UNM-Taos

Syllabus

Course Name & #:
Career Management Skills, MGMT 398
Instructor: 

Ms. Sarah Dzieweczynski
Office Hours:

Tuesdays 9-10AM, Thursday 1-2PM
Contact:

sdzieweczynski@vghs.org
Textbook/Resources: 

· Karin Kase Slideshow Presentations

· Creating Your High School Resume: A Step-By-Step Guide to Preparing an Effective Resume for Jobs College and Training Programs

· What Color Is Your Parachute for Teens: Discovering Yourself, Defining Your Future (What Color Is Your Parachute for Teens)

· What Color Is Your Parachute Workbook: How to Create a Picture of Your Ideal Job or Next Career

Course Description:

Develop career management skills to prepare for entrance into the professional job market. Emphasis on cover letters, resumes, interviewing skills, networking, organizing job search and salary negotiations.

Long Term Learning Targets:

· Students can demonstrate the skills needed to enter the professional job market.

· Students can secure an internship in the community for the following semester.
Supporting Learning Targets:
· Students can craft a quality cover letter to apply for employment.

· Students can create a professional resume.

· Students can demonstrate the necessary skills to interview for a job.

· Students understand the role networking plays in securing employment.

· Students can demonstrate how to search for a job.

· Students can display skills used for salary negotiations.
· Students will search for potential jobs in the community they may be interested in and shadow at least 2 potential internship sites.
Expectations:

Each Investigation includes fieldwork, projects, research, and classroom participation.  Homework may be assigned as needed.
Attendance Policy:

Students must attend class regularly and punctually.  Excessive absences may result in a student being dropped from the class.  It is UNM-Taos policy that a student MAY be dropped by their instructor after three absences. 
Grading Policy:  Students will be scored on a scale of 1 to 4 (see below) on all Supporting Learning Targets.  These scores will be weighed to assess the accomplishment of the two Long Term Learning Targets. Overall scores for Long Term Learning Targets will be averaged to determine a final score for the course.  Scores translate to letter grades on the following scale:

4.0 – 3.5 – A

3.4 – 3.0 – B

Plus + and minus – will be awarded based on the overall quality and consistency of work.

The following grading scale applies to all coursework, projects, participation marks, and final product.

4 = Exemplary

3 = Accomplished
2 = Developing
1 = Beginning

Coursework:
Investigation One: Finding that Dream Job
What are you going to be when you grow up? 

Career Explorations – What color is your Parachute?

Job Search 

Find your internship for next semester

Investigation Two: Getting that Dream Job
Networking Skills – Role Playing

Interviewing Skills – Mock Interviews, Guest Speakers – Ask an Expert (the Boss) 

Writing a cover letter 

Designing your resume – peer feedback protocol

Salary Negotiations - Mock Interviews, Guest Speakers – Ask an Expert (the Boss) 

Investigation Three: Keeping that Dream Job
Professional Job Skills – Skits

Goal Setting for your future

Final Product: Celebration of Learning 12/11
Presentations:  Share what type of internship you will be working at next semester. 
