
Prepare to be an awesome
Junior Achievement volunteer.

Where am I in my volunteer journey?
This guide will give you the basics to being an

awesome volunteer.

Keep reading to learn more about your
volunteering experience.

I’m recording 
an entire 
JA program 
series



You’re going to be awesome!

Your Role on the Junior Achievement Team
Creating an Awesome JA Recorded Video
How to Send Your JA Recorded Video
Tips to Connect With Students
Supporting Diversity, Equity, and Inclusion As a JA Volunteer 
How to Be Awesome, Virtually
What’s Next?
Thank You!

Here’s what you need to know to get started:
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Skip to a section with the links
above or follow me to continue.



Your Role on the Junior Achievement Team

Present content and
activities provided by
Junior Achievement.

Act as a role model
and mentor.

Share personal/
professional

experiences related
to the content.

Help manage students, the classroom, and logistics.
Receive kit of materials to help facilitate JA program, lead
discussions, distribute handouts, and make connections from
recorded video to the classroom.

Ask questions.
Engage with activities.
Think about how the content applies to their own lives.

Provide a guide and materials for you to share (e.g., slides). 
Provide training.

Educator Role

Students’ Role

Junior Achievement’s Role

Who else will you interact with?
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Creating an Awesome JA Recorded Video

Set a mood that is friendly + professional. Imagine you’re speaking to 
students. 
Before speaking, look at the camera and hold a smile for 5 seconds. Do the 
same at the end.
Introduce your name, organization, and job title. You can include a brief 
description of where you work and what you do.
Speak a little louder than you think necessary. 
Be evergreen! Skip “good morning” or “afternoon” since the video may be 
viewed at any time.
Ask the audience a question and pause to allow for “think time".
Wear work-appropriate clothing.
Choose a quiet location with minimal distractions. A solid backdrop or 
company logo is great.  We prefer not using a bedroom or personal space. 

Career Speaker. Share your work and world. 10 minutes max. Example 1 and 
Example 2. 
JA Program Content. Recording short videos to reinforce JA content taught by an 
educator. 10 minutes max. Example.
Your Expertise. Share your expertise in a particular subject, for use across any 
program. 3 minutes. Example.

We’re looking for videos to help students understand the world of work and money. Three
ways you can help:

In addition to submitting a video, we ask you to sign an Acknowledgement of JA Volunteer 
Policies document which includes a volunteer media release to make sure JA has 
permission to share and retain your video. Videos may be shared locally or nationally. Due 
to copyright and legal issues, only use the materials and resources associated with the JA 
Program. Please avoid showing other name-brand products, including national logos.
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https://www.youtube.com/watch?v=30YntbczeDU&feature=youtu.be
https://www.youtube.com/watch?v=30YntbczeDU&feature=youtu.be
https://www.youtube.com/watch?v=SP1A9KUxTN4&feature=youtu.be
https://youtu.be/KuzY37YCGOY
https://www.youtube.com/watch?v=yrW0eLrupoA
https://www.youtube.com/watch?v=yrW0eLrupoA
https://www.youtube.com/watch?v=yrW0eLrupoA
https://www.assuresign.net/s/ooLTfNIO7ku86RP5PBYvlAtJmqY7_uH4-ZyGFjVz3t91iyl0_lFSvFVffxwfUv2gg


Check the camera angle so that the view is straight on, not tilted up or down, not too close 
or too far away.
Be sure that your audio is not muted and that your camera is turned on before you begin 
recording.
 During times when visual aids aren’t needed (i.e. Introducing yourself to students), 
consider leaving the slides out and wait to share your screen until needed. This will allow 
your students to see a larger video of you speaking, helping to build connections. Check 
your lighting and be sure that your face is well lit.
Avoid background noise

How should I record my JA 
program sessions?

The web conferencing platforms below are ones that we have found to be most accessible and
easy to use for recording. You are welcome to use any platform that allows sharing your
screen and recording. 

If you do not have a Zoom account, you will need to create one at https://zoom.us/. You will
also need to download “Zoom Client for Meetings”, which can be found here:
https://zoom.us/download#client_4meeting

Create and start a meeting using these instructions: https://support.zoom.us/hc/en-
us/articles/201362613-How-Do-I-Host-A-Video-Meeting-

Refer to the following website for details on how to share your screen in order to present
slides: https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen-in-a-
meeting

Refer to the following website for specific instructions on recording a meeting:
https://support.zoom.us/hc/en-us/articles/201362473-Local-recording

After you complete the recording, find the file location on your computer, and follow the
instructions below to upload and share your files with your JA contact.

Zoom (Recommended)
Recording is available to free and paid Zoom subscribers.
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Creating an Awesome JA Recorded Video

https://zoom.us/
https://zoom.us/download#client_4meeting
https://support.zoom.us/hc/en-us/articles/201362613-How-Do-I-Host-A-Video-Meeting-
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen-in-a-meeting
https://support.zoom.us/hc/en-us/articles/201362473-Local-recording


How should I record my JA 
program sessions? (cont.)

Go to https://apps.google.com/meet/

Click on “Start a Meeting” then “Join”

Refer to the following website for details on how to share your screen in order to
present slides: https://support.google.com/meet/answer/9308856?
hl=en&ref_topic=7290350

Refer to “How to Start and Stop a Recording” and “Play, share, download, or save a
recording” at this link for specific instructions for recording:
https://support.google.com/meet/answer/9308681?hl=en

We recommend copying the link to the video and sharing it with your JA contact by
following the instructions on the next page to upload and share your files with your JA
contact.

Refer to the following website for details on how to share your screen in order to
present slides: https://support.microsoft.com/en-us/office/share-content-in-a-meeting-
in-teams-fcc2bf59-aecd-4481-8f99-ce55dd836ce8

Refer to the following website for specific instructions on recording a meeting:
https://support.microsoft.com/en-us/office/record-a-meeting-in-teams-34dfbe7f-b07d-
4a27-b4c6-de62f1348c24

The recording will be saved to your Microsoft Stream. Download the file and follow the
instructions on the next page to upload and share your files with your JA contact.

Google Meet 
You must have a G Suite account to record in Google Meet.

Microsoft Teams 
The Recording feature is not available in the free version of MS Teams. We do not
recommend this option if your organization does not already utilize MS Teams.
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Creating an Awesome JA Recorded Video

https://apps.google.com/meet/
https://support.google.com/meet/answer/9308856?hl=en&ref_topic=7290350
https://support.google.com/meet/answer/9308681?hl=en
https://support.microsoft.com/en-us/office/share-content-in-a-meeting-in-teams-fcc2bf59-aecd-4481-8f99-ce55dd836ce8
https://support.microsoft.com/en-us/office/record-a-meeting-in-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24


Google Drive:

• Log in to your Google account
• Click on the dropdown menu in the upper right hand corner and select “Drive”
• Click “New”
• Click “File Upload”
• Select the video and click “Open”
• Once the file is uploaded, click the dropdown menu in the upper right hand corner and
select “Share”
• In the “Add People” box, type moline.general@gmail.com and hit tab or select the email
address
• In the message box type, “Last Name, First Name – JA Program Name – Session #X”
• Click “Send”

WeTransfer:

• Go to www.wetransfer.com
• Click add files and select the video
• In the “Email to” box type – nora.shook@ja.org and stacy.voelliger@ja.org
• In the message box type, “Last Name, First Name – JA Program Name – Session #”
• Click “Transfer”

I’m done recording my
volunteer video! 

Awesome! Once you are done recording your video, next you will share the video with JA of
the Heartland staff who will connect your recorded video directly to the educators.

Follow the directions below to share your video. There are two ways to share! 

If you have any questions or need help please contact Nora Shook at nora.shook@ja.org. 

1

2

How to Send Your Recorded Video
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http://gmail.com/
http://www.wetransfer.com/
http://ja.org/
http://ja.org/
http://ja.org/
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Tips to Connect with Students
Depending on what grade you are teaching, connecting
with the students could look different. 

What to expect:

Elementary
Students learn well through stories and examples.

Middle School
Students make connections based on personal interests
and experiences. They respond well to authenticity and
real-world examples.

High School
Many high school students are forming their work and
consumer experiences and can draw from these
examples when they engage with Junior Achievement.
They respond well to respect and coaching.
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Supporting Diversity, Equity,
and Inclusion As a JA Volunteer

Diversity
Diversify examples.

Plan examples that connect with students of
different backgrounds. For example, use the
names of stores, restaurants, and shops in
the schools’ neighborhood or examples that
might appeal to students of a particular
cultural background.

Encourage colleagues of diverse
backgrounds to volunteer.

Since students need diversity in their role
models, help out with recruitment.

Equity

Encourage big dreams for ALL students.

People from all backgrounds can be entrepreneurs, CEOs, and community leaders. Be
careful not to typecast some students into particular kinds of roles or positions in your
examples and simulations.

Inclusion

Encourage students to support each other.

For example, students might assist others with an activity or with interpreting an
assignment. The Buddy System works well in many classes.



How to Be Awesome, Virtually

If you’re not physically in the classroom with the students, there are ways you
can make the experience just as awesome!

Students want to see you.
Turn on your camera! Make sure your light is in front of you, so you’re not
sitting in a shadow.

Students want to hear you. 
Make sure you have a good microphone on your computer or phone.
Headphones are great.

Students want your attention.
Clear away distractions so students get your best.

Students are excited.
Practice moving between documents and your camera so students have a
great experience.

Students want the best from you.
If you’re new to video/web conferencing review the tutorials offered in the
system you’ll be using.

What if something goes wrong?  
If you are having trouble recording or have any questions, please reach 

out to JA of the Heartland staff. We are happy to help! 
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What’s Next?
Still have questions? Don’t worry, a Junior Achievement staff member will
provide you with everything you need to be awesome. Here’s what you can
expect next in your JA volunteer journey:

What you can expect next:

A meeting invite to a PREP session with 
a JA staff member to answer questions 
and get you ready.

Electronic connection. Your JA staff 
leader will help you with the details of 
recording and uploading a video.

A JA staff member will give you access 
to your JA program guide and review 
questions to prepare for your specific 
session. 
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We appreciate you! 
And last, but not least...

Thank you for volunteering!

Team Junior Achievement is HERE for YOU...
We are always just an email or a phone call away!
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