Chaminade University       Spring 2013 Session                                  Syllabus
Class:  BU 416 01 1           Course Title:  Career Development

Meeting Days and Time: Tuesday and Thursday, 11:30 pm to 12:50 pm 
Class Term: January 15, 2013 through May 9, 2013
Class Location:  Main Campus, Brogan Education Building, Room 102
Instructor: Harry Miller

Office: Kieffer Hall, Room 27

Office Hours: By Appointment

Telephone: 739-8594
E-mail: harry.miller@adjunct.chaminade.edu
Textbooks:

Krueger, Brian D., College Grad Job Hunter, 6th Edition, Adams Media, 2008

ISBN #1-59869-547-9

Leonard, Thomas J., The Portable Coach, Scribner, 1998     ISBN #0-684-85041-9

Orman, Suze, The Money Book for the Young, Fabulous and Broke, Riverhead Books, 2005       ISBN #1-57322-297-6

Course Description:

The Career Development class addresses the important task of transferring the benefit of a college education into the reality of securing a career in the business world. The course provides the student with the tools and knowledge necessary to plan and succeed in a job search. The student will demonstrate these newly found skills throughout the course. A complete personalized portfolio will be created and contain the material needed to assist in finding the right career with the right company. In addition, we will look at some of the challenges that will face the new employee. We will discuss the best ways to develop and thrive as an individual at work and in life in the post college world. This class is designed to be a very practical experience. It will call upon the student to make a thorough self-examination as to career preference. It will require new writing, presentation, and organizational skills used to focus on the objective of a career.

Learning Goals:

Based on the skills and abilities demonstrated in this course the student will have the competence and confidence to successfully plan for and attain their initial job after college graduation. At the completion of this course the student should be able to:

· State a career mission statement

· Determine a career objective and put a job search in place based on this objective

· Use the offerings of the campus Career Services office

· Market themselves as the best candidate for a position

· Compile a resume

· Write a cover letter

· Develop a network, a list of references, and letters of recommendation

· Increase their organizational skills

· Effectively interview for a job

· Negotiate a salary/benefits package

· Dress for Success and also use proper dining etiquette

· Understand business etiquette on the job

· Understand the importance of work/life balance

· Understand principles to help expand their life, career and relationships in a positive way

· Determine their credit rating, understand the value of saving and investing, and even begin planning for retirement

· Use the course to both find a career and to establish themselves in a career

Attendance:

It is best to attend all class sessions. This course is built on activities. When you miss a class you will not have your assignment for that day reviewed by the instructor and your fellow students. This can put you at a disadvantage. However, two absences will be allowed for personal matters. An additional two absences will be allowed for unforeseen circumstances. A percentage of your final grade will be based on classroom attendance. Any student reaching five unexcused absences will not receive a passing grade.  It is also requested that you be on time for each session. Students attending athletic events as part of a Chaminade University team or students attending and representing Chaminade University at an academic event are asked to inform the instructor well in advance of their participation in order to be excused.
Class Methodology:

The basic requirement of this course is individual participation. During the semester the student will be called on to create personal material to advance his/her planning for entry into the business world. This material will form a portfolio to be used to successfully conduct a job search.  Demonstrations of the students’ abilities will be required in both written submissions and classroom participation.  Various readings from the assigned texts will be required and oral tests will be used to determine competence.

Grading:

This is a participatory class. It is a highly personalized class. What you put into this class in effort you will take away from it in results.   Final grades will be determined as a result of the students’ achievements in the following areas:

10%  Class Attendance - (0 misses =  10 pts, 1-2 misses = 8 pts, 3-4= misses 5pts)

90%  Class Assignments – Most class assignments both oral and written are graded and roll to this category. The instructor will announce the point value for an assignment. Point values will change according to the assignment. As an example, your ”Mission Statement” may have a value of 5 points, while your ”Role Play Job Interview” may be worth 30 points.

Please note that any assignment handed in late will receive a one-grade reduction for each class meeting that the assignment is late.

You are expected to hand in all assignments, even those without a “Class Assignment” point value assigned to them. 

     Class Deportment:

I would ask you to come on time for the lectures.  Please try not to leave class during class time. In addition, the use of cell phones, Blackberrys, I-Pods, etc. are not allowed during class time. Please remove caps/hats for the duration of the class period. Eating is not allowed during class. You may bring bottled water into class. Distractions during class such as talking while the instructor or a student is speaking or studying material for another class will not be looked at favorably.

I expect each student to conduct himself/herself in a professional and businesslike manner at all times.

      Academic Honesty:

Cheating will not be tolerated and will be dealt with according to the rules of the University.

Class Schedule: 

Week #1   (week of 1-14)
Course Introduction, Preparing for Your Job Search, Career Mission Statement, “Thrive on the Details”

Week #2   (week of 1-21)

Real World Experience, Resumes

Week #3   (week of 1-28)

Resumes continued, Cover Letters, “Become Irresistibly Attractive to Yourself”, Career Testing, Winners

Week #4   (week of 2-4)

Resumes and Cover Letters continued, Job Search Central, References, Letters of Recommendation, Use of Career Services, Time Management, “Perfect Your Environment”

Week #5   (week of 2-11)

Networking, 10-Second Sound Bite, 30-Second Elevator Pitch, Employer Research 

Week #6   (week of 2-18) 

Job Fair Success, On-Campus Interviewing, “Marketing Your Talents Shamelessly”

Week #7   (week of 2-25)

Getting Inside Hiring Companies, Getting the Off-Campus Interview, Phone Calling for an Interview, “Affect Others Profoundly”

Week #8   (week of 3-4)

Insider Techniques, “The Present is Perfect,” Values
Week #9   (week of 3-11)
Competitive Interview Preparation, Dress for Success, Interview Questions, Mastering the Interview

Week #10   (week of 3-18)

Interview Questions continued, Mastering the Interview continued 
Week #11 (week of 3-25)

Spring Break – no classes

Week#12 (week of 4-1)

 Role Play Interviews, Phone Interviews, Company Site Interviews, After the Interview
Week#13  (week of 4-8) 
“Develop More Character Then You Need” Role Play Interviews continued
Week #14   (week of 4-15) 
Dining Etiquette, When the Offer Does Not Come, New Job Preparation, “Master Your Craft” Role Play Interviews continued

Week #15   (week of 4-22)
 Credit Report ”Know the Score”, Saving, Investing, 

Week #16  (week of 4-29)

Retirement Planning, On the Job Realities, Views and Thoughts

      The week of 5-6-13 is Final Exam Week. 

Please note that this class does not have a final exam.

This syllabus is subject to change at any time at the discretion of the instructor.

