				Chaminade University   
		                                   Syllabus

Class:  BU 416 01 1           Course Title:  Career Development

Class Term: 10/5/2019 – 12/17/2019

Class Location:  ONLINE

Instructor: Dr. Edna M. Colon
Telephone: 808-625-7562
E-mail: edna.colon@chaminade.edu; emcolon@hawaii.rr.com

Textbook:
Harwood, Lauri, Your Career: How to Make it Happen, 9th Edition, South-Western, Cengage Learning, 2013

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.  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. 

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
· 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
· Effectively interview for a job
· Negotiate a salary/benefits package
· Dress for Success 
· 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

Class Methodology:
The basic requirement of this course is individual participation. During the semester the student will be required to create an online dialog 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 online participation.  Various readings from the assigned texts will be required and quizzes be used to determine competence.

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

      Class Schedule: 
Week #1  
Course Introduction, Part 1 Starting Your Career, 
	Chapter 1 “The Job Search Process” Thrive on the Details;  
	Chapter 2 “Know What Employers Expect” 
      Quiz Chapters 1 and 2
 
Week #2
	Chapter 3 “Know Yourself to Market Yourself”, Perfect Your Environment, 	Meyers-Briggs 
	Quiz Chapter 3

Part 2 Sources of Job Information, 
	Chapter 4 “Your Winning Network”
	Quiz Chapter 4

Week #3   
	Chapter 5 “Research Careers and Find Job Leads”
	Quiz Chapter 5

Part 3 Essential Job Search Communications, 
	Chapter 6 “Resumes”, Becoming Irresistibly Attractive to Yourself
	Quiz Chapter 6

Week #4   
	Chapter 7 “Job Applications and Cover Letters”, Affect Others Profoundly
	Quiz Chapter 7

Part 4 The Job Interview, 
	Chapter 8 “Interview Essentials” Dress for Success, Dining Etiquette, 10-second 	sound bite, 30-second elevator pitch.
	Quiz Chapter 8

Week #5  
	Chapter 9 “Asking for and Getting the Interview” 
	Chapter 10 “Interview Style and Questions”, High Probability Questions
	Quiz Chapters 9 and 10

Week #6  
	Chapter 11 “Interview Like a Pro”
	Quiz Chapter 11

Week #7
Part 5 Next Steps, 
	Chapter 12 “Following Up and Negotiating Offers”, Role Play Interviews
	Quiz Chapter 12

Week # 8
	Chapter 13 “Dealing with Disappointment”, Role Play Interviews continued
	Quiz Chapter 13

Week#8
Field Project Due

Week # 9
	Chapter 14 “Take Charge of Your Career”
	No Quiz

      Week #10
      Final Exam


I. Field Project Paper (36% of Grade)
Students will conduct two (2) interviews with senior Human Resources (HR) hiring managers/leaders from different organizations. At least one of the interviewees must work in the private sector. Students will generate a list of 10  interview questions to ask the interviewer.
Prepare a typed, double-spaced, report of five to six (5-6) pages (not including the title page and appendices). Apply critical thinking and analytical skills to summarize your interviews and research, and then articulate your opinions and recommendations regarding the challenges faced by HR and/or hiring managers today. Attach your interview questions and answers as appendices. Note: APA format. Paper is Due on Week 8.

Your goal is to: 
	(A) Gain a better sense, and appreciation for, the roles and challenges that are facing hiring managers in today's organizations. 
	(B) Determine and understand what skills and abilities the applicants need to be successful in order to demonstrate they are the best candidate for the job, like, intelligence, leadership, motivation, conflict resolution, interpersonal skills, technology, etc. 
	(C) Understand what behaviors the hiring manager is looking for in a candidate during the interview process. 
		
Suggested topics to assist in generating interview research questions: 
1.	What are the major differences in the hiring process in the workforce during the last 5-10 years (i.e. employee loyalty, employee values, work ethic, adaptability to change, work-life balance, generations, etc.)? What do employers want today? 
2.	What are the challenges the hiring managers are facing today? What types of hiring challenges? 
3.	How has technology impacted hiring organizations over the last 5-10 years? How are hiring decisions actually made in organizations? 
4.	What programs have organizations implemented to improve hiring processes to reduce employee turnover (i.e, profit sharing, improved benefits, flexible work schedules, telecommuting, job sharing, etc.)? 
5.	What methods do hiring managers employ to help manage their time during an interview? 
6.	How has the four generations in the workplace impacted the hiring process over the last 5-10 years? 
7.	Do the generational differences really influence the hiring processes in the workplace? Are retiring baby boomers worth keeping? 
8.	What particular skills or knowledge are the hiring managers looking for in the new hire?
9.	What are some reasons why the hiring manager have rejected a candidate?

					        Grading

26% Online Weekly Class Participation (8 weekly discussions @2 points each posting = 26 points). The points breakdown are as follow: (0 posting misses = 26 points out of 26, 1-2 posting misses = 9 points out of 26, 3-4 posting misses = 0 points out of 26. You will receive one point for your original posting (first weekly posting) during the week and your second posting it is extremely important, you will be required to comment on your peers posting. 

26% Quizzes

28% Field Project Due Week 8

20% Final Exam

Please note that any assignment handed in late will receive a one point reduction for each week your assignment is late. 

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

Thank you,

