BUS 4002 – 6002 Career Practical Training Week 2,3,5,6 or 7Report

[bookmark: _Hlk506365564]WEEK _________ REPORT (Enter week 2,3,5,6 or 7)
Employer’s name:  _____________________________________________________________________
Your supervisor’s name:  _______________________________________________________________
Your supervisor’s phone number and email:  _______________________________________________
Name of the department you work in:  ____________________________________________________
Your name:  __________________________________________________________________________
Your job title:  ________________________________________________________________________
Your Cell Phone Number: ______________________
Number of hours you worked this week?  __________________________________________________
Degree Program ______________________________________________________________________
Area of Emphasis, Concentration or Specialization:__________________________________________
Assignment:
1. Explain the specific job duties and responsibilities that you accomplished this week.  
2. Provide details of your interaction and communications, both oral and written, with your direct supervisor and/or your co-workers.  
3. Identify the Soft Skills skills that you utilized in performing your job responsibilities this week. Detail those specific events and the critical thinking process that occurred. 
Remember: If you were assigned new duties and/or responsibilities, make sure you concentrate on those items. If you are completing similar activities, concentrate on the different responsibilities you completed this week.
The report is a minimum of 300 words and is worth 100 points. 
Use Grammarly to check your report prior to submitting for grading.  Set the Grammarly Setting to KNOWLEDGEABLE, FORMAL and ACADEMIC.  
Also, make certain that you utilize PROPER PARAGRAPH AND SENTENCE STRUCTURE.








_____________________________________________________________________________________

