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Job Shadowing
Knowledge Transfer Approaches

What is a Job Shadow?

A job shadow involves an employee partnering with a more experienced employee or an employee in a different area. The employee follows their job shadow partner through their normal work. A job shadow is ideal when one employee needs to learn basic information about the day to day work of another because they’re a new employee, or for developmental purposes.

Job shadowing can be done for a full day, a solid stretch of days, or it can be done in smaller time blocks over a longer period. For example, an employee might shadow a senior employee when the senior employee is working on a particular task, such as treasury board submissions. This would allow the employee shadowing to learn more about the process of treasury board submissions.

[bookmark: _GoBack]Job shadowing is a great opportunity to get exposure how different and new types of work are performed. It also gives an opportunity for the job shadow partners to have conversations about the work and what the person shadowing has learned. A job shadow provides an opportunity for both explicit and tacit knowledge to be passed between employees. An informational interview is an excellent complement to a job shadow.  

Process

Here are the key steps in putting together and conducting a job shadow:

1) Identify & ask
2) Prepare 
3) Connect & build rapport 
4) Job shadow
5) Close 

1. Identify & Ask
The first step is identifying who are the best people for you to job shadow. When you’re new in a role or wanting to gain exposure to another type of work, it can be challenging to identify the right people. Your supervisor and your colleagues are the best people to help you determine the best people to job shadow. A job shadow can be set up by you or your supervisor depending on the situation.
 
2. Prepare
Job shadows don’t require a lot of preparation as you are observing another employee do their work. If you are shadowing in a new area, it’s ideal to research the area and learn about their programs. Job shadows can pair nicely with informational interviews. If you think an informational interview would be helpful, ask the person you’re job shadowing and prepare for the interview.

3. Connect & Build Rapport
Thank your job shadow partner for taking the time to meet with you. A job shadow is also a good opportunity to share information about yourself – what are you currently doing, what are you interested in, what do you find intriguing about this person’s area of expertise/role?

4. Job Shadow
Remember to take notes!

5. Close 
Thank your job shadow partner. It’s important to organize your notes and ensure that the information can be effectively used. Your job shadow may have brought forward information that would be useful for many people, including your supervisor and larger team.
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