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California 4-H Interview Contest Manual 
Request for Feedback 2009 
 
This manual was developed as a Cal Poly, San Luis Obispo senior project by Kelly 
Bishop in Agricultural Communications.  Kelly is a past 4-H State Ambassador and has 
experience in 4-H public speaking and interviewing. 
 
This manual will be utilized as published on April 1, 2009 for use at the 2009 State 
4-H Field Day on May 30, 2009. 
 
Your feedback on the content, evaluation form, job descriptions and other portions of the 
manual are requested!  Please respond to the following poll by September 1, 2009.  
 
http://ucce.ucdavis.edu/survey/survey.cfm?surveynumber=3663  
 
Thank you, 
 
Steven Worker 
4-H Science, Engineering and Technology Coordinator 
smworker@ucdavis.edu 
530-754-8519 
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Preface and Authors Comments 
 
 Welcome! Thank you for reading the California State 4-H Interview Contest 

Manual. This contest was first started at the 2008 California State 4-H Field Day. At the 

first contest, we had twenty-five members complete in the contest and received 

wonderful support for the future of this contest! After this success, this manual and 

contest became my senior project to help 4-H members prepare to effectively present 

themselves, gain personal and professional skills and be prepared for any type of 

interview.  

 This manual was developed out of the use of books, classes, workshops and 

personal experience. It is my goal that the tips in this manual will not only help members 

prepare for the contest, but be lifelong lessons to help in scholarship, college, job, club, 

organization, leadership positions and career interviews. It is also my goal to help 

members grow personally and learn to effectively present themselves to others. As a 

senior at California Polytechnic State University, San Luis Obispo, I have seen many of 

my friends struggle with interviewing and presenting themselves. It is my hope that this 

manual will help 4-H members avoid this struggle and succeed at all interviews! 

 This manual is composed of Part One for members and leaders on tips to 

interviewing and presenting yourself. The sections are designed to be handouts and can 

be used as a lesson plan. There is an Appendix for this part with examples to help 

members write résumés and cover letters and practice questions. Part Two of the manual 

focuses on the organizing of a contest. This can be on the project, club, county, sectional 

or state level. It goes through how to organize the contest, orientation of judges and how 

to evaluate interviewers. It also has an Appendix for references on examples, job 

descriptions, questions and the evaluation rubric. 

 This contest is still new and will see improvements in future years. Please use this 

manual, make comments and suggestions, and help this contest and manual to evolve to 

help future 4-H members succeed! Thank you. 

 

       Kelly M. Bishop 
       Contest Founder and Coordinator 
       April 1, 2009 
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California State 4-H Interview Contest Goals 
 
This contest was begun with several direct and indirect benefits for members and 
organizers in mind. It is the goal of this contest to consistently meet and practice the 
skills that bring these benefits. 
 
Benefits for the member… 

 Comfortable in Interview Scenarios  

 Confidence 

 Critical Thinking 

 Effective Verbal Communication  

 Effective Written Communication 

 Evaluating Experiences for Skills and Lessons 

 Evaluation Skills 

 Impromptu Thinking 

 Non-Verbal Communication Practice and Awareness 

 Organizational Skills 

 Persuasive Presentation 

 Preparation Skills 

 Relating Experiences to Questions   

 Self-Esteem  

 Self-Expression 

 Sharing Skills 

 Skills to Take Beyond the Contest 

 Social Skills 

 Wise Use of Resources 

 

Benefits for the Organizer… 

 Framework for a Consistent Contest 

 Easy Reference Materials 

 Needed Materials for the Contest 

 Applicability to any Level

Iowa 4-H Targeting Life Skills Model; 
http://www.extension.iastate.edu/4H/ 
lifeskills/ 
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Part One: 
Tips for the Member 
 
 

Demeanor and Dress 

Résumés 

Cover Letters 

Preparing for the Interview 

Questions 

Personal Touch 

Ten Ways to Win An Interview 

It’s Interview Time 

Interview Post-Evaluation 

Thank You Notes 

Employment Applications 
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Demeanor and Dress Tips! 
 
You have a minute to make a Great First Impression! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Demeanor 

 Grooming- Make sure your hair is brushed and teeth clean. By sure to go over 
your body head-to-toe to make sure you look your best! 

 Smile! Before you walk in to the interview, while in, and as you are thanking the 
interviewers. It helps you feel confident too! 

 Handshake- Practice your handshake! Not too firm, but let people know you are 
there. Always look people in the eyes when you shake their hand for maximum 
effect and respect.  

 Sitting- Ladies, sit with your legs together and cross at your ankles, not your 
knees. This will keep your legs together and not reveal anything. Gentlemen, sit 
with your legs together and up straight. 

 
Dress 

 Importance is on professional and conservative. Avoid “trendy” outfits. 
 Always over-dress to be sure not to appear under-dressed.   
 Avoid flashy accessories- earrings, piercing, jewelry, hair, make-up, etc. 
 Watch low cut blouses, see through blouses, skirts that are too short, mismatching 

prints or stained clothes. Colors are good, but avoid flashy or distracting colors. 
 The devil is in the details! Set out what you are going to wear the night before to 

make sure it is pressed, clean and looks great! 
 

Be sure your hair is 
out of your face. 

 

Avoid flashy and 
distracting earrings, 

piercing and hair 
accessories. 

 

Avoid wearing too 
much makeup. 

 

Watch your blouse 
cut. 

 

No mid-drift 
showing. 

 

If wearing a skirt, 
watch the length. 

It should be at your 
knee. 

 

Nylons always look 
professional. 

 

Heels should be 
close toed and not 

too high. 

 
Hair brushed. 

 
Teeth brushed. 

 
Smile! 

 
Avoid wearing too 
much perfume or 

cologne. Usually go 
without. 

 
Choose classic and 

rich colors, if 
wearing a suit. Make 

sure colors aren’t 
flashy or distracting. 

 
Clean and pressed 

outfit. 
 

Polish shoes to 
avoid scuffs. 

 
 
Clean shaven face. 
 
 
 
Tuck in shirt. 
 
 
 
Always wear a belt. 
Make sure it 
matches the color of 
your shoes. 
 
 
 
 
Make sure socks 
match shoe color 
and match each 
other. 
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Résumé Tips! 
 
A Résumé is a Representation of Yourself! 
 

This is a template for a résumé. Please see examples in Appendix One. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1 inch margins on all edges 

 

 JOHN DOE 
 1234 Lakeview Place  -   Heartland, California   95678  -   315-267-9876  -   John.Doe@gmail.com 
 
 OBJECTIVE: One sentence stating the reason of the résumé.  
 Ex: To obtain the part time position of floral clerk at Flowers and More Floral Shop. 
 
 EDUCATION 
 Heartland High School  GPA: 3.5             September 2005 - June 2009 
 Lakeview Elementary School               September 1996  - June 2005  
 
 WORK EXPERIENCE OR ACTIVITIES 
 Heartland 4-H Club                 September 2000 – Present 
 Active in sheep, cooking, leadership and citizenship projects. Attended 4-H California  
 Focus. Gained skills in presentations, communication, responsibility, and teaching others. 
 
 Pop Warner Football              June 2000 – November 2005 
 Gained skills in teamwork, responsibility and dependability in a team sport. Learned  
 importance of practice and mentally preparing for every game. Voted “Most Dependable  
 Player” in 2004. 
 
 LEADERSHIP 
 Heartland 4-H Club 
 Vice President   2007-08 
 Reporter    2006-07 
 Sergeant-At-Arms  2004-2005  
 Sheep Project Teen Leader 2004-2005 
 Cooking Project Junior Leader 2003-2004 
 
 Heartland High School- Associated Student Body 
 Class of 2009 Treasurer 
  
 COMMUNITY SERVICE 
 Toys For Tots- Donated, Collected and Sorted Toys in 2005- present 
 Heartland 4-H Canned Food Drive- Donated canned food to Food Bank in 2000-2009 
 
 SKILLS  

 Proficient in Microsoft Office Programs: Word, Excel and PowerPoint 
  
 REFERENCES  Available upon request. 

Include dates 
and order 
beginning with 
the most 
recent.  

Your name should be 
the largest on the page. 

Experiences, Activities, 
Leadership, and 
Community Service are 
all a very important part 
of you. List skills learned 
in activities or work 
experience. Every 
leadership role or 
participation is important! 

Unless asked for, references can be left off 
or available upon request. 

While in 
school 
education 
comes first. 
After your 
first full 
time 
position, 
experience 
comes over 
education. 

Appropriate Font 
and Size. 
Fonts: Times 
New Roman, 
Garamond, Arial. 
Sizes: Name 14 
or 16; Headings 
12 Bold; Text 12 
or 10



California State 4-H Interview Manual 4

Cover Letter Tips! 
 
A Cover Letter is a How You Bring Your Résumé to Life! 
 
This is a template for a cover letter. Please see examples in Appendix One.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 

 Company Name and Address 
 1234 4-H Way 
 Davis, CA   95056 
 

 
 February 23, 2009   
 
 Dear (Find the name of the person receiving the résumé or if name is unavailable, To Whom It 
 May Concern), 
 
 
 Introduction Paragraph 
 Introduce yourself and the position you are applying for. 
 
 Body Paragraph 
 Share an experience that taught or exemplified a skill you have that  
 is needed in the position from the position description. This may be what  
 drew you to the position or a connection you had with the position. Think  
 and share what makes you the perfect fit for this position. 
 
 Closing Paragraph 
 Looking forward to meeting the person interviewing and excited to  
 interview for the position. 
 
 
 Sincerely, 
 
 Personally Sign your Name 
 
 Type Name Under Signature 

Feel free to design your own letterhead or use a 
regular letter format! 
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Interview Preparation Tips! 
 
Preparation Will Help You Practice, and Practice Helps Make Perfect! 
 

1. Review the position description, company or organization. 

 Be sure to understand the position, the company offering it and where you might 

 fit in the industry. This knowledge will help you prepare for the interview and 

 show your interviewers that you are prepared and excited for the position. 

 Information can be found on the internet, the newspaper and talking to employees. 

 

2. Match skills listed in the description to experiences or skills that you have. 

 Understand these matches and practice how to communicate them to your 

 interviewers. This can be through questions that they might ask or incorporating 

 them to other topics. You can also think of questions that you might ask them that 

 showcase your skills. 

 

3. Practice questions that interviewers are likely to ask. 

 Find questions in the Appendix and practice questions. You don’t want to sound 

 “canned” or have responses that are memorized, but it does help you organize 

 answers and showcase your skills that make you a perfect fit for the position. 

 

4. Select three things that you want the interviewers to know about you. 

 These three things can include skills, values, or experiences that you want the 

 interviewers to remember about you. These should exemplify your abilities and 

 show that you are a perfect fit for the position. This is your chance to make your 

 mark and show your personality! 

 

5. In answers, use examples to show you can do a particular thing, instead of 

just telling them that you can do it. 

 Everyone can tell someone that they can do something, but it is different when 

 you can show someone. If you can share an experience, it allows the interviewers 

 to see your personality and brings the experience to life. 
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Interview Question Tips! 
 
Don’t Just Answer Questions, Wow Your Interviewer with Your Answers! 
 
Interview Questions can be about you, your skills, your experiences or the position, 

company or organization. To be prepared for your interview, be prepared for all types of 

questions! 

 
Examples are: 

You Questions   

 Tell me about yourself. 

 Who are your role models? Why? 

 What do you consider to be your 
greatest strengths? Greatest 
weaknesses? 

 Where do you see yourself in 1, 3, or 5 
years? 

 

Skill Questions 

 How do you rate your written 
communication skills? 

 What is your typical role in a group? 

 How do you teach others something 
new? 

 What skill do you want to improve? 
How do you plan to do this? 

 

 

 

Experience Questions 

 Tell us about a time when you worked 
well on a team. 

 Describe a time when you wished you 
had done more planning. 

 Have you ever had to take charge of a 
project to get it done on time? 

 

Position/Company/Organization 
Questions 

 What aspect of this position interests 
you most? 

 What contributions can you make to 
our company? 

 Why should we hire you? 

Answers should be: 

 Direct and Concise   
 Answer the question that is asked  
 Use examples to show experiences in answers 
 Express your personality in answers 
 Organized and complete answers 
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Adding Your Personal Touch to An Interview Tips! 
 
Make Your Mark to Help Stand Out! 
 
 

5 Simple Ways To Make Your Mark! 
 

Personally sign your cover letter.  

Sign with Blue or Black ink. This will show your interviewers that you value 

details and a personal touch in your work. 

 

Don’t just use a template letter or résumé.  

Add headings when you have a lot of experience in an area, such as Community 

Service. Remember to add personality to your cover letter to bring it and your 

résumé to life! 

 

Shake your interviewers hand before and after the interview.  

It’s polite to greet with a handshake and wait to be asked to be seated. Finishing 

with a hand shake says thank you and that you appreciate their time. Remember- 

no handshake is complete without a smile! 

 

Include relevant personal experiences that show your experience and 

personality.  

Bring your answers to life with real examples! Don’t forget that personality is 

shown through your words, your eyes, your hand gestures and your smile! It will 

also make you less nervous if you can be confident and be yourself. 

 

A hand written thank you note is always appreciated.  

Saying thank you or writing an email might do, but nothing is better than taking 

the time to show how much you mean thank you. A simple note and a few lines is 

all you need to show this gratitude and make someone’s day.  

1

2

3

4

5
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10 Ways to Win an Interview 
Compiled From The Everything Job Interview Book, By Bob Adams, 2001 
 
 
1. Be Prepared 
Be prepared by thinking out the 
interview before it happens. Know 
where it will be held, arrive 15 minutes 
early, and bring an extra copy of your 
cover letter and résumé just in case!  
 
2. Dress Appropriately 
Dress conservatively and it’s always 
good to over-dress instead of under-
dress. Dress also includes not having too 
much jewelry or makeup! Remember 
details make the difference. 
 
3. Be Confident 
Smile and believe in yourself. If you 
believe in yourself, your interviewers are 
more than likely to believe in you. Be 
careful to not sound cocky or conceited, 
but take pride in your skills and 
experiences that make you the perfect 
choice. 
 
4. Make Eye-Contact 
This can be difficult when you are 
nervous, but this is one of the best ways 
to show confidence. Make eye-contact 
with the person asking the question and 
then slowly roam making contact with 
each person, so you don’t seem shifty or 
nervous. 
 
5. Show Your Enthusiasm 
Be excited to be at the interview! Show 
that you are eager and willing to learn, 
and excited about what the interviewer is 
discussing with you. This is done both 
with your words and body language! 
 
 
 
 

6. Know the Position 
Understand what you will be doing and 
form any questions you have about those 
tasks. Find matches between what you 
want to do and what the position offers. 
 
7. Know the Industry 
Understand where the company or 
organization fits in the industry and what 
their mission or goals are. This will help 
you see the big picture and where you 
might fit in that company or 
organization. 
 
8. Know the Company 
You might get the question, “Tell me 
what you know about this company.” or 
you may have to insert information 
about the company in your answers. 
Either way, it shows dedication and that 
you did your homework when you know 
about the company! 
 
9. Practice 
Practice makes perfect! Don’t memorize 
answers, but think about possible 
questions and how you might respond. 
Watch your non-verbal communication 
such as eye and facial expressions in the 
mirror or with a friend! You’ll be 
confident and prepared if you practice. 
 
10. Follow Up 
Whether it’s a thank you note, a call, or 
a quick email, thank the interviewer for 
their time soon after the interview, 
usually done within two days. This will 
keep your name at the top of their mind 
and shows that you appreciated their 
time. 
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It’s Interview Time Tips! 
 
Are You Ready?  
 
 
Interview Time Checklist: 

 Do you know where and when your interview will be?  

 Is your résumé edited by two other people? 

 Is your cover letter edited by two other people? 

 Is your résumé and cover letter printed on résumé or nice paper? 

 Do you have an extra copy of your résumé and cover letter printed and ready to  

  go just in case? 

 Did you personally sign your cover letter? 

 Did you practice likely questions? 

 Do you know the position description? 

 Do you feel prepared? 

 Is your interviewing outfit clean and pressed? 

 Are your earrings, make-up and hair not flashy or distracting? 

 Are you conservative and classic? 

 Smile ready? 

 Excited? 

 Confident? 

If all of these are checked- You are Prepared and Ready  

For Your Interview! 
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Post-Evaluation Tips! 
 
Let This Experience Help You In the Future! 
 
Name: 
Interview Date: 
 
What went well in the interview? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 
What could be improved? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 
What questions were asked? 

1. __________________________________________________________________ 

2. __________________________________________________________________ 

3. __________________________________________________________________ 

4. __________________________________________________________________ 

5. __________________________________________________________________ 

 
Was I prepared for the interview?  Yes  No 
What else can I do to prepare? _______________________________________________ 
________________________________________________________________________ 
 
Did I practice for the interview?  Yes  No 
What else can I do to practice? ______________________________________________ 
________________________________________________________________________ 
 
Did I review the judge’s comments?  Yes  No 
What could I improve next time from these comments? ___________________________ 
________________________________________________________________________ 
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Additional Tips! 
 
Excel in your next real interview with these additional tips! 
 
Thank You’s 
Thank you notes have been mentioned several times throughout this manual and there are 
some tips for sending them after your next real interview.  
 
You can choose to email or write a handwritten thank you. Here are some general 
guidelines to follow for either option. 

 All types of thank you’s should be sent within two days of the interview. 

 Make sure the style of the thank you matches the organizational culture of the 

company you interviewed with. 

 For all types of thank you’s, be sure to use correct grammar, spelling and 

punctuation. 

 Thank you’s should include thanking them for their time and the opportunity to 

interview with them. You may want to include something special that you 

remembered about interview panel, company or the interview. Be genuine! 

 A hand written note is appreciated, especially in a business or organization that 

would focus on providing a personal touch to others.  

 Choose professional and classic note cards and write the note in ink. 

 Send an email thank you for a company that is more technology focused or has a 

fast turn around time for decisions. 

 Another thank you method includes a phone call, which would follow the same 

guidelines as what to write on a thank you. 

 
Here are some appreciation words to consider using in your next thank you note. 
 

 Beneficial 
 Character 
 Excellence 
 Fine 
 Great 
 Importance 
 Impressive 
 Kind 

 Outstanding 
 Pleasant 
 Rewarding 
 Special 
 Superb 
 Treasure 
 Value 
 Worthwhile
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Additional Tips! 
 
Excel in your next real interview with these additional tips! 
 
Employment or Job Applications 
Every job application may be different, but there are some important tips to remember to 
have for any application. 

 Be sure to write in 
blue or black ink 
and print legibly or 
type the application. 

 Be sure that the 
application is 
complete with no 
blanks. If it does not 
apply to you, put 
N/A or Not 
Applicable. 

 Personal 
Information includes 
your address, phone 
number and your 
social security 
number. 

 Educational 
Information includes 
your schools, their 
addresses, courses 
completed, GPA and 
degrees conferred. 

 Work Experience 
includes the name of 
the company and 
address, supervisor 
name and contact 
information, job 
duties, dates of 
employment, reason 
for leaving and 
salary or hourly 

             wage. 
 

 References should be people to confirm your information or character. These usually 
cannot be relatives or siblings. Include the reference name, position title, company, 
address and contact information. 

 

 Some may ask for availability on the days of the week and times. 
 

 Electronic applications may ask you to upload a cover letter and résumé . Be sure to have 
them ready and in a PDF format if it has a lot of formatting such as columns or bullet 
points. 
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Part Two: 
For The Contest Organizer 
 
 

Contest Format and Set-Up 

Contest Timeline and Checklist 

Rubric Explanation 

Recruiting Judges 

Judges Orientation 

Job Description 

Questions 

Judging Cover Letters 

Judging Résumés 
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Contest Format and Set Up 
 
 
The contest can be as large or small as needed. Each applicant turns in a cover letter, 
résumé and goes through a 5-10 minute interview. This contest is currently called the 
Interview Contest, but is based on job positions. This manual provides all the necessary 
information for the contest organizer and Part One includes information for Project 
Leaders and Members. 
 
The Contest Format is: 
 Organizing Party provides two to three job positions for each age category. These 

should be posted at least one month prior to the contest. 
 Questions for each age category and position should be compiled prior to the contest. 

These do not need to be posted, but should consist of questions based on the position, 
skills and about the member. Sample questions are provided in Appendix Two. 

 For the contest, there should be two to three judges for each age category. 
 There should be one room for each age category being judged, unless all categories are 

judged together, such as in small contests. 
 Provide a holding room for contestants and a room host to help coordinate moving 

members to rooms for the interview. 
 Judges will evaluate the interview based on the 4-H Interview Contest evaluation 

rubric, provided in this manual. 
 Judges also judge the cover letter and résumé based on guidelines in this manual. 

Constructive criticism and comments are highly encouraged. 
 Résumés and cover letters are returned to members so they can improve based on the 

comments and constructive criticism that is provided. 
 Awards are presented according to Club, County, Sectional or State guidelines. 
 
The set up can be changed by the size of the contest, but the basic format for the 4-H 
Interview Contest will remain the same. 
 
Contest Set Ups might be: 
 
Small Contests (<10) 
Two to Three judges for 
all age categories. 
(Junior and Intermediate 
can be combined based 
on number of people.) 
Judges also judge the 
cover letter and résumé 
based on guidelines in 
this manual. 

Medium Contests (10-30) 
Two to Three judges for 
each age category, Junior, 
Intermediate, and Senior. 
Judges also judge the 
cover letter and résumé 
based on guidelines in this 
manual. 

 
 

Large Contests (>30) 
Two to Three judges for 
each age category 
(Junior, Intermediate, 
and Senior) with a 
separate judge for all 
résumés, and another 
judge for all cover 
letters. 
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Contest Timeline and Checklist 
 
 

Ideal County Contest Timeline* 
* This timeline is for a County Contest but can be easily adapted to all desired levels. Dates are guidelines, 
but for a smoothly run contest, information should be provided as early as possible so any questions or 
concerns can be addressed prior to the contest. 
Two Months Before   Post two to three job descriptions for each age  
     category being judged. 
 

Two Months Before   Post the Contest Rubric and help sheets for   
     résumés, cover letters and interviews. This   
     information can be found in Part One of this manual 
     and examples are provided in the Appendix. 
 

At least One Month Before  Gather judges for the contest. Two to Three judges  
     per category. Organizers are encouraged to gather a  
     variety of judges. Please see Recruiting Judges in  
     this manual. 
 

Normal Registration   The contest can be provided as a pre-registration  
     contest to know numbers of participating members  
     and be accurate in gathering judges. 
 

Optional    Have résumés and cover letters sent in prior to  
     contest to judge before the contest day. 
 

Two Weeks Before   Go through the contest checklist to verify that all 
     items are covered. 
 

Morning of Contest   Orientate all judges on rubric and guidelines. Make  
     sure they understand the contest, moving up past  
     this level and providing constructive criticism. 
Contest Checklist: 
 

 Do you have the rooms needed for all categories? 
 

 Do you have the judges you need? 
 

 If collecting résumés and cover letters prior to the contest, are they organized in age 
categories for judge accessibility? 
 

 Do you have questions for each age group and position compiled and printed for each judge? 
 

 Do you have guidelines on judging cover letters and résumés printed for judges? 
 

 Do you have the 4-H Interview Contest rubric printed for judges and enough for all possible 
contestants? 

 Do you have an orientated room host to help coordinate the contestants?  
 

 Do you have pencils provided for judges? 
 

 Have you orientated judges on the rubric and guidelines for cover letters and résumés? 
 

 Are judges informed of the encouragement to wear professional dress, but that it is not 
required and that members cannot be discounted for not wearing it? 
 

 Have you provided guidelines on providing constructive criticism to positively help members 
grow and learn? 
 

 Do you have the awards needed for this contest? 
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4-H Interview Evaluation 
 
 
Date: ______________ 

 
Member Name: _____________________________________ Age: ____ Grade:_____  
 
County: _________________________ Position:_______________________________    
 
 

 Level 1 (1 point) Level 2 (2 points) Level 3 (3 points) Level 4 (4 points) Points  

Interview 
Answers 

More practice needed 
to answer questions. 

Questions answered 
or handled well when 
unable to provide 
answers. 

Skillful answers to 
questions and related 
them well to the 
position. 

Answers are used to 
exemplify skills 
beyond the questions, 
résumé and cover 
letter. 

 

Position 
Knowledge and 
Coverage 

Not enough 
information is 
presented to judge 
speaker’s knowledge. 

Adequate knowledge 
of position is 
demonstrated. 

In-depth knowledge of 
position is 
demonstrated. 

Full position 
knowledge (more 
than required).  

 

Organization Answers to questions 
are unorganized. 

Answers to questions 
follow a logical 
progression. 

Answers to questions 
show skill and 
creativity in 
organization. 

Answers to questions 
show a strong 
structure and 
structure enhances 
effect of answer. 

 

Voice Volume, 
pronunciation or vocal 
variation needs 
improvement. 

Voice and language 
are adequate for the 
interview. 

Voice and language 
are skillful and 
effective. 

Volume, tone, timing, 
inflection, and 
language are used to 
enhance the 
interview. 

 

Manner and 
Appearance 

Appearance, body 
language or gestures 
need improvement. 

Appearance and 
mannerisms are 
appropriate.    

Appearance and 
mannerisms are 
presented with 
business like conduct 
and style. 

Appearance and 
mannerisms are 
presented with a 
professional 
demeanor and 
personal style. 

 

Cover letter Cover letter is missing 
or unclear. 

Cover letter is clear 
and organized. 

Cover letter is well 
organized and 
effective. Tailored to 
position. 

Cover letter is 
creative, organized 
and contributes to a 
professional 
presentation. 

 

Résumé Résumé is missing or 
unclear. 

Résumé is clear and 
organized. 

Résumé is well 
organized and 
effective. Tailored to 
position. 

Résumé is creative, 
organized and 
contributes to a 
professional 
presentation. 

 

 

Total Points __________ 
 

 
Point Breakdown:     Gold: 24-28          Blue: 18-23          Red: 11-17          White: <11 
 
Judge’s Name: ________________________________ County:_________________ 
 
Judge’s Signature: ____________________________ 
 
Comments: 
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Rubric Explanation 
 
Please be familiar with this rubric prior to the contest. Contest Goals are provided in the 
beginning of this manual. Ask any questions to the organizing party or to the California 
State 4-H Office. 

Complete the 
upper part of the 
rubric at the 
beginning of the 
interview. Be sure 
to ask age and 
grade. 
 
 
Use the rubric 
descriptions to 
select points for 
each category. 
These 
descriptions are to 
assist you in 
identifying the 
appropriate level 
and 
corresponding 
points. Half 
points may be 
given if they 
border between 
two levels.  
 
 
Judges should 
complete the 
lower part of the 
rubric at 
completion of 
judging the 

Comments should be constructive. These materials will be returned to the         interview, résumé 
members to help them continue to learn and grow through this contest.             and cover letter. 
 
 
Professional attire or 4-H uniform are not required, but are encouraged. 
Please remember that the actual dress and member needs only to be clean and neat in 
appearance.  
 
Résumés and cover letters are encouraged to be typed and presented on appropriate 
paper, but may not be discounted if they are not.  
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Recruiting Judges 
 
 
Organizing Parties are encouraged to recruit a variety of judges for a  
diverse background of experiences and help! 

 
Examples of Judges Can Be: 

 Volunteer Leaders 

 Local Community Leaders 

 City Council Members 

 4-H Council Members 

 4-H Alumni 

 Teachers 

 Human Resources Professionals 

 Representatives from Local 

Organizations 

 Representatives from Local 

Companies 

 Representatives from Local Fair 

Sponsors 

 College Professors 

 
 
Guidelines for Recruiting Judges 

 Ask well in advance of contest 

 Bring in people with diverse backgrounds to get maximum help and different 

perspectives. Example: a Business member, a teacher and a 4-H leader 

 Orientate judges with 4-H background, goals and the 4-H life skills wheel 

 Properly orientate all judges on the rubric and cover letter and résumé guidelines 

 Orientate judges on contest structure to advancement to higher levels and awards 

 Answer any questions and check in on judges 

 
 

Judges are encouraged to: 

 Wear Business Casual dress and be neat and appropriate 

 Provide constructive criticism and comment on the interview, résumé and cover 

letter. 

 View this judging opportunity as a connection with a younger generation and help 

them grow personally and professionally. 
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Judge’s Orientation 
 
Please use in conjunction with the Rubric Explanation, Judging Cover Letters and 
Judging Résumés sections of this manual. 
 

 Interviews 
The member will have a 5-10 minute interview applying for a position in their age 
category. The rubric evaluates this in the following sections: 
 Interview Answers- based on the answers they provide to questions in the 

interview. These answers should be used to exemplify their skills. 

 Position Knowledge and Coverage- Based on answers to questions about 
the position or information the member includes in other questions. 

 Organization- Answers should be clearly organized to present clear and 
concise answers. This should also enhance the effect of an answer. 

 Voice- Answers should have good volume and use voice techniques to 
enhance answers such as timing, appropriate tone, voice inflection and 
appropriate language. 

 Manner and Appearance- Youth should present themselves in dress and 
in mannerisms with a professional demeanor and personal style. Please 
note that members are encouraged to wear professional dress or the 4-H 
uniform, but are not required to do so. 

 

 Cover Letters 
Each member will submit a cover letter with their résumé in the interview.  
The rubric evaluates this in: 
 Cover Letter- The cover letter should bring the résumé to life. It should 

follow a concise manner, but be professional and friendly. The cover letter 
should be free of grammar and spelling errors. It should also be creative, 
organized and contributes to a professional presentation. 

 

Please note that members are encouraged to have résumé s and cover letters 
typed on appropriate paper. 
 

 Résumés 
Each member will submit a résumé with their cover letter in the interview.  
The rubric evaluates this in: 
 Résumé- The résumé is the members chance to shine and indicate all of 

their accomplishments and activities. It should be free of grammar and 
spelling errors. The résumé should also be creative, organized and 
contribute to a professional presentation. 

 

Please note that members are encouraged to have résumé s and cover letters 
typed on appropriate paper. 
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Job Description 
 
 
You will find sample Job Descriptions in Appendix Two. There are positions for Juniors, 
Intermediates and Seniors. You can also design some of your own! All were designed 
with the same easy to follow format. An explanation of this format is below. 
 

 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Company Name and 
Position Title These are 
fictitious, but represent a 
position that a youth could 
apply for. 
 
Position Overview 
This overview describes the 
daily tasks of the position. 
This can be a source of 
questions based on duties and 
experience with these tasks.  
 
Essential Job Functions 
This is the bulleted list where 
specific tasks and skills are 
listed for this position. This is 
another source for position 
questions based on 
experience and skills needed 
for this position. This is 
where members should be 
identifying similarities to 
what they like and can do that 
are needed in the position. 
 
Other Necessary Skills 
This bulleted list of skills is 
more general than job 
specific and should 
correspond to the life skills 
wheel, citizenship and 
leadership taught in 4-H. This 
is an area where most 
members should have 
experience examples to share 
with you.  

The Job Descriptions are used for: 
 Questions Specific to the Position 
 Experiences Relevant to the Position, 4-H and Other Organizations 
 Knowledge of Position and Preparation 
 Realization of 4-H Life Skills and Their Importance  
 A Connection For Youth to This Contest and Real Positions 
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Job Description Example 
 
 

California State 4-H 
Interview Contest 

http://www.ca4h.org/projresource/fieldday/ 

 

 

 

Flowers and More Floral Shop 

Position: Floral Clerk 

 

Position Overview  

Flowers and More Floral Shop is seeking a part-time employee to join their team! 
Position will assist in answering calls, taking floral orders, helping customers that come 
into the store, clean and organize floral design space, care and handle fresh cut flowers 
and assist the floral designer. Flowers can be for any occasion; hence applicant must be 
caring and friendly. This is a perfect position for a youth with availability after-school 
and has a joy in working with and learning about flowers and plants! 
 
Essential Job Functions 

 Answering phone calls 
 Taking floral orders 
 Assisting customers in the store 
 Cleaning and Organizing the store and design table 
 Caring for fresh cut flowers 
 Assist the floral designer in special projects 

 
Other Necessary Skills 

 Contributions to a Group Effort 
 Willingness to Learn 
 Social Skills 
 Caring and Empathy 
 Self-Responsibility 

 
 
Eligibility:   4-H Intermediate or Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Job Description Template 
 
 

California State 4-H 
Interview Contest 

http://www.ca4h.org/projresource/fieldday/ 

 

 

 

Company Name 

Position Title 

 

Position Overview  

 
 
 
 
 
 
 
Essential Job Functions 

  
  
  
  
  

 
 
Other Necessary Skills 

  
  
  
  
  

 
 
Eligibility:   4-H _____________ category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Interview Questions 
 
 
Interview Questions can be about the member, the member’s skills and experiences and 
about the position.  Some youth will answer questions really quickly, while others will 
elaborate on experiences and will have answers that take more time.  
 
Have about 10 questions ready, but 6 important questions that you would like answers to, 
if time gets short. You can also have the number of questions based on age categories.  
(Ex: Juniors: 6 questions, Intermediates: 8 questions and Seniors: 10 questions) 
 
 

The Appendix has many questions for you to choose from in these categories  
or you can design your own! 

 
 
Questions that address the member should: 

 Be about them, their goals and activities 
 These will help calm nerves because it is talking about them, not their position 

knowledge 
 Provide an insight to their personality, character, and values 

Examples are: “Tell us about yourself and your activities.” or “Who are your role 
models and why?” 

   
Questions that address the position should: 

 Address skills or duties required in the job description 
 Be relevant to the age of the member 
 Test preparation and knowledge of the position 

Examples are: “What interests you most about the position?” or “If the children you 
were baby sitting finished their homework early, what would you do?” 

 
 

Questions that address experiences and skills should: 
 Address skills in the job description under job functions or necessary skills 
 Be relevant to the position, but also relevant to the life skills learned through 4-H 

and other activities 
 These allow youth to bring their résumé to life by sharing an experience or lesson 

learned 
Examples are: “Describe your animal experience.” Or “Tell us about a time when you 
had to learn something new to accomplish a task.” 

 
 

Don’t feel rigid to the question agenda! Feel free to ask more questions and really 
get to know the member. This shows that you are engaged and helps them share 

more of their experiences with you! 
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Judging Cover Letters 
 
 
Below is a smaller version of a sample cover letter. The comments on the right side are 
the tips given to members in Part One.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Check to make sure these tips are followed, but that overall it is:  
 Creative 
 Organized 
 Contributes to a Professional Presentation 

 
Comments and constructive criticism is greatly appreciated! The cover letter is 
meant to be sent with the résumé to bring it to life. It should be professional, but 
friendly, concise and focus on the employer’s needs. Check to make sure they 
proofread for grammar and spelling. 

 Personalized letterhead 
or business letter 
templates are both 
acceptable. 

 Find the name of the 
person receiving the 
résumé, and address it to 
them. 

 In the Introduction, 
introduce yourself and 
the position you are 
applying for. 

 In the body, share an 
experience that taught or 
exemplified a skill you 
have that is needed in the 
position from the 
position description. 
Think and share what 
makes you the perfect fit 
for this position. 

 In the closing, indicate 
that you are looking 
forward to meeting the 
person interviewing and 
excited to interview for 
the position. 

 Always personally sign 
your name with blue or 
black ink and type your 
name underneath your 
signature. Sample Cover Letter from Sue Brock, Cal Poly Professor in Communication Studies 

Selling Yourself... Surefire Résumés and Cover Letters Workshop, November 2008 
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Judging Résumés 
 
 
Below is a smaller version of a sample Senior Résumé. The comments on the right side 
are the tips given to members in Part One.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 

 
 

 JOHN DOE 
 1234 Lakeview Place  -   Heartland, California   95678  -   315-267-9876  -   John.Doe@gmail.com 

 
 OBJECTIVE: One sentence stating the reason of the résumé.  
 Ex: To obtain the part time position of floral clerk at Flowers and More Floral Shop. 
 

 EDUCATION 
 Heartland High School  GPA: 3.5             September 2005 - June 2009 
 Lakeview Elementary School              September 1996 - June 2005  
 

 WORK EXPERIENCE OR ACTIVITIES 
 Heartland 4-H Club    September 2000 – Present 
 Active in sheep, cooking, leadership and citizenship projects. Attended 4-H California  
 Focus. Gained skills in presentations, communication, responsibility, and teaching others. 
 
 Pop Warner Football    June 2000 – November 2005 
 Gained skills in teamwork, responsibility and dependability in a team sport. Learned  
 importance of practice and mentally preparing for every game. Voted “Most Dependable  
 Player” in 2004. 
 

 LEADERSHIP 
 Heartland 4-H Club 
 Vice President  2007-08 
 Reporter   2006-07 
 Sergeant-At-Arms  2004-2005  
 Sheep Project Teen Leader 2004-2005 
 Cooking Project Junior Leader 2003-2004 
 
 Heartland High School- Associated Student Body 
 Class of 2009 Treasurer 
  

 COMMUNITY SERVICE 
 Toys For Tots- Donated, Collected and Sorted Toys in 2005- present 
 Heartland 4-H Canned Food Drive- Donated canned food to Food Bank in 2000-2009 
 

 SKILLS  
 Proficient in Microsoft Office Programs: Word, Excel and PowerPoint 

  

 REFERENCES  Available upon request. 

Check to make sure these tips are followed, but that overall it is:  
 Creative 
 Organized 
 Contributes to a Professional Presentation 

 
Comments and constructive criticism is greatly appreciated! Congratulate them on 
an outstanding award! Suggest that they add a position they discussed in the 
interview but forgot in the résumé. Check grammar and spelling too! 

 1 inch margins on all 
edges. 

 Appropriate Font and 
Size. Suggested Fonts: 
Times New Roman, 
Garamond, Arial. Sizes: 
Name: 14 or 16  
Headings: 12 Bold or 14 
Text: 12 or 10 

 Your name should be the 
largest type on the page. 

 Include experience and 
activity dates and order 
beginning with the most 
recent.  

 Experiences, Activities, 
Leadership, and 
Community Service are 
all a very important part 
of you. List skills 
learned in activities or 
work experience. Every 
leadership role or 
participation is 
important!  

 While in school 
education comes first. 
After your first full time 
position, experience 
comes over education. 

 Unless asked for, 
references can be left off 
or available upon 
request. 



 
 

California State 4-H Interview Manual 26
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Sample Cover Letter from Sue Brock, Cal Poly Professor in Communication Studies 
Selling Yourself... Surefire Résumés and Cover Letters Workshop, November 2008 
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Dr. Fahs, Business and Professional Communication Course 
California Polytechnic State University, San Luis Obispo 
Fall 2008 

Interview Questions
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California State 4-H 
Interview Contest 

http://www.ca4h.org/projresource/fieldday/ 

 

 

 

Trot Along Dog Walkers 

Position: Dog Walker 

Position Overview  

Trot Along Dog Walkers is looking for a dog walker to join their exceptional team! This 
position has flexible hours and will assist in walking dogs, other animal care and 
answering calls. Position will also keep records of hours. We focus on working as a team 
and providing excellent customer service to maintain our relationships with customers 
and fellow employees. 
 
 
Essential Job Functions 

 Answering phone calls 
 Walking dogs 
 Providing other animal care as needed 
 Keep records of hours 
 Ability to work in a team environment 

 
 
Other Necessary Skills 

 Self-responsibility 
 Record Keeping 
 Nurturing relationships 
 Social Skills 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 

Junior Job Descriptions 
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California State 4-H 
Interview Contest 

http://www.ca4h.org/projresource/fieldday/ 

 

 

 

Happy Chow Pet Feeders 

Position: Pet Feeder 

Position Overview  

Happy Chow Pet Feeders is looking for a pet feeder to assist in their office. The pet 
feeder would assist in preparing the food, feeding the correct amount of food, and 
keeping inventory of feeds. Observe general animal health and report any problems to the 
manager. They would also assist in taking calls to schedule reservations.   
 
 
Essential Job Functions 

 Feed animals appropriate amount on the animal’s feeding chart 
 Prepare food for animals 
 Assist in the inventory of feeds 
 Observe animal health and report to manager 
 Assist in calls for reservations 

 
 
Other Necessary Skills 

 Keeping records 
 Disease Prevention 
 Planning/Organizing 
 Self-responsibility 
 Concern for Others 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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California State 4-H 
Interview Contest 

http://www.ca4h.org/projresource/fieldday/ 

 

 

 

California State Parks 

Position: Jr. Park Ranger 

 

Position Overview  

The State Parks is looking for a Jr. Park Ranger to assist the Park Ranger team. Duties 
would include assisting the park rangers with varying activities. The Jr. Park Ranger 
would be directly responsible for presentation props and assisting the Ranger with those 
presentations. They would also assist in the posting and notices of weather advisories. 
 
Essential Job Functions 

 Assist the Park Ranger in duties 
 Check campsites for unclean or unsafe conditions 
 Assist in presentations given by the Park Ranger 
 Manage the props used in presentations 
 Help with posting weather conditions and advisories 

 
 
Other Necessary Skills 

 Knowledge of Personal Safety 
 Self-Responsibility 
 Cooperation with Team 
 Communication 
 Contributions to a Group Effort 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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California State 4-H 
Interview Contest 

http://www.ca4h.org/projresource/fieldday/ 

 

 

 

Sunburst Lemonade Stand 

Position: Stand Attendant  

Position Overview  

The Sunburst Lemonade Stand operates 14 stands throughout the county. Stand 
Attendants are responsible for the stand in their area and open it during weekends. They 
oversee and deposit the money generated from the stand and provide exceptional service. 
Stand attendants are also responsible for sharing information about the company and 
stands. They also perform basic functions of mixing and serving lemonade to customers. 
 
 
Essential Job Functions 

 Manage the stand on weekends 
 Assist in the money collection and deposit 
 Provide friendly customer service 
 Communicate information on the company and stands 
 Assist in the mixing and pouring of lemonade 

 
 
Other Necessary Skills 

 Leadership 
 Self-Responsibility 
 Keeping records 
 Communication 
 Nurturing Relationships 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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California State 4-H 
Interview Contest 

http://www.ca4h.org/projresource/fieldday/ 

 

 

 

Fall Around Leaf Company 

Position: Leaf Remover 

Position Overview  

Fall Around Leaf Company provides leaf removal and offers leaves for craft projects. 
Once the leaves are raked, then they are sorted and dried for sale for craft projects. This 
position will assist in collecting leaves and sorting by types. Information and training will 
be provided for sorting and drying. Some horticulture knowledge is a plus or willingness 
to learn about tress and their leaves.  
 
 
 
Essential Job Functions 

 Work with a team for leaf removal trips 
 Work in a fast paced environment for sorting 
 Provide records of leaves collected and hours 
 Work with community to identify volunteer organizations that would want leaves 
 Organize leaves for projects 

 
 
Other Necessary Skills 

 Teamwork 
 Contribution to a group effort 
 Keeping records 
 Community Service Volunteering 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Heartland Elementary School 

Position: Lost and Found Assistant 

Position Overview  

Heartland Elementary School is looking for a caring youth to assist in their office with 
the lost and found box. The assistant will help decorate a new lost and found box and 
make fliers to announce where the box is located. They will also log what items are 
reported as lost and what items are turned in. This log will be used by the office to reunite 
owners and their items. The assistant will also make classroom announcements about the 
importance of turning in objects and honesty on the playground. They will also submit a 
list of items to the office secretary and the school newspaper. 
 
 
Essential Job Functions 

 Decorate the Lost and Found Box 
 Make fliers and announcements about the box and box location 
 Keep records of items lost and found 
 Make classroom announcements to encourage the use of the box 
 Work with the office secretary and the school newspaper 

 
Other Necessary Skills 

 Keeping Records 
 Contribution to a group effort 
 Character 
 Communication 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Cows and Sows Petting Zoo 

Position: Petting Zoo Helper 

Position Overview  

Cows and Sows Petting Zoo is looking for a youth to assist in their petting zoo this 
summer! The helper will work with the animals in the petting zoo and answer visitor’s 
questions about the animals. They will also manage the feeding station to make sure 
enough food is in the stations for visitors. They should be comfortable with farm animals 
and be willing to learn about animal types, breeds and care. Some animal care may be 
necessary. The position will help others understand and enjoy animals.  
 
Essential Job Functions 

 Assisting with the animals 
 Answering customer questions 
 Maintaining feeding stations 
 Comfortable with animals and animal care 
 Knowledge or willingness to learn about animals 

 
 
Other Necessary Skills 

 Communication 
 Nurturing Relationships 
 Self-Responsibility 
 Disease Prevention 
 Social Skills 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Green Heart Recycling 

Position: Recycling Assistant 

Position Overview  

Green Heart Recycling is seeking an enthusiastic youth to help in their recycling 
education program! The assistant will help staff teach others what is recyclable by 
attending community fairs, events and meetings. They will help others recycle in their 
home and see the effects of recycling in their community. The assistant should keep 
records of events attended, and work well with other staff members. They will also be 
able to volunteer in clean ups and gather support from other groups in these efforts. 
 
 
Essential Job Functions 

 Work with a team for promoting recycling 
 Attend community events to promote recycling 
 Provide records of events attended 
 Work with other community groups to volunteer for clean ups 
 Promote volunteering in the community 

 
 
Other Necessary Skills 

 Self-responsibility 
 Contribution to a group effort 
 Keeping records 
 Community Service Volunteering 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Busy Bee Arts and Crafts 

Position: Arts and Craft Class Helper 

Position Overview  

The Busy Bee provides arts and craft classes during the summer. We are seeking a helper 
for our classes to help class members with projects, prepare items for classes, and 
displaying projects after they are complete. Some office work will be required including 
copying class fliers and craft directions. They may also assist in class check in. They 
should enjoy crafts and be able to help others in projects. 
 
 
Essential Job Functions 

 Work with others on projects 
 Help prepare items for the craft classes 
 Help display completed projects 
 Assist with class promotion and check in 
 Organize class fliers and craft directions 

 
 
Other Necessary Skills 

 Communication 
 Contribution to a group effort 
 Social Skills 
 Problem Solving 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Good Eats Cafeteria 

Position: Server 

Position Overview  

Good Eats Cafeteria is looking for a student to assist with serving in their summer lunch 
line. The server would assist in setting out plastic-ware packets, napkins and plates. They 
would help set up the line with ready items and serve in the line. They will be taught 
disease prevention and personal safety in a kitchen. They should know about the major 
food groups and will assist in meal planning to meet these groups.  
 
 
 
Essential Job Functions 

 Work with a team on the serving line 
 Work in a fast paced environment  
 Maintain the non-food and individually packaged food items 
 Learn about nutrition and meal guides 
 Assist in menu creation 

 
 
Other Necessary Skills 

 Teamwork 
 Healthy Lifestyle Choices 
 Disease Prevention 
 Personal Safety 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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The Village Retirement Home 

Position: Elderly Companion 

Position Overview  

The Village Retirement Home is looking for a caring and friendly youth for the elderly 
companion position. The companion assists the elderly in a wide range of activities from 
carrying groceries, walking with them to helping them contact their families. They also 
set up activities in which the elderly can participate. The companion is asked to identify 
needs within the program and to use their community volunteer networks to create 
programs and events to fill these needs. The companion should be patient and caring, but 
also active and motivated. 
 
 
 
Essential Job Functions 

 Assist the elderly with groceries and chores 
 Set up and plan elderly activities 
 Identify areas and opportunities for service  
 Work with the community to identify volunteer efforts for these needs 
 Serve as a friend to members of the home 

 
 
Other Necessary Skills 

 Service Learning 
 Concern for Others 
 Problem Solving 
 Community Service Volunteering 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Heartland Pioneer’s Museum  

Position: Interactive Game Attendant 

Position Overview  

Heartland Pioneer’s Museum is looking for an energetic youth to be an interactive game 
attendant in the museum. The attendant will watch and play two of the interactive games 
in the museum. They serve to get other youth involved and help them play. They will be 
trained on the games and will be asked to answer any questions relative to the game. 
They should be energetic to get others involved! The games test youth’s history 
knowledge, so the attendant should have knowledge of or be willing to learn citizenship.  
 
 
Essential Job Functions 

 Watch the interactive games and notify staff if there are problems 
 Play the games and be able to teach others 
 Get other museum visitors interested in the games 
 Answer questions about the games 
 Have or be willing to learn about California history and citizenship 

 
 
Other Necessary Skills 

 Responsible Citizenship 
 Social Skills 
 Conflict Resolution 
 Contribution to a Group Effort 
 Self-motivation 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Green Star Lawn Service 

Position: Lawn Mower 

Position Overview  

Green Star Lawn Service provides lawn mowing and weed-pulling services and is 
looking for a mower to join their team! Teams visit neighborhoods on weekends to 
provide services. The service should be quick and clean, with great customer service. The 
mower should schedule homes, record the time and services provided and provide a copy 
to the office secretary. The should be willing to learn about basic mechanics and engine 
work, but learn the safety measures of working with such items. It is also a fast paced 
environment in the sun, so personal safety and wellness will be monitored and logged.  
 
Essential Job Functions 

 Work with a team for lawn service 
 Service provided should be efficient and with great customer service 
 Provide records of homes, times and services 
 Be willing to work or learn about mechanics and engines 
 Organize log books for the secretary 

 
 
Other Necessary Skills 

 Teamwork 
 Personal Safety 
 Keeping records 
 Problem Solving 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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B’ Safe Training Company 

Position: Bike Safety Demonstrator 

Position Overview  

B’ Safe Training Company is looking for a Bike Safety Demonstrator to joining their 
training team! The demonstrator will need be trained on proper bike safety and follow 
directions during demonstrations. They should also be able to help other youth in bike 
safety classes. The demonstrator will assist in class check-in, answering questions and 
class promotion. The demonstrator should assist in finding bike safety needs and creating 
programs to address these needs. 
 
 
Essential Job Functions 

 Be willing to learn proper bike safety 
 Assist the demonstration by following directions on the bike 
 Work with youth in classes for bike safety 
 Some administration help such as checking in, answering questions and 

promotion 
 Work with the community to identify bike safety needs and areas of concern 

 
Other Necessary Skills 

 Service Learning 
 Contribution to a group effort 
 Concern for Others 
 Community Service Volunteering 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Heartland Elementary School 

Position: Flag Monitor 

Position Overview  

Heartland Elementary School is looking for a youth for the position of Flag Monitor. The 
monitor will be in charge of the California and United States flags in the cafeteria. The 
monitor should keep track of the flags and make sure they are displayed properly for all 
events. They should know or be willing to learn proper flag etiquette and abide by it. If 
they feel comfortable, there is an opportunity to discuss the history and symbolism of the 
flags in the Veteran’s Day assembly. The will also do a board on the California and flag 
history. The monitor should keep accurate records of the flags being used, to make sure 
they are returned in an appropriate manner. Familiarity with the posting of the colors is a 
plus!  
 
Essential Job Functions 

 Monitor the flags and their display 
 Learn proper flag etiquette and follow it 
 Keep check-out records of the flags 
 Speaking about flag history in an assembly, if they feel comfortable  
 Create a display board of California and the flag’s history 

 
Other Necessary Skills 

 Responsible Citizenship 
 Marketable Skills 
 Keeping records 
 Communication 
 Planning/Organizing 

 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Sweetwater Stage Acts 

Position: Stage Assistant 

Position Overview  

Sweetwater Stage Acts is looking for an enthusiastic stage assistant! The stage assistant 
oversees the costume room organization, checking out of costumes, storage and 
organization of props and the posting of classes. The assistant will assist the needs of 
presenters and classes. They should also manage and organize play and music books. 
They should also create a suggestion box and check it regularly.    
 
 
 
Essential Job Functions 

 Manage and organize the costume room 
 Manage and organize the play and music books 
 Assist the needs of presenters and during plays 
 Manage and organize the prop room 
 Create a suggestion box and check it regularly 

 
 
Other Necessary Skills 

 Self-responsibility 
 Contribution to a group effort 
 Keeping records 
 Problem Solving 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Head and Heart Paper Works 

Position: Design Member 

Position Overview  

Head and Heart Paper Works is seeking a new design team member! The member will 
work with the design team to design new images for note cards and note pads. They will 
be involved with idea generation and sketching of designs. They can use a computer 
program for assistance or draw free hand. The designs with then be transferred to cards 
and pads. The team member will assist in selling designs and will work to find paper 
needs in our community. We will works to meet these needs through volunteer hours and 
projects. The member will also assist in gift packing boxes for the holidays. 
 
Essential Job Functions 

 Work with a team for idea generation 
 Be able to draw ideas or use a computer program to draw 
 Assistance in selling cards and note pads  
 Work with community to identify paper needs and projects to meet that need 
 Assistance with gift packing items 

 
 
Other Necessary Skills 

 Teamwork 
 Cooperation 
 Goal Setting 
 Service Learning 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Leaf Care Plant Sitting 

Position: Plant Sitter 

Position Overview  

Leaf Care Plant Sitting is seeking a plant sitter to join their team. A team member will 
have plants delivered to them to watch and take care of. They should keep accurate 
records of plant pick up and drop off and feeding instructions. They will also use a 
template bill to charge for the days of sitting. They should have some basic plant 
knowledge or be willing to learn about the plants they take care off. Special attention 
should be given to watering schedules and sunlight requirements. You will also be 
responsible for instruction of special plant foods and fertilizers from the owners.    
 
Essential Job Functions 

 Keep records of plants check in and out 
 Issue bills based on the company template for days of plant sitting 
 Keep records of plant instructions and schedules 
 Knowledge or willingness to learn about plants 
 Organizing plants for owner pick up and sunlight requirements 

 
 
Other Necessary Skills 

 Decision making 
 Self-Responsibility 
 Keeping Records 
 Wise Use of Resources 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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The Web for Safety Center 

Position: Safety Assistant 

Position Overview  

The Web for Safety Center provides trainings to adults and youth on responsible use and 
safety precautions on the internet and your computer. The assistant will help with 
trainings and work with youth in a counselor role for safe internet use. They will also 
reach out to other youth and teach them the importance of internet safety. They will also 
identify safe sites and ways to identify fraud sites with adults. The assistance team will 
help coordinate an action plan of what to do if a friend is visiting unsafe sites and talking 
to strangers. The team will present this plan to other organizations and run a campaign in 
the area on internet safety for adults and youth. 
 
Essential Job Functions 

 Assist in safety trainings 
 Reach out to other youth for internet safety 
 Assist in identifying safe sites and identifying fraud sites 
 Work as a team to create an internet safety action plan 
 Present and promote the action plan to other organizations 

 
Other Necessary Skills 

 Teamwork 
 Personal Safety 
 Communication 
 Community Service Volunteering 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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The Book Worm Mobile Library 

Position: Book Reader 

Position Overview  

The Book Worm Mobile Library is seeking a youth to become a book reader for children! 
The book reader will go on trips with the library and read to children in different areas of 
the city. They should be good with children and enjoy getting others involved with the 
stories and reading. They will assist in referring books to be read and putting books back 
in their places. They will also clean up the children area at the end of the day. They will 
also assist in book drives and identifying the book wants of children. Assistance will also 
be needed to package books for donation to youth shelters.  
 
Essential Job Functions 

 Read to children that visit the mobile library  
 Get others interested in books and reading 
 Provide feedback on book requests and needs 
 Organize and return books 
 Assist in book drives and donations 

 
 
Other Necessary Skills 

 Character 
 Communication 
 Concern for Others 
 Community Service Volunteering 
 Planning/Organizing 

 
 
Eligibility:   4-H Junior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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General Hospital 

Position: Hospital Attendant 

Position Overview  

General Hospital is looking for a motivated and responsible youth to assist their nursing 
team! The position will be in direct contact with patients and serve their needs. These 
needs include assisting with meals, walks and exercise, reading and changing linens. The 
patients also frequently have visitors, so this position will assist in helping to meet their 
needs as well.  
 
 
 
Essential Job Functions 

 Reading to hospital patients 
 Help with distributing meals to patients 
 Assist nurses in changing linens for patients 
 Walking with patients 
 Assisting hospital guests and visitors in needs 

 
 
Other Necessary Skills 

 Nurturing Relationships 
 Character 
 Problem Solving 
 Social Skills 
 Contribution to a Group Effort 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 

Intermediate Job Descriptions 



 
 

California State 4-H Interview Manual 84

 
 
 

California State 4-H 
Interview Contest 

http://www.ca4h.org/projresource/fieldday/ 

 

 

 

Pots of Play Ceramics 

Position: Pottery Maker 

Position Overview  

Pots of Play Ceramics is looking for an assistant to help with their pottery needs. These 
needs are for basic and intermediate pottery designs. They will provide training for 
novice pottery makers. The position will assist in preparing clay for classes, making basic 
pottery, and provide assistance in beginning pottery classes. The position will also be 
responsible for assisting in general shop duties including setting up displays, answering 
questions, shop sales and assist in filling special pottery orders. 
 
Essential Job Functions 

 Help prepare clay for pottery classes 
 Make basic pottery for sale and for art classes 
 Assist in special orders of pottery 
 Assist in general shop duties including: setting up displays, answering questions 

and shop sales 
 Provide assistance to class instructor in beginning pottery classes 

 
 
Other Necessary Skills 

 Learning to Learn 
 Communication 
 Self-Responsibility 
 Leadership 
 Teamwork 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Real Life Media Distribution 

Position: Media Set Up Assistant 

Position Overview  

Real Life Media Distribution is looking for a media set up assistant to help in general 
media needs. This position will be responsible for assisting in setting up media equipment 
for special events and meetings and serving as a company representative for assistance 
during these events. They are also responsible for troubleshooting with equipment and 
programs. Providing courteous and helpful support to organizers is a must. Other general 
duties would include assisting in the office with checking equipment, replacing cords and 
batteries and checking out of equipment. 
 
Essential Job Functions 

 Assist in setting up equipment for events and meetings 
 Help with basic troubleshooting of equipment and programs at events 
 Maintaining equipment and replacing needed batteries and cords 
 Serve as a company representative for special events with equipment  
 Provide courteous and helpful service 

 
 
Other Necessary Skills 

 Communication 
 Stress Management 
 Contribution to a Group Effort 
 Marketable Skills 
 Problem Solving 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Little Sierra’s Bakery 

Position: Bakery Assistant 

Position Overview  

Little Sierra’s Bakery is seeking a motivated and passionate assistant. Our bakery is filled 
with a jolly and hardworking attitude and delicious bread! Assistant would help with the 
preparation and sale of fresh bakery goods. They would also help package cookie gift 
packs. The assistant would help create displays and signs for the shop. They would also 
help take orders for special events and call in orders.  
 
 
Essential Job Functions 

 Assist in the preparation of bakery goods 
 Assist in the sale of bakery goods 
 Assist in the packaging and wrapping of gift packs 
 Help to create displays and store signs 
 Take orders for special events and call in orders. 

 
 
Other Necessary Skills 

 Communication 
 Organizing 
 Decision Making 
 Self-Responsibility 
 Contribution to a Group Effort 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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UpandRunning.com 

Position: Website Designer 

Position Overview  

UpandRunning.com is looking for a website designer to join their team! This position 
provides flexible hours and work at your own pace. The website designer works with 
programs for website creation and design special graphics or videos. The position offers 
opportunities to enhance current websites and to create ones from scratch. Important 
areas for the position include the ability to edit copy, choose appropriate graphics, and 
design themes and colors.  
 
 
Essential Job Functions 

 Work in programs for website creation 
 Identify areas of improvement for websites 
 Work on websites on your own or as a group 
 Proof and edit copy content 
 Choose appropriate graphics and videos for the theme of the website 

 
 
Other Necessary Skills 

 Teamwork 
 Self-Responsibility 
 Wise Use of Resources 
 Communication 
 Problem Solving 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Heartland News 

Position: Freelance Reporter 

 

Position Overview  

Heartland News is looking for an active youth to report stories to the daily newspaper. 
These stories are produced at the reporter’s leisure and should focus on community and 
youth activities. Reporters will observe, write, edit and submit stories on local issues and 
activities. Reporter will also be responsible for notifying the assignment editor of 
upcoming stories and have them ready on time. Photographs of events would be a plus. 
 
Essential Job Functions 

 Observe activities in community 
 Concisely write a article about the event 
 Appropriately edit the article for submission 
 Produce stories by the designated timeline 
 Nurture relationships with community members 

 
 
Other Necessary Skills 

 Nurturing Relationships 
 Communication 
 Self-Discipline 
 Marketable Skills 
 Wise Use of Resources 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Sunnyside Elementary 

Position: Teacher’s Assistant 

 

Position Overview  

Sunnyside Elementary is seeking a teacher’s assistant for teachers in kindergarten 
through 2nd grade. The duties include: help with preparing crafts, organizing and cleaning 
the classrooms, helping to grade assignments, helping to read to the children, and 
working with teachers on special needs or events. 
 
Essential Job Functions 

 Preparing crafts and projects 
 Assist in organizing and cleaning room 
 Helping to grade assignments 
 Helping to read to children 
 Assist teachers is special needs and events 

 
 
Other Necessary Skills 

 Problem Solving 
 Teamwork 
 Communication 
 Self-Responsibility 
 Concern for Others 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Full Bloom Gardening Company 

Position: Gardener 

Position Overview  

Full Bloom Gardening Company is looking for a gardener to join their team. This 
gardener will be responsible for a home’s garden and working with the owner to 
complete a year around plan for their garden. This requires some horticulture knowledge 
or willingness to learn of seasons and planting. A garden guide book will also be 
provided. Other duties will be to plant and maintain the garden according to plan and 
address any plant health issues that arise.  
 
Essential Job Functions 

 Plan out the garden according to the seasons and the owner’s desires 
 Learn about plant seasons, planting and soil conditions 
 Observe and treat for plant health 
 Work with owner to install any garden decorations, such as fencing or stones 
 Plant and maintain garden 

 
 
Other Necessary Skills 

 Learning to Learn 
 Communication 
 Planning/Organizing 
 Decision Making 
 Self-Responsibility 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Paw Print Pet Shop 

Position: Pet Attendant 

Position Overview  

Paw Print Pet Shop is seeking a new pet attendant! The attendant would care for the dogs 
and cats by cleaning their pens, feeding, and washing them. They would also play with 
the pets and make sure they reach their daily needed exercise amount. The attendant 
would also help answer any customer questions on the pets and restock pet toys. The 
attendant would also provide consultation with new pet owners and provide information 
for a happy and healthy pet home. 
 
Essential Job Functions 

 Manage care for the pets including cleaning, feeding, and washing 
 Play with animals for needed exercise 
 Restock pet toys when needed 
 Answer customer questions with exceptional service 
 Provide new pet home consultations and information 

 
 
Other Necessary Skills 

 Concern for Others 
 Self-Responsibility 
 Communication 
 Keeping Records 
 Decision Making 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Stitch and Seam Tailors 

Position: Tailor Assistant 

Position Overview  

Stitch and Seam Tailors is looking for a motivated assistant in their shop. The assistant 
would help with tailor reservations and orders, manage client pick-ups and payments, and 
maintain the shop’s appearance and inventory. The assistant should have basic sewing 
abilities or the willingness to learn from two exceptional seamstresses. The assistant will 
also help with promoting the tailor store through advertising, specials or public relations. 
 
Essential Job Functions 

 Assist tailor with tailor reservations 
 Manage client pick-ups and payments 
 Maintain shop appearance and inventory 
 Help with basic tailoring 
 Run promotions for the tailor store 

 
 
Other Necessary Skills 

 Communication 
 Contribution to a Group Effort 
 Learning to Learn 
 Self-Responsibility 
 Decision Making 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Jam Sports 

Position: Sports Assistant 

Position Overview  

Jam Sports is a youth sports gym that offers year around sports facility, training and 
teams for youth. Jam Sports is looking for an assistant that would help in various aspects 
including: registration, sports announcer, coaching assistance, and program assistance. 
This person should be enthusiastic, energetic and have the ability to multi-task. The 
assistant should also have a passion for developing positive relationships with youth and 
promoting team interactions. 
 
Essential Job Functions 

 Assist with multiple tasks and duties 
 Develop positive relationship with youth 
 Assist needs of the program including registration, coaching and promotions 
 Help with announcing at team games 
 Be energetic and positive 

 
 
Other Necessary Skills 

 Communication 
 Teamwork 
 Nurturing Relationships 
 Self-Responsibility 
 Decision Making 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Sunrise Trails 

Position: Hiking Guide 

Position Overview  

Sunrise Trails provides all types of hiking trips in local parks. They provide informative 
trips on the local area, plants and local history and stories. The position requires good 
communication skills and a dedication to a flexible weekend and summer schedule. An 
out-going personality and GPS knowledge are a plus, but not required. The guide should 
also enjoy being outside and exploring different trails. Some administrative tasks are 
required for keeping records and insurance releases. 
 
Essential Job Functions 

 Guide hikes in local parks 
 Provide hikers with information such as history, plant types and stories 
 Maintain a safe condition for hikers 
 Enjoy being outside and flexible hours 
 Some administrative tasks  

 
 
Other Necessary Skills 

 Communication 
 Personal Safety 
 Keeping Records 
 Self-Responsibility 
 Decision Making 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Reel Theaters 

Position: Movie Clerk 

Position Overview  

Reel Theaters is seeking a motivated and dedicated movie clerk to join their team. The 
movie clerk is responsible for various tasks at the theater including: selling tickets, setting 
up movie showings, sending movie hours to newspapers and online sources, and helping 
set up movie promotions. The position requires organization and responsibility for other 
movie clerks in the shift. The position also allows for growth to assist with in-house 
movie reviews and scheduling. 
 
Essential Job Functions 

 Assist in ticket sales and collection 
 Assist in sending the movie schedule to local media 
 Assist in movie promotions and showings 
 Managing other employees 
 Opportunities for reviews and scheduling  

 
Other Necessary Skills 

 Communication 
 Cooperation 
 Leadership 
 Self-Responsibility 
 Decision Making 

 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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In-Line Car Works 

Position: Office/Shop Assistant 

Position Overview  

In-Line Car Works is looking for an assistant for their office and shop staff. The assistant 
would help with scheduling appointments and assisting with billing and accounts 
payable. The assistant would help the shop crew with paperwork and some routine 
maintenance tasks. The assistant should have some basic knowledge of vehicles and 
mechanic operations. The assistant should be willing to help in a variety of tasks and will 
help manage tracking customer visits and the customer database. 
 
Essential Job Functions 

 Assist in office tasks such as scheduling 
 Assist in accounts receivable and payable 
 Perform basic mechanic tasks 
 Assist with paperwork on vehicles and maintenance 
 Manage customer relations and data entry. 

 
 
Other Necessary Skills 

 Communication 
 Teamwork 
 Keeping Records 
 Planning and Organizing 
 Decision Making 

 
 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Smooth Fruit Shack 

Position: Smoothie Maker 

Position Overview  

Smooth Fruit Shack is seeking a new smoothie maker for their fruit shack. This is an 
energetic and fun workplace that focuses on making the best tasting and healthiest 
smoothies! The maker will help prepare fruit, equipment and other smoothie ingredients. 
The maker will also make smoothies to the customer’s order and will keep a clean and 
organized workplace. All makers are encouraged to formulate new recipes and assist in 
the promotion of the special smoothie of the month.   
 
Essential Job Functions 

 Assist in preparing smoothie ingredients 
 Assist in preparation and clean up of equipment 
 Make smoothies to the customer’s specifications 
 Keep the workplace in an organized and clean fashion 
 Idea generation for new smoothie recipes 

 
Other Necessary Skills 

 Social Skills 
 Teamwork 
 Planning and Organizing 
 Self-Responsibility 
 Healthy Lifestyle Choices 

 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Blooms Unlimited 

Position: Shop Assistant 

Position Overview  

Blooms Unlimited is a small plant shop that provides annual and perennial flower plants 
for local homes. They also carry soil additives, pots and garden decorations for every 
season! We are seeking an assistant to help customers find the plants and items they are 
looking for. To aid the assistant a map of plants general layout and a resource book is 
available. The person will need to be helpful and be willing to learn about plants and 
garden equipment. They should also be able to keep things clean and organized. The 
assistant will be in charge of where new plants will go and making sure signs are posted.  
 
Essential Job Functions 

 Assist customers with finding plants and items 
 Manage the placement of new plant arrivals and signs 
 Maintain the floor layout and resource book 
 Maintain a clean and organized environment 
 Willingness to learn about plants and garden equipment to better assist the 

customer. 
 
Other Necessary Skills 

 Communication 
 Wise Use of Resources 
 Learning to Learn 
 Self-Responsibility 
 Decision Making 

 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Scoops O’ Fun Ice Cream Parlor 

Position: Parlor Helper 

Position Overview  

Scoops O’ Fun Ice Cream Parlor is seeking an energetic helper for their parlor. The 
helper will assist the parlor in the after-school and summer days rush. They should be 
helpful and enthusiastic about ice cream and treats. They will assist customers with 
selecting an ice cream flavor and taking orders of what customers would like. They will 
also help answer the phone and any questions. The helper will also be asked to help set 
up candy displays and apply some packaging and pricing of treats. We are willing to train 
the right person with an energetic and out-going personality!  
 
Essential Job Functions 

 Assist parlor clerks and ice cream makers 
 Help customers with our different flavors and creations 
 Take customer orders to the ice cream makers 
 Help with answering questions and phone calls 
 Assist with displays and product packaging 

 
Other Necessary Skills 

 Communication 
 Contribution to a Group Effort 
 Social Skills 
 Self-Responsibility 
 Decision Making 

 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Geographic Support Company 

Position: GIS Mapping Assistant 

Position Overview  

The Geographic Support Company has a unique opportunity for a GIS Mapping 
Assistant. This assistant will be paired with a technician to assist in mapping areas for 
clients. They will help to decide what the client needs, how to gather this data and assist 
the technician in gathering and analyzing the data. The assistant should have some 
knowledge of GIS equipment or the willingness to learn. This position requires 
organization and a concern for gathering correct information for the system. They will 
also work in a team atmosphere and be driven to accomplish client needs. 
 
Essential Job Functions 

 Assist the technician in assessing data needs  
 Assist in gathering data in a team environment 
 Attention to detail 
 Data organization and analyzing gathered data 
 Assisting in compiling data and presenting data to clients 

 
Other Necessary Skills 

 Critical Thinking 
 Teamwork 
 Keeping Records 
 Self-Responsibility 
 Goal Setting 

 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Hummingbird Creative Designs 

Position: Marketing Assistant 

Position Overview  

Hummingbird Creative Designs works with clients and organizations to plan and launch 
creative marketing plans and events. We are seeking a creative and energetic marketing 
assistant to join our team! The assistant will help with putting together trinkets and 
packets for our events and clients. The will manage a log book of what was done, the 
amount of time spent and the amount of trinkets completed. The will keep inventory of 
items and assist in reordering supplies with the secretary. Attention to detail, goal focused 
and organization skills are needed.  
 
Essential Job Functions 

 Assist with creating marketing trinkets and packets 
 Manage the task log book 
 Maintain inventory and assist in reordering 
 Help with other special projects 
 Present themselves in a professional, but energetic demeanor 

 
Other Necessary Skills 

 Communication 
 Contribution to a Group Effort 
 Record Keeping 
 Self-Responsibility 
 Goal Setting 

 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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The Hobby Shop 

Position: Model Assistant 

Position Overview  

The Hobby Shop is the one stop shop for all of your hobby needs! We are seeking a 
responsible individual to help in our model division. We have model rockets, model cars 
and model airplanes for youth to build and launch. The assistant will help stock the 
models in their appropriate place and build the models to demonstrate. They will also 
assist customers in finding the model of their dreams and distributing the catalog with 
model add-ons. They will help promote the Model Races, which is a race on the first 
Saturday of every month, through fliers and store announcements. They will also assist in 
coordinating and involving the local youth home in building and racing models.    
 
Essential Job Functions 

 Build models for display and demonstrations 
 Manage the model area of the store 
 Assist customers in finding models and add-ons 
 Promote the Model Races through fliers and announcements 
 Assist in coordinating and involving the youth home in models construction and 

racing  
Other Necessary Skills 

 Communication 
 Nurturing Relationships 
 Concern for Others 
 Self-Responsibility 
 Problem Solving 

 
Eligibility:   4-H Intermediate category 
Bring: Cover letter and Résumé for this position 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Good Eats Catering 

Position: Catering Assistant 

Position Overview  

Good Eats Catering is seeking a motivated and courteous assistant to join their special 
events team! The assistant will assist in plating meals for special events, and assist in 
serving plates to guests. The assistant needs to be motivated and enjoy working in a fast 
paced environment. They should be able to provide exceptional service and work 
efficiently. The assistant will also need to meet the needs and requests of guests and 
organizers when problems arise.  
 
Essential Job Functions 

 Help plate meals for serving 
 Assist in serving meals to guests 
 Be able to work quickly and efficiently 
 Provide exceptional customer service 
 Assist in resolving problems if they arise 

 
 
Other Necessary Skills 

 Problem Solving 
 Teamwork 
 Communication 
 Self-Responsibility 
 Stress Management 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 

Senior Job Descriptions 
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Happy Days Photography 

Position: Photographer 

Position Overview  

Happy Days Photography provides excellent service to cover some of life’s special 
moments. This position of photographer would cover general photography, birthdays, and 
sports photos. Training will be provided to a novice photographer. Duties would include 
setting appointments, shooting photo shots, and assisting in the photo shop. These would 
generally include assisting customers with package deals, showing proofs, deciding photo 
backgrounds and payment or orders. Some special projects may be assigned by manager. 
 
Essential Job Functions 

 Set up appointments with customers  
 Assist customers in selecting backdrops for photos 
 Take photos (general, sports, birthdays) 
 Assist customers with proofs 
 Work with customers on package deals and payment 

 
 
Other Necessary Skills 

 Self-Responsibility 
 Problem Solving 
 Social Skills 
 Contributions to a Group Effort 
 Planning and Organizing 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Village View Retirement Home 

Position: Elderly Assistant 

Position Overview  

Village View Retirement Home is looking for an individual to provide quality and caring 
assistance to the elderly. Daily duties would involve assisting in daily activities including 
walking, eating and socializing. The assistant would also help check on the elderly for 
health issues or concerns and report to nurses. A special duty of the assistant is to serve as 
a liaison between the home and the community. This role would organize volunteer 
groups and activities, create outreach programs with the community and determine new 
activities that would benefit members of the home. 
 
Essential Job Functions 

 Assist in daily duties of walking, feeding and socializing with the elderly 
 Care for members by watching their health and reporting to nurses 
 Determine new activities the home could do 
 Coordinate volunteer groups and activities 
 Create outreach programs 

 
 
Other Necessary Skills 

 Communication 
 Community Service Volunteering 
 Concern for Others 
 Planning/Organizing 
 Decision Making 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Franklin Street Deli 

Position: Sandwich Maker 

Position Overview  

Franklin Street Deli is seeking a motivated and friendly sandwich maker! The maker 
would assist in making sandwiches during weekends and help move along the rush with a 
friendly, but efficient attitude. The maker will assist in all stages of the sandwich process 
including the cutting of vegetables, inventory and making sandwiches. The maker is also 
responsible for cleaning their utensils and workspace. The maker will have opportunities 
to meet with the manager to design new sandwich recipes and items to the deli. 
 
Essential Job Functions 

 Assist in the cutting of all sandwich ingredients 
 Make sandwiches to the customers order 
 Provide exceptional service, even in rush times 
 Clean utensils and the work area 
 Assist the manager in new ingredients and sandwich recipes 

 
 
Other Necessary Skills 

 Stress management 
 Communication 
 Social Skills 
 Problem Solving 
 Self-Motivation 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Fruit to Go Smoothie Shop 

Position: Nutrition Educator 

Position Overview  

Fruit to Go is seeking an individual to assist in the nutrition aspect of the smoothie shop. 
This position is a nutrition educator and will assist the manager in communicating the 
importance of fruit in the diet and the easy ways to achieve the needed servings. They 
will work with the manager and other resources to distribute information on the USDA’s 
Food Pyramid and healthy fruit drinks. They will also work with smoothie makers to 
educate them on the importance of fruit and servings so they can answer customer’s 
questions. This communication could be achieved through signs, brochures, events or 
other modes.  
 

Essential Job Functions 

 Utilize a wide variety of resources to educate about nutrition 
 Promote nutritious drinks and fruit cups 
 Develop and distribute nutrition information 
 Collaborate with the manager on communication elements 
 Educate smoothie makers to help get information out to customers 

 
Other Necessary Skills 

 Communication 
 Healthy Lifestyle Choices 
 Leadership 
 Wise Use of Resources 
 Social Skills 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Good Morning Cafe 

Position: Coffee Bar Attendant 

Position Overview  

Good Morning Café is seeking a motivated and friendly individual to work the coffee 
bar. No previous food service experience is necessary. Position’s duties would include 
brewing and preparing coffee drinks for customers, and serving breakfast food. Friendly 
and helpful service is a must. Attendant would also assist in making signs for coffee 
specials. Attendant would assist in the inventory and ordering of products. 
 
 
Essential Job Functions 

 Brewing and making coffee drinks 
 Serving breakfast food 
 Providing excellent customer service 
 Assisting in making signs and displays 
 Assisting in inventory and ordering 

 
 
Other Necessary Skills 

 Teamwork 
 Social Skills 
 Problem Solving 
 Self-Responsibility 
 Keeping Records 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Lily Valley Farms 

Position: Produce Stand Attendant 

Position Overview  

Lily Valley Farms produces fresh vegetables and flowers for sale at local farmers 
markets. They are seeking an enthusiastic individual to assist in the sale of their products 
from their produce stand. The attendant would assist in setting up and manning the booth 
during Farmers Market hours. They would also sell and collect payment for products 
sold. They should be able to lift 30 pounds and be enthusiastic about the farm and its 
products. Nutrition education is a plus, or position will be trained on the nutritional 
qualities of vegetable products.  
 
Essential Job Functions 

 Set up display booths 
 Manage booth during operating hours 
 Manage the same and restocking of products 
 Communicate nutrition and farm information to the public 
 Be enthusiastic and motivated 

 
 
Other Necessary Skills 

 Self-Motivation 
 Communication 
 Healthy Lifestyle Choices 
 Self-Responsibility 
 Learning to Learn 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Moles Holes Construction 

Position: Site Assistant 

 

Position Overview  

Moles Holes Construction is looking for a site assistant for current projects. The assistant 
would help disburse information from the office to the construction site. They would also 
help take inventory of materials, tools and equipment. Some drafting or model work may 
be assigned. General follow through on checking permits and office duties. Check 
weather conditions and disburse to construction teams. Assist in reports and photographs 
for manager approval. 
 
Essential Job Functions 

 Disburse information on permits 
 Inventory of tools, equipment and materials 
 Check weather and provide updates 
 Progress reports and photos for manager approval 
 Drafting and/or model work may be requested 

 
Other Necessary Skills 

 Self-Responsibility 
 Communication 
 Keeping Records 
 Teamwork 
 Problem Solving 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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The Clean Home Company 

Position: House Helper 

Position Overview  

The Clean Home Company is seeking a new house helper! This helper will visit a few 
houses once a week, clean and get the family ready for the week ahead. Duties include all 
aspects of cleaning the home, organizing, and washing. They also work with the family to 
put things away and prepare for the week ahead. 
 
Essential Job Functions 

 Clean the homes by vacuuming, dusting and polishing 
 Organize the rooms and put items away 
 Work with the family to set up a system of picking up and cleaning  
 Assist in washing clothes and dishes 
 Prepare the family for the week ahead 

 
 
Other Necessary Skills 

 Self-motivation 
 Planning/Organizing 
 Cooperation 
 Decision Making 
 Concern for Others 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Mid-Valley Veterinarian Clinic 

Position: Vet Technician 

Position Overview  

The Mid Valley Veterinarian Clinic is seeking a vet technician for their office. Duties 
would include taking care of overnight animal patients, assisting the veterinarian, 
checking in animals and updating records. Other duties would include assistance with 
billing and payments. Technician would also be responsible for communicating to the pet 
owners about special opportunities or vaccination drives.  
 
Essential Job Functions 

 Take care of animal patients 
 Assist the veterinarian 
 Update animal records with weight, addresses, etc. 
 Assist with billing and payments 
 Communicate with owners about vaccination drives and special opportunities 

 
 
Other Necessary Skills 

 Disease Prevention 
 Problem Solving 
 Communication 
 Keeping Records 
 Concern for Others 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Patterson Village After-School Program 

Position: After-School Program Assistant 

 

Position Overview  

Patterson Village is looking for an enthusiastic assistant to help with their after-school 
program. The assistant would help with after-school crafts, preparing afternoon health 
snacks, tutoring and mentoring. They would also help check out children to their 
guardians and clean up after the day. Some preparation for the next day would be needed 
after the children are gone. 
 
Essential Job Functions 

 Preparing crafts and projects 
 Assist in preparing afternoon snacks 
 Helping to tutor children on homework 
 Ability to care for children and serve as a role model 
 Assist in organizing, cleaning and preparing for the next day 

 
 
Other Necessary Skills 

 Responsible Citizenship 
 Teamwork 
 Communication 
 Self-Responsibility 
 Concern for Others 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Diva Fashion Designs 

Position: Design Assistant 

Position Overview  

Diva Fashion Designs is looking for a motivated and creative assistant for one of their 
designers. This position would assist the designer in all areas. Examples would include 
clippings of interesting designs and new looks. They would also pick up textiles from 
their suppliers and drop off items. They would assist in the fitting of models and facilitate 
idea generation discussions. They would also work in accounts receivable and payable 
for their designer. 
 
Essential Job Functions 

 Go through fashion magazines for designs and looks 
 Run errands including picking up and dropping off items 
 Assist in the fitting of models or clients 
 Serve as a facilitator in idea generation sessions 
 Assist in accounts payable and receivable 

 
 
Other Necessary Skills 

 Organization 
 Self-motivation 
 Communication 
 Keeping Records 
 Stress Management 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Tri-County Market 

Position: Market Cashier 

Position Overview  

Tri County Market is looking for a motivated and enthusiastic cashier for their market. 
This position would assist the head cashier in helping customers check out and answer 
questions with fast and courteous service. The market specializes in providing produce 
and products from local farms and companies. Some knowledge of agriculture or 
willingness to learn about the local agriculture is encouraged. This position will also 
assist in setting up product displays and some local events. 
 
Essential Job Functions 

 Cashier duties of checking out and payments for items 
 End of day cashier totals require basic math and accounting 
 Answering customer questions or locating answers 
 Fast, but efficient service 
 Assist in display set up and local events 

 
 
Other Necessary Skills 

 Organization 
 Self-motivation 
 Communication 
 Keeping Records 
 Cooperation 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Union High School Chemistry Lab 

Position: Chemistry Lab Assistant 

 

Position Overview  

Union High School’s Chemistry Lab is looking for an assistant for their Chemistry Lab. 
The lab assistant helps in checking out equipment and tool from the lab. They are also 
responsible for keeping records of who has checked out equipment and returned items. 
The lab assistant will also help after-school classes in the lab. Basic chemistry knowledge 
or willingness to learn is encouraged. This position will also assistant the lab technician 
in reproducing safety instructions and trainings in the lab and posting of materials. 
 
Essential Job Functions 

 Checking out lab items 
 Cataloging returned items 
 Assisting in after-school classes and events 
 Cleaning and Organizing the lab 
 Assist Lab Technician in Safety trainings and materials 

 
Other Necessary Skills 

 Personal Safety 
 Communication 
 Social Skills 
 Keeping Records 
 Self-Responsibility 

 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Shop Around the Corner Bookstore 

Position: Bookstore Assistant 

Position Overview  

The Shop Around the Corner Bookstore is looking for a caring and enthusiastic employee 
to assist the shop. Duties would include reading to children for the afternoon reading time 
and assisting in book sales. The position would also help in restocking books, price 
checking books and creating displays for the book series of the month program. It would 
also assist in our community outreach and donation programs with local charities. 
 
Essential Job Functions 

 Reading for the afternoon reading hour 
 Assisting in book sales and restocking books 
 Help in displays for the book of the month series 
 Serve as a coordinator with local charities 
 Assist in community outreach efforts 

 
 
Other Necessary Skills 

 Community Service Volunteering 
 Self-motivation 
 Communication 
 Social Skills 
 Nurturing Relationships 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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California Sunshine Health Home 

Position: Dietician Assistant 

Position Overview  

California Sunshine Health Home is looking for a motivated and responsible employee to 
assist their dietician team! The position will be in direct contact with patients and serve 
their needs. They will also work with the dietician staff. They will assist with meals, diet 
planning, meetings and menu preparation. The position will work with patients on their 
needs and also the nutritional aspects of dietician work. 
 
Essential Job Functions 

 Assisting with meal preparation 
 Help with coordinating dietician and patient needs 
 Assist dieticians with diet planning 
 Attend nutrition and health meetings 
 Assisting in researching new nutrition findings and studies 

 
 
Other Necessary Skills 

 Healthy Lifestyle Choices 
 Planning and Organizing 
 Wise Use of Resources 
 Social Skills 
 Contribution to a Group Effort 
 

Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Heartland Bank and Trust 

Position: Bank Teller 

Position Overview  

Heartland Bank and Trust is looking for a motivated and responsible employee to join 
their team of bank tellers! This position will assist in the after-school rush at the bank and 
some Saturday mornings. Tellers are responsible for bank transactions and entering them 
in the computer system. They are also responsible for answering questions and providing 
fast and courteous service. There is a performance track program with incentives that the 
teller can enroll in for advancement and rewards. 
 
Essential Job Functions 

 Basic bank transactions 
 Data entry of needed information in the computer system 
 Assist customers with questions 
 Serve the customer in a fast and courteous manner 
 Assist in promoting bank specials and account offers 

 
 
Other Necessary Skills 

 Organization 
 Self-motivation 
 Goal Setting 
 Keeping Records 
 Stress Management 

 
 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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A+ Grade Tutors 

Position: Subject Tutor 

Position Overview  

A+ Grade Tutors is looking for a motivated and helpful assistant for their tutor team! 
Tutors visit school or homes and help children in grades 4th through 8th in the subjects of 
Math, Science, History, and English. Tutors don’t have to excel in all areas, but 
specialization in one or two areas is encouraged. Tutors should be patient, caring and 
have the ability to disseminate information to help youth understand concepts. Assistance 
with homework should be a balance of help on problems and teaching overall concepts. 
Some concepts will require hands on and creative approaches. 
 
Essential Job Functions 

 Assist children in understand concepts 
 Teach with a patient and caring demeanor 
 Ability to disseminate information and concepts 
 Assist is helping with homework 
 Assist in creating new approaches to teach concepts 

 
 
Other Necessary Skills 

 Character 
 Self-responsibility 
 Communication 
 Problem Solving 
 Concern for Others 

 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Technology Zone  

Position: Sales Associate 

Position Overview  

Technology Zone is looking for a motivated and enthusiastic sales associate to joining 
their sales team! Technology Zone has computers, stereos, televisions and other cutting 
edge equipment for sale and customer service repair. Our sales associate team promotes 
our products and helps customers find what best fits their needs and expectations. An 
associate should have exceptional customer service, be professional and have information 
about products, or be able to locate needed information. Associates also help in 
inventory, sales promotion ideas and serving as a cashier. An associate should keep 
records of sales for the associate performance program.    
 
Essential Job Functions 

 Promote products with exceptional customer service 
 Learn about products and share information with customers 
 Assist in sales at the cash register 
 Generate ideas and work with sales promotions 
 Keep accurate sales records 

 
Other Necessary Skills 

 Organization 
 Self-motivation 
 Communication 
 Keeping Records 
 Stress Management 

 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 
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Flowers and More Floral Shop 

Position: Floral Clerk 

Position Overview  

Flowers and More Floral Shop is seeking a part-time employee to join their team! 
Position will assist in answering calls, taking floral orders, helping customers that come 
into the store, clean and organize floral design space, care and handle fresh cut flowers 
and assist the floral designer. Flowers can be for any occasion; hence applicant must be 
caring and friendly. This is a perfect position for a youth with availability after-school 
and has a joy in working with and learning about flowers and plants! 
 
Essential Job Functions 

 Answering phone calls 
 Taking floral orders 
 Assisting customers in the store 
 Cleaning and Organizing the store and design table 
 Caring for fresh cut flowers 
 Assist the floral designer in special projects 

 
Other Necessary Skills 

 Contributions to a Group Effort 
 Willingness to Learn 
 Social Skills 
 Caring and Empathy 
 Self-Responsibility 

 
Eligibility:   4-H Senior category 
Bring: Cover letter and Résumé for this position 
 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform 
other related duties as negotiated to meet the ongoing needs of the organization. 


