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Associate Degree Credit Course Proposal


	Term Effective:
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	Semester
	Year

	Title:
	How To Land A Job
	Course Number:
	GDN 500

	
	(limit to 50 characters including spaces)

	Initiator:
	Jean Stirling, Guidance Program Coordinator
	Date Submitted:
	8/28/07


	SCOPE OF COURSE OFFERING:

	

	Total Course Hours
	34.00
	


	Recommended Preparation Course(s):

	None.

	Prerequisite(s):

	None.

	Corequisite(s):

	None.

	Catalog Description:
Guidelines for catalog description: keep terminology accessible; no more than 100 words; tone should be clear and concise; use complete sentences; begin with “This course will”; include a description of major topics, finish with an overview of outcomes. 

	This course will provide ESL students with an introduction to the workforce skills needed to find and obtain a job in the United States, such as locating information, networking, preparing for an interview; English language skills will also be further developed as a result of class activities.


COURSE CONTENT

	Topics/Scope: (Enter the Topics/Scope in an outline format.  Use the Ctrl + Tab keys to indent for subtopics.)

	
1.  The American workplace

     a.  Vocabulary and terms related to 21st century changes

     b.  Labor laws impacting immigrants

     c.  American work values and beliefs

     d.  Understanding diversity in the American workplace
                      1)  melting pot or fruit salad


2.  Job scene in Mendocino and Lake County

3.  Important skills and training for today's workers


     a.  Language of skills:  work-content, transferable, basic skills

     b.  Local job training opportunities  

     c.  Educational programs available

4.  Identifying your skills and personal traits

     a.  Salaried and non-paid work history


     b.  Hidden skills:  personal traits

5.  Finding job openings

     a.  Walk in and ask

     b.  Networking with friends

     c.  The internet

     d.  Hiring services


     e.  Newspapers and telephone books


     f.  Information interviewing

6.  Job application process

     a.  Illegal questions


     b.  Documentation

     c.  References


7.  Introducing the cover letter

     a.  Purpose

     b.  Styles


8.  Introducing the resume

     a.  Resume examples

     b.  On-campus/local resume support     


          1)  Nuestra Casa, Mendocino College Career Center

9.  Interviewing


     a.  Learn about the employer

     b.  Neat and clean impression

     c.  Appropriate dress


     d.  Interviewing vocabulary


     e.  Illegal/legal questions    






	Outcomes/Objectives: (Enter the Outcomes/Objectives in an outline format.  Use the Ctrl + Tab keys to indent for subtopics.)

	
1.  Identify American workplace values and beliefs.

2.  Develop a list of current skills and new ones to develop.

3.  List sources of job information available.

4.  Demonstrate information interview skills in class.

5.  Complete a job application.


6.  Describe the purpose of a cover letter and resume.

7.  Demonstrate interviewing skills through in-class role play.

8.  Practice language skills and vocabulary related to job hunting.



ASSIGNMENTS & EVALUATION:

	Reading Assignments:

	1. Handouts and textbook chapters in Spanish and English will be assigned for reading and discussed in class on a weekly basis.  

	Writing Assignments:

	--a list for writing practice of workplace terms, vocabulary
--a script and questions to ask during an information interview
1. --a list of where they can go for job information
2. --a job application
3. 


	Outside Assignments:

	1.  Reading and practicing work-related vocabulary in English/Spanish from class activities and text
2.  Role play an information interview

3.  Explore job resources online and on campus
4.  Complete a job application

5.  Organize a personal portfolio that contains assignments and class notes

1. 


	Methods of Instruction:

	1.  Lecture

2.  Guest speakers from various local companies

3.  Class discussions and small group activities

4.  Role playing

1. 5.  Computer lab use


	Methods of Evaluation:

	1.  Quizzes and final (15%)
2.  Outside class assignments (25%)

1. 3.  Class participation in role playing, computer and group activities (60%)


	Basis for Grading:

	1. The assignment of a grade is based on the level of achievement of the outcomes and objectives of the course outline and is reflected in quantifiable terms in the course syllabus.

	Representative Textbook(s):

	1. Williams, A., Kooner, D., Dolasinski, M. and Karen Hall.  The Immigrant's Guide to the American Workplace (also available in Spanish).  Pearson Education, Inc., 2003.
2. Farr, Michael. Busqueda Rapida de Trabajo.  JIST Works, 4th edition, 2007 (also available in English:  Quick Job Search, 4th edition).
3. Dahlstrom, Harry.  La Guia de Buscar Empleo.  Dahlstrom & Co., most recent edition (also available in English:  Job Hunting Handbook).  
4. 



All categories of the course outline must be completed to comply with Title 5, Section 55002(a), Course Standards Criteria.
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