.com and type the
video name:

« Kindergarten — JA Ourselves

« Leading a JA Session Introduction

« Leading a JA Session Activity

« Preparing for your JAin a Day (2:14 minutes)

« Teaching Tips for Junior Achievement Programs
« JAin aDay: Tips and Tricks Logistics

« Traditional: Tips and Tricks Logistics

« JAElementary Classroom Management Part 1

. JAElementary Classroom Management Part 2
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https://jainspire.na.crossknowledge.com
https://jainspire.na.crossknowledge.com/
https://www.youtube.com/watch?v=lqHUaRVNxL4&list=PLbNSN8_TwFT5SmfrhhpCtMkR-n0kvq6oi
https://www.youtube.com/watch?v=PbLbaIbA8oo&list=PL7wv-vSe9kafi-ful2FSfUO00twN948rr
https://www.youtube.com/watch?v=o63DnEurogE&index=2&list=PL7wv-vSe9kafi-ful2FSfUO00twN948rr
https://www.youtube.com/watch?v=ZG16GMZF1jA
https://www.youtube.com/watch?v=OAUOUreonog
https://www.youtube.com/watch?v=Nrf3BxFPblc
https://www.youtube.com/watch?v=PkJh5ru89DQ
https://www.youtube.com/watch?v=41zpmVUnfLA
https://www.youtube.com/watch?v=Fi79y5XVZzk

Junior
. 100 YEARS.
A Achievement

/———*

JA Programs




Junior Achievement Programs

Elementary School Programs- 5 lessons, 45 minutes each

K- JA Ourselves®- Introduces the economic roles of individuals. (30 minute activities)

1st- JA Our Families® - Discusses the role of families in the local economy. (Digital Resources)

2nd- JA Our Community® - Examines responsibilities and economic opportunities available within a community.

3rd- JA Our City® - (Updated Summer 2018) Considers economic development, local businesses, and career
opportunities. (Digital Resources)

4th- JA Our Region® - Features the economic/business resources found in state and regional economies. (Digital
Resources)

5th- JA Our Nation® - Introduces the concept of globalization of business as it relates to the various careers students
may choose to pursue, and the need for students to be entrepreneurial in their thinking.

Jrd-5th- JA More Than Money®-(After School Program) Teaches students about earning, sharing, saving, and spending
money in a fun, interactive format. 6 lessons (Digital Resources)

Middle Grade Programs- 6 lessons, 45 minutes each

6th-8th- JA Economics for Success®- Explores personal finance and students’ education and career options based on
their skills, interests, and values.

6th- JA Global Marketplace® - (Blended learning) Is designed to provide practical information about the key aspects of
the global economy, what makes world trade work, and how trade affects students’ daily lives.

6th-8th- JA It's My Business® - (After School Blended learning) Students learn entrepreneurial skills that support
positive attitudes as they explore and enhance their career aspirations. 6 lessons

8th- JA It's My Future® - Blended learning program provides practical information about preparing for the world of
work.

6th-8th- JA Your Career, Your Future-Enables industry professionals to visit and speak to students in a classroom
about their careers and career paths.

NEW- JA Career Speaker Series or JA Career Exploration Fair for K-12 Introduces students to industry
professionals and possibilities within the world of work.

Capstone Programs

4th-6th- JA BizTown® - This program combines in-class learning with a day-long visit to this fully-interactive simulated
town facility.

8th-12th- JA Finance Park®and Virtual Finance Park - Are month-long economics education programs that introduces
personal financial planning and career exploration. At the culmination of this program, students visit JA Finance Park
virtually or physically to put into practice what they've learned about economic options and the principles of budgeting.
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https://www.juniorachievement.org/documents/20009/4537608/JA+Ourselves+Program+Brief.pdf/2ad143d6-873b-437d-b152-852a8011df6b
https://www.juniorachievement.org/documents/20009/4537608/JA+Our+Families+2017+Program+Brief.pdf/15743e31-eea8-4b61-af4c-ce4012a56b46
https://www.juniorachievement.org/documents/20009/4537608/JA+Our+Community+Program+Brief.pdf/6d0c81ed-504c-47d0-ba3f-f189fdbeac61
https://www.juniorachievement.org/documents/20009/4537608/JA+Our+City+Program+Brief/fc2ffd6e-e3c5-4acf-8d5a-cac926ee919d
https://www.juniorachievement.org/documents/20009/4537608/JA+Our+Region+2016+Program+Brief.pdf/470e1466-d07c-4038-a33b-4a11b3af4df4
https://www.juniorachievement.org/documents/20009/4537608/JA+Our+Nation+Program+Brief.pdf/6b50b1a4-f30b-43c4-b8b4-ece9f317fb6c
https://www.juniorachievement.org/documents/20009/4537608/JA+More+than+Money+2017+Program+Brief.pdf/08db6483-3262-47db-a822-ae57ff757405
https://www.juniorachievement.org/documents/20009/4537608/JA+Economics+for+Success+Program+Brief.pdf/916666b3-2715-4c5f-927a-86c03ebc6d5f
https://www.juniorachievement.org/documents/20009/4537608/JA+Global+Marketplace+Blended+2017+Program+Brief.pdf/6a2e108f-3fba-4c5a-afcc-8cd148c1f117
https://www.juniorachievement.org/documents/20009/4537608/JA+It%27s+My+Business%21%20Blended+2017+Program+Brief.pdf/c1d05f89-75ac-4be6-9ce7-02e6cbe6d418
https://www.juniorachievement.org/documents/20009/4537608/JA+It%27s+My+Future+Blended+2018+Program+Brief.pdf/66e8158c-7f8c-4826-9622-1ebbbcf6dd4f
https://www.juniorachievement.org/web/ja-usa/ja-programs?p_p_id=56_INSTANCE_abcd&p_p_lifecycle=0&p_p_state=maximized&p_p_mode=view&p_p_col_id=ja-maincontent&p_p_col_count=1&_56_INSTANCE_abcd_groupId=14516&_56_INSTAC:/Users/plalonde/Documents/Add-in%20Express
https://www.juniorachievement.org/web/ja-usa/ja-programs?p_p_id=56_INSTANCE_abcd&p_p_lifecycle=0&p_p_state=maximized&p_p_mode=view&p_p_col_id=ja-maincontent&p_p_col_count=1&_56_INSTANCE_abcd_groupId=14516&_56_INSTANCE_abcd_articleId=6873327
https://www.juniorachievement.org/documents/20009/4537608/JA+BizTown+Program+Brief.pdf/402d397f-16ba-4a35-924f-d11468872fa6
https://www.juniorachievement.org/documents/20009/4537608/JA+Finance+Park+Program+Brief.pdf/1e56b00a-3200-44d2-8bf4-00f03e8b10a7

Junior Achievement Programs

High School Programs- 7 lessons, 45 minutes each

9th-12th- JA Be Entrepreneurial® - By developing the essential components of a business plan, JA Be Entrepreneurial
challenges students to start an entrepreneurial venture while still in high school.

9th-12th- JA Career Success® - Equips students with the tools and skills required to earn and keep a job in high-
growth career industries.

9th-12th- JA Company Program® - Is an in-school or after-school curriculum that focuses on analyzing and exploring
personal opportunities and responsibilities within a company. 12 lessons

9th-12th. JA Exploring Economics® - Teaches concepts such as supply and demand and inflation, and teaches
students about the effect which governments have on the global economy.

9th-12th- JA Personal Finance® - (blended learning) Introduces students to importance of making wise financial
decisions.

9th-12th- JA Titan® - Introduces critical economics and management decisions through an interactive Web-based
business simulation.

9th — 12th - JA Job Shadow/ - JA Job Shadow is a visit for the students to a professional work environment. JA
Reverse Job Shadow allows business professionals to enter the classroom.

9th—12th- JA Your Career Your Future-Enables industry professionals to visit and speak to students in a classroom
about their careers and career paths.

NEW- JA Excellence through Ethics a 60- to 90-minute learning experience where students meet and interact with a
local executive or business professional and learn about the importance of ethics in the ace and in everyday life

NEW-JA It's My Job (soft skills)-will help students understand the value of professional communication and soft
skills, making them more employable.
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https://www.juniorachievement.org/documents/20009/4537608/JA+Be+Entrepreneurial+Program+Brief.pdf/2120dfe2-dbde-4d9b-bff9-3d93fd567411
https://www.juniorachievement.org/documents/20009/4537608/JA+Career+Success+Program+Brief.pdf/a5b2f150-239a-444c-9e4e-5c65814ff743
https://www.juniorachievement.org/documents/20009/4537608/JA+Company+Program+Blended+2017+Program+Brief.pdf/ad0fddb1-74f6-469d-9a57-1b8e16f06f0f
https://www.juniorachievement.org/documents/20009/4537608/JA+Exploring+Economics+Program+Brief.pdf/d239e96c-2442-4547-a591-dad22af02fb0
https://www.juniorachievement.org/documents/20009/4537608/JA+Personal+Finance+Blended+2017+Program+Brief.pdf/390ae5aa-e946-4c87-bdb5-7e56177fecaf
https://www.juniorachievement.org/documents/20009/4537608/JA+Titan+Program+Brief.pdf/ff1c7f60-d88f-498f-b0ac-dfb6ba28840e
https://www.juniorachievement.org/documents/20009/4537608/JA+Job+Shadow+Program+Brief.pdf/4cb8c470-2562-497e-af4b-cf555b565138
https://www.juniorachievement.org/web/ja-usa/ja-programs?p_p_id=56_INSTANCE_abcd&p_p_lifecycle=0&p_p_state=maximized&p_p_mode=view&p_p_col_id=ja-maincontent&p_p_col_count=1&_56_INSTANCE_abcd_groupId=14516&_56_INSTANCE_abcd_articleId=6873354
https://www.juniorachievement.org/web/ja-usa/ja-programs?p_p_id=56_INSTANCE_abcd&p_p_lifecycle=0&p_p_state=maximized&p_p_mode=view&p_p_col_id=ja-maincontent&p_p_col_count=1&_56_INSTANCE_abcd_groupId=14516&_56_INSTANCE_abcd_articleId=6871484

