
Chaminade University      Fall 2021 Session                                  Syllabus
Class:  BU 416 01 1           Course Title:  Career Development 
Meeting Days and Time: Tuesday and Thursday, 1:00 pm to 2:20 pm 
Class Term: August 24, 2021 through December 2, 2021
Class Location:  Main Campus, Kieffer Hall, Room #9
Instructor: Harry Miller

Office: Kieffer Hall, Room #27

Office Hours: Tu/Th 2:30pm -3:00pm, (contact instructor for a by-appointment meeting)
Telephone: 739-8594
E-mail: harry.miller@chaminade.edu
(responses to email and phone messages are typically returned within 24 hours except for weekends and holidays)

Textbook:

Harwood, Lauri, Your Career: How to Make it Happen, 9th Edition, South-Western, Cengage Learning, 2017 
ISBN #978-1-305-49483-1
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

· 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 the use of proper dining etiquette

· 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. Contact the instructor for approval of your absence. 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. These documents will be reviewed in class. Fellow students and the instructor will give constructive and immediate feedback to lend improvement to the final document. 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:

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

95%  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 individual assignment. Point values will change according to the assignment. As an example, the “10 second sound bite” may have a value of  5 points, your ”Mission Statement” may offer 10 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 on - time, even those without a “Class Assignment” point value assigned to them. 

Feedback on assignments handed in will be given immediately via classroom review.

No standard tests (e.g. multiple choice, true/false etc.) are given for this class.

      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 any electronic devices such as a smart phone, Surface, etc. for anything other than a class purpose will not be 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. 
Accommodation:

If you have a disability and have discussed an accommodation with the Counseling Center, I will work with to implement what has been agreed upon to assist you.

Covid 19 Awareness:
We will be following all Chaminade University guidance regarding masks and social distancing while in the classroom environment.
Marianist Values:
A Chaminade education is structured on the basis of Marianist values. These values include service, justice and peace. Throughout this course as you navigate toward the goal of entering the workforce your thoughts should include these values. The lessons learned are more meaningful when ethical considerations are also discussed as part of the class experience. For example, as you begin to list what companies you would like to work for, your examination of these companies should include a reading of their mission statement, learning about their valuing of diversity in the workplace and importance of giving back to the community. The selection of a career is an important step in a student’s life. Invoking Marianist values during the process will help make your final decision a more solid one. This class will show you what you could do – but Marianist values, such as ethical considerations in decision making – can show you what you should do.   
Class Schedule: 

{} Week #1   (8-24, 8-26)
Course Introduction, Part 1 Prepare for the Journey, Chapter 1 “The Job Search Journey” Five Phases of the Job Search Journey - Organize Your Job Search - Develop a Successful Attitude
{} Week #2   (8-31, 9-2)

Finish Chapter 1     
Begin Chapter 2 “Know Yourself to Market Yourself” Take a Personal Inventory - Perfect Your Environment - Meyers-Briggs - Mission Statement 

{} Week #3   (9-7, 9-9)

Finish Chapter 2      
Begin Chapter 3 “Picture Yourself in the Workplace” Recognize Differences Between Workplaces - Explore Career Fields And Workplace Possibilities - Tell Me About My Company
{} Week #4   (9-14, 9-16)

Finish Chapter 3

Part 2 Create Your Resume       

Begin Chapter 4 “Plan Your Resume”  What is a Resume - Plan Your Resume Content - Showcase Your Personal Brand 
{} Week #5   (9-21, 9-23)

Finish Chapter 4        

Begin Chapter 5 “Write Your Resume”   Write Your Resume - 
Edit Your Resume - Format Your Resume

{} Week #6   (9-28, 9-30) 

Finish Chapter 5

Part 3 Apply for Jobs
Begin Chapter 6 “Find Job Openings” Networking Pays Off - Describe Strategies for Finding Job Openings - Find Job Openings That Are a Good Fit
{} Week #7   (10-5, 10-7)

Finish Chapter 6

Begin Chapter 7 “Write Job Applications”  Apply for Jobs - What is an Employment Application - Apply for a Job with a Preprinted Application - Apply for a Job Online
10 second sound bite - 30 second elevator pitch
{} Week #8   (10-12, 10-14)

Finish Chapter 7

Begin Chapter 8 “Write Effective Tailored Cover Letters” Structure Your Cover Letter - Apply Effective Writing Tips - Customize the Content - Distribute Your Job Application Package

{} Week #9   (10-19, 10-21)

Finish Chapter 8

Part 4 Know the Interview Essentials

Begin Chapter 9 “Know the Interview Essentials” Elements of Successful Interviews

Get an Interview - Stay on the Journey Between Interviews - Dress for Success -               

Dining Etiquette - References - Letters of Recommendation  

     {} Week #10   (10-26, 10-28)

Finish Chapter 9 
Begin Chapter 10 “Prepare for Your Interview” Pre-Employment Tests - Common                

Interview Styles - Typical Interview Questions - Ask Questions That Stand Out
{} Week #11   (11-2, 11-4)
Continue Chapter 10
High Probability Questions

{} Week #12   (11-9)   
Finish  Chapter 10 

Begin Chapter 11 “Interview Like a Pro” Participate in Practice Interviews -

Do Your Homework Before Every Interview - Be Physically Prepared for the Interview - Close the Interview in Your Favor - Salary Exercise - Benefits Review
{} Week #13   (11-16, 11-18)

Finish Chapter 11

Part 5 Connect Accept and Succeed

Begin Chapter 12 “Stay Connected with Prospective Employers” Follow up After the Interview - Evaluate Job Offers - Respond to a Job Offer Professionally
{} Week #14   (11-23)
Chapter 13 “Dealing with Disappointment” If You Don’t Get Interviews – If Interviews Don’t Lead to Job Offers - Strategies for Better Outcomes                                  **Role Play Interviews begin**
{} Week #15 (11-30, 12-2)
Chapter 14 “Take Charge of Your Career” Onboard Quickly to Your New Job - Build Great Work Relationships - Manage Your Career

 ** Role Play Interviews conclude**
      Although the week of 12-6-21 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.


