JOB SEARCH

CAREERS 102, 1 CREDIT

Spring 2004
Instructor:
Aimee Erdman



Old Main 24

258-5410

E-mail:  erdman@misu.nodak.edu
Class

By Arrangement

Schedule:


Prerequisite:
None

Required:
Floppy disk



Materials for final portfolio project (will be discussed in class)

Course
The goal of this course is to assist students in developing career

Description:
portfolios and to learn job search techniques.  Areas covered include completing job application forms, developing resumes and cover letters, and job interviewing.

Course Objectives:

1.  Career Portfolio: 
 Develop a career portfolio.

2.  Job Search:   
Learn informational and job interviewing skills.  Be aware of the    latest labor market trends and how to utilize ND Job Service and various internet resources.

3.  Research Skills:
Research geographical areas and types of work organizations.

Course Content:
See attached sheets.

Course Requirements and Evaluation:

Grading for this course is by the letter grading system.  To earn an A, students must earn 

a minimum of 175 points out of a possible 200.

Attendance and In-Class Activities/Participation:



80 points

Project I:
Resume






10 points

Project II:
Cover Letter






   5 points

Project III:
Letter of Reference





   5 points

Project IV:
Interviewing for Information




  10 points

Project V:
Mock Job Interview





   10 points

Project VI:
Portfolio






   80 points

______________________________________________________________________

Total








 200 points

Grading

200-175=A

174-140=B

139-100=C

99-75=    D

74 & below=F

As you can see, the majority of points come from actually showing up for class and participating.  If you need to miss a class, make arrangements to either reschedule (if your class is by arrangement) or talk to me about an alternative assignment to make up the points if you do not want to lose them for that class period.  The requirements for the completed portfolio will be thoroughly discussed in class.  The majority of the portfolio contents will be made up of in-class activities and previous assignments, so if you keep up with your attendance and homework, those points will pretty much be guaranteed.  My office hours are posted on the bulletin board outside my office, and you are welcome to come see me any time for any reason. 

COURSE SYLLABUS*

(broken into 2-hour segments)

Week 1   


Introduction/course review






Assignment 1 will be due next week

Week 2   


Section II Searching for a Job






Assignment 1 Due

Discuss assignment 1

Video on Portfolios

Explain what will be required in final Portfolio






Begin Assignment 2 in class

Week 3  



Section III Writing Resumes






Assignment 2 Due







Discuss assignment 2

Watch video on resume writing






Discuss Section III pages 14-20 of workbook






Explain Assignment 3 – Resume Writing






Computer lab – begin work on resumes

Week 4  



Section IV Cover Letters






Assignment 3 Due






Discuss Section IV Cover Letters, pages 22 -25 of workbook






Watch video on cover letters






Explain Assign. 4-cover letters 






Provide handout on where to locate jobs




Week 5



Resume Editing

Assignment 4 Due    






Return Assignment 3-first draft of resume






Peer review of resumes






Computer lab- students make changes to resume






Computer job searching session

Explain Assignment 5-final edit of resume

Week 6



Cover letter editing

Assignment 5 Due






Return assignment 4-cover letter






Peer review of cover letters






Video on Applications

Computer lab- make changes to cover letter






Computer job searching session

Explain Assignment 6-final edit of cover letter

Week 7



Section V  Interviewing

Assignment 6 Due






Return assignment 5 – final draft of resume 






Discuss Section V Interviewing- pages 26-38






Watch video






Computer lab-interviewing game






Explain Assignment 7- thank you letter  

Week 8



Section VI  Other letters

Return assignment 6 – final draft of cover letter






Discuss Section VI Other Letters – pages 39-42






Explain Assignment 8 – practice interview






This if the last day that I will accept cover letter and resumes

*This can be split to stretch into 16 one-hour sessions if needed to fit a student’s schedule
