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ASSOCIATE DEGREE CREDIT COURSE OUTLINE







Associate Degree Credit Course Proposal


	Term Effective:
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	Semester
	Year

	Title:
	Job Retention Skills
	Course Number:
	GDN 104

	
	(limit to 50 characters including spaces)

	Initiator:
	Jean Stirling, Tola Levison, And Dan Jenkins
	Date Submitted:
	8/20/2007


	Units Min:
	1.50
	Variable unit courses may be proposed when the course outline clearly reflects how the different unit values will be granted in terms of the course scope, objectives, and content.

	Units Max:
	1.50
	

	Lecture Hours:
	1.50  to  1.50
	Lab Hours:
	0.00  to  0.00
	Activity Hours:
	0.00  to  0.00

	A lecture/lab/activity combination course may be proposed when the course outline clearly reflects how the course scope objectives and content varies for the lecture, lab, and activity portions. Calculate hours using the relationship that 1 Lecture hour = 1 unit; 1 Lab hour = 1/3 unit; and 1 Activity hour = 1/2 unit.

	Repeatable for Credit:
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	If yes, number of repeats
	 FORMDROPDOWN 

	for 
	 FORMDROPDOWN 

	Total enrollments

	If yes, explain how the content will differ and/or how the student will gain an expanded educational experience:

	     


	Recommended Preparation Course(s):

	Computer literacy.     

	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 focus on skills for keeping a job and advancing, such as:  communicating with your supervisor and fellow employees, developing a positive attitude and customer service skills.


COURSE CONTENT

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

	Topics/Scope:


1.  Expectations of employers 


     a.  Personal qualities


          1)  Self-responsibility


          2)  Sociability


          3)  Integrity


          4)  Positive attitude


     b.  SCANS skills foundation


          1)  Basic skills


          2)  Thinking skills


2.  Communication on the job


     a.  Active listening


     b.  Non-verbal communication


     c.  Passive, aggressive, assertive styles


     d.  Cultural differences in communication


     e.  Rumors and office gossip


3.  Managing stress, frustration, and difficult emotions


     a.  Dealing with change in the work place


     b.  Strategies for handling challenging co-workers and bosses



     c.  Asking for and giving support


     d.  Balancing work with play, family or friends


     e.  Recognizing job burnout


     f.  Dealing with sexual harassment and discrimination


4.  Adapting to the workplace


     a.  Organizational politics and culture


          1) Workplace hierarchy


          2)  Role of the supervisor


               a)  Accepting direction


               b)  Responding to critical feedback


     b.  Rules, procedures, employee rights


     c.  Punctuality, attendance, accountability


     d.  Appropriate attire


     e.  Ethical behavior


     f.   Socializing at work


     g.  Working in teams


5.  Customer service and productivity


     a.  Productivity in the workplace


     b.  Knowing your products/services


     c.  Customer expectations


     d.  Dealing with difficult customers


6.  Performance evaluations


     a.  Evaluation expectations:  yours vs. your supervisor


     b.  Asking for feedback from your boss


     c.  Probationary and long-term evaluations


          1)  Grievance procedures

           7.  Changes in employment status


    a.  Voluntary and involuntary terminations


         1)  Know your rights  


     b.  Lateral, upward moves and demotions


8.  Strategies for advancing your career


     a.  Evaluating work environments


          1)  Promotion from within


          2)  Transferring or moving outside the company


      b.  Assessing current and future skills

 
           1)  Researching opportunities for training on the job


           2)  Education/training opportunities online or locally


           3)  Important of life long learning


      c.  Developing a Personal Business Plan


           1)  How to set realistic goals


           2)  Strategies for dealing with barriers


           3)  Networking and mentors


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

	
1.  Identify personal qualities and SCANS skills that employers look for in today's employees.


2.  Model active listening and communication styles.


3.  Describe strategies for handling difficult people in the workplace.


4.  Assess current stressors and develop plan for handling stress and change.


5.  List legal rights as an employee and local resources.


6.  Describe what is meant by accountability, ethical behavior, and customer service skills.


7.  Demonstrate how to ask for a raise or promotion from a supervisor.


8.  Evaluate current work situation and skills and identify areas for growth and change.


9.  Develop a plan in the event you were fired or laid off from your job.

          10.  Write a Personal Business Plan that includes future career goals and strategies.





ASSIGNMENTS & EVALUATION:

	Reading Assignments:

	1. Readings will be assigned on a weekly basis and will be drawn from journal articles, newspapers, internet sites, job-related newsletters, and the textbook.

	Writing Assignments:

	Students will write/complete:

--responses to in-class and reading assignments

--responses to role playing in class

--a plan in the event they are laid off or fired unexpectedly

--a list of current stressors on/off the job and plan for handling stress

--evaluation of current skills and job situation

1. --a Personal Business plan that includes future career goals and strategies



	Outside Assignments:

	1.  Reading assignments as indicated above and textbook exercises

2.  Organizing personal portfolio that contains assignments and class notes

3.  Research legal rights as employee as they relate to discrimination, sexual harassment, termination

4.  Practice communication skills for in-class demonstration

5.  Research strategies for dealing with difficult people, including customers, boss, co-workers

6.  Writing plan in the event of layoff or being fired

1. 7.  Writing a Personal Business Plan 
2. 


	Methods of Instruction:

	1.  Lecture

2.  Guest speakers from various local companies

3.  Class discussions and small group activities

4.  Role playing

5.  Computer lab use

1. 6.  Appropriate audiovisual presentations


	Methods of Evaluation:

	1.  Quizzes and final (20%)

2.  Writing and outside class assignments (40%)

1. 3.  Class participation in role playing, computer and group activities (40%)


	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. Anderson, Lydia E. and Bolt, Sandra B., Professionalism:  Real Skills for Workplace Success, Pearson Education, 2008.

1. 2.  O'Neil, Sharon Lund and Chapman, Elwood N., Your Attitude is Showing, Pearson Education, 2008.



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

SIGNATURES / APPROVALS:
	Course Initiator
	
	
	

	
	Signature
	
	Date
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