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[bookmark: _Toc441238845]General Conference Instructions and Rules
Overview
Montana Career Association Competitive Events are valuable tools for the chapter advisor to encourage members to improve their personal, leadership and employability skills.  By offering the opportunities for recognition at a local, state and national levels, members are apt to commit themselves to a higher level of performance.
While “competition” and “recognition” are used to enhance performance, it is also true that competition is a fact of life in a market-driven economic system.  The most successful students will be those who are “professional,” “confident,” and “motivated” to compete for entry-level jobs, for advancement opportunities, or for grades in a classroom setting.
For a person to become competitive, he or she must have self-esteem, and believe that what he or she is attempting to do is possible.  A person must be willing to take risks and have a vision of accomplishment to compete.

Levels of Competition
There are four levels of competition for the JMG Classroom and Montana Career Association Chapters.
· Level 1 – Competition with self
· Level 2 – Competition in comparison to a standard
· Level 3 – Competition in comparison with others in JMG Class or MCA Chapter
· Level 4 – Competition in comparison to students in other JMG Classes or MCA Chapters
Conference Rules
· All competitors must be enrolled in the JMG class and on the eNDMS roster for the current school year.
· All competitors must be active members in their local JMG Chapter Montana Career Association.
· Each student attending the conference may compete in only one on-site event.  Competing in the talent show does not count toward the limit of one on-site event.
· Career Specialists will submit registration for competitors with the official conference registration form by the deadline.
· Each Competitive Event has specific instructions and timelines.  Competitors must adhere to each event’s requirements, or risk being disqualified.
· Conference attendees will adhere to the dress code and professional standards.  Hats, unless otherwise specified, are not allowed.
NOTE: Student substitutions are not permissible.  Please prepare students to be ready for their competitions according to registration documents.





Instructions for Competitors
· Review the Competitive Events Manual and determine which event(s) students may be interested in competing.
· Make sure all appropriate and required documentation is submitted to the state office according to the deadline.
· It is recommended students become closely familiar with event instructions and score sheets for their events.
· Review expectations, Professional Standards, Dress Code and professional behavior.
· Plan, coordinate and participate in local competitions.  Have students compete against one-another in their JMG Class.  If you choose not to hold local competitions, then run through mock competitions, so students can practice their events.
· Network and connect with community members, including local employers, to judge local competitions.
· Seek multiple different sources of feedback for practicing events.
PLAN, PREPARE, SUCCEED!

Introduction to JMG Competitive Events		PG 5

[bookmark: _Toc441238846]LEAD Montana Fall Conference

This section contains:
· Professional Conduct and Dress Code Standards
· Sample Letter and Permission Form to Parents/Guardians 
· Career Specialist and Student Tips for Having a Great Conference
· Chapter Event Guidelines
· JMG Logo
· Individual Event Guidelines
· JAG Leadership Event
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A good reputation enables you to take pride in your organization.  Members of the Montana Career Association (MCA) have an opportunity at this conference to create an excellent reputation among community leaders as well as high standards of conduct for future members to uphold.  Your conduct at any MCA function should be polite and professional to enhance the reputation of the association.

Professional Conduct
1. Your behavior at all times should be such that it reflects well on you, your school, the Montana Career Association, and Jobs for Montana's Graduates.
2. Member conduct is the responsibility of the members and the local chapter advisor. Students shall keep their advisors informed of their activities and whereabouts at all times.
3. You are expected to attend all general sessions, workshops and other scheduled conference activities. 
4. Members are to report any accidents, injuries or illnesses to their chapter advisor immediately.
5. Members may not leave the conference facility unless the chapter advisor or the conference director gives written permission.
6. If a student is responsible for stealing or vandalism, the student and his/her guardians will be expected to pay the damages.
7. Students may not purchase, consume or be under the influence of alcohol or drugs while representing the Montana Career Association at the LEAD Montana Fall Conference or any other JMG/MCA sponsored activity.
8. Students should dress in a business casual manner (no jeans or hats).    
9. Smoking is not allowed.
10. Students who disregard the rules will be subject to disciplinary action and may be sent home at their own expense.
11. Students violating or ignoring any of the conduct rules may subject their entire delegation to being unseated.

Conference Dress: Business Casual
Dress slacks or khakis.  Sweaters, dress shirts, and/or polo shirts with dress shoes.  Ties are not needed.  Skirts or dresses are not practical for this activity based conference as there will be times when students are sitting on the floor.  Denim jeans, t-shirts, shorts or canvas shoes are not acceptable.  No hats are allowed.

Explanation:
In the business world, employees are often asked to attend workshops, meetings or conferences and required to dress appropriately.  This is an opportunity to dress appropriately in business casual attire.

The conference will be an activity-based conference; therefore, business casual dress is appropriate to allow you to participate in the activities while also still appropriate for the workplace.  When attending workshops, hats should not be worn – as is the standard in most high schools and many work places.

Your teacher will discuss appropriate dress with your class.  If you need help with getting appropriate clothing, please discuss this with your teacher.  There are opportunities to borrow clothing or buy inexpensive clothing.

You and your teacher will be responsible for your being appropriately dressed at the conference, so make yourself, your teacher, and your MCA chapter proud by dressing in correct business casual clothing.
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September 2015

Dear Guardian(s):

Your student has been elected to serve as an officer for the [High School Name] Jobs for Montana’s Graduates (JMG) Montana Career Association (MCA) this school year.  As an officer, they will be attending the Annual LEAD Montana Fall Conference in Helena on [Date].

The LEAD Montana Fall Conference speaker and facilitator this year will be [Insert name].  It will be an interactive day of activities focused on leadership and team building skills.  In addition, there will be a luncheon for our JMG Specialists and students where we will present the awards for the first two competitive events of the year – the JMG Logo and the National Jobs for America’s Graduates Essay.

The conference will be held on [insert date] at [insert location], with registration beginning at 7:00 that morning.  We will be staying at the conference site the night before and check out before we attend the conference.  Breakfast and lunch on the conference day will be provided for the students.  Staff members will be supervising students at all times.  To create a professional atmosphere and to help prepare students for future contact with business and industry personnel, students are requested to wear business casual attire.

Please complete the enclosed forms and return them to me by _______________ to allow your student to attend the conference.
1. Permission Form 
2. Department of Labor & Industry Media Release

Thank you for your continued support of our program and for allowing your student to attend this important meeting.  Please feel free to call me if you have questions at 406-xxx-xxxx.


Sincerely,


(Insert your name here)
JMG Career Specialist
……………………………………………………………………………………………………………………………………………………………….
Please tear and return this portion
PARENTAL PERMISSION
I hereby give permission for my son/daughter, _____________________________				_, 
to travel with his/her JMG class and attend the Jobs for Montana’s Graduates Annual LEAD Montana Fall Conference at [Location] on [Date].

Guardian/Parent Printed Name 							

JMG Competitive Events Manual		PG 10
Guardian/Parent Signature 							 Date			
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Preparing for the Conference 
· Submit Registration: Registration form/competitive events are due the last Friday of September.
· Make Hotel Reservations: To receive the JMG discounted rate at the Red Lion, make hotel reservations for the conference before the hotel deadline of one month prior to the conference date.
· Business Casual Attire: Make sure your students have appropriate business casual attire (Definition from the Professional Standards document: Dress slacks or khakis. Sweaters, dress shirts, and/or polo shirts with dress shoes. Ties are not needed. Skirts or dresses are not practical for this activity based conference as there will be times when students are sitting on the floor. Denim jeans, t-shirts, shorts or canvas shoes are not acceptable. No hats are allowed.) Students will be actively moving around in the workshops and might be sitting on the floor at times, so please keep this in mind.
· Permission Slips: Please collect signed parent permission slips and DLI Media Releases to LEAD Montana Fall Conference. If you already gave your Program Manager the Media Release forms during your fall site visit, you do not need a second copy for LEAD Montana.
· Go over Tips for a Successful Conference with Your Students: See accompanying guidance regarding how students can actively prepare to have a great LEAD Montana experience.
· Complete Pre-Conference Activity: Guidance will be sent by the JMG State Office regarding the Pre-Conference activity.
· Check out these JMG Curriculum Resources to prepare for LEAD Montana:
· B13L1ACT1 & B13L1ACT2- Interview Role Play and GNAP (first impressions!)
· C14L1 Lesson Plan – Personal Appearance and C14L2PP1 – Dress for Success Trivia Game
· C19L1 Lesson Plan – Human Relations (covers politeness, civility, communicating with diverse people, adapting to people and situations, and hand shake protocols)
· D24L1 Lesson Plan – Verbal Communication, D24L2WS1 – Non Verbal Communication, and D24L1PP1 – GNAP Power Point
· E26 and E27 Lessons/Activities address being part of a team, leadership styles, and other skills that will be helpful during the morning training session
· E28L1ACT1 – May I introduce you? Practice for introductions at LEAD Montana, both during training and the luncheon
· F37L1 Lesson Plan and the F37L1PP1 Power Point address Etiquette as it relates to communication, formal dining situations, and more! 
Upon Arrival at the Hotel
· Hotel Check-in: Turn off the long distance calling and movie rentals upon checking in.
· Student Room Keys: Get keys to your students’ rooms – check on them periodically.  
· Hotel Grounds: Students do not need to leave the hotel for any reason unless with you.
· Keep Watch: Assure that all students are in their rooms at night.  If you hear doors opening, check!
Conference Day
· Hotel Checkout Early: Pack up and check out before the conference begins, or utilize the mid- morning break to quickly pack up and return to the group session.
· Monitor Dress: Make sure your students are dressed appropriately.
· Nametags: All students must wear their nametag.  
· Attendance: Students must attend and stay in all sessions.
· Career Specialist Participation: Participate in the activities with the students.  It sets a good example and helps to keep your students involved (and it will be fun for you, too!)
LEAD Montana Fall Conference		PG 11
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· Get to know your JMG classmates and teacher(s) – they are incredible people with a lot to offer.
· Network with students across the state – you’ll be seeing them again at IGNITE in the spring!
· Participate in the morning leadership training - the more you put in, the more you’ll get out of it!
· Work hard to grow as a leader and as a person – be open!
· Celebrate the accomplishments of your peers, your teachers, and YOUR personal accomplishments, too!
· Network with business, government, and nonprofit professionals who are interested in helping YOU achieve your professional and personal goals.
· Make a plan for how you’re going to share what you learned with your JMG classmates back at school.
· Go home inspired and motivated to have a great year with JMG!

NETWORKING TIPS
· Be prepared- review the list of guests and schools attending ahead of time and think of specific questions you want to ask.
· Practice making proper introductions, greetings, and interviewing techniques with other students. Role play different situations. Use your G.N.A.P. (Greeting, Name, Affiliation, Purpose) skills!
· Always wear your name tag on the right side.
· Present yourself in a positive and confident manner. 
· When someone approaches you…
· Stand up.
· Smile.
· Shake hands firmly, regardless of gender.
· Make eye contact.
· Repeat the other person’s name and use it at least once during the conversation. (If it is a difficult name to say, ask her/him for the correct pronunciation - they’re likely used to being asked!)
· When someone addresses you by the wrong name, DON’T pretend you didn’t hear the person. Politely correct them, with a smile, and help them pronounce it correctly.
· Address adults by his/her last name until the person asks you to do otherwise. Ask students what they prefer to be called.
· Be intentional about your body language and speech…
· Smile – be enthusiastic!
· Maintain proper posture and eye contact.
· Stay alert.
· Avoid nervous mannerisms such as playing with your hair or jewelry.
· Lean forward slightly to express interest and be comfortable in your seat.
· Speak in a clear voice, using good grammar and avoiding slang.
· Always say “please” and “thank you.”
· Remember: everyone matters. Each person you interact with deserves your attention and respect, whether it’s the hotel staff, teachers from another school, or the Governor of Montana.
· Consider writing a thank you letter or email to one of your new contacts so that you can add them to your network! Ask a teacher for help if you need it.
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Description
Each chapter will create a logo representing Jobs for Montana’s Graduates (JMG) and/or the Montana Career Association (MCA) according to standard business practices for marketing.
Purpose
Encourage JMG students within each chapter to work together as a team, utilizing their artistic and creative talents to develop a logo that will be used to promote the IGNITE Montana Spring Conference.
Eligibility
JMG students currently enrolled in the MCA and on the JAG Roster.
Entries
Only one entry per chapter may be submitted for scoring.
Observers
Logo entries will be displayed in the Montana Department of Labor and Industry Walt Sullivan Building at 1315 East Lockey Avenue during the judging process.  The logos will also be displayed at the LEAD Montana Fall Conference.
Competitive Event Timeline
Entries must be submitted with the LEAD Montana Fall Conference Registration by the deadline.  Judging takes place the week immediately following the registration deadline.
Event Rules
1. The Career Specialist must indicate on the LEAD Montana Fall Conference Registration form the JMG Chapter’s intent to enter the JMG Logo Event and submit the Logo Event Registration Form along with the Logo by the registration deadline.
2. Logo must be on standard letter sized paper: 8 ½” by 11” from edge to edge.
3. Logo submission must be flat-surfaced and two-dimensional.
4. Logo must focus on promoting JMG and/or the MCA and be an appropriate representation for use on marketing and promotional materials for IGNITE Montana Spring Conference.
5. Logo will be gender neutral.
6. Logo may not exceed 5 words in text.  JMG counts as one word.
7. Any and all inspirational, copyrighted, or otherwise contributing material will be credited on the Logo Event Registration Form.  Failure to do so will result in immediate disqualification.
8. Logo will not have School, Chapter, or Student identifying information.
9. On the back of the Logo submission, the following information will be provided:
School Name: 		Harvard University
Name of Chapter		Harvard JMG
City, State		Cambridge, Massachusetts
10. Logo will be judged prior to the LEAD Montana Fall Conference.
11. Late submissions will not be accepted.
12. Logo will be judged based on the criteria in the Scoring Sheet.
13. Judges’ decisions are final.
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	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	VISIBILITY
	
	
	

	· Stands out in its surroundings
	5
	
	

	· Quick and memorable identification
	5
	
	

	· Appropriate and non-offensive
	10
	
	

	APPLICATION
	
	
	

	· Appears to be usable in a variety of applications (print, web, sticker, etc.)
	10
	
	

	LAYOUT AND DESIGN
	
	
	

	· Simplistic – concept is easily identified
	10
	
	

	· Use of imagery and typeface contributes to the design
	10
	
	

	“SELLING” POWER
	
	
	

	· Promotes JMG Chapter and/or JMG Program
	10
	
	

	· Reveals to some extent the nature of JMG
	10
	
	

	· Purpose is clear in messaging/ motto
	10
	
	

	ORIGINALITY
	
	
	

	· Distinctive from competition; unique 
	10
	
	

	· Degree of creativity and imagination
	10
	
	

	INCLUDES ON THE BACK:
	Y/N
(Pass/fail)
	
	

	· School Name
	
	
	

	· Chapter Name
	
	
	

	· City, State
	
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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[bookmark: _Toc441238854]JMG Logo Registration Form
*Must be completed and included with registration and competition materials.

	SCHOOL NAME
	[bookmark: Text31][bookmark: _GoBack]     



	PLEASE LIST ALL STUDENT CONTRIBUTORS

	STUDENT NAME(S)*
	GRADE LEVEL

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


*Please include any additional names on the back of the page, including their grade levels.

	PLEASE LIST AND CITE ALL SOURCES USED IN THE PROCESS TO CREATE THE LOGO ARTWORK (WEBSITES, BOOKS, PHOTOS, ETC.).  ADDITIONALLY, INCLUDE HARDWARE (MARKERS, STENCILS) AND SOFTWARE (MICROSOFT PUBLISHER, ADOBE IN-DESIGN, ETC.) USED.  FAILURE TO CITE SOURCES WILL RESULT IN DISQUALIFICATION.

	     

	     

	     

	     

	     

	     

	     



I, the undersigned, attest that the design and creation is my work.  Any and all sources used are listed above.  Furthermore, I attest that the production is in accordance with state and federal copyright laws.

I consent to its reproduction, use and/or modification in any way for use by the Jobs for Montana’s Graduates Program.

Student Signature: ____________________________________________________________ Date: _________________

Career Specialist Signature: _____________________________________________________ Date: ________________
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Description
Individual Jobs for Montana’s Graduates (JMG) Students will demonstrate commitment to the JMG Program and his or her Montana Career Association (MCA) by writing a letter to his or her Career Specialist illustrating the value of JMG to his or her personal and career goals.
Purpose
Provide JMG Students an opportunity to showcase their understanding of how JMG benefits them and compete with other JMG students across the state for selection to attend the National Student Leadership Academy, hosted by Jobs for America’s Graduates (JAG) in Washington D.C.  
Eligibility
JMG students in grade 11 or 12, currently enrolled in the MCA and on the JAG Roster.
Entries
The JMG Chapter Career Specialist will grade the students’ letters and only one entry will be submitted.
Observers
Not applicable.
Competitive Event Timeline
Entries must be submitted with the LEAD Montana Fall Conference Registration by the deadline.  Judging takes place the week immediately following the registration deadline.
Event Rules
1. The Career Specialist must indicate on the LEAD Montana Fall Conference Registration Form the JMG Chapter’s intent to enter the JAG Leadership Event and submit the JAG Leadership Event Registration Form, with all competition materials by the registration deadline.
2. All students in the JMG Chapter who are in grades 11 or 12 interested in competing will submit a letter to their Career Specialist indicating the following:
· Why he or she should be considered for attending the National Student Leadership Academy
· Personal narrative about his or her life experience
· Why he or she is in JMG
· How participating and competing at the National Student Leadership Academy in Washington D.C. will affect him or her
· How the National Student Leadership Academy will contribute to his or her JMG Chapter’s goals during the current or succeeding years
3. The Career Specialist will submit a letter explaining the following:
· Why the student was selected as the chapter entry
· Why the student should attend the National Student Leadership Academy
· What the student has to gain from attending and competing at the National Student Leadership Academy
4. Letters will be judged prior to the LEAD Montana Fall Conference.
5. Late submissions will not be accepted.
6. JAG Leadership Letters will be judged based on the criteria in the Scoring Sheet.
7. Judges' decisions are final.
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	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	DEMONSTRATED NEED
	
	
	

	· Clearly articulates a “need” for the JMG Program
	10
	
	

	PERSONAL NARRATIVE
	
	
	

	· Explains his or her life story in an engaging manner
	5
	
	

	· Identifies how JMG will benefit him or her in overcoming a significant challenge
	5
	
	

	· Identifies how JMG will leave a lasting effect on his or her future path to success
	5
	
	

	REASONING FOR JOINING JMG
	
	
	

	· Clearly expresses an understanding of the value of JMG
	5
	
	

	· Identifies an alternative path to JMG and why he or she chose JMG instead of that path
	5
	
	

	· Effectively demonstrates a commitment to the JMG Program and MCA
	5
	
	

	COMMITMENT
	
	
	

	· Provides examples of commitment to chapter’s goals for the current school year
	10
	
	

	· Demonstrated commitment to service learning projects and volunteerism
	10
	
	

	FORMAT EVALUATION
	
	
	

	· Free from errors: misspellings, grammar, punctuation
	10
	
	

	· Typed on school or personal letterhead
	5
	
	

	CAREER SPECIALIST RECOMMENDATION
	
	
	

	· Typed on school letterhead and signed
	5
	
	

	· Clearly expresses why this particular student was deserving of the selection
	10
	
	

	· Provides specific examples of how student has benefitted from being in JMG
	10
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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*Must be completed and included with registration and competition materials.

	School Name:
	[bookmark: Text11][bookmark: Text12]                                   

	Student Name:
	[bookmark: Text15][bookmark: Text16]                                   

	Career Specialist Name: 
	[bookmark: Text19][bookmark: Text20]                                   



In the event you are selected to attend the National Student Leadership Academy (NSLA) in Washington DC, please complete the following:
	Which NSLA Competitive Event is your first choice to compete in?
*Options are: Public Speaking, Employability Skills, Math Skills
	[bookmark: Text2][bookmark: Text3][bookmark: Text6][bookmark: Text7]                    

	Which NSLA Competitive Event is your second choice to compete in?
	[bookmark: Text1][bookmark: Text4][bookmark: Text5][bookmark: Text8]                    

	What is your t-shirt size?
	[bookmark: Check3][bookmark: Check4][bookmark: Check5][bookmark: Check6]|_|SM  |_|MED  |_|LG  |_|XL

	Have you ever flown before?
	[bookmark: Check1][bookmark: Check2]|_| Yes    |_| No

	Have you ever traveled out of state before?
	|_| Yes    |_| No

	Do you have a federal or state issued ID card?
	|_| Yes    |_| No

	Will you be able to obtain permission to travel from your school board within a reasonable timeframe?
	|_| Yes    |_| No
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The competitive event materials are due with IGNITE Montana Conference registration.
This section contains:
· Chapter Guidelines for Pre-Conference Events
· Chapter Manual of the Year
· Chapter Web Page Design
· Chapter Civic Activities
· Individual Guidelines for Pre-Conference Events
· Decision Making
· Employment Preparation Phase 1
· Exploratory Career Notebook
· Individual Civic Activities
· Poster/Slogan


Chapter 3: Pre-Conference IGNITE Montana Events		PG 21

[bookmark: _Toc441238860]Chapter Event Guidelines
[bookmark: _Toc441238861]Chapter Manual of the Year Instructions
Description
Each chapter will develop a portfolio exhibiting information collected while completing the Program of Work activities in the areas of: Leadership Development, Career Preparation, Civic Responsibility, and Social Awareness.
Purpose
Encourage JMG students to plan and conduct activities related to the Program of Work goals and objectives and document these activities in a manual that exemplifies the success of and commitment to their MCA.
Eligibility
JMG Chapters enrolled in the MCA, with up-to-date JAG Rosters.
Entries
One entry per chapter may be submitted for scoring.
Observers
Chapter Manuals will be on display for attendees at the IGNITE Montana Spring Conference.
Competitive Event Timeline
Chapter Manuals must be submitted with the IGNITE Montana Spring Conference Registration by the deadline.
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Chapter’s intent to enter the Chapter Manual Event and submit the completed Chapter Manual with competition materials by the registration deadline.
2. Any and all inspirational, copyrighted, or otherwise contributing material will be credited on the Chapter Manual Registration Form.  Failure to do so will result in immediate disqualification.
3. The Chapter Manual will be designed by current, enrolled members of the MCA and will be presented as the work of the JMG Chapter’s members.
4. The Chapter Manual will encompass activities only from the current school year, up to the date of submission.
5. The Chapter Manual will include the following five sections:
· Introduction to their Chapter/ Overview of MCA
· Picture with Name of High School
· Text copy or picture image of JMG Chapter’s Program of Work
· Picture(s) with Name(s) of JMG MCA Chapter Members, Officers and Career Specialist(s)
· Leadership Development
· Text summary of a minimum of two activities related to Leadership Development
· Pictures and names of participating students in described activities
· Career Preparation
· Text summary of a minimum of two activities related to Career Preparation
· Pictures and names of participating students in described activities
· Civic Responsibility
· Text summary of a minimum of two activities related to Civic Responsibility
· Pictures and names of participating students in described activities
· Social Awareness
· Text summary of a minimum of two activities related to Social Awareness
· Pictures and names of participating students in described activities
6. All Chapter Manuals will be judged prior to the IGNITE Montana Spring Conference.
7. Late submissions will not be accepted.
8. All Chapter Manuals will be judged based on the criteria in the Scoring Sheet.
9. Judges' decisions are final.

[bookmark: _Toc441238862]Chapter Manual of the Year Scoring Sheet

	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	INTRODUCTION/OVERVIEW
	
	
	

	· Includes Picture with name of High School
	5
	
	

	· Includes Chapter Program of Work
	15
	
	

	· Includes Picture(s) with name(s) of Chapter Member(s), Officers and Career Specialist
	5
	
	

	LEADERSHIP DEVELOPMENT
	
	
	

	· Includes text summary of at least 2 activities related to Leadership Development
	10
	
	

	· Includes pictures and names of participating students in described activities
	5
	
	

	CAREER PREPARATION
	
	
	

	· Includes text summary of at least 2 activities related to Career Preparation
	10
	
	

	· Includes pictures and names of participating students in described activities
	5
	
	

	CIVIC RESPONSIBILITY
	
	
	

	· Includes text summary of at least 2 activities related to Civic Responsibility
	10
	
	

	· Includes pictures and names of participating students in described activities
	5
	
	

	SOCIAL AWARENESS
	
	
	

	· Includes text summary of at least 2 activities related to Social Awareness
	10
	
	

	· Includes pictures and names of participating students in described activities
	5
	
	

	CONTENT LAYOUT/ PRESENTATION
	
	
	

	· Manual is neat, orderly, and cohesive
	10
	
	

	· Attention to detail and consistency is obvious
	5
	
	

	· Discretionary/Bonus points for additional materials, including event evaluations, event PR materials, and media/press write-ups
	20
Bonus
	
	

	TOTAL POINTS
	100 
(+20 BONUS)
	
	

	To provide additional comments, please use the back of this page.
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[bookmark: _Toc441238863]Chapter Manual of the Year Registration Form
	SCHOOL NAME
	     



	PLEASE LIST ALL STUDENT CONTRIBUTORS

	STUDENT NAME(S)*
	GRADE LEVEL

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


*Please include any additional names on the back of the page, including their grade levels.

	PLEASE LIST AND CITE ALL SOURCES USED IN THE PROCESS TO CREATE THE MANUAL (WEBSITES, BOOKS, PHOTOS, ETC.).  ADDITIONALLY, INCLUDE HARDWARE (MARKERS, STENCILS) AND SOFTWARE (MICROSOFT PUBLISHER, ADOBE IN-DESIGN, ETC.) USED.  FAILURE TO CITE SOURCES WILL RESULT IN DISQUALIFICATION.

	     

	     

	     

	     

	     

	     

	     



I, the undersigned, attest that the design and creation is my work.  Any and all sources used are listed above.  Furthermore, I attest that the production is in accordance with state and federal copyright laws.

I consent to its reproduction, use and/or modification in any way for use by the Jobs for Montana’s Graduates Program.

Student Signature: ____________________________________________________________ Date: _________________

Career Specialist Signature: _____________________________________________________ Date: ________________







[bookmark: _Toc441238864]Chapter Web Page Design Instructions
Description
Each chapter will create a web page representing Jobs for Montana’s Graduates (JMG) and/or the Montana Career Association (MCA) according to standard business practices for marketing and web design.
Purpose
Encourage JMG students within each chapter to work together as a team, utilizing their technological, artistic and creative talents to develop a web page used to promote their JMG Chapter.
Eligibility
JMG students currently enrolled in the MCA and on the JAG Roster.
Entries
Only one entry per chapter may be submitted for scoring.
Observers
Not applicable.
Competitive Event Timeline
Entries must be submitted with the IGNITE Montana Spring Conference Registration, by the deadline.  Judging takes place the week immediately following the registration deadline.
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Chapter’s intent to enter the Chapter Web Page Event and submit the completed Chapter Web Page Registration Form with competition materials by the registration deadline.
2. Any and all inspirational, copyrighted, or otherwise contributing material will be credited on the Chapter Web Page Registration Form.  Failure to do so will result in immediate disqualification.
3. The Chapter Web Page will be designed by current, enrolled members of the MCA and will be presented as the work of the JMG Chapter’s members.
4. The Chapter Web Page will encompass activities from only the current school year, up to the date of submission.
5. Key elements of an effective website are: Appearance, Content, Functionality, Website Usability and Search Engine Optimization.
6. The Chapter Web Page will include content related to:
· Introduction to their Chapter/ Overview of MCA
· Leadership Development
· Career Preparation
· Civic Responsibility
· Social Awareness
7. All Chapter Web Pages will be judged prior to the IGNITE Montana Spring Conference.
8. Late submissions will not be accepted.
9. All Chapter Web Pages will be judged based on the criteria in the Scoring Sheet.
10. Judges' decisions are final.


[bookmark: _Toc441238865]Chapter Web Page Design Scoring Sheet
	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	APPEARANCE
	
	
	

	· Good use of color; text is easy to read & graphics/images are quality
	5
	
	

	· Meaningful graphics; not over-used, but add meaning to written content
	5
	
	

	· Simple, uncluttered and not overly complex with animation and other effects
	5
	
	

	CONTENT
	
	
	

	· Short and organized copy; topics clearly labeled; clear, concise and compelling
	15
	
	

	LEADERSHIP DEVELOPMENT
	
	
	

	· Includes text summary of at least 2 activities related to Leadership Development
	10
	
	

	· Includes pictures and names of participating students in described activities
	5
	
	

	CAREER PREPARATION
	
	
	

	· Includes text summary of at least 2 activities related to Career Preparation
	10
	
	

	· Includes pictures and names of participating students in described activities
	5
	
	

	CIVIC RESPONSIBILITY
	
	
	

	· Includes text summary of at least 2 activities related to Civic Responsibility
	10
	
	

	· Includes pictures and names of participating students in described activities
	5
	
	

	SOCIAL AWARENESS
	
	
	

	· Includes text summary of at least 2 activities related to Social Awareness
	10
	
	

	· Includes pictures and names of participating students in described activities
	5
	
	

	FUNCTIONALITY
	
	
	

	· Interface works quickly and correctly, including correct hyperlinks, site search, etc.
	5
	
	

	USABILITY
	
	
	

	· Fast loading pages, minimal scroll, consistent layout
	5
	
	

	· Discretionary/Bonus points for additional materials, including event evaluations, event PR materials, and media/press write-ups
	20
Bonus
	
	

	TOTAL POINTS
	100
+ 20 Bonus
	
	

	To provide additional comments, please use the back of this page.



IGNITE Pre-Conference Chapter Events		PG 27
JMG Competitive Event Manual		PG 28


[bookmark: _Toc441238866]Chapter Web Page Design Registration Form
	SCHOOL NAME
	[bookmark: Text29]     

	WEBSITE ADDRESS:
	[bookmark: Text30]     



	PLEASE LIST ALL STUDENT CONTRIBUTORS

	STUDENT NAME(S)*
	GRADE LEVEL

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


*Please include any additional names on the back of the page, including their grade levels.

	PLEASE LIST AND CITE ALL SOURCES USED IN THE PROCESS TO CREATE THE WEBPAGE (WEBSITES, BOOKS, PHOTOS, ETC.).  ADDITIONALLY, SOFTWARE (MICROSOFT PUBLISHER, ADOBE IN-DESIGN, ETC.) USED.  FAILURE TO CITE SOURCES WILL RESULT IN DISQUALIFICATION.

	     

	     

	     

	     

	     

	     

	     



I, the undersigned, attest that the design and creation is my work.  Any and all sources used are listed above.  Furthermore, I attest that the production is in accordance with state and federal copyright laws.

I consent to its reproduction, use and/or modification in any way for use by the Jobs for Montana’s Graduates Program.

Student Signature: ____________________________________________________________ Date: _________________

Career Specialist Signature: _____________________________________________________ Date: ________________






[bookmark: _Toc441238867]Chapter Civic Activities Instructions
Description
Each chapter will plan, coordinate and participate in community service activities under the Civic Responsibility requirement of the Program of Work in Jobs for Montana’s Graduates (JMG) and the Montana Career Association (MCA).  All hours of service will be recorded and Career Specialists will enter them into the Jobs for America’s Graduates (JAG) database: eNDMS.
Purpose
Encourage JMG students within each chapter to work together as a team by planning, coordinating and participating in community service that promotes the values of JMG within their community.
Eligibility
JMG students currently enrolled in the MCA and on the JAG Roster.
Entries
Only one entry representing the entire chapter’s combined service hours may be submitted for scoring.
Observers
Not applicable
Competitive Event Timeline
Entries must be submitted with the IGNITE Montana Spring Conference Registration by the deadline.  Judging takes place the week immediately following the registration deadline.
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Chapter’s intent to enter the Chapter Civic Activities Event and submit the completed Chapter Civic Activities Registration Form with competition materials by the registration deadline.
2. As Civic Responsibility related community service projects are completed throughout the current school year, the Career Specialist will document the activities and record the hours in eNDMS under the “Community Service” section of Model Services.
3. The Career Specialist will print out the JAG eNDMS Model Services report showing community service hours performed by the JMG Chapter.
PRINTING THE ENDMS REPORT:
· Sign into the JAG eNDMS Database.
· Choose the “Review” link across the top of the page in the red border
· Select the “Report” link from the drop down menu
· Fill in the following information to retrieve your report:
· Select “Model Service Report” from the drop down menu
· Program:  Select your program
· Groups:  Do not select anything 
· Program Application:  Do not select anything 
· Schools Years :  Select your current school years
· Gender:  Do not select anything
· Grade in School:  Do not select anything 
· Race:  Do not select anything
· Government Assistance:  Do not select anything 
· Barrier:  Do not select anything 
· Choose the “View” button on the bottom left hand side of the screen.  Your report will process and show on the left hand window pane below “Download Data” and will turn green once your data is ready to view.
· Your total community service hours will be shown at the bottom of the “Community Service” column as well as the average number of hours per student.
4. The Career Specialist will verify the amount of hours by circling the total and including the report with the Chapter Civic Activities Registration Form.
5. The Chapter Civic Activities will be completed by current, enrolled members of the MCA and will be presented as the work of the JMG Chapter’s members.
6. The Chapter Civic Activities will encompass community service activities only from the current school year, up to the date of submission.
7. All Chapter Civic Activities will be judged prior to the IGNITE Montana Spring Conference.
8. Late submissions will not be accepted.
9. Judges' decisions are final.
Event Scoring
Hours will be tallied, verified in eNDMS and finalized during the Competitive Event Timeline.  Winners are announced at the IGNITE Montana Spring Conference Award Luncheon.
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[bookmark: _Toc441238868]Chapter Civic Activities Registration Form
	SCHOOL NAME
	[bookmark: Text21]     



	Total number of MCA Community Service Hours:
	[bookmark: Text22]     

	Please list all related service activities performed by the JMG Chapter:

	· [bookmark: Text23]     
	·      

	·      
	·      

	·      
	·      

	·      
	·      

	·      
	·      

	·      
	·      

	·      
	·      

	·      
	·      

	·      
	·      

	·      
	·      

	·      
	·      

	·      
	·      

	·      
	·      

	·      
	·      

	·      
	·      



I, the undersigned, attest that the hours of community service and respective projects were performed by my high school’s JMG Chapter.  

I consent to this information being reproduced, used and/or modified in any way for use by the Jobs for Montana’s Graduates Program.

JMG Chapter Representative (Student) Signature: _____________________________________ Date: ______________

Career Specialist Signature: _____________________________________________________ Date: ________________







[bookmark: _Toc441238869]Individual Event Guidelines
[bookmark: _Toc441238870]Decision Making Instructions
Description
Individual Jobs for Montana’s Graduates (JMG) students will demonstrate their comprehension of decision making principles through writing an analytical essay based on a provided scenario in which they must make and then support their decision.
Purpose
Provide JMG students an opportunity to showcase their skills and understanding of decision making principles and process.
Eligibility
JMG students in grades 10 and/or 11, currently enrolled in the MCA and on the JAG Roster.
Entries
Maximum of two entries from grade 10 and maximum of two entries from grade 11 (for a total of four possible entries) per chapter.
Observers
Not applicable.
Competitive Event Timeline
Entries must be submitted with the IGNITE Montana Spring Conference Registration, by the deadline.  Judging takes place the week immediately following the registration deadline.
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Student(s) intent to enter the Decision Making Event and submit the Decision Making essays with competition materials by the registration deadline.
2. Each year, the JMG state office will provide a scenario.  All competitors will receive the same scenario.
3. Student competitors will cite all references using Modern Language Association (MLA) formatting and submit an essay adhering to the following requirements:
· Cover Page with:
· Student Name
· School Name, School Year
· Decision Making Event Submission
· Analytical Essay format:
· Introduction
· Supporting Paragraphs: Summary and Critique (appropriate topic and transition sentences)
· Conclusion
· Typed
· Double spaced
· 12 point font (recommended Times New Roman)
· Maximum of 3 pages 
· 1-inch margins
· Free of spelling, grammatical and structural errors
4. All Decision Making Event submissions will be judged prior to the IGNITE Montana Spring Conference.
5. Decision Making Event submissions will be judged based on the criteria in the Scoring Sheet.
6. Late submissions will not be accepted.
7. Judges' decisions are final.
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[bookmark: _Toc441238871]Decision Making Score Sheet

	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	PRESENTATION
	
	
	

	· Essay is typed, double spaced with 12-point font and font type is consistent throughout
	5
	
	

	· Includes Cover Page, with student name, high school name, school year, and event
	5
	
	

	· Essay is a maximum of 3 pages, with 1-inch margins all around
	5
	
	

	· References are cited using MLA Style
	10
	
	

	INTRODUCTION
	
	
	

	· Identifies and introduces the scenario to reader
	5
	
	

	· States precisely what essay writer intends to accomplish
	5
	
	

	· Describes in one or two sentences what problem(s) exist
	5
	
	

	SUMMARY OF SCENARIO
	
	
	

	· Summarizes aspects of the scenario that directly pertain to essay’s critique
	10
	
	

	· Presents fair evaluation and does not misrepresent the facts stated in scenario
	10
	
	

	CRITIQUE
	
	
	

	· Organized to reflect structure of summary
	5
	
	

	· Refrained from unnecessary repetition of statements or facts
	5
	
	

	· Essay clearly defines an argument or point of view
	10
	
	

	· Argument defined is factually defended based on scenario
	10
	
	

	CONCLUSION
	
	
	

	· Concisely states conclusion of argument or point of view
	5
	
	

	· Briefly summarized steps taken to reach conclusion
	5
	
	

	TOTAL POINTS
	100
	
	

	For additional comments, please use the back of this page.
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[bookmark: _Toc441238872]Employment Preparation Phase 1 Instructions
Description
Individual Jobs for Montana’s Graduates (JMG) students will demonstrate their comprehension of career preparation, job attainment, and healthy lifestyle choices by submitting a cover letter, job application and resume for a simulated job opening.
Purpose
Provide JMG students an opportunity to showcase their skills and understanding of the career preparation, job attainment and healthy lifestyle choices by competing in Phase 1 for an interview (Phase 2).
Eligibility
Open to all 12th grade JMG students currently enrolled in the MCA and on the JAG Roster.
Entries
12th grade JMG students only.
Observers
Not applicable.
Competitive Event Timeline
Entries must be submitted with the IGNITE Montana Spring Conference Registration by the deadline.  Judging takes place the week immediately following the registration deadline.
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Student(s) intent to enter the Employment Preparation Phase 1 Event and submit the Resumes, Cover Letters and Job Applications with competition materials by the registration deadline.
2. Competitors may only apply for 1 of the 5 positions available.  The JMG Inc. company profile is on the following page of this manual.  The positions will be posted on the JMG website.
3. Student competitors are required to submit a signed Cover Letter, Resume and signed Job Application, complete with factual experience based upon the students' qualifications for the mock position for which the student is applying.
4. Student competitors will submit their job application packet in a 9" x 12" envelope containing the following information:
· Return Address:
· Student Name
· School Name, School Year
· Employment Preparation Phase 1
· To Address:
· Program Manager - IGNITE
RE: [Specific Job Title]
JMG - DLI
PO Box 1728
Helena, MT 59624
5. All Employment Preparation Phase 1 submissions will be judged prior to the IGNITE Montana Spring Conference.
6. Employment Preparation Phase 1 submissions will be judged based on the criteria in the Scoring Sheet.
7. Student competitors selected to compete in Phase 2 will be notified by the method of communication specified in their Cover Letter.  The Career Specialist will also be notified by email.
8. Late submissions will not be accepted.
9. Judges' decisions are final.
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[bookmark: _Toc441238873]Employment Preparation Phase 1 Company Profile
JOBS for MONTANA’S GRADUATES, INC. 
COMPANY PROFILE
We are an organization that provides products and services to assist schools and communities in uniting around a meaningful purpose.  We sell curriculum and resources, while providing technical assistance and support to our end users.
MISSION
WE EMPOWER AND MOBILIZE YOUNG MONTANANS TO ACHIEVE ECONOMIC INDEPENDENCE.
VISION
At JMG, we envision a world where students are engaged in their own learning and have taken control of their path to success.
VALUES
STUDENT VOICE | INNOVATE | MOBILIZE | EMPOWER | CONNECT
HOW WE DO IT
· Connecting students with local employers by bringing them into the classroom to be guest speakers, requiring students to conduct job shadows and involving local employers in community service projects and fund raisers

· Teaching students how to demonstrate professionalism by participating in leadership conferences, career readiness activities, and connecting with their communities through service-learning opportunities

· Providing cutting-edge educational materials, curriculum and resources to teachers, for nurturing students to get involved in their personal and professional development, while learning how to control their future

· Collecting and reporting measurable outcomes to support the work that is accomplished by teachers, students, schools, communities, and the state

We are currently seeking qualified students to join our team.  Browse through our jobs available to find the best fit for you.  

For more information on each job and to apply, please review the following job descriptions.

To Apply:
Submit Cover Letter, Resume and Job Application to: 
Program Manager – IGNITE
JMG – DLI
RE: [Job Title]
PO Box 1728
Helena, MT 59624-1728
JMG Competitive Events Manual		PG 38
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[bookmark: _Toc441238874]Employment Preparation Phase 1 Job Descriptions
J O B POS T ING FOR: ADMINISTRATIVE ASSISTANT
Job Overview:
Performs a variety of administrative, computer, technical and clerical duties in support of the office staff. Responsibilities encompass duties related to administrative and secretarial assignments, coordination of office functions, provision of user support for computer software applications, and performance of supportive service duties for all work units using knowledge of local office, bureau, division, department, and state goals, objectives, policies and procedures.

Essential Functions (Major Duties or Responsibilities):
1. Performs a variety of reception and administrative duties using knowledge of Jobs for Montana’s Graduates, communication and computer skills.
2. Provides assistance to customers using knowledge of the Internet, Microsoft Software applications, and various other software packages as well as communication and public relations skills.
3. Provides information to JMG team using knowledge of local labor market conditions, employer needs and requirements, interviewing skills, as well as strong communication and public relations skills.
4. Performs a variety of program assistant duties for one or more programs operated by the local office.
5. Performs other duties as assigned, including but not limited to faxing, scanning, printing, copying, data-entry, and note-taking for meetings.

Minimum Qualifications (Education and Experience):
Education and experience equivalent to one year of high school in business or a related field, and six months of various public contact experience. Experience with computers and various software applications will be required.

Knowledge, Skills and Abilities:
Knowledge of office computer applications and ability to acquire and continuously improve knowledge of various software applications, i.e., Microsoft Windows, Microsoft Office, Montana Career Information Systems (MCIS), and the Internet. Must have the ability to assist customers in use of computers and related software and troubleshoot basic computer problems.

Ability to acquire knowledge, within a reasonable period of time on the job, of departmental and work unit policies and procedures; services provided by Jobs for Montana’s Graduates; community resources and services provided by workforce system partners; department programs, regulations and policies. Knowledge of office practices and procedures; business English, spelling, grammar, and composition; basic accounting practices and procedures; basic research methods and current social and labor market conditions in the area.
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JOB POSTING FOR: CUSTOMER SERVICE ASSOCIATE

Job Overview:
The person in this position needs to be positive, organized, creative, and independent. Must become knowledgeable and effectively communicate the goals and values of JMG. This is a full- time position that includes with some travel in and out of state.

Essential Functions (Major Duties or Responsibilities):
1. Greet customers and ascertain what each customer wants or needs.
2. Describe merchandise and explain use, operation, and care of merchandise to customers.
3. Recommend, select, and help locate or obtain merchandise based on customer needs and desires.
4. Compute sales prices, total purchases and receive and process cash or credit payment.
5. Check to ensure that appropriate changes were made to resolve customers' problems.
6. Determine charges for services requested, collect deposits or payments, or arrange for billing.

Minimum Qualifications (Education and Experience):
Education and experience equivalent to one year of high school in business or a related field, and one year of various public contact experience. Experience with computers and various software applications will be required.

Knowledge, Skills and Abilities:
Must be able to organize and prioritize workload; readily accept direction and supervision; and learn new procedures. Must have extensive computer skills including expert knowledge of word processing and database applications using the Microsoft Office suite. Must be able to communicate effectively, provide excellent customer service, and establish and maintain effective working relationships with Department personnel and the public. Must be capable of accepting   and working under general supervision and make efficient use of work time with an ability to re- focus on the tasks at hand and meet deadline requirements while coping with frequent interruptions.

Ability to acquire knowledge, within a reasonable period of time on the job, of departmental and work unit policies and procedures; services provided by Jobs for Montana’s Graduates; community resources and services provided by workforce system partners; department programs, regulations and policies.
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JOB POSTING FOR: MAINTENANCE TECHNICIAN

Job Overview:
Responsible for all repairs and maintenance of building interiors and exteriors, landscape and grounds, building utilities, mail services, custodial services, work control, and inventory, as well as performance of supportive service duties for all work units using knowledge of local office, bureau, division, department, and state goals, objectives, policies and procedures.

Essential Functions (Major Duties or Responsibilities):
1. Provide cleaning maintenance service with emphasis on cleaning public areas, including restrooms, carpeted and hard-surface floor care, trash removal, room set-ups and other related duties.
2. Works individually or on a team in an assigned area.
3. Duties include, but may not be limited to: scrubbing, mopping, washing, sealing, disinfecting and polishing hard surface floors; vacuuming and shampooing carpeted floors; dusting and polishing furniture; washing windows and mirrors; polishing bathroom and shower fixtures; emptying trash receptacles to dumpsters; replacing light bulbs and fluorescent tubes; handling commercial (industrial) cleaning chemicals; moving supplies up and down stairs; maintaining good communication channels with Jobs for Montana’s Graduates teammates and performing related duties as required.
4. Provide maintenance support throughout building to ensure smooth business operations.

Minimum Qualifications (Education and Experience):
Education and experience equivalent to one year of high school in maintenance or a related field, and six months of various public contact experience. Experience with computers and various tools will be required.

Knowledge, Skills and Abilities:
Experience successfully prioritizing daily duties and adapting to changing priorities, while accurately following instructions and procedures. Works effectively in a team-oriented environment. Provides excellent customer service. Enforced building and security regulations. Understanding of, certifications, or classes in safety procedures utilized in a custodial, janitorial or housekeeping position. Provides direction and assistance with special event preparation, set-up and cleanup.
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JOB POSTING F OR: MARKETING AND GRAPHIC DESIGN ASSISTANT

Job Overview:
Assists in the implementation of Jobs for Montana’s Graduates communications strategy, as developed by the Jobs for Montana’s Graduates team, and develops concepts, designs and layouts for printed publications, brochures, memos, and presentations. Develops creative design for use in digital and social media and executes social media strategy developed in coordination with the Jobs for Montana’s Graduates team. Provides guidance to program staff on public engagement via social media channels. Provides creative direction, create multimedia tools and resources, brand guidance, and conduct social media engagement to support Jobs for Montana’s Graduates initiatives, regulations and special projects.

Essential Functions (Major Duties or Responsibilities):
1. Provides editorial and design support and consultation to Jobs for Montana’s Graduates staff, creating materials and making recommendations based on knowledge of current trends and accepted principles of good design.
2. Develops layout and design for print publications and web media, including brochures, reports, presentations, social media graphics, templates, banners, print advertising and other materials as needed.
3. Monitors and responds to online buzz and keeps Jobs for Montana’s Graduates staff aware of trends in online discussions. Shares content across social media channels, including Facebook, LinkedIn, YouTube, Twitter and other emerging social media platforms.
4. Provides support in public relations campaigns and special projects and initiatives.

Minimum Qualifications (Education and Experience):
Education and experience equivalent to one year of leadership experience, two years of high school in creative or art related field, and one year of various public contact experience. Experience with computers and various software applications will be required.

Knowledge, Skills and Abilities:
Knowledge of design computer applications and ability to acquire and continuously improve knowledge of various software and mainframe applications. Skilled in use of social media platforms, including Facebook, Twitter, LinkedIn and YouTube.

Ability to acquire knowledge, within a reasonable period of time on the job, of departmental and work unit policies and procedures; services provided by Jobs for Montana’s Graduates; community resources and services provided by workforce system partners; department programs, regulations and policies.
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JOB POSTING FOR: TEAM LEADER (SUPERVISOR)

Job Overview:
Performs supervisory duties to assist Program Director in achieving positive outcomes. Responsibilities encompass duties related to administrative and secretarial assignments, coordination of entry-level staff, observing and evaluating workers and work procedures to ensure quality standards and service using knowledge of local office, bureau, division, department, and state goals, objectives, policies and procedures.

Essential Functions (Major Duties or Responsibilities):
1. Performs a variety of supervisory duties using knowledge of conflict resolution, discretion, and leading by example.
2. Provides administrative assistance to the Program Director, in assisting the public and users in administrating Jobs for Montana’s Graduates services.
3. Coordinates and schedules entry-level staff by providing training, support and works as needed with entry-level staff.
4. Performs other duties as assigned, including but not limited to faxing, scanning, printing, copying, data-entry, and note-taking for meetings.
5. Performs a variety of program assistant duties, including auditing, reviewing and analyzing information for one or more programs operated by the local office.

Minimum Qualifications (Education and Experience):
Education and experience equivalent to one year of leadership experience, two years of high school in business or a related field, and one year of various public contact experience. Experience with computers and various software applications will be required.

Knowledge, Skills and Abilities:
Knowledge of office computer applications and ability to acquire and continuously improve knowledge of various software and mainframe applications, i.e., Microsoft Windows, Microsoft Office, Montana Career Information Systems (MCIS), and the Internet. Must have the ability to remain calm in high stress situations and remain unbiased in personnel conflicts.

Ability to acquire knowledge, within a reasonable period of time on the job, of departmental and work unit policies and procedures; services provided by Jobs for Montana’s Graduates; community resources and services provided by workforce system partners; department programs, regulations and policies. Knowledge of office practices and procedures; business English, spelling, grammar, and composition; basic accounting practices and procedures; basic research methods and current social and labor market conditions in the area.
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[bookmark: _Toc441238875]Employment Preparation Phase 1 Cover Letter Guidelines
	TEN COMPONENTS
	Example:

	1. Letterhead
2. Date
3. Address Block
4. Reference
5. Salutation
6. Carrot
7. Meaty Content
8. Closing
9. Signature
10. Enclosure
	Denise Grant (1)
123 Main Street | Missoula MT 59801 | 406.243.2345 | dgrant@gmail.com

October 23, 2013 (2)

Ms. Jill Smith, Recruiter (3)
ABC Company, Inc.
234 Front Street
Missoula, MT 59801

RE: Information Systems Manager Position (4)

Dear Ms. Smith (5)

(6) Providing strategic planning, design innovation, and cost-effective technology solutions that improve performance and achieve business objectives are among the qualifications I would bring to ABC as Information Systems Manager.  As a business-focused information management professional with more than 5 years’ progressive experience in rapidly growing environments including the pharmaceutical industry, I have successfully:

(7)  Built and directed IT function and start-up, forging strong relationships   
            with business units and leading large-scale SAP/R3 implementation  
            projects for two customers on schedule and under budget.
 Rescued failed e-commerce project, resulting in restored customer confidence and retention of a $350M account.  Solution is now utilized as an enterprise standard to provide cost-effective Web access for customers.
My success results from an ability to see the “big picture” and quickly deliver the greatest value from IT solutions.  As a result of my unique accomplishments with SAP and Oracle, I was invited to deliver success-story presentations for both organizations and honored with “Outstanding Employee of the Year Award” in 2008.

Although secure in my current position, I am confidentially exploring new challenges in information systems management.  May we meet to discuss the value I would add to ABC’s organization?  I will call to schedule a mutually convenient time. (8)

Sincerely,

Denise Grant (9)
Denise Grant

Enclosure: Resume (10)
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[bookmark: _Toc441238876]Employment Preparation Phase 1 Resume Guidelines
Resume Example 1

	RESUME COMPONENTS
1. Headline
1. Tag Lines
2. Career Statement
3. Career Summary
4. Core Competencies
5. Career Highlights
6. Professional Experience
	Tom Smith 
123 ABC Street | Missoula MT 59801 | 406.243.1234 | tsmith@gmail.com

Safety & Emergency  Management Professional (1)
Local | County | State | Federal (2)

(3) Top-performing professional with 20 years’ exemplary achievement in metropolitan law enforcement.

(4) Distinguished career in city-wide emergency response and safety management operations.  Impressive knowledge of responsibilities and interrelationships between federal, state and local jurisdictions.  Success in management of budgets, projects and coordination of critical emergency functions to secure short- and long-term goals.  Excellent communicator demonstrating logic, focus and critical thinking while remaining calm in crisis and exercising appropriate delegation of responsibility and authority.

(5) Core Competencies:

	1. 
	· Homeland Security Directives
· Emergency Preparedness
· Anti-Terrorism Threat Analysis
· Budget and Fiscal Management
· Human Resources Administration
	· Strategic and Tactical Planning
· Fieldwork and Investigations
· Policies, Programs & Procedures
· Government and Media Relations
· Infrastructure & Physical Security

	2. 
	(6) Career Highlights
Appointed to homeland security leadership and key law enforcement position for Los Angeles, California serving nearly 10 million residents.
Collaborated with U.S. Secret Service to launch California’s first Gang Crimes Task Force, creating Homeland Security strategy for state Police Divisions and Emergency 911 Operators.
(7) Professional Experience
Captain, 5/2003 to Present, Los Angeles Metro Police – Los Angeles, CA
Served high crime area, requiring flawless law enforcement
Supervised three detectives, one assistant prosecutor and one administrative assistant while conducting investigations and prosecutions of criminal activity. 
Selected Accomplishments:
· Planned and executed all tactical operations of criminal investigations while supervising over 250 investigations, including over 100 undercover operations, 600 physical surveillances, 60 electronic surveillances and 200 search warrant executions.
· Qualified over 100 times as an expert witness in Narcotics and Electronic Surveillance.
· Cross sworn Deputy United States Marshall TDY DEA Vice President Task Force.



Resume Example 2 

	RESUME COMPONENTS
1. Headline
2. Tag Lines
3. Career Statement
4. Career Summary
5. Proficiencies
6. Testimonial
7. Professional Experience
	Tammy Smith, R.N. (1)
123 DEF Street | Missoula MT 59801 | 406.243.5678 | tsmith@gmail.com
Director of Nursing (1)
Passionate | Dedicated | Friendly | Supportive (2)

(3) Change-catalyst with an accomplished leadership career streamlining the quality of care delivery and shaping top-quality healthcare teams with a positive attitude and smile, despite the challenges.

(4) More than 20 years’ experience leveraging skills in leadership, direct care nursing (critical care, radiation, oncology, and geriatrics) and business development.  Strong personal integrity and skill in healthcare management strategies, reaching administrative goals, enhancing residents’ emotional, physical and mental well-being and unifying healthcare teams.  Bilingual Spanish / English.

(5) Proficiencies include:

	8. 
	· Operations & Staff Management
· Staff Training & Supervision
· Direct Resident Patient Care
· Policy and Regulatory Compliance
· Evidence Based Nursing Care
	· Infection Control & Prevention
· Quality Assurance & Crisis Intervention
· Patient Advocacy & Rapport Building
· Communications and Networking
· Resource Coordination & Allocation

	9. 
	(6) “Tammy is an exceptionally dedicated Director of Nursing who truly cares about staff, patients and families.  Patients and their family members sing her praises and her staff respect her immensely.  She is always willing to stay late, come in early and do what it takes to make things run smoothly, help patients and manage her department.” ~Annual Review, Chief of Staff, St. Patrick’s Hospital

(7) Healthcare Experience
Director of Nursing, St. Patrick’s Hospital, Missoula, Montana (2009 to present)
Hold highest management position with 24-hour accountability for a 253-bed facility and a nursing staff of 200.  Lead, direct and mentor healthcare staff with full responsibility for stringent tracking of infection control, supervision of accurate patient chart auditing, and compliance with state laws.
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[bookmark: _Toc441238877]Employment Preparation Phase 1 Job Application
Application Instructions:
· Please complete this application by typing or printing in ink.  INCOMPLETE or UNSIGNED applications will not be considered.
· We are an equal opportunity employer.  We do not discriminate on the basis of race, religion, color, sex, age, national origin, marital status, or disability.

	JOB TITLE (for which you are applying): 
	[bookmark: Text24]     

	PERSONAL DATA

	NAME
	     

	ADDRESS
	     
	CITY
	     
	STATE
	     
	ZIP
	     

	PHONE
	(     )     
	EMAIL
	     

	EDUCATION

	WILL HAVE HIGH SCHOOL DIPLOMA OR GED AT END OF 2015-2016 SCHOOL YEAR
	[bookmark: Check7][bookmark: Check8]|_| Yes   |_| No

	RELEVANT COURSEWORK COMPLETED (Please list all that apply)
	     

	
	     

	     

	     

	     

	EXTRACURRICULAR ACTIVITIES 
(Please list all that apply)
	     

	
	     

	     

	     

	     

	WORK/SERVICE EXPERIENCE (List in chronological order, beginning with most recent first)

	COMPANY/PROJECT NAME
	     

	SUPERVISOR/ LEAD NAME
	     
	JOB TITLE/ ROLE
	     

	DUTIES/ RESPONSIBILITIES
	     

	     

	     

	     

	COMPANY/PROJECT NAME
	     

	SUPERVISOR/ LEAD NAME
	     
	JOB TITLE/ ROLE
	     

	DUTIES/ RESPONSIBILITIES
	     

	     

	     

	     

	COMPANY/PROJECT NAME
	     

	SUPERVISOR/ LEAD NAME
	     
	JOB TITLE/ ROLE
	     

	DUTIES/ RESPONSIBILITIES
	     

	     

	     


[bookmark: _Toc441238878]Employment Preparation Phase 1 Job Application, Page 2

	REFERENCES

	NAME
	PHONE NUMBER
	RELATIONSHIP

	     
	[bookmark: Text25][bookmark: Text26](     )     
	     

	     
	(     )     
	     

	     
	(     )     
	     



The information that you provide on this application is subject to verification.  Falsifications or misrepresentations may disqualify you from consideration for employment preparation phase 1 or, if selected for phase 2, may be grounds for disqualification at a later date. 

With my signature below (typed or written), I certify that all information on this and all attached pages is true, correct and complete to the best of my knowledge and contains no willful falsifications or misrepresentations.  

Student Signature: _____________________________________________________________ Date: _______________

Career Specialist Signature: _____________________________________________________ Date: ________________

                                                                   This application provided by: Job Service Operations Bureau



[bookmark: _Toc441238879]Employment Preparation Phase 1 Score Sheet
	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	ENVELOPE
	
	
	

	· Addressed correctly to sender and return address is complete
	5
	
	

	COVER LETTER
	
	
	

	· Individualized letterhead, including contact information
	5
	
	

	· Includes date, address block (corresponding with envelope)
	5
	
	

	· Reference, salutation, signature and enclosure
	5
	
	

	· Carrot Paragraph
	5
	
	

	· Meaty Content, formatted for effect
	5
	
	

	· Free from grammar, punctuation and spelling errors
	10
	
	

	RESUME
	
	
	

	· Same individualized letterhead from cover letter
	5
	
	

	· Headline & Tag lines
	5
	
	

	· Career Statement
	5
	
	

	· Career Summary
	5
	
	

	· Core Competencies/ Proficiencies
	5
	
	

	· Career Highlights/ Testimonial
	5
	
	

	· Professional Experience
	5
	
	

	· Free from grammar, spelling and punctuation errors
	10
	
	

	JOB APPLICATION
	
	
	

	· Completed in entirety, either typed or neatly hand-written in black ink
	5
	
	

	· Free from grammar, spelling and punctuation errors
	5
	
	

	· Signed by student competitor
	5
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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[bookmark: _Toc441238880]Exploratory Career Notebook Instructions
Description
Individual Jobs for Montana’s Graduates (JMG) students will demonstrate their comprehension of career exploration and preparation by researching and compiling information about a specific career choice.
Purpose
Provide JMG students an opportunity to showcase their understanding of career exploration and opportunities in a specific career field.
Eligibility
Open to 10th, 11th and 12th grade JMG students currently enrolled in the MCA and on the JAG Roster.
Entries
Maximum of two entries from grade 10, maximum of two entries from grade 11, and a maximum of two entries from grade 12 (for a total of six possible entries) per chapter.
Observers
Career Exploratory Notebooks will be on display for attendees at the IGNITE Montana Spring Conference.
Competitive Event Timeline
Entries must be submitted with the IGNITE Montana Spring Conference Registration, by the deadline.  Judging takes place the week immediately following the registration deadline.
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Student(s) intent to enter the Exploratory Career Notebook Event and submit the binders with competition materials by the registration deadline.
2. Student competitors will use a 3-ring standard binder to record career research materials.
3. Internal contents will be on 8 1/2" x 11" paper.  Dividers will be used between sections.
4. Student competitors will type using 12 point font or neatly hand write in black ink.  Pages will have 1" margins.
5. The following outline will be followed:
· Binder Front Cover
· Student Name, Grade Level
· School Name, School Year
· Exploratory Career Notebook, [selected career title]
· Section 1: Table of Contents (maximum 2 pages)
· Page numbers on the bottom of the page
· Section 2: Career Essay (maximum 500 words, no longer than 2 pages, in MLA style)
· Introduction
· Supporting Paragraphs (appropriate topic and transition sentences) based on why the career was selected and then what was learned in researching that career
· Conclusion
· Section 3: Student Long Resume (minimum 2 pages)
· Section 4: Student Interest Inventory with Supporting Documentation (in plastic sheet covers, to count as a maximum of 2 pages)
· Examples include but are not limited to: MCIS Skills Sort, Copes/Cops/Caps test results, or any other credited interest inventory supporting career choices.
· Section 5: On-Site Research Narrative (maximum 20 pages)
· Research one career field on-site, describing the career, including any of the following:
· Interviews and visitations, contact information and pictures describing the career
· Written requests for research materials, written communication between student competitor and contact person holding selected career position
· Information gathered by writing or visiting areas of interest: articles, job description, and career ladder
· Binder Back Cover
· Collage of selected career
6. All materials in the notebook will be designed, implemented and presented as the work of the student competitor.  Information provided will be factual, cited and based on actual happenings.
7. All Exploratory Career Notebook Event submissions will be judged prior to the IGNITE Montana Spring Conference.
8. Exploratory Career Notebook Event submissions will be judged based on the criteria in the Scoring Sheet.
9. Late submissions will not be accepted.
10. Judges' decisions are final.
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[bookmark: _Toc441238881]Exploratory Career Notebook Score Sheet
	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	COMPOSITION
	
	
	

	· Binder front and back covers present
	2
	
	

	· Front Cover includes: Student name and grade level
	1
	
	

	· Front Cover includes: School name and school year
	1
	
	

	· Front Cover includes: Event name and researched career title
	1
	
	

	TABLE OF CONTENTS
	
	
	

	· Maximum of 2 pages
	1
	
	

	· Page numbers on bottom right of each page
	1
	
	

	· Clear and concise; organized
	3
	
	

	CAREER ESSAY (MLA STYLE)
	
	
	

	· Double spaced, 12-pt font, 1-inch margins; maximum of 2 pages
	5
	
	

	· Introduction Paragraph introduces audience to student’s career choice
	5
	
	

	· Supporting Paragraphs explain career selection and what the student learned
	10
	
	

	· Conclusion Paragraph wraps up any loose ends and concludes student’s choice
	5
	
	

	STUDENT RESUME
	
	
	

	· Maximum of 2 pages; subtract 1 point for each extra page
	5
	
	

	· Free of grammatical, spelling, punctuation errors
	5
	
	

	· Reader is impressed by content, layout and formatting
	15
	
	

	INTEREST INVENTORY
	
	
	

	· Maximum of 2 pages, in sheet protector
	5
	
	

	ON-SITE RESEARCH NARRATIVE (MLA)
	
	
	

	· Double spaced, 12-pt font, 1-inch margins; maximum of 20 pages
	5
	
	

	· Thorough research conducted through interviews, visitation, contacts & pictures
	15
	
	

	· Documented communication, cited between student and contact in researched career
	15
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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[bookmark: _Toc441238882]Individual Civic Activities Instructions
Description
Individual Jobs for Montana’s Graduates (JMG) students will demonstrate their comprehension of Civic Responsibility by planning, coordinating and participating in community service activities under the Civic Responsibility requirement of the Program of Work in Jobs for Montana’s Graduates (JMG) and the Montana Career Association (MCA).  All hours of service will be recorded and Career Specialists will enter them into the Jobs for America’s Graduates (JAG) database: eNDMS.
Purpose
Encourage JMG students within each chapter to work together as a team by planning, coordinating and participating in community service that promotes the values of JMG within their community.
Eligibility
JMG students currently enrolled in the MCA and on the JAG Roster.
Entries
Only one individual entry per grade, for a maximum of 4 entries per chapter.
Observers
Not applicable
Competitive Event Timeline
Entries must be submitted with the IGNITE Montana Spring Conference Registration by the deadline.  Judging takes place the week immediately following the registration deadline.
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Student’s intent to enter the Individual Civic Activities Event and submit the completed Individual Civic Activities Registration Form with competition materials by the registration deadline.
2. As each student completes Civic Responsibility related community service projects throughout the school year, the Career Specialist will document the activities and record the hours in eNDMS under the “Community Service” section of Model Services.
3. The Career Specialist will print out the individual student’s community service model services entered.
PRINTING THE INDIVIDUAL COMMUNITY SERVICE MODEL SERVICES:
· Sign into the JAG eNDMS Database.
· Select your current program roster from the Active Participant drop-down menu
· Select the student who is participating in the Individual Civic Activities event
· Select the Model Services link in the grey menu drop-down under the student name
· Select From Date (start of school year)
· Enter the To Date (up to the date of the registration deadline)
· Select the Community Service drop-down in the Search by Activity box
· Hit Search
· Print this report by using your browser’s print function
4. The Career Specialist will verify and total the amount of hours and include the report with the Individual Civic Activities Registration Form.
5. The Individual Civic Activities will be completed by a current, enrolled member of the MCA and will be presented as the work of the JMG student.
6. The Individual Civic Activities will encompass community service activities only from the current school year, up to the date of submission.
7. All Individual Civic Activities will be judged prior to the IGNITE Montana Spring Conference.
8. Late submissions will not be accepted.
9. Judges' decisions are final.
Event Scoring
Hours will be tallied, verified in eNDMS and finalized during the Competitive Event Timeline.  Winners are announced at the IGNITE Montana Spring Conference Award Luncheon.
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[bookmark: _Toc441238883]Individual Civic Activities Registration Form

	SCHOOL NAME
	     

	STUDENT NAME
	     

	TOTAL SERVICE HOURS
	     



	Total number of MCA Community Service Hours:
	     

	Please list all related service activities performed by the student in JMG:

	ACTIVITY
	HOURS
	ACTIVITY
	HOURS

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     



	Total number of independent Community Service Hours:
	     

	Please list all related service activities performed by the student outside of JMG:

	ACTIVITY
	HOURS
	ACTIVITY
	HOURS

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     



I, the undersigned, attest that the hours of community service and respective projects were performed by my high school’s JMG Chapter.  

I consent to this information being reproduced, used and/or modified in any way for use by the Jobs for Montana’s Graduates Program.

JMG Chapter Representative (Student) Signature: _____________________________________ Date: ______________

Career Specialist Signature: _____________________________________________________ Date: ________________






[bookmark: _Toc441238884]Poster/Slogan Instructions
Description
Individual Jobs for Montana's Graduates (JMG) Students will demonstrate commitment to the JMG Program and his or her Montana Career Association (MCA) by creating a poster to promote interest in the JMG program and MCA.
Purpose
Provide JMG Students an opportunity to showcase their artistic, creative and imaginative talents by making a visual display which promotes JMG and/or MCA, to be used by the JMG State office for promotional materials.
Eligibility
JMG students in grades 9, 10, 11 or 12 currently enrolled in the MCA and on the JAG Roster.
Entries
A maximum of two entries per grade, for a total of 8 maximum entries per chapter.
Observers
Posters will be on display during the IGNITE Montana Spring Conference.
Competitive Event Timeline
Entries must be submitted with the IGNITE Montana Spring Conference Registration by the deadline.  Judging takes place the week immediately following the registration deadline.
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Student(s)’s intent to enter the Poster Event and submit the completed Poster(s) with competition materials by the registration deadline.
2. Posters will be 22" by 28" from edge to edge, which is standard size for small poster board.  
3. Posters will be two-dimensional, flat surfaced.  Picture and letter pasting is acceptable.
4. Each poster shall contain a slogan, which promotes JMG and/or the MCA.
5. The following will appear on the back of every poster:
· Student Competitor's First and Last Name
· School Name, School Year
· Grade Level
· Career Specialist Name
6. The student(s)'s name(s), school name, city or JMG Chapter will not appear on the front of the poster, or will result in disqualification.
7. All poster submissions will be judged prior to the IGNITE Montana Spring Conference. 
8. Late submissions will not be accepted.
9. All poster submissions will be judged based on the criteria in the Scoring Sheet.
10. Judges' decisions are final.
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[bookmark: _Toc441238885]Poster/Slogan Event Scoring Sheet

	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	IDENTIFYING INFORMATION 
(VERIFIED BY JMG STATE STAFF)
	Y/N
(pass/fail)
	
	

	· The back of the poster contains:
Student’s first and last name
School Name, School year
Grade Level and Career Specialist Name
	
	
	

	APPEARANCE
	
	
	

	· Meaning and purpose are clear to the viewer in messaging/imagery
	10
	
	

	· Represents student’s interpretation of JMG and/or the MCA
	10
	
	

	· Nice colors and graphics, either sketched or computer generated
	5
	
	

	· Balance of white space, color, text and imagery
	5
	
	

	DESIGN
	
	
	

	· Materials used to create poster fit the overall theme and purpose of the poster
	10
	
	

	· Content and subject matter directly relate to JMG and/or the MCA
	10
	
	

	· Layout of the poster leaves viewer with a significant visual impact
	5
	
	

	· Apparent level of difficulty in quality and execution of design
	5
	
	

	ARTISTIC/ORIGINAL QUALITY
	
	
	

	· Poster draws audience in and maintains attention
	10
	
	

	· The colors in the poster complement each other
	5
	
	

	· Patterns and shapes are pleasing to the eyes
	5
	
	

	· Viewer would hang this poster on his or her wall
	10
	
	

	ORGANIZATION
	
	
	

	· Poster measures 22” by 28”, margin of error is 1/8” 
	5
	
	

	· Flat surfaced, 2-dimensional, with no student identifying information on the front
	5
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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[bookmark: _Toc441238886]Poster/Slogan Registration Form
	SCHOOL NAME
	[bookmark: Text27]     

	STUDENT NAME
	[bookmark: Text28]     

	STUDENT GRADE
	[bookmark: Check9]|_| 9th Grade
	[bookmark: Check10]|_| 10th Grade
	[bookmark: Check11]|_| 11th Grade
	[bookmark: Check12]|_| 12th Grade



	PLEASE LIST AND CITE ALL SOURCES USED IN THE PROCESS TO CREATE THE POSTER (WEBSITES, BOOKS, PHOTOS, ETC.).  ADDITIONALLY, INCLUDE HARDWARE (MARKERS, STENCILS) AND SOFTWARE (MICROSOFT PUBLISHER, ADOBE IN-DESIGN, ETC.) USED.  FAILURE TO CITE SOURCES WILL RESULT IN DISQUALIFICATION.

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     



I, the undersigned, attest that the design and creation is my work.  Any and all sources used are listed above.  Furthermore, I attest that the production is in accordance with state and federal copyright laws.

I consent to its reproduction, use and/or modification in any way for use by the Jobs for Montana’s Graduates Program.

Student Signature: ____________________________________________________________ Date: _________________

Career Specialist Signature: _____________________________________________________ Date: ________________




[bookmark: _Toc441238887]IGNITE Montana Spring Conference Events (On-Site)

This section contains:
· Professional Conduct and Dress Code Standards
· Sample Letter and Permission Form to Parents/Guardians 
· Chapter Guidelines for On-Site, Conference Events
· Individual Guidelines for On-Site, Conference Events
· Chapter Event Guidelines
· Chapter Banner, Sign, Other
· Chapter Talent
· Electronic Presentation
· Individual Event Guidelines
· Critical Thinking
· Employment Preparation, Phase 2
· Individual Talent
· Life Math Skills
· Public Speaking
· Telephone Techniques
· Words in the Workplace
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[bookmark: _Toc441238888]Professional Conduct and Dress Code Standards
CODE OF CONDUCT
A GOOD REPUTATION enables you to take pride in your organization. Members of the Montana Career Association (MCA) have an opportunity at JMG conferences to create an excellent reputation among community leaders as well as high standards of conduct for future members to uphold. Your conduct at any MCA function should be polite and professional to enhance the reputation of the association.
1. Your behavior at all times should be such that it reflects well on you, your school, the Montana Career Association, and Jobs for Montana’s Graduates.
2. Member conduct is the responsibility of the members and the local chapter advisor. Students shall keep their advisors informed of their activities and whereabouts at all times.
3. You are expected to attend all general sessions, workshops and other scheduled conference activities. 
4. Members are to report any accidents, injuries or illnesses to their chapter advisor immediately.
5. Members may not leave the conference facility unless the chapter advisor or the conference director gives written permission.
6. If a student is responsible for stealing or vandalism, the student and his/her guardians will be expected to pay the damages.
7. Students may not purchase, consume or be under the influence of alcohol or drugs while representing the Montana Career Association at LEAD Montana Fall Conference, IGNITE Montana Spring Conference or any other JMG/MCA sponsored activity.
8. Students should dress in a business casual manner (no jeans or hats). 
9. Smoking is not allowed.
10. Students who disregard the rules will be subject to disciplinary action and may be sent home at their own expense.
11. Students violating or ignoring any of the conduct rules may subject their entire delegation to being unseated.
APPROPRIATE DRESS CODE
BUSINESS CASUAL [LEAD Montana Fall Conference]
Dress slacks or khakis. Sweaters, dress shirts, and/or polo shirts with dress shoes. Ties are not needed. Skirts or dresses are not practical for this activity based conference as there will be times when students are sitting on the floor. Denim jeans, t-shirts, shorts or canvas shoes are not acceptable. No hats are allowed.
BUSINESS [IGNITE Montana Spring Conference]
Business attire is an upgrade from business casual and is conservative in nature. No hats are allowed.
Men and Women: Business professional attire means a suit! The suit should be navy, dark gray, or black. Pinstripes are acceptable. The shirt should be clean and unwrinkled. Shoes should be in good shape and clean. Dress shoes only.
Men: Ties should be conservative and not flashy. Socks should cover the calf when seated and be a dark color to match your suit.
Women: Make sure skirts are at least knee length. Women should always wear hosiery and closed-toed shoes. Extremely high fashion heels should be avoided. Tight shirts or ones that reveal cleavage, skin on the back, and/or stomach, should also be avoided. Excessive, clunky, dangly or non-conservative jewelry should be avoided.
EXPLANATION
In the business world, employees are often asked to attend workshops, meetings or conferences and required to dress appropriately. This is an opportunity to dress appropriately.
LEAD Montana Fall conference is an activity-based conference; therefore, business casual dress is appropriate to allow you to participate in the activities while also still appropriate for the workplace. IGNITE Montana Spring Conference is competitive-event based and will require students to represent themselves professionally.  When attending workshops, hats should not be worn – as is the standard in most high schools and many work places.
Your teacher will discuss appropriate dress with your class. If you need help with getting appropriate clothing, please discuss this with your teacher. There are opportunities to borrow clothing or buy inexpensive clothing.
You and your teacher will be responsible for you being appropriately dressed at the conference, so make yourself, your teacher, and your MCA chapter proud by dressing in correct clothing.
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[bookmark: _Toc441238889]Sample Letter and Permission Form to Guardians/Parents

Date

Dear Parent/Guardian:


Your son/daughter has expressed an interest in attending the annual IGNITE Montana Spring Conference, which is the largest Jobs for Montana’s Graduates (JMG) event of the year.

The conference will be held on [Date] at the Billings Radisson Hotel (formerly the Holiday Inn Grand Montana) in Billings.  Transportation, lodging, breakfast and lunch on Wednesday and Thursday, will be provided for the students.  Staff members, chaperones and teachers will be supervising students throughout the two-day event.  To create a professional atmosphere and to help prepare students for future contact with business and industry personnel, students are expected to wear business attire.

During the conference, students will actively participate and compete in various competitive events that include:  Critical Thinking, Employment Preparation, Public Speaking, Electronic Presentation, Talent Show, Life Math Skills and Telephone Techniques.  The IGNITE Montana conference will give Montana Career Association members a chance to meet other JMG students throughout Montana and also take part in special interest workshops, fun-learning activities and an awards luncheon.  

Parents are invited to attend the awards luncheon on [Date], beginning at [time].  The cost to attend the awards luncheon is $15.00 per person.  Checks should be made payable to "Jobs for Montana's Graduates" and given to a JMG staff person at the time of registration.  To make your reservation for dinner, please contact Morgan Marks, JMG Program Manager, (406)444-3429, by Friday, April 15th or register online: http://ignitemontana.eventzilla.net

Please complete the bottom portion of this letter and return it to me as soon as possible. I want to personally thank you for your continued support of our JMG program and I appreciate your consideration in allowing your son/daughter to participate in this annual event.

Sincerely,



JMG Career Specialist
[High School Name]
………………………………………………………………………………………………………………………………………………………
PARENT/GUARDIAN PERMISSION SLIP
I hereby give permission for my son/daughter, ______________				_, 
to travel with his/her JMG class and attend the Jobs for Montana’s Graduates Annual IGNITE Montana Spring Conference at [Location] on [Date].

Guardian/Parent Printed Name 							

Guardian/Parent Signature 							 Date			
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[bookmark: _Toc441238890]Career Specialist Tips for Having a Great Conference, Part 2
Preparing for the Conference 
· Submit Registration: Registration form/competitive events are due the last Friday of March.
· Make Hotel Reservations: To receive the JMG discounted rate, make hotel reservations for the conference before the hotel deadline of one month prior to the conference date.
· Appropriate Attire: Please review the Professional Conduct and Dress Code Standards Form.  Make sure your students have appropriate attire for the events and activities of the conference.  For competitive events and the Award Luncheon, students will want to dress in business attire.  For workshops, Coordinated Chaos, Talent Show, and free time, students can wear business casual attire.  Students will be actively moving around in the workshops and might be sitting on the floor at times, so please keep this in mind.
· Permission Slips: Please collect signed parent permission slips and DLI Media Releases to LEAD Montana Fall Conference. If you already gave your Program Manager to Media Release forms during your fall site visit, you do not need a second copy for IGNITE Montana.
· Go over Tips for a Successful Conference with Your Students: See accompanying guidance regarding how students can actively prepare to have a great IGNITE Montana experience.
· Check out these JMG Curriculum Resources to prepare for IGNITE Montana:
· B13L1ACT1 & B13L1ACT2- Interview Role Play and GNAP (first impressions!)
· C14L1 Lesson Plan – Personal Appearance and C14L2PP1 – Dress for Success Trivia Game
· C19L1 Lesson Plan – Human Relations (covers politeness, civility, communicating with diverse people, adapting to people and situations, and hand shake protocols)
· D24L1 Lesson Plan – Verbal Communication, D24L2WS1 – Non Verbal Communication, and D24L1PP1 – GNAP Power Point
· E26 and E27 Lessons/Activities address being part of a team, leadership styles, and other skills that will be helpful during the morning training session
· E28L1ACT1 – May I introduce you? Practice for introductions at IGNITE, both during training and the luncheon
· F37L1 Lesson Plan and the F37L1PP1 Power Point address Etiquette as it relates to communication, formal dining situations, and more! 
Upon Arrival at the Hotel
· Hotel Check-in: Turn off the long distance calling and movie rentals upon checking in.
· Student Room Keys: Get keys to your students’ rooms – check on them periodically.  
· Hotel Grounds: Students do not need to leave the hotel for any reason unless with you.
· Keep Watch: Assure that all students are in their rooms at night.  If you hear doors opening, check!
During the Conference
· Monitor Dress: Make sure your students are dressed appropriately.
· Nametags: All students must wear their nametag.  
· Attendance: Students must attend and stay in all sessions.
· Career Specialist Participation: Participate in the activities with the students.  It sets a good example and helps to keep your students involved (and it will be fun for you, too!)
End of Conference
· Hotel Checkout Early: Pack up and check out before the Workshops begin.
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[bookmark: _Toc441238891]Student Tips for Having a Great Conference, Part 2
· Get to know your JMG classmates and teacher(s) – they are incredible people with a lot to offer.
· Network with students across the state – you may be seeing them again from Fall Conference!
· Participate in the morning leadership training - the more you put in, the more you’ll get out of it!
· Work hard to grow as a leader and as a person – be open!
· Celebrate the accomplishments of your peers, your teachers, and YOUR personal accomplishments, too!
· Network with business, government, and nonprofit professionals who are interested in helping YOU achieve your professional and personal goals.
· Make a plan for how you’re going to share what your learned with your JMG classmates back at school.
· Go home inspired and motivated to have a great year with JMG!

NETWORKING TIPS
· Be prepared- review the list of guests and schools attending ahead of time and think of specific questions you want to ask.
· Practice making proper introductions, greetings, and interviewing techniques with other students. Role play different situations. Use your G.N.A.P. (Greeting, Name, Affiliation, Purpose) skills!
· Always wear your name tag on the right side.
· Present yourself in a positive and confident manner. 
· When someone approaches you…
· Stand up.
· Smile.
· Shake hands firmly, regardless of gender.
· Make eye contact.
· Repeat the other person’s name and use it at least once during the conversation. (If it is a difficult name to say, ask her/him for the correct pronunciation - they’re likely used to being asked!)
· When someone addresses you by the wrong name, DON’T pretend you didn’t hear the person. Politely correct them, with a smile, and help them pronounce it correctly.
· Address adults by his/her last name until the person asks you to do otherwise. Ask students what they prefer to be called.
· Be intentional about your body language and speech…
· Smile – be enthusiastic!
· Maintain proper posture and eye contact.
· Stay alert.
· Avoid nervous mannerisms such as playing with your hair or jewelry.
· Lean forward slightly to express interest and be comfortable in your seat.
· Speak in a clear voice, using good grammar and avoiding slang.
· Always say “please” and “thank you.”
· Remember: everyone matters. Each person you interact with deserves your attention and respect, whether it’s the hotel staff, teachers from another school, or the Governor of Montana.
· Consider writing a thank you letter or email to one of your new contacts so that you can add them to your network! Ask a teacher for help if you need it.
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[bookmark: _Toc441238892]Chapter Event Guidelines
[bookmark: _Toc441238893]Chapter Banner Instructions
Description
Each chapter will create a banner representing Jobs for Montana's Graduates (JMG) and/or the Montana Career Association (MCA) according to the specified requirements for marketing and promotion.
Purpose
Encourage JMG students within each chapter to work together as a team, utilizing their artistic, creative and problem solving skills to develop a banner that will be displayed at the IGNITE Montana Spring Conference.
Eligibility
JMG students currently enrolled in the MCA and on the JAG Roster.
Entries
Only one entry per chapter may be submitted for scoring.
Observers
Banner entries will be displayed at the IGNITE Montana Spring Conference.
Competitive Event Timeline
Intent to enter will be submitted with the IGNITE Montana Spring Conference Registration by the deadline.  Judging takes place at the conference.
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Chapter’s intent to enter the Chapter Banner Event and submit the Chapter Banner Registration Form with competition materials by the registration deadline.
2. There are three categories for the Chapter Banner Event:
· Banner: comprised mainly (more than 90%) of Fabric & Paper - does not exceed 24" x 60" x 2"
· Sign: comprised mainly (more than 90%) of Wood and Metal - does not exceed 24" x 60" x 4"
· Other: any entry that does not meet the above specified qualifications
NOTE: If an entry does not meet the dimensional requirements of the category as registered by the JMG Chapter, the entry will be disqualified.  The "Other" category is for all entries that do not fit the established size requirements.  Entries will not automatically move to this category, if they exceed requirements for the Banner or Sign categories.
3. Each Chapter's Career Specialist will collaborate with JMG students to complete the Chapter Banner Registration Form, accurately citing all references for inspiration, or use.
4. A JMG Chapter representative will bring the banner to the Registration Desk at the IGNITE Montana Spring Conference within the registration timeframe.
5. The banner will be designed, produced and presented as a work of the chapters' collective participation.  This is not an individual event and will not be recognized as such.
6. Each JMG chapter is responsible for securing construction material.  Due to the nature of the materials used, banners may be three dimensional.
7. The following information will appear on the front of the banner:
· Jobs for Montana’s Graduates (no abbreviations, unless “JMG” is part of the slogan, then “JMG” would be in addition to Jobs for Montana’s Graduates)
· High School Name, School Year
· Slogan or theme (no more than 8 words)
8. The banner should creatively promote the value and purpose of JMG.  The JMG Chapter's official MCA emblem or tag line may be used in the banner design.  Sewing, picture and letter pasting are acceptable.
9. Original artwork is encouraged.  Any outside works are to be cited on the Chapter Banner Registration Form.
10. Chapter Banner submissions will be judged at the IGNITE Montana Spring Conference.
11. Entries will be judged based on the criteria contained in the Scoring Sheet.
12. Late submissions will not be accepted.
13. Judges' decisions are final.
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[bookmark: _Toc441238894]Chapter Banner Score Sheet

	CATEGORY
	[bookmark: Check13]|_| Fabric/Paper
	[bookmark: Check14]|_| Metal/Wood
	[bookmark: Check15]|_| Other



	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	DOES NOT EXCEED DIMENSIONS
(Exclusive of the method of hanging)
FABRIC/PAPER - 24” X 60” X 2”
METAL/WOOD – 24” X 60” X 4”
OTHER – OUTSIDE OF THE SPECIFIED SIZES
	Y / N
	
	

	
	
	
	

	
	
	
	

	OVERALL APPEARANCE
	
	
	

	· Obvious attention to detail and care regarding presenting a quality product
	10
	
	

	· Use of color and material adds to artwork, and does not minimize viewing experience
	10
	
	

	· Appropriate and non-offensive messaging, according to the values of JMG/MCA
	10
	
	

	LAYOUT AND DESIGN
	
	
	

	· Weight and size are complimentary to the artwork
	10
	
	

	· Materials used fit the overall theme and purpose of the banner
	10
	
	

	· Layout of the banner leaves viewer with a significant visual impact
	10
	
	

	“SELLING” POWER
	
	
	

	· Content and subject matter promote JMG and/or the MCA
	10
	
	

	· Purpose is clear and related to JMG/MCA in messaging/ motto
	10
	
	

	ORIGINALITY
	
	
	

	· Shows high level of creativity, uniqueness and imagination
	10
	
	

	· Level of difficulty in creating artwork is clear
	10
	
	

	INCLUDES:
	Y/N
	
	

	· School Name, School Year
	
	
	

	· Jobs for Montana’s Graduates
	
	
	

	· Motto is no more than 8 words
	
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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[bookmark: _Toc441238895]Chapter Banner Registration Form

	SCHOOL NAME
	     



	PLEASE SELECT BANNER TYPE

	FABRIC/PAPER
	[bookmark: Check16]|_|
	WOOD/METAL
	[bookmark: Check17]|_|
	OTHER
	[bookmark: Check18]|_|



	PLEASE LIST ALL STUDENT CONTRIBUTORS

	STUDENT NAME(S)*
	GRADE LEVEL

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


*Please include any additional names on the back of the page, including their grade levels.

	PLEASE LIST AND CITE ALL SOURCES USED IN THE PROCESS TO CREATE THE BANNER (WEBSITES, BOOKS, PHOTOS, ETC.).  ADDITIONALLY, INCLUDE SOFTWARE (MICROSOFT PUBLISHER, ADOBE IN-DESIGN, ETC.) USED.  FAILURE TO CITE SOURCES WILL RESULT IN DISQUALIFICATION.

	     

	     

	     

	     

	     

	     

	     



I, the undersigned, attest that the design and creation is my work.  Any and all sources used are listed above.  Furthermore, I attest that the production is in accordance with state and federal copyright laws.

I consent to its reproduction, use and/or modification in any way for use by the Jobs for Montana’s Graduates Program.

Student Signature: ____________________________________________________________ Date: _________________

Career Specialist Signature: _____________________________________________________ Date: ________________




[bookmark: _Toc441238896]Chapter Talent Instructions
Description
Each chapter will create Jobs for Montana's Graduates (JMG) and/or Montana Career Association (MCA) related entertainment piece during the Talent Show.
Purpose
Encourage JMG students to display self-confidence, talent and an understanding of the values of JMG through musical, dramatic, comedic or performance arts.
Eligibility
JMG students currently enrolled in the MCA and on the JAG Roster.
Entries
Only one group entry per chapter.  Competing in the Talent Show does not count as a student's one allowed on-site event.  The Talent Show does not count toward Most Professional School.
Observers
Observers are allowed in the audience section during the competition.
Competitive Event Timeline
	PREPARATION		5 MINUTES PER GROUP
	TALENT ACT		7 MINUTES MAXIMUM PER GROUP
	JUDGING		5 MINUTES PER GROUP
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Chapter’s intent to enter the Chapter Talent Show Event and submit the Chapter Talent Registration Form with competition materials by the registration deadline.
2. Each competitor group will supply all props needed to perform in the Chapter Talent Show Event, including instruments, electrical cords, music, etc.  Competitor groups are responsible for bringing their props and necessary competition items to the Talent Show; neither JMG State Staff, nor the Hotel staff are responsible for the security of all props and equipment.  Failure to provide needed items for performance will result in disqualification.
3. One microphone will be provided.  
4. Any music being used for the Chapter Talent Show Event will be provided to the JMG State staff at the Registration Desk at least 2 hours prior to the Talent Show. 
5. The talent will be professional, appropriate and honor the values of the Jobs for Montana's Graduates program and the Montana Career Association.  Any profane language, inappropriate attire revealing too much skin, or offensiveness will result in immediate disqualification.
6. Competitors will be scheduled to perform in the Talent Show and they will need to be prepared and ready to go 15 minutes prior to their scheduled time.
7. Competitors will be judged based on the criteria in the scoring sheet.
8. Judges' decisions are final.
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[bookmark: _Toc441238897]Chapter Talent Score Sheet

	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	PERFORMANCE
	
	
	

	· Choice of selection (keeping with goals and ideals of JMG)
	10
	
	

	· Presentation is confident, clean, professional and fun
	5
	
	

	· Talent is indicated by skill in performance; well-rehearsed
	5
	
	

	AUDIENCE RESPONSE
	
	
	

	· Quality showmanship – performance appeals to audience
	10
	
	

	· Theme or message is conveyed to audience in enjoyable manner
	5
	
	

	· Audience response is positive through facial expressions, laughter, applause
	5
	
	

	SKILL & TECHNIQUE
	
	
	

	· Talent exhibited a degree of difficulty in preparation and accomplishment
	10
	
	

	· Tempo was well matched with music, pace, timing
	5
	
	

	· Movement and gestures were appropriate and well timed
	5
	
	

	STAGE APPEARANCE
	
	
	

	· Attire/dress/costume(s) are appropriate and contribute to the act
	10
	
	

	· Performers present themselves with character and personality
	5
	
	

	· Performers demonstrate commitment and effort in the performance
	5
	
	

	ORIGINALITY
	
	
	

	· Creative, distinct work of art that is different from other performances
	15
	
	

	PUNCTUAL
	
	
	

	· Group was on time and ready to go at scheduled competition time
	5
	
	

	· Deduction for performances exceeding allotted time
	
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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[bookmark: _Toc441238898]Chapter Talent Registration Form

	SCHOOL NAME
	     



	PLEASE LIST ALL CHAPTER TALENT GROUP MEMBERS

	STUDENT NAME(S)*
	GRADE LEVEL

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


*Please include any additional names on the back of the page, including their grade levels.

	PLEASE LIST ALL PROPS (MUSIC, MICROPHONE, PODIUM, ETC.) REQUIRED TO PERFORM TALENT.  FAILURE TO PROVIDE PROPS (OTHER THAN WHAT WILL BE PROVIDED AS EXPLAINED IN THE INSTRUCTIONS) WILL RESULT IN DISQUALIFICATION.

	     

	     

	     

	     

	     

	     

	     



I, the undersigned, attest that the design and creation our work.  Any and all required props are listed above.  Furthermore, I attest that the production is in accordance with state and federal copyright laws.

I consent to its reproduction, use and/or modification in any way for use by the Jobs for Montana’s Graduates Program.

Student Signature: ____________________________________________________________ Date: _________________

Career Specialist Signature: _____________________________________________________ Date: ________________




[bookmark: _Toc441238899]Electronic Presentation Instructions
Description
Each chapter will develop a presentation representing Montana Career Association (MCA) chapter activities in their Jobs for Montana's Graduates (JMG) class using Microsoft PowerPoint.
Purpose
Encourage JMG students within each chapter to work together as a team, utilizing their skills and abilities to develop a professional and well executed PowerPoint presentation.
Eligibility
JMG students currently enrolled in the MCA and on the JAG Roster.
Entries
Development of the presentation may be the work of a group of students from grades 9, 10, 11 and 12.  Only one student per chapter selected to deliver the presentation.
Observers
Observers are allowed during the competition.  Judge Chairperson will announce rules of observation being (1) observers are permitted under conditions of professional behavior, (2) observers may not communicate with competitors, and (3) observers may neither enter nor leave the room during a presentation.
Competitive Event Timeline
	PREPARATION		10 MINUTES PER COMPETITOR
	PRESENTATION		7-10 MINUTES PER PRESENTATION
	JUDGING		10 MINUTES PER COMPETITOR
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Chapter’s intent to enter the Electronic Presentation Event and submit all competition materials by the registration deadline.
2. The only acceptable format for the Electronic Presentation is Microsoft PowerPoint.  A laptop with Microsoft PowerPoint software and speakers, with a projector and electricity will be provided for each competitor.
3. Competitor is required to bring two copies of the presentation, either on a removable disk drive (flash drive/USB stick) or CD.
4. Competitor is limited to using the following methods for the digital copy of their presentation: one virus-free CD, flash drive, or emailed to state office one week in advance.  Competitors will leave a copy of their presentation with the judges and will remain property of the Jobs for Montana's Graduates (JMG) program.  
· If the competitor provides a flash drive and requires it back after the competition, then the presentation will be copied from the flash drive to a CD and returned to the competitor after the IGNITE Montana Spring Conference.
5. Presentation content should: promote the values and purpose of JMG and the MCA, showcase the MCA Program of Work, include specific activities completed throughout the year, and engage the audience in the dynamic material.
6. Presentations will be developed according to the following guidelines:
· Images enhance the presentation.  Limit the number of images so they are relevant and do not distract from the message, but add to it.  Pay special attention to layout and perspective when using images.
· Visual identity helps the audience.  Choose a font and style theme and stick with it, keeping in mind the audience will have an easier time reading certain fonts and colors over others.
· Stick to the purpose.  Transitions and special effects should be used sparingly and be consistent.  Use no more than 6 bullets per slide with a suggested maximum of 8 words per bullet; use parallel syntax for each bullet: if you begin the first bullet with an action verb, then all succeeding bullets should begin with an action verb.
7. There may only be one presenter for the Electronic Presentation Event.  The student selected to deliver the Electronic Presentation will only be allowed that one on-site event at the conference.

8. Competitors will report to and wait in the specified holding area one hour prior to their scheduled start time and wait until summoned by the event coordinator to be escorted to the Situation Room 
9. Competitors will be scored based on the criteria in the Scoring Sheet.
10. Judges' decisions are final.
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[bookmark: _Toc441238900]Electronic Presentation Score Sheet

	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	ORGANIZATION
	
	
	

	· Information presented in logical, engaging sequence
	5
	
	

	· Content is organized and formatted consistently, with smooth flow
	5
	
	

	· Content is free from spelling, grammatical errors and text is in presenter’s own words
	5
	
	

	SUBJECT KNOWLEDGE
	
	
	

	· Presentation flows well and reflects extensive knowledge of Chapter Activities
	5
	
	

	· Promotes values and purpose of JMG and/or MCA by showcasing activities
	10
	
	

	· Presents information regarding activities in Social Awareness
	5
	
	

	· Presents information regarding activities in Leadership Development
	5
	
	

	· Presents information regarding activities in Civic Responsibility
	5
	
	

	· Presents information regarding activities in Career Preparation
	5
	
	

	GRAPHICS & SCREEN DESIGN
	
	
	

	· Graphics and images are relevant, engaging and are explained
	5
	
	

	· Fonts and text are readable and consistent
	5
	
	

	· Color is used appropriately, in balance with white space and layout
	5
	
	

	· Slide composition is consistent throughout presentation
	5
	
	

	ORAL PRESENTATION
	
	
	

	· Presenter maintains eye contact with audience
	5
	
	

	· Presenter pronounces all terms correctly, using proper diction and tone
	5
	
	

	· Presenter delivers presentation with confidence, poise and professionalism
	5
	
	

	TECHNOLOGY CONNECTION
	
	
	

	· Comprehensive use of technology is apparent
	5
	
	

	· Student is familiar and confident in using PowerPoint
	10
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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[bookmark: _Toc441238901]Individual Event Guidelines
[bookmark: _Toc441238902]Critical Thinking Instructions
Description
Individual Jobs for Montana's Graduates (JMG) students will demonstrate the ability to use facts, knowledge and analysis to effectively solve problems.
Purpose
Provide JMG students an opportunity to showcase their understanding of critical thinking, reasoning and decision making skills by reviewing a scenario, then articulating their conclusions to a judge panel.
Eligibility
JMG students in grades 11 and 12, currently enrolled in the MCA and on the JAG Roster.
Entries
Two entries per chapter may compete.
Observers
Not allowed.
Competitive Event Timeline
	PREPARATION		10 MINUTES PER COMPETITOR
	PRESENTATION		7-10 MINUTES PER PRESENTATION
	JUDGING		5 MINUTES PER COMPETITOR
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG student’s intent to enter the Critical Thinking Event and submit with competition materials by the registration deadline.
2. Competitors will report to and wait in the specified holding area one hour prior to their scheduled start time and wait until summoned by the event coordinator to be escorted to the Situation Room.
3. All materials will be provided to the competitor by the event coordinator once the competitor is established in the Situation Room.  Notes, cell phones, or documentation of any kind will not be allowed in the Situation Room, exclusive of what the event coordinator provides.  Materials provided are:
· Scenario
· Scratch Paper for notes
· Pencil
· 3x5 index cards
4. The Event Coordinator will present the situation to the participant and allow 10 minutes to examine the situation and make notes using the sheets of scratch paper, or index cards.  The Event Coordinator will not answer any questions concerning the situation.
5. At the end of the 10 minute preparation time, the competitor will be escorted to present to the judges for 7 to 10 minutes and answer their questions.  The competitor may refer to his or her notes during this presentation.
6. The judges will ask the competitors the Situation Questions.  
7. Competitors are required to leave their notes and index cards with the judges at the conclusion of their competition time.
8. All competitors will receive the same questions and will be judged based on the criteria contained in the Scoring Sheet.
9. Judges' decisions are final.
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[bookmark: _Toc441238903]Critical Thinking Preparation Questions and Scenarios

Questions
The judges will be asking each competitor the following questions regarding the situation:
1. What is the problem?
2. What facts led you to identify the problem?
3. Name one possible solution to the problem you identified.
4. Discuss preventative measures that could be taken to prevent recurrence of the problem.

Situation Example 1
· Jennie was recently hired to work as a receptionist for the front lobby. As receptionist, she is responsible for making copies for the people in her office. Her son, Jason, comes in and needs some copies for a school project. He brought his own paper and needs 300 copies for his class. If he doesn’t bring the copies with him, he will fail the project. The company copier does not require a security key, nor do they keep track of copies made by departments.

Situation Example 2
· Marvin is an assistant in the Building Services Department. He has just received a new work computer and is excited to try it out. His supervisor has a strict policy about computer usage (for business purposes only), but Marvin wants to learn the email software. He figures one good way to do this is to send emails to his friends and relatives until he gets the hang of it. He has finished all of his work for the day and has 30 minutes left until his shift is over. His supervisor left early.
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[bookmark: _Toc441238904]Critical Thinking Score Sheet

	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	SPEAKING TECHNIQUE
	
	
	

	· Clear voice: pitch, tempo, volume
	5
	
	

	· Confident delivery: posture, gestures, eye contact and facial expressions
	5
	
	

	· Precise mechanics: grammar, pronunciation, diction
	5
	
	

	· Refrained from using disfluencies: “Like, uh, uhm, right, so” to fill space 
	5
	
	

	SCENARIO EVALUATION
	
	
	

	· Problem detected: a problem was appropriately identified in the scenario
	10
	
	

	· Fact finding: the items were identified as facts to support the decision
	10
	
	

	· Solution identification: competitor suggested at least 2 possible actions
	10
	
	

	· Presentation of consequences: possible effects of the two previously mentioned courses of action
	10
	
	

	· Effective conclusion: student presented realistic and persuasive conclusion
	10
	
	

	EFFECTIVENESS
	
	
	

	· Competitor impressed, informed and persuaded the audience
	5
	
	

	· Relevance established with audience immediately – purpose is clear
	5
	
	

	· Language used is appropriate for topic and audience
	5
	
	

	· Competitor demonstrated rational, clear analysis of his or her presentation
	5
	
	

	ORGANIZATION
	
	
	

	· Information presented in logical, engaging sequence
	5
	
	

	· Speaker transitions smoothly between points to link information clearly
	5
	
	

	LENGTH PENALTY
	
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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[bookmark: _Toc441238905]Employment Preparation Phase 2 Instructions
Description
Individual Jobs for Montana’s Graduates (JMG) students will demonstrate their comprehension of career preparation, job attainment, and healthy lifestyle choices by participating in an employment interview.
Purpose
Provide JMG students an opportunity to showcase their skills and understanding of the career preparation, job attainment and healthy lifestyle choices by competing in Phase 2.
Eligibility
Open to 12th grade JMG students currently enrolled in the MCA and on the JAG Roster, who successfully complete Phase 1 and are selected for an interview.
Entries
12th grade JMG students, who are selected for an interview in Phase 1.
Observers
Not applicable.
Competitive Event Timeline
	RECEPTION		2 - 5 MINUTES PER COMPETITOR
	INTERVIEW		7 - 10 MINUTES PER COMPETITOR
	JUDGING		10 MINUTES PER COMPETITOR
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Student(s) intent to enter the Employment Preparation Event with all Phase 1 materials by the registration deadline.
2. Student competitors selected to compete in Phase 2 will be notified by letter and email.  Career Specialists will also be notified.  Students who are not selected will be notified as well.
3. Competitors will compete according to their scheduled interview time.  
4. Competitors will report to and wait in the specified holding area on hour prior to their scheduled start time until summoned by the event coordinator and escorted to the Competition Room.
5. Competitors will be judged based on the criteria contained in the Scoring Sheet.
6. Final scores will be tabulated by combining Phase 1 and Phase 2 scores.
7. Judges' decisions are final.
8. Winners of the Employment Preparation Phase 2 event will be announced at the IGNITE Montana Spring Conference Award Luncheon.
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[bookmark: _Toc441238906]Employment Preparation Phase 2 Preparation Tips and Questions
Preparing Ahead of Time
Normally, only a small percentage of job applicants get an interview. Out of 100 applicants for a job, an employer might interview only five. Knowing you are among the few selected should increase your confidence and enthusiasm. Your objective now is to convey your confidence and enthusiasm during the interview. 
The purpose of an interview is for you to convey to the employer how you can assist them in running their business and make them a profit.  Keep this as your primary focus: your willingness to do what is asked and your experience in using skills to do what is asked. 
· Research the business: talk to people who know about the company
· Prepare yourself mentally: review the job description, company profile and write down how your skills satisfy the job requirements
· Look your best: wear an outfit that fits the job you are applying for
Practice Interview Questions
1. Tell us about yourself.  What are your strengths?  What are your weaknesses? 
2. Could you give an example of both your strengths and weaknesses? 
3. What steps have you taken to address those weaknesses? 
4. How do you see yourself fitting within our company?  
5. How do you feel about meeting people? 
6. What from your prior experiences makes you qualified for this job? 
7. How does your education translate into the position you are currently applying for? 
8. Why do you want to work for our company? 
9. Is there anything else we should know? 
10. Tell me about a time you worked on a team and were successful in meeting a goal. What was your role? Why do you believe you were successful?  Now tell me about a time you were not successful and why.
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[bookmark: _Toc441238907]Employment Preparation Phase 2 Score Sheet

	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	PERSONAL PRESENTATION
	
	
	

	· Competitor dressed in appropriate attire according to the level of job applying for
	5
	
	

	· Competitor professionally greeted Selection Committee members
	5
	
	

	· Competitor shook hands with Selection Committee members
	5
	
	

	RESPONSE CONTENT
	
	
	

	· Questions were answered appropriately and consistently with application materials
	10
	
	

	· Knowledge of job description was demonstrated through responses
	10
	
	

	· Appreciation for and understanding of the company they were applying with
	10
	
	

	· Competitor’s responses were engaging and provided necessary, relevant insight
	10
	
	

	LISTENING ABILITY
	
	
	

	· Competitor repeated instructions back, as needed to confirm clarity
	5
	
	

	· Clarifying questions were asked respectfully and professionally
	5
	
	

	· Competitor did not interrupt interviewers
	5
	
	

	CLEAR COMMUNICATION
	
	
	

	· Competitor used industry standard language in his or her response
	5
	
	

	· Competitor used proper grammar, diction, tone and avoided slang
	5
	
	

	· Competitor answered questions succinctly and stayed on point
	5
	
	

	BEHAVIOR
	
	
	

	· Competitor maintained respectful eye-contact
	5
	
	

	· Competitor treated Selection Committee members with courtesy
	5
	
	

	· Competitor demonstrated confidence in posture and speech
	5
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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Description
Individual Jobs for Montana's Graduates (JMG) students will demonstrate commitment to the JMG Program and/or Montana Career Association (MCA) through the deliverance of an entertainment piece during the Talent Show.
Purpose
Encourage JMG students to display self-confidence, talent and an understanding of the values of JMG through musical, dramatic, comedic or performance arts.
Eligibility
JMG students in grades 9, 10, 11 and/or 12, currently enrolled in the MCA and on the JAG Roster.
Entries
A maximum of two individual entries per chapter.  Competing in the Talent Show does not count as a student's one allowed on-site event.  The Talent Show does not count toward Most Professional School.
Observers
Observers are allowed in the audience section during the competition.
Competitive Event Timeline
	PREPARATION		5 MINUTES PER INDIVIDUAL
	TALENT ACT		7 MINUTES MAXIMUM PER INDIVIDUAL
	JUDGING		5 MINUTES PER INDIVIDUAL
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Chapter’s intent to enter the Talent Show Event and submit the Individual Talent Registration Form with competition materials by the registration deadline.
2. Each competitor will supply all props needed to perform in the Talent Show Event, including instruments, electrical cords, music, etc.  Competitors are responsible for bringing their props and necessary competition items to the Talent Show; neither JMG State Staff, nor the Hotel staff are responsible for the security of all props and equipment.  Failure to provide needed items for performance will result in disqualification.
3. One microphone will be provided.  
4. Any music being used for the Talent Show Event will be provided to the JMG State staff at the Registration Desk at least 2 hours prior to the Talent Show. 
5. The talent will be professional, appropriate and honor the values of the Jobs for Montana's Graduates program and the Montana Career Association.  Any profane language, inappropriate attire revealing too much skin, or offensiveness will result in immediate disqualification.
6. Competitors will be scheduled to perform in the Talent Show and they will need to be prepared and ready to go 15 minutes prior to their scheduled time.
7. Competitors will be judged based on the criteria in the scoring sheet.
8. Judges' decisions are final.
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[bookmark: _Toc441238909]Individual Talent Score Sheet

	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	PERFORMANCE
	
	
	

	· Choice of selection (keeping with goals and ideals of JMG)
	10
	
	

	· Presentation is confident, clean, professional and fun
	5
	
	

	· Talent is indicated by skill in performance; well-rehearsed
	5
	
	

	AUDIENCE RESPONSE
	
	
	

	· Quality showmanship – performance appeals to audience
	10
	
	

	· Theme or message is conveyed to audience in enjoyable manner
	5
	
	

	· Audience response is positive through facial expressions, laughter, applause
	5
	
	

	SKILL & TECHNIQUE
	
	
	

	· Talent exhibited a degree of difficulty in preparation and accomplishment
	10
	
	

	· Tempo was well matched with music, pace, timing
	5
	
	

	· Movement and gestures were appropriate and well timed
	5
	
	

	STAGE APPEARANCE
	
	
	

	· Attire/dress/costume(s) are appropriate and contribute to the act
	10
	
	

	· Performer present themselves with character and personality
	5
	
	

	· Performer demonstrate commitment and effort in the performance
	5
	
	

	ORIGINALITY
	
	
	

	· Creative, distinct work of art that is different from other performances
	15
	
	

	PUNCTUAL
	
	
	

	· Individual was on time and ready to go at scheduled competition time
	5
	
	

	· Deduction for performances exceeding allotted time
	
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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[bookmark: _Toc441238910]Individual Talent Registration Form

	SCHOOL NAME
	     

	STUDENT NAME
	     

	STUDENT GRADE
	|_| 9th Grade
	|_| 10th Grade
	|_| 11th Grade
	|_| 12th Grade



	PLEASE LIST ALL PROPS (MUSIC, MICROPHONE, PODIUM, ETC.) REQUIRED TO PERFORM TALENT.  FAILURE TO PROVIDE PROPS (OTHER THAN WHAT WILL BE PROVIDED AS EXPLAINED IN THE INSTRUCTIONS) WILL RESULT IN DISQUALIFICATION.

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     



I, the undersigned, attest that the design and creation is my work.  Any and all required props are listed above.  Furthermore, I attest that the production is in accordance with state and federal copyright laws.

I consent to its reproduction, use and/or modification in any way for use by the Jobs for Montana’s Graduates Program.

Student Signature: ____________________________________________________________ Date: _________________

Career Specialist Signature: _____________________________________________________ Date: ________________
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[bookmark: _Toc441238911]Life Math Skills Instructions
Description
Individual Jobs for Montana's Graduates (JMG) students will demonstrate comprehension of math skills by competing in a written math test using basic problem solving and addition, subtraction, multiplication and division.
Purpose
Provide JMG students an opportunity to showcase their understanding of basic math competency.
Eligibility
JMG students in grades 9 and/or 10, currently enrolled in the MCA and on the JAG Roster.
Entries
A maximum of two entries per grade, for a total of four possible entries per chapter.
Observers
None allowed.
Competitive Event Timeline
	INSTRUCTIONS		5 MINUTES PER INDIVIDUAL
	TESTING			45 MINUTES
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Student(s)’s intent to enter the Life Math Skills Event and submit with competition materials by the registration deadline.
2. The Competitor will report directly to the Competition Room at the scheduled event time.
3. The Event Chairperson will provide competitors pencils and scratch paper, along with the test.
4. The Event Chairperson will provide an orientation with a brief explanation of instructions, answer any questions and then the test will begin.  Once the test begins, the Chairperson cannot answer any questions, except for word pronunciation.
5. Competitors will have 45 minutes to complete the test.  Time warnings will be given at the halfway mark and when 5 minutes remain.
6. No competitors will be admitted once the test has been handed out; competitors will not be allowed to leave and return to the Competition Room.
7. Calculators will not be permitted.
8. Competitors will complete the test and hand the test with answer sheet back to the Event Chairperson.
9. Judges' decisions are final.
Event Scoring
Grading will take place directly after the tests are collected and the event has ended.  Winners will be announced at the IGNITE Montana Spring Conference Award Luncheon.
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[bookmark: _Toc441238912]Life Math Skills Practice Test
Instructions
· Put any decimal points in their proper place.
· For money problems, round to the nearest penny and include the dollar sign on your answer sheet.
· DO NOT WRITE ON THE TEST. Record all answers on the answer sheet provided. Use scratch paper to calculate your answers.

	1)
	  370
	2)
	  985

	
	+608
	
	+  12

	
	+894
	
	+568

	
	
	
	+649

	
	
	
	+259

	
	
	
	

	3)
	$37.50 + $281.25+
	4)
	7000 – 5409 =

	
	$1,256.25 + $1.25 =
	
	

	
	
	
	

	5)
	  $338.34
	6)
	$45.81

	
	- $157.86
	
	  X      5

	
	
	
	

	7)
	$16.87 X 32 =
	8)
	$56.84

	
	
	
	 X  35%

	
	
	
	

	9)
	0.17 X 6389 =
	10)
	$234.30 / 6 =



The local department store is having a clearance sale.  Determine the sale price of each of the following items:

	11)
	BEACH TOWELS
	12)
	BLUE JEANS

	
	ORIGINAL COST = $ 14.99
	
	ORIGINAL COST = $ 39.99

	
	25% OFF =
	
	33 % OFF = 

	
	
	
	

	13)
	SET OF COOKWARE
	14)
	STUFFED ANIMAL

	
	ORIGINAL COST = $59.50
	
	ORIGINAL COST = $11.75

	
	½ OFF =
	
	1/3 OFF =  



15)	Jennifer earned $460.00 for a two-week pay period.  Her employer deducted $35.19 for FICA, $39.10 for State Income Tax, and $69.00 for Federal Income Tax.  What is Jennifer’s net pay?

16)	As an employee of a department store, Laura gets a 25% discount on everything she purchases there. She wants to buy some presents for her family. The items are regularly marked as follows: one shirt @ $16.60; one travel kit @ $20.79; two ties at $9.99 each; and one dress at $45.00. What is the total cost of the merchandise to Laura?

17)	The map has a scale of 2 inches, which represents 30 miles. Tucson and Flagstaff are 19 inches apart on the map. How far apart are they in miles?

18)	Mark is a warehouse worker at a variety store. He earns a yearly salary of $10,400. How much does he earn each week (52 weeks)? How much does he earn per hour, based on a 40-hour work week?


19)	Roberto's truck holds 14.5 gallons of gas. Assuming his tank is empty, how much will it cost him to fill up if gas costs $1.18 per gallon?

20) 	The Montana Career Association is having a fund raiser. They are selling candy sticks that cost $4.80 for a box of 80. If they sell them for 15 cents each, how many boxes must they sell to raise at least $450.00 profit?

21)	Michael works as a package assembler at a plant. He started working at $4.50 per hour. After completing a three-month training period, he received a 30 cent per hour raise. Since then, he has earned pay increases of 50 cents per hour every three months. After one full year of employment, how much is Dave earning per hour?

22)	Rose earns 7% commission on all her sales in the hosiery department as well as hourly wage of $3.85. Monday she worked 6 ½ hours and sold $110.00 worth of hosiery. Tuesday she worked 8 hours and sold $151.00 worth of hosiery. Friday she worked 6 hours and sold $130.00 worth. Saturday she worked 7 ½ hours and sold $205.00 worth. How much did she earn that week?

23)	Sandy earns $3.80 per hour and 1 1/2 times that rate for any overtime after 40 hours. Monday she worked 9 hours, Tuesday, 8 hours; Wednesday, 9 hours; Thursday, 10 hours; and Friday, 10 hours. How much did she earn this week?
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[bookmark: _Toc441238913]Life Math Skills Practice Test Answer Sheet
	SCHOOL NAME
	     

	STUDENT NAME
	     

	STUDENT GRADE
	|_| 9th Grade
	|_| 10th Grade
	|_| 11th Grade
	|_| 12th Grade



Only put your final answers on this sheet.  Use the provided scratch paper for calculations.

	1)
	13)

	2)
	14)

	3)
	15)

	4)
	16)

	5)
	17)

	6)
	18 a)

	7)
	18 b)

	8)
	19)

	9)
	20)

	10)
	21)

	11)
	22)

	12)
	23)




IGNITE Montana Conference Individual Events		PG 102

[bookmark: _Toc441238914]Life Math Skills Practice Test Answer Key

	1) 1872
	13) $29.75

	2) 2473
	14) $7.83

	3) $1,576.25
	15) $316.71

	4) 1591
	16) $76.78

	5) $180.48
	17) 285

	6) $229.05
	18, a) $200.00

	7) $539.84
	18, b) $5.00

	8) $18.89
	19) $17.11

	9) 1086.13
	20) 63 boxes

	10) $39.05
	21) $5.80

	11) $11.24
	22) $149.52

	12) $26.79
	23) $186.20





[bookmark: _Toc441238915]Public Speaking Instructions
Description
Individual Jobs for Montana's Graduates (JMG) students will demonstrate comprehension of and ability to communicate verbally in front of an audience, delivering a successful speech.
Purpose
Provide JMG students an opportunity to showcase their skills by making a public presentation using the principles of verbal communication.
Eligibility
JMG students in grades 9, 10, 11 and/or 12, currently enrolled in the MCA and on the JAG Roster.
Entries
A maximum of 4 entries per chapter.
Observers
Observers are allowed during the competition.  Judge Chairperson will announce rules of observation being (1) observers are permitted under conditions of professional behavior, (2) observers may not communicate with competitors, and (3) observers may neither enter nor leave the room during a presentation.
Competitive Event Timeline
	PREPARATION		2 MINUTES PER INDIVIDUAL
	SPEECH			3 TO 5 MINUTES
	JUDGING		5 MINUTES
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Student(s)’s intent to enter the Public Speaking Event and submit with competition materials by the registration deadline.
2. JMG seeks to prepare students for life after high school and promotes students taking control of their path to success.  Each student participating will present a speech on one of the following topics:
· What are my career goals?
· What does leadership mean to me?
· How can social media be an effective marketing tool?
3. Competitors will wait in the specified holding area until summoned by the Event Chairperson, or delegate.
4. Each speech will be a minimum of three minutes and will not exceed five minutes in length, in order to avoid penalties.  No time warnings will be given. 
5. For each 30 seconds the competitor is over or under the specified time, a 2-point penalty will be given.
6. Each speech will be original work.  References to facts and working data from available sources may be used.  No outside materials or illustrations, including audio or visual aids, may be used during the speech. 
7. The competitor may refer to notes on 3" x 5" index cards.
8. A podium will be in the Competition room and the competitor may use it if he or she chooses.
9. Competitors are not allowed to observe other competitors, until the completion of their speeches.
10. The competitor with the highest score will have the option of presenting his or her speech at the IGNITE Montana Spring Conference Award Luncheon.
11. Competitors will be judged based on the criteria provided in the scoring sheet.
12. Judges' decisions are final.
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[bookmark: _Toc441238916]Public Speaking Score Sheet

	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	CONTENT
	
	
	

	· Purpose of speech is clearly outlined in the beginning
	5
	
	

	· Content follows logical, organized sequence
	10
	
	

	· Main points were interesting, surprising and apt for topic and audience
	10
	
	

	· Main idea(s) summarized at the end, with an effective close/ call to action
	5
	
	

	DELIVERY
	
	
	

	· Competitor demonstrates awareness of audience in “story telling”
	10
	
	

	· Speaks clearly with appropriate vocabulary and information
	5
	
	

	· Uses tone, speed and volume as tools
	5
	
	

	· Appears to be comfortable and confident
	5
	
	

	· Refrained from using disfluencies: “like, uh, uhm, right, so” to fill the silence
	5
	
	

	EFFECTIVENESS
	
	
	

	· Competitor impressed, informed and persuaded audience
	10
	
	

	· Relevance established with audience immediately through data, stories and/or examples
	10
	
	

	· Language used was appropriate for topic and audience
	5
	
	

	· Delightful use of: Imagery, metaphors, similes, allusions, hyperboles, or alliteration
	5
	
	

	· Competitor is genuinely passionate about topic, showing preparation
	10
	
	

	LENGTH PENALTY
· DEDUCT 2 POINTS FOR EACH 30 SECONDS OR PART THEREOF OVER OR UNDER THE 3-5 MINUTE TIME ALLOTMENT
	
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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[bookmark: _Toc441238917]Telephone Techniques Instructions
Description
Individual Jobs for Montana's Graduates (JMG) students will demonstrate his or her ability to speak in a professional manner over the phone, according to appropriate verbal communication.
Purpose
Encourage JMG students to showcase their skills in displaying confidence, poise and professionalism via telephone communication.
Eligibility
JMG students in grades 11 and/or 12, currently enrolled in the MCA and on the JAG Roster.
Entries
Two entries per grade 11 and two entries per grade 12, for a total of 4 maximum entries per chapter.
Observers
Not allowed.
Competitive Event Timeline
	COMPETITION		3 TO 5 MINUTES
	JUDGING		5 MINUTES
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG student(s)’s intent to enter the Telephone Techniques Event and submit the Telephone Techniques Registration Form with competition materials by the registration deadline.
2. Competitors will be required to use the same information for their phone call that is submitted on the Telephone Techniques Registration Form.
3. The competitor will wait in the specified holding area until his or her designated competition time, at which point the competitor will be summoned by the Event Chairperson, or delegate.
4. The competitor will be escorted to the Competition Room, where he or she will place a phone call to a representative of the JMG Inc. Company.
5. A phone will be available to use in the Competition Room.
6. The JMG Inc. Company representative will ask the competitor questions about the position he or she indicated he or she was interested in and calling about.  The competitor may bring his or her resume for aid in responding to questions.
7. The representative of the JMG Inc. Company will terminate the call after 5 minutes.
8. Competitors will be judged based on the criteria in the scoring sheet.
9. Judges' decisions are final.
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[bookmark: _Toc441238918]Telephone Techniques Company Profile
JOBS for MONTANA’S GRADUATES, INC. 
COMPANY PROFILE
We are an organization that provides products and services to assist schools and communities in uniting around a meaningful purpose.  We sell curriculum and resources, while providing technical assistance and support to our end users.
MISSION
WE EMPOWER AND MOBILIZE YOUNG MONTANANS TO ACHIEVE ECONOMIC INDEPENDENCE.
VISION
At JMG, we envision a world where students are engaged in their own learning and have taken control of their path to success.
VALUES
STUDENT VOICE | INNOVATE | MOBILIZE | EMPOWER | CONNECT
HOW WE DO IT
· Connecting students with local employers by bringing them into the classroom to be guest speakers, requiring students to conduct job shadows and involving local employers in community service projects and fund raisers

· Teaching students how to demonstrate professionalism by participating in leadership conferences, career readiness activities, and connecting with their communities through service-learning opportunities

· Providing cutting-edge educational materials, curriculum and resources to teachers, for nurturing students to get involved in their personal and professional development, while learning how to control their future

· Collecting and reporting measurable outcomes to support the work that is accomplished by teachers, students, schools, communities, and the state

We are currently seeking qualified students to join our team.  Browse through our jobs available to find the best fit for you.  

For more information on each job and to apply, please review the following job descriptions.

Located at:
JMG – DLI
1315 East Lockey Ave
2nd Floor, Rm 208
Helena, MT 59601
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[bookmark: _Toc441238919]Telephone Techniques Job Descriptions
Job Posting For: Administrative Assistant
Job Overview:
Performs a variety of administrative, computer, technical and clerical duties in support of the office staff. Responsibilities encompass duties related to administrative and secretarial assignments, coordination of office functions, provision of user support for computer software applications, and performance of supportive service duties for all work units using knowledge of local office, bureau, division, department, and state goals, objectives, policies and procedures.

Essential Functions (Major Duties or Responsibilities):
1. Performs a variety of reception and administrative duties using knowledge of Jobs for Montana’s Graduates, communication and computer skills.
2. Provides assistance to customers using knowledge of the Internet, Microsoft Software applications, and various other software packages as well as communication and public relations skills.
3. Provides information to JMG team using knowledge of local labor market conditions, employer needs and requirements, interviewing skills, as well as strong communication and public relations skills.
4. Performs a variety of program assistant duties for one or more programs operated by the local office.
5. Performs other duties as assigned, including but not limited to faxing, scanning, printing, copying, data-entry, and note-taking for meetings.

Minimum Qualifications (Education and Experience):
Education and experience equivalent to one year of high school in business or a related field, and six months of various public contact experience. Experience with computers and various software applications will be required.

Knowledge, Skills and Abilities:
Knowledge of office computer applications and ability to acquire and continuously improve knowledge of various software applications, i.e., Microsoft Windows, Microsoft Office, Montana Career Information Systems (MCIS), and the Internet. Must have the ability to assist customers in use of computers and related software and troubleshoot basic computer problems.

Ability to acquire knowledge, within a reasonable period of time on the job, of departmental and work unit policies and procedures; services provided by Jobs for Montana’s Graduates; community resources and services provided by workforce system partners; department programs, regulations and policies. Knowledge of office practices and procedures; business English, spelling, grammar, and composition; basic accounting practices and procedures; basic research methods and current social and labor market conditions in the area.
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Job Posting For: Customer Service Associate

Job Overview:
The person in this position needs to be positive, organized, creative, and independent. Must become knowledgeable and effectively communicate the goals and values of JMG. This is a full- time position that includes with some travel in and out of state.

Essential Functions (Major Duties or Responsibilities):
1. Greet customers and ascertain what each customer wants or needs.
2. Describe merchandise and explain use, operation, and care of merchandise to customers.
3. Recommend, select, and help locate or obtain merchandise based on customer needs and desires.
4. Compute sales prices, total purchases and receive and process cash or credit payment.
5. Check to ensure that appropriate changes were made to resolve customers' problems.
6. Determine charges for services requested, collect deposits or payments, or arrange for billing.

Minimum Qualifications (Education and Experience):
Education and experience equivalent to one year of high school in business or a related field, and one year of various public contact experience. Experience with computers and various software applications will be required.

Knowledge, Skills and Abilities:
Must be able to organize and prioritize workload; readily accept direction and supervision; and learn new procedures. Must have extensive computer skills including expert knowledge of word processing and database applications using the Microsoft Office suite. Must be able to communicate effectively, provide excellent customer service, and establish and maintain effective working relationships with Department personnel and the public. Must be capable of accepting   and working under general supervision and make efficient use of work time with an ability to re- focus on the tasks at hand and meet deadline requirements while coping with frequent interruptions.

Ability to acquire knowledge, within a reasonable period of time on the job, of departmental and work unit policies and procedures; services provided by Jobs for Montana’s Graduates; community resources and services provided by workforce system partners; department programs, regulations and policies.
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Job Posting For: Maintenance Technician

Job Overview:
Responsible for all repairs and maintenance of building interiors and exteriors, landscape and grounds, building utilities, mail services, custodial services, work control, and inventory, as well as performance of supportive service duties for all work units using knowledge of local office, bureau, division, department, and state goals, objectives, policies and procedures.

Essential Functions (Major Duties or Responsibilities):
1. Provide cleaning maintenance service with emphasis on cleaning public areas, including restrooms, carpeted and hard-surface floor care, trash removal, room set-ups and other related duties.
2. Works individually or on a team in an assigned area.
3. Duties include, but may not be limited to: scrubbing, mopping, washing, sealing, disinfecting and polishing hard surface floors; vacuuming and shampooing carpeted floors; dusting and polishing furniture; washing windows and mirrors; polishing bathroom and shower fixtures; emptying trash receptacles to dumpsters; replacing light bulbs and fluorescent tubes; handling commercial (industrial) cleaning chemicals; moving supplies up and down stairs; maintaining good communication channels with Jobs for Montana’s Graduates teammates and performing related duties as required.
4. Provide maintenance support throughout building to ensure smooth business operations.

Minimum Qualifications (Education and Experience):
Education and experience equivalent to one year of high school in maintenance or a related field, and six months of various public contact experience. Experience with computers and various tools will be required.

Knowledge, Skills and Abilities:
Experience successfully prioritizing daily duties and adapting to changing priorities, while accurately following instructions and procedures. Works effectively in a team-oriented environment. Provides excellent customer service. Enforced building and security regulations. Understanding of, certifications, or classes in safety procedures utilized in a custodial, janitorial or housekeeping position. Provides direction and assistance with special event preparation, set-up and cleanup.
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Job Posting For: Marketing and Graphic Design Assistant

Job Overview:
Assists in the implementation of Jobs for Montana’s Graduates communications strategy, as developed by the Jobs for Montana’s Graduates team, and develops concepts, designs and layouts for printed publications, brochures, memos, and presentations. Develops creative design for use in digital and social media and executes social media strategy developed in coordination with the Jobs for Montana’s Graduates team. Provides guidance to program staff on public engagement via social media channels. Provides creative direction, create multimedia tools and resources, brand guidance, and conduct social media engagement to support Jobs for Montana’s Graduates initiatives, regulations and special projects.

Essential Functions (Major Duties or Responsibilities):
1. Provides editorial and design support and consultation to Jobs for Montana’s Graduates staff, creating materials and making recommendations based on knowledge of current trends and accepted principles of good design.
2. Develops layout and design for print publications and web media, including brochures, reports, presentations, social media graphics, templates, banners, print advertising and other materials as needed.
3. Monitors and responds to online buzz and keeps Jobs for Montana’s Graduates staff aware of trends in online discussions. Shares content across social media channels, including Facebook, LinkedIn, YouTube, Twitter and other emerging social media platforms.
4. Provides support in public relations campaigns and special projects and initiatives.

Minimum Qualifications (Education and Experience):
Education and experience equivalent to one year of leadership experience, two years of high school in creative or art related field, and one year of various public contact experience. Experience with computers and various software applications will be required.

Knowledge, Skills and Abilities:
Knowledge of design computer applications and ability to acquire and continuously improve knowledge of various software and mainframe applications. Skilled in use of social media platforms, including Facebook, Twitter, LinkedIn and YouTube.

Ability to acquire knowledge, within a reasonable period of time on the job, of departmental and work unit policies and procedures; services provided by Jobs for Montana’s Graduates; community resources and services provided by workforce system partners; department programs, regulations and policies.
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Job Posting For: Team Leader (Supervisor)

Job Overview:
Performs supervisory duties to assist Program Director in achieving positive outcomes. Responsibilities encompass duties related to administrative and secretarial assignments, coordination of entry-level staff, observing and evaluating workers and work procedures to ensure quality standards and service using knowledge of local office, bureau, division, department, and state goals, objectives, policies and procedures.

Essential Functions (Major Duties or Responsibilities):
1. Performs a variety of supervisory duties using knowledge of conflict resolution, discretion, and leading by example.
2. Provides administrative assistance to the Program Director, in assisting the public and users in administrating Jobs for Montana’s Graduates services.
3. Coordinates and schedules entry-level staff by providing training, support and works as needed with entry-level staff.
4. Performs other duties as assigned, including but not limited to faxing, scanning, printing, copying, data-entry, and note-taking for meetings.
5. Performs a variety of program assistant duties, including auditing, reviewing and analyzing information for one or more programs operated by the local office.

Minimum Qualifications (Education and Experience):
Education and experience equivalent to one year of leadership experience, two years of high school in business or a related field, and one year of various public contact experience. Experience with computers and various software applications will be required.

Knowledge, Skills and Abilities:
Knowledge of office computer applications and ability to acquire and continuously improve knowledge of various software and mainframe applications, i.e., Microsoft Windows, Microsoft Office, Montana Career Information Systems (MCIS), and the Internet. Must have the ability to remain calm in high stress situations and remain unbiased in personnel conflicts.

Ability to acquire knowledge, within a reasonable period of time on the job, of departmental and work unit policies and procedures; services provided by Jobs for Montana’s Graduates; community resources and services provided by workforce system partners; department programs, regulations and policies. Knowledge of office practices and procedures; business English, spelling, grammar, and composition; basic accounting practices and procedures; basic research methods and current social and labor market conditions in the area.
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[bookmark: _Toc441238920]Telephone Techniques Practice Questions
· Why are you interested in this position?
· What job skills do you have that would qualify you for this position?
· Why would you like to work for our company?
· What do you know about the products and/or services that our company provides?
· Do you have a cover letter and resume to send us?
· When would you be available to come to our office for an interview?
· Do you know where we are located?
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[bookmark: _Toc441238921]Telephone Techniques Score Sheet

	
	POINTS POSSIBLE
	POINTS ACHIEVED
	COMMENTS
(Please note, this information is very helpful for students’ learning and is highly encouraged)

	PRESENTATION
	
	
	

	· Caller introduced themselves in a professional manner
	1
	
	

	· Greeting included name, affiliation and purpose for calling
	3
	
	

	· Call was ended appropriately, with a thank you
	1
	
	

	PROFESSIONALISM
	
	
	

	· Spoke in a business-like manner, with ease of conversation
	7
	
	

	· Information is communicated with confidence, sincerity and enthusiasm
	7
	
	

	· Speech is clear and distinct, using proper tone and enunciation
	7
	
	

	CONTENT
	
	
	

	· Purpose for calling is clearly stated
	15
	
	

	· Knowledge of who competitor is calling is clear
	15
	
	

	· Interest in specific position is clearly stated
	15
	
	

	CLARITY
	
	
	

	· Asked clarifying questions, as needed
	5
	
	

	· Secured an interview, then confirmed date, time and location
	5
	
	

	· Requested information about who was interviewing him or her
	5
	
	

	RESPONSIVENESS
	
	
	

	· Responded to questions with concise and direct answers
	7
	
	

	· Demonstrated he or she had necessary skills, ability, knowledge for an interview
	7
	
	

	TOTAL POINTS
	100
	
	

	To provide additional comments, please use the back of this page.
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[bookmark: _Toc441238922]Telephone Techniques Registration Form

	SCHOOL NAME
	     

	STUDENT NAME
	     

	STUDENT GRADE
	|_| 11th Grade
	|_| 12th Grade



	The competitors will be calling the JMG Company Inc.  The position they are calling about must be one of the positions listed: Administrative Assistant, Customer Service Associate, Maintenance Technician, Marketing and Graphic Design Assistant, and/or Team Leader/ Supervisor
A SEPARATE REGISTRATION FORM MUST BE SUBMITTED FOR EACH COMPETITOR.  FAILURE TO SUBMIT A REGISTRATION FORM WILL RESULT IN DISQUALIFICATION.

	POSITION SELECTED
	     



By signing, I agree that the above position will be what is used during my competitive event at the IGNITE Montana Spring Conference and I may not change my mind after the registration deadline.

Student Signature: ____________________________________________________________ Date: _________________

Career Specialist Signature: _____________________________________________________ Date: ________________






[bookmark: _Toc441238923]Words in the Workplace Instructions
Description
Individual Jobs for Montana's Graduates (JMG) students will demonstrate comprehension of workplace vocabulary by competing in a written test using basic written comprehension.
Purpose
Provide JMG students an opportunity to showcase their understanding of basic business, economic and professional terminology.
Eligibility
JMG students in grades 9 and/or 10, currently enrolled in the MCA and on the JAG Roster.
Entries
A maximum of two entries per grade, for a total of four possible entries per chapter.
Observers
None allowed.
Competitive Event Timeline
	INSTRUCTIONS		5 MINUTES PER INDIVIDUAL
	TESTING			45 MINUTES
Event Rules
1. The Career Specialist must indicate on the IGNITE Montana Spring Conference Registration form the JMG Student(s)’s intent to enter the Words in the Workplace Event and submit with competition materials by the registration deadline.
2. The Competitor will report directly to the Competition Room at the scheduled event time.
3. The Event Chairperson will provide competitors pencils along with the test.  
4. The Event Chairperson will provide an orientation with a brief explanation of instructions, answer any questions and then the test will begin.  Once the test begins, the Chairperson cannot answer any questions, except for word pronunciation.
5. Competitors will have 45 minutes to complete the test.  Time warnings will be given at the halfway mark and when 5 minutes remain.  
6. No competitors will be admitted once the test has been handed out; competitors will not be allowed to leave and return to the Competition Room.
7. Competitors will complete the test and hand the test with answer sheet back to the Event Chairperson.
8. Judges' decisions are final.
Event Scoring
Scoring will be completed directly after the tests are completed.  Winners will be announced at the IGNITE Montana Spring Conference Award Luncheon.
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[bookmark: _Toc441238924]Words in the Workplace Vocabulary List
	· Absenteeism
· Account payable
· Account receivable
· Americans with Disabilities Act (ADA)
· Application 
· Apprenticeship
· Background Check
· Benefits
· Bonus
· Career Plan
· Collective Bargaining
· Commission 
· Commute 
· Consensus 
· Corporation 
· Co-Worker 
· Customer Service 
· Deductible
· Demoted 
· Dependents
· Direct Deposit 
· Disability 
· Disciplinary Action
· Discrimination 
· Employee 
· Employer 
· Employment Agency
· Entrepreneur 
· Entry‑Level Position 
· Equal Employment Opportunity Act 
· Extracurricular 
· FICA
· Felony 
· Fringe Benefit 
· Grievance Procedure 
· Gross Pay
· Hiring Freeze
· Hourly Rate 
· Income Tax 
· Inflation 
· Insurance 
· Internal Revenue Service (IRS)
· Interview 
· Inventory 
· Job Description 
· Job Posting 
· Job Shadow
	· Labor Market 
· Layoff 
· Leave of Absence 
· Minimum Wage 
· Misdemeanor
· Net Pay 
· Networking 
· On‑the‑Job Training 
· Organizational Chart 
· Overtime
· Payroll Deductions 
· Payroll Period 
· Pay Stub 
· Pension 
· Retirement Plan 
· Performance Appraisal
· Personnel Office
· Post-Secondary Education
· Probationary Period 
· Profit‑Sharing Plan 
· Promotion 
· References 
· Resignation 
· Resume 
· Retraining
· Salary 
· Schedule
· Seasonal Work 
· Self-Employed 
· Severance Pay 
· Shift Differential 
· Supervisor 
· Telecommute
· Temporary Employment 
· Terminated 
· Trade School
· Transferable Skills 
· Unemployment Insurance
· Union 
· Veteran 
· Voluntary Deductions 
· Workforce
· W‑2 Form 
· W-4 Form 
· Wage 
· Withholding Tax
· Worker's Compensation Insurance
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[bookmark: _Toc441238925]Other IGNITE Montana Events

This section contains:
· Coordinated Chaos Overview
· Most Professional School Overview
· Student Choice Overview
· Workshops Overview
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[bookmark: _Toc441238926]Coordinated Chaos
OVERVIEW
Individual Jobs for Montana’s Graduates (JMG) students will participate in a fast-paced, energetic, competitive series of activities to work toward having the highest overall score.  The first opportunity for students to get to know each other, from JMG programs around the state.  Teams are randomly assigned and are scored at each station.
START: 8:30 AM

END: 9:35 AM
PURPOSE
To engage students and teachers in a series of fast-paced, challenging and team-oriented competitions; each require creative thinking, improvisation and communication.

STRUCTURE
Students and Teachers, as well as volunteers attending the IGNITE Montana Spring Conference will participate in Coordinated Chaos and will be assigned teams, stations to begin at, and be required to follow instructions from station to station.
1. Every station will have 4 teams: one Blue Team, one Red Team, one Green Team and one Yellow Team.
2. Every Team will consist of students and a Station Assistant.  Station Assistants are assigned to stations, while student teams rotate to every station.
3. Every student attending the IGNITE Montana Spring Conference will be assigned a color and a number.  Their assigned color and number will be on the name tag they receive at Registration. 
a. The number designates which station the students will begin at, so they can group with their team.
b. The color designates which table each student will move to and which Assistant will be assigned to what station.  
4. Assistants will stay with their assigned station and color.
5. When instructed, students will rotate to the next numerical station.
6. When instructed to do so, students and assistants will begin the event.
7. Each event will consist of 5 minutes of competition time.
Stations
· SCAVENGING JMG: Students and station assistants will fill in the blanks with their names, according to things they have done, places they’ve been, and stuff they know.
· VISUAL PATTERNS: Students and station assistants will evaluate patterns constructed out of various materials to create next steps and create step 27.
· CHARADES: Students and station assistants will draw words related to careers out of a basket and have to act them out for their team to guess.
· ASSEMBLE THE QUOTE: Students and station assistants will grab a packet of words and have to reconstruct historical figures’ quotes.
· WHAT’S THE SCOOP: Students and station assistants will grab scoops of candy and have to answer corresponding questions related to the candy in the dish.
· JMG PIPELINE: Students and station assistants move a ball from one end to the other, using the pipe pieces and have to stay within the designated space.
· YOUR PERSPECTIVE: Students and station assistants have to figure out the sequence of a series of pictures, using only communication.
· ESTIMATION 180: Students and station assistants will determine the size, shape, number or capacity of objects based on comparisons.
· PICTIONARY: Students and station assistants will draw career related words out of a basket and one at a time will have to draw while the rest of the team guesses.
· PUZZLE ME THIS: Students and station assistants will have to complete a logic puzzle using process of elimination.

Event Scoring
The winning team will receive a prize and will be announced at the talent show.
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[bookmark: _Toc441238927]Most Professional School
Description
Chapters will compete by exhibiting professional behavior and skills leading up to and during the conference.

Purpose
Encourage JMG students to learn to work individually and as a team to exhibit professional behavior; students will also be awarded personally for individual contributions.

Eligibility/Entries
All chapters attending the IGNITE Montana Spring Conference will automatically be competing in this event. Participants include all students attending the conference. One award will be given for the overall winner.

Competitive Event Time
This competition will take place when students arrive at the conference and will end before the awards luncheon on the last day.

Competition Rules
1. All chapters attending the IGNITE Montana Spring Conference will automatically be entered in this event.
2. The following calculations will be used to determine the winner of this event
a. Commitment to Conference: Students registered compared to the number of students that actually attend the conference.
b. On-Site Event Participation: % of students in attendance at IGNITE compared to the number of students competing in an event (excludes Chapter events)
i. If a student cancels participation in a competitive event the day of the event, the percentage for this category will go down
ii. Only students in attendance at IGNITE will be counted toward the Most Professional School award.
iii. Students will be given an attendance card with spots for Event Facilitators to stamp attendance confirmation.  Students will need to turn in their attendance cards by 12:05 PM on Day 2 of the conference to get credit for their participation in conference events.
c. Performance Cards: Each chapter will receive an average cards per student score during the conference to encourage participation.
i. Performance Cards will be given out by non-students participating in the conference. This could include Career Specialists, JMG Staff, Workshop Presenters, Competitive Event Judges, etc. 
Note: Cards must have the spaces filled in for school name, student name, and signature of the person awarding the card in order to count.
ii. The categories for Performance Cards include: Active Participation, Most Courteous, and Leadership Skills. The total number of cards required to receive 100% will be divided by the number of cards actually collected for each school. This total will be the Performance Card percentage
3. Students may be awarded Performance Cards on the presence of the following behaviors:
Leadership Skill Criteria
· Motivational to self and others
· Engaged in activity; enthusiastic participation
· Setting the example; role model material
· Getting and giving information/sharing
· Take charge attitude/steps up to the challenge
· Accepting of others differences and includes others
· Exhibits team membership skills like cooperation
Most Courteous Criteria
· Best use of manners
· Politeness
· Considerate
· Uses GNAP
Active Participation
· Competitive events
· Workshops
· Talent Show
· Coordinated Chaos
· Volunteerism (willingness to help out/ takes initiative to get things going) at the conference
4. The school with the overall highest percentage in all 3 categories (Commitment to Conference, Competitive Events, and Performance Cards) will be awarded the IGNITE Montana Spring Conference Most Professional School award.
5. Judges’ decisions are final.
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[bookmark: _Toc441238928]Student Choice
Description
Students participate by voting for their favorite Chapter Banner and their favorite Poster.  The Student Choice Award will be given in addition to whatever event awards given.

Purpose
Encourage JMG students to assess the work of other JMG students and serve as peer reviewers.

Eligibility/Entries
All students attending the IGNITE Montana Spring Conference will be given a ballot for the Chapter Banner Event and one ballot for the Poster Event, for a total of two ballots per student.

Competitive Event Time
This competition will take place when students arrive at the conference and will end before the awards luncheon on the last day.

Competition Rules
1. All chapters attending the IGNITE Montana Spring Conference will automatically be allowed to participate by completing the ballots given to them at registration.
2. For a vote to count, students must drop their completed, legible ballot in the Student Choice Drop Box.
a. Ballots that are incomplete or not legible will not be counted.
3. Ballots must be turned in prior to the Talent Competition on Conference Day 1. Late ballots will not be accepted.
4. Ballots will be counted during the Talent Competition at the end of Conference Day 1.
5. Judges’ decisions are final.

Example Ballot

	STUDENT CHOICE BALLOT
Chapter Banner #________
Poster # ___________
Student Voter (Your) Name:
______________________________
Student Voter (Your) School:
______________________________
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[bookmark: _Toc441238929]Workshops
Description
Presenters representing different sectors in career preparation, social awareness, civic responsibility and leadership development, in-line with the pillars of the Montana Career Association (MCA), will facilitate and lead workshops that engage and expose JMG students and Career Specialists to opportunities available to high school graduates.
Purpose
Provide JMG students and Career Specialists an opportunity to participate in a workshop promoting different career paths students can take after high school.
Eligibility/Entries
All attendees at the IGNITE Montana Spring Conference are eligible and required to attend.
Structure
Four separate workshops run simultaneously on Conference Day 1 and Conference Day 2.  For a JMG student’s individualized workshop schedule, please see the agenda in his or her packet.
Sessions
1. Students are scheduled to attend each workshop, at varying times depending on their agenda. 
2. Students will be given opportunities to win Most Professional School Cards (see Most Professional School Information on page 137) by attending the workshops.
3. Students and Career Specialists will be able to network with career professionals and gather meaningful information from participating in the scheduled workshops.
4. The Business Networking Social immediately following the series of workshops and competitive events on Conference Day 1 will be an opportunity for continued networking and socializing.
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