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The Assignment:
You will be observing your host throughout the day. There are 3 parts to this assignment:
Part 1- The Interview: Observe your host at work, at some point interview your host and record/make notes of
the results
Part 2 - Reflection: After the day is finished, reflect upon your experience and answer the reflection questions
Part 3 – Post Your Assignment to Your Blog: Once your have completed Part 1 and Part 2 post it on your
blog. Make sure you take pictures and/or videos to document your day, you can place them in your blog.
Name of your host: Pamela Rekhi

Relationship to you: Mother's Colleague

The Interview: (ask your host these questions)
1. What is your job title? Administrative Assistant
2. What is your job description?
Support estate administrator, deal with the front end of things

3. What are the duties and/or tasks you perform at your job?
What needs to get done. Reception/office support. Handle phone calls, proof of claims, edit
documents, handle mail.

4. What qualifications do you have for this job in the following areas:
a) training?
b) education? Bachelor Degrees in Science/Health Info, law, and a Masters Degree
c) experience? Office admin., so had lots of work in a variety of fields
d) skills and attributes (personal qualities)?
Adapt to changing circumstances, outgoing
5. What are some of the things you like about the job?

Variety - different things going on, independence, last Friday of every month where we have
drinks in the board room and discuss things outside of work (balance in the office)
6. What are some of the things you dislike about this job?

Stuck doing mind-numbing work, feeling like at the bottom end, bottom of the food chain

7. How do you anticipate this job changing in the next 5 years or so?
Personally: Lawyer (probably business) Field: more electronic

Other question(s):
Advice? Develop a thick skin, deal with differently personalities

Student Reflections:
1. Give three reasons why you would like this job (be specific):
a) I like variety in what I'm doing, as I get bored easily.
b) I like having independence and being able to do what I like.
c) I'm pretty good at Microsoft word, so I'd make awesome documents.
2. Give three reasons why you would not like this job (be specific):
a) Tasks I am assigned would become mind-numbing.
b) I would not like being constantly told what to do for other people.
c) I would get frustrated at people who are overly negative.
3. Is this job for you? Why or why not?

Maybe for a starter job to gain experience. I cannot imagine myself developing this into a career,
as I would not be able to move up at this office due to insufficient qualifications.
4. Explain the value of the TOKTW experience in relation to your ideas about your post secondary (after high
school) plans (education?, training?, travel?, work?).

Blog Post:
Step 1: Go to your Blog
Step 2: Create a new post
-

Title: TOKTW 2016

-

Category: Portfolio

-

Tag: TOKTW2015(Teachers last name in Capitals) e.g. TOKTW2015BURTON

-

Add Media: Add a picture or video of your work place

Step 3: Add your assignment to the post by doing one of the following
-

Copy and paste the assignment from a word document

-

Type in all of the questions and answers

-

Upload a PDF

-

Any other means to place your work in your post

Step 4: Click Publish

