Fall 2005 Session

Class: BU 416 01 1   Career Development

Meeting Days/Times:  Tuesday and Thursday   2:00 p.m. to 3:20 p.m.

August 23rd through December 8th  

Location: Freitas Hall, Room 254

Instructor: Harry Miller

Telephone: 440-4280

email: harry.miller@adjunct.chaminade.edu
Textbooks: 

Krueger, Brian D., College Grad Job Hunter, 5th Edition, Adams Media, 2003

ISBN #1-58062-907-5 

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 job. 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 this course. A complete personalized portfolio will be created and contain the material needed to assist in finding the right job with the right company. In addition, we will look at the best ways to thrive and develop as an individual at work in a new post college world.  This class is meant to be a very practical experience. It will call upon the student to make a thorough self-examination as to job preference. It will require new writing, presentation, and organizational skills focusing on the objective of a first 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 job category suitable for a job search

· Develop an action plan to market themselves

· Conduct a job search

· Develop a network and list of references

· Write a cover letter

· Compile a resume

· Use the offerings of the campus Career Services office

· Effectively interview for a job

· Negotiate a job and a salary/benefits package 

· Develop themselves and their careers using the discussed course principles

Attendance: It is best to attend all sessions.  However two absences will be allowed for personal matters.  An additional two will be allowed for unforeseen circumstances.  Any student reaching five absences will not receive a passing grade.  It is also requested that you be on-time for each session.

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 conduct an actual job search. A demonstration of the student’s abilities will be required both in 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 will put into it you will take away from it. I do not anticipate having a final exam. Final grades will be determined as a result of the student’s achievements in the following areas:

10%  Class attendance

10%  Class participation – your input is valuable to all of us

70%  Various in-class assignments such as: mission statement, career services visit, cover letter writing, resume writing, interviewing skills, job search skills, goal setting, action planning

10%  Oral quizzes on assigned readings

Other assignments, as the opportunities present themselves, can warrant extra credit.  
Class schedule:  (subject to revision)

Week  1: Preparing For Your Job Search

(job search prep and experience)

Week  2: Preparing For Your Job Search

(resumes and cover letters)

Week  3: Preparing For Your Job Search

(references, job search central, and college services) 

Week  4: Finding Hiring Companies

(networking, employer research, internet job search, job fairs)

Week  5: Finding Hiring Companies

(campus interviews, getting into a hiring company, off-campus interviews, insider techniques)

Week  6: Interviewing Success

(Interview prep, mastering the interview)

Week  7: Interviewing Success

(on campus, phone and company site interview success) 

Week  8: Interviewing Success

(interviewing practice)

Week  9: Interviewing Success

(interviewing practice)

Week 10: From Interview Offer to Job

(after the interview, job offer negotiation, no job offer strategy, late job approach, new job preparation)

Week 11: “The Portable Coach” selected principles

Week 12: “The Portable Coach” selected principles 

Week 13: “The Portable Coach” selected principles

Week 14: Know the Score, Career Moves, Credit 
Week 15: Debt and Savings, and course review 

Week 16: Final Exams 

Course material will draw from the three books assigned to this course

