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COUN 2970-004 (CRN# 18161)
Special Topics in College Student Development – Career Success for Junior and Seniors
Instructor: 
Emily S.H. Stafford, M.Ed., NCC 
Office:
2054 Haley Center

Office Hours:
By Appointment Only

E-mail:
ess0002@auburn.edu

Class Location:
Tichenor 122
Meeting Days/Time:
Tues and Thurs, 9:30-10:45 

Prerequisite: 
Junior/Senior standing

Required Texts:

Williams, A. & Hall, K.. (2005). Creating Your Career Portfolio: At a Glance Guide for Students (3rd ed.). Upper Saddle River, NJ: Pearson Prentice Hall


ISBN: 0-13-150504-1

Auburn University Career Center: Career Handbook. (Can be picked up for FREE at the Career Center, 303 Mary Martin Hall. 334-844-4744)
Course Description: 

To prepare students for the job search process by identifying current knowledge, abilities, and background to match those needed in designated career direction through the use of a career portfolio and to develop skills in additional job search tools including resume writing, cover letters, and interviewing.
Course Objectives: 

1. Students will explore career directions based on their major and/or minor, skills, interests, and personality. 

2. Students will research selected occupation and job market for that career choice and develop a skills portfolio designed to demonstrate acquired skills, experience, and attributes. 

3. Students will learn to aggressively market themselves through networking and other job search tactics. 

4. Students will enhance their self-confidence by polishing their job search skills including resume writing, interviewing, and business etiquette. 

5. Students will be involved in various on-campus Career Development Services and learn to utilize websites and other resources to develop their competitive edge in the job market. 

Course Requirements and Assignments:
· Class Participation: in exercises and activities is crucial, because this class is designed aid you in the job search process. A large part of this process is communication skills, and if you are absent, you cannot participate in small group activities or practice communication skills needed in the job search process. Therefore unexcused absences will be counted against your final grade. Talking in class about issues unrelated to course material with other class members will also result in deduction of points. Sleeping in class will also result in deduction of points.  Pop quizzes will be given periodically to encourage scheduled reading  from the textbook.

In addition, in order to complete many of the assignments required in this course, you MUST attend the Career Expo sponsored by AU Career Development Services on Feb 7 or Feb 9.

 PHILOSOPHY OF ASSIGNMENTS & READINGS: In order for this class to be meaningful and useful to you, it is important that you keep up with the readings and assignments as outlined in this syllabus. The course is designed to quickly move you through the job search process starting with learning about the job market and your field, self-assessment, networking, developing a skills portfolio and your job search skills, and then applying it to your own job search when you are ready.
The reading and other activities will be assigned throughout the semester. These are important, therefore, pop quizzes may be given on assigned reading material and unannounced checks of completion of assignments and portfolio progress may be performed during the semester.
· COURSE NOTEBOOK: You will create an organized notebook of your course materials and assignments. Within this notebook, you will create tabs for each section of the course (see below). In addition, you will be creating a skills portfolio to include within your notebook. Sections of the notebook will be due throughout the course. The sections will be as follows:

· SYLLABUS 

· ARTICLES 

· CAREER EXPO RESEARCH & PREPARATION 

· PERSONAL ASSESSMENTS & SUMMARY 

· CAREER RESEARCH 

· GRADUATE SCHOOL RESEARCH & PERSONAL STATEMENT 

· JOB APPLICATION & PERFECT INTERVIEW 

· SKILLS PORTFOLIO: 

· STATEMENT OF ORIGINALITY & CONFIDENTIALITY 

· WORK PHILOSOPHY 

· CAREER GOALS 

· RESUME 

· SKILL AREAS 

(2 – 4 skills with supporting artifacts for each including work samples, skill sets, community service/volunteer activities, applicable certifications/recognition directly related to the skill, and/or works in progress) 
· AWARDS & RECOGNITION (Optional) 
· PROFESSIONAL MEMBERSHIPS & DEVELOPMENT (Optional)
· REFERENCE MATERIALS: 

· ACADEMIC PLAN OF STUDY OR TRANSCRIPT

· FACULTY & EMPLOYERS BIO (Optional) 
· REFERENCES PAGE

Grading Procedure and Assignments:
· POP QUIZZES/PARTICIPATION …………….……………………………….6 points

· ARTICLES…………………………………………………………..………...…3 points

· CAREER EXPO RESEARCH & PREPARATION (12 points total)

· Research on 3 companies & questions for each……………….…...…....3 point

· Elevator Speech………………………………………...………………..1 point

· Resume…………………………………………………………..……....4 points

· Tiger Recruiting Link Registration……………………………………....1 point

· Copies of Thank You notes with business cards                           
(collected from Career Expo)……………………………………..…….3 points
· PERSONAL ASSESSMENTS & SUMMARY (10 points total)
· Work Values Game…………………………………………………….2 points
· Strengths Quest Inventory………………………………………….….2 points

· Type Focus (MBTI) Inventory……………………..……………….….2 points

· Temperament Information………………………………………….….2 points

· Personal Assessment Reflection Paper (1 page minimum)……..............2 points
· CAREER RESEARCH (18 points total)
· What Can I do With a Major In _______?.............................................3 point

· Occupational Outlook Handbook printout………………………….….4 points

· Copy of Thank You (to person you interviewed)……………….……..2 points
· Career Research Paper (3 pages)………………………………………9 points
· GRADUATE SCHOOL RESEARCH & PERSONAL 
STATEMENT (9 points total)
· Personal Statement (1-2 pages)………………..………………..……..4 points

· Graduate School Research Paper ( 2 pages)……………….…………..5 points

· JOB APPLICATION & PERFECT INTERVIEW (14 points total)
· Job Listing……………………………………………………………..1 point
· Targeted Resume…………………………………………………..….3 points
· Cover Letter (minimum 1 page)…..…………………………………...4 points
· References……………………………………………………………2 points
· Practice Interview Reflection Paper (2 pages)…………………….…4 points
· SKILLS PORTFOLIO: (28 points total)
· WORK PHILOSOPHY (minimum 1 page)…………………………3points
· CAREER GOALS …………………………………………….……3 points
· RESUME (updated) ………………………………..………………..4 points
· SKILL AREAS 

(2 – 4 skills with supporting artifacts for each 
including work samples, skill sets, community 
service/volunteer activities, applicable 
certifications/recognition directly related to the skill, 
and/or reflection paper(minimum 1 page)  about how

 you have recently applied the skill)……………………….…..14 points
· AWARDS & RECOGNITION (Optional) 
· PROFESSIONAL MEMBERSHIPS & DEVELOPMENT (Optional)
· REFERENCE MATERIALS: 

· ACADEMIC PLAN OF STUDY OR TRANSCRIPT…2 points

· FACULTY & EMPLOYERS BIO (Optional) 
· REFERENCES PAGE…………………………………2 points

          Course Total: 100 points
A = 90-100 pts.; B = 80-89 pts.; C = 70-79 pts.; D = 60-69 pts.; F = 59 pts. or less
Bonus Points: Students may attend up to 3 AU Career Center workshops/lectures for 1 bonus point each (for to a total of 3 bonus points)
Assignment Descriptions:

· CAREER EXPO RESEARCH & PREPARATION (12 points total)

· Research on 3 companies & questions for each

· Students will research 3 companies that will be present at the career expo (see Career Services website) and develop 3 questions they can ask company representatives at the expo.

· Elevator Speech

· Students will develop a brief written introduction of themselves that can be used when meeting potential employers. 

· Resume

· Students will develop a resume to take with them to the career expo to distribute to potential employers

· Tiger Recruiting Link Registration:

· Students will visit the Career Services website and register for “Tiger Recruiting Link”

· Copies of Thank You notes with business cards                           (collected from Career Expo)

· Students will write 3 thank you notes to be sent to potential employers they met at Career Expo. Students will mail the letters. In addition, students will submit copies of the letters (with the business cards of the potential employers from the expo) to course instructor. 

· PERSONAL ASSESSMENTS & ASSIGNMENTS (10 points total)

· Work Values Game

· Students will complete activity in class

· Strengths Quest Inventory

· Students will complete activity online

· Type Focus (MBTI) Inventory

· Students will complete activity online

· Temperament Information
· Students will complete activity online

· Personal Assessment Reflection Paper (1 page minimum)
· Students will write reflection paper considering their results from the work values game, strengths quest inventory, type focus (MBTI) inventory, and temperament information. What did you learn about yourself? Were you surprised? Did you agree/disagree? Why? Are these qualities reflected in your chosen major/career? How might you incorporate these qualities into your chosen major/career?

· CAREER RESEARCH (18 points total)

· What Can I do With a Major In _______?
· Students will complete activity online (Career Services Website)

· Occupational Outlook Handbook printout
· Students will complete activity online (Career Services Website)

· Interview and Copy of Thank You (to person you interviewed)
· Students will contact a professional in their chosen major/career. Use the information gathered to add to your career research paper. Interview the person for at least 30 minutes. Send a thank you note afterward and forward a copy to the course instructor via email (or print and bring to class)

· Career Research Paper (3 pages)
· Students will reflect upon the career/major they have researched throughout the course. What were some things you learned? What surprised you? How does this major/career incorporate your strengths? What are your concerns (if any)? What are your career goals? How will you reach your career goals? Etc.

· GRADUATE SCHOOL RESEARCH & PERSONAL 

STATEMENT (9 points total)

· Personal Statement (1-2 pages)
· Student will write a personal statement targeted toward graduate school.

· Graduate School Research/Reflection Paper ( 2 pages)
· Student will research a graduate program. Discuss what you learned about the graduate program. What did you like about the program? Identify a faculty member at the program in whose research you are interested. What is their research area? How does this fit with your interest and/or career goals? Etc.
· JOB APPLICATION & PERFECT INTERVIEW (14 points total)

· Job Listing
· Students will find a job listing.

· Targeted Resume

· Students will develop a resume targeted toward a specific job.

· Cover Letter (minimum 1 page)
· Students will create a cover letter for a particular company (or job)

· References
· Students will identify 3 people whom they could ask for letters of reference or recommendation. Why did you select these people? 

· Practice Interview Reflection Paper (2 pages)
· Students will write a reflection paper about their experiences in the mock interviews held during class. What did you learn? What were you surprised by? What were your strengths? What are your areas for growth? What was some feedback you received from your peers? Did you feel it was accurate? Why?  What are some steps you can take to address your growth areas? 

· SKILLS PORTFOLIO: (28 points total)

· WORK PHILOSOPHY (minimum 1 page)
· Students will write their philosophy concerning work/career.

· CAREER GOALS
· Students will identify a minimum of 2 career goals. Why did you select this goal? How much time is needed to achieve your goal? What are some steps you might take to achieve your goal? Where can you find resources to help you achieve your goal?

· RESUME (updated) 

· Students will make any revisions to their resume. 

· SKILL AREAS 

· Students will identify 2 – 4 skills with supporting artifacts for each 
including work samples, skill sets, community service/volunteer activities, applicable certifications/recognition directly related to the skill, and/or reflection paper(minimum 1 page)  about how

 you have recently applied the skill

· AWARDS & RECOGNITION (Optional) 
· Students will list any awards or recognition
· PROFESSIONAL MEMBERSHIPS & DEVELOPMENT (Optional)
· Students will list any memberships or participation in professional development activities such as conferences or workshops
· REFERENCE MATERIALS: 

· ACADEMIC PLAN OF STUDY OR TRANSCRIPT

· Students will print an academic plan of study or transcript
· FACULTY & EMPLOYERS BIO 
· Students will obtain information on potential employers 
· REFERENCES PAGE

· Students will list the resources they used to complete assigned work. 
Course Policy Statements:
Attendance:  Attendance is required, necessary and expected, as this course is an advanced, experiential course. Tardiness is not permitted. Students arriving to class more than 10 minutes late will be marked as unexcused absent.  One (1) unexcused absence is allowed for the semester.  Unexcused absences after the 1 allowed will result in a deduction of 2 points each for the unexcused absences from your final grade at the end of the semester. An excused absence will require an original slip stating the reason for the excuse.  The slip will be returned to you that day after it is posted in the roll. 

Assignments:  All assignments must be handed in at the beginning of the class in which they are due.  Please turn in all work in hard copy format (print the assignment, bring it to class). The hard copies will be picked up after the first 10 minutes of class.  If a paper is handed in after this time, the late assignment policy will be enforced.  .  Guidelines for papers submitted are to include name, class section number and assignment name.  Printing on both sides of paper is acceptable. 
All assignments are to be written in 12 point font, Times New Roman, 1 inch margins, double spaced. 

Late Assignments:  If you chose to hand in an assignment late, you will automatically forfeit 30% of the points possible.  The highest percentage of points you will receive is a 70%.  Assignments will not be accepted after 7 days of original due date. 

Make-up Assignments:  If students miss an in class activity due to a university approved absence, they will be allowed to make up the activity only if they have made contact the course instructor and make arrangements immediately (before day or day of missed activity). 

Cell phones/beepers/pagers and LAPTOPS:  These items are to be turned off during the class period. Taking a phone call, text messaging, or using a laptop during class time is not allowed. You will be required to hand over your phone/laptop to the instructor until after the class has concluded if asked.
Students with Disabilities:  "Students who need accommodations are asked to arrange a meeting during office hours the first week of classes, or as soon as possible if accommodations are needed immediately. If you have a conflict with my office hours, an alternate time can be arranged. To set up this meeting, please contact me by e-mail. If you have not established accommodations through the Office of Accessibility, but need accommodations, make an appointment with the Office of Accessibility, 1228 Haley Center, 844-2096 (V/TT)." (updated 1/9/12)
Canvas/Email:  Students are expected to familiarize themselves with Canvas. All course documents (i.e. syllabus, schedule) and PowerPoint handouts will be available on Canvas. 

TigerMail is the preferred means of communication between student and instructor throughout this course. Students are expected to check their email accounts on a daily basis. The instructor will notify you via email of any course changes.

Academic Honesty:  Auburn University expects students to pursue their academic work with honesty and integrity.  The Academic Honesty Code is online and can also be found under the office of the provost and at https://sites.auburn.edu/admin/universitypolicies/Policies/AcademicHonestyCode.pdf ) It contains a list of those actions that are considered cheating and the possible consequences that those actions carry.  Violations of the Academic Honesty Code will NOT be tolerated in this course.  If you are found in violation of the Academic Honesty Code, it will result in your receiving a failing grade. 
	Date:
	Class Topic:
	Assignment:

	1/10
	Syllabus Review

Job Search Confidence Survey

Introductions
	

	1/12
	Share articles in class and discuss in small groups.
	Obtain copy of career handbook from Auburn University Career Center and read pages 10-24.

Find and read an article on the “working world today” and bring to class.

Read Ch 3 of the textbook.



	1/17
	Writing Resumes/Take 5 Resume Tips
	

	1/19
	Resumes critiques/Take 5 Demystifying Career Fairs
	Bring resume to class.



	1/24
	Share Career Fair Articles

Career Expo…Who is Coming?

Researching companies attending Career Expo


	Go to www.auburn.edu/career, Students, Choosing a Major/Career, Under Research a Major/Career select “What Can I Do With a Major In?”, find your major (or closest to it) in the middle column and printout the information. (Add to notebook)

Research article topic as assigned in class and bring to class prepared to share

Find at least three companies attending the Career Expo, research companies (printout results), and develop at least three questions for each (where the answers can’t be found on website.) (Add to notebook)

	1/26
	Tiger Recruiting Link  (TRL)/ Turn-in resume/Elevator Speeches  
	Polish resume and print-out (add to notebook)

Start to develop your elevator speech. (add to notebook)

Register in TRL and download resume. When you receive e-mail welcoming you to TRL, forward it to ess0002@auburn.edu  (Also, print a copy and add it to your notebook).

	1/31
	Practicing Elevator Speeches/Writing Thank You’s
	Read pgs. 7 & 8 in CDS Handbook

	2/02
	Share Articles
	Find an article on effective ways to find job leads, how to network for a job, etc. Read and bring to  class

Make any additional changes needed to resume, print out (add to notebook)

Remember: Take the Strengths Quest before 2/8

	2/07
	No Class Meeting: 

ATTEND CAREER EXPO (ENGINEERING & TECHNICAL MAJORS) 


Expo is held between 3pm-7pm at the AU hotel and conference center. 
	Talk to representatives from at least 3 companies you are interested in. Obtain business cards from these 3 representatives.  Write thank you e-mails or letters to employers of interest from either career expo. Print copies of e-mails and attach business card(s)  (add to notebook)


COUN2970-Course Calendar (Updated 1/20)

ALL ASSIGNMENTS ARE DUE BY CLASS ON DATE LISTED

	Date:
	Class Topic:
	Assignments: 

	2/09
	No Class Meeting:

ATTEND CAREER EXPO (NON TECHNICAL MAJORS)



Expo is held between 3pm-7pm at the AU hotel and conference center. 


	Talk to representatives from at least 3 companies you are interested in. Obtain business cards from these 3 representatives. Write thank you e-mails or letters to employers of interest from either career expo. Print copies of e-mails and attach business card(s). (add to notebook)

	2/14
	Work Values. 
	Take TypeFocus and printout 4-letter code results. Complete the “Values’ assessment online through Career Beam. Print out your results and bring to class for small group discussion. (Add results to notebook)


	2/16
	No Class Meeting. 
	Complete the TypeFocus. (Results will go in your notebook)

Complete “Temperament” assessment through Career Beam. (Add to notebook)



	2/21
	Review Career Expo experience Temperaments/Strengths Quest/Type Focus Results (Career Services is coming to class to share your results)


	“CAREER EXPO RESEARCH & PREPARATION” NOTEBOOK SECTION DUE IN CLASS.



	2/23
	Researching occupation(s) / Informational Interviewing
	Complete Personal Assessment Reflection Paper. (Add to notebook)

Use an internet search engine to find the Department of Labor’s Occupational Outlook Handbook and use the search to obtain information on the career you are considering. Print out the report and add to your notebook. Use the information in your Career Research Paper.

Contact a professional in your field of interest and schedule a 30 minute interview (allow an hour). Use the information in your Career Research Paper.

	2/28
	Bring “Personal Assessment” section of notebook to class to turn in. Then go to the Career Services Library or AU Library to continue working on your Career Research Paper. 

	“PERSONAL ASSESSMENTS AND SUMMARY” NOTEBOOK SECTION DUE IN CLASS

	Date:
	Class Topic:
	Assignment:

	3/01
	No Class Meeting:


	Use class time to complete your informational interview of a professional in your field. Ask for their business card (if interview done in person), write a thank you letter or e-mail, make a copy and attach their card to your copy. (If interview done over the phone, submit to instructor copy of email setting up the interview in addition to the thank you letter) Send the thank you! (Add copy to notebook)

Finish your Career Research Paper (add to notebook.)



	3/06
	Is Graduate School in your future? 

	Read page 9 in CDS Handbook

	3/08
	Personal Statements and Graduate School
	“CAREER RESEARCH” NOTEBOOK SECTION DUE IN CLASS


	3/13
	Spring Break
	Have fun!

	3/15
	
	

	3/20
	Work Philosophy / Goals / Transferable Skills 
	Complete the Graduate School Research & Personal Statement (add to notebook)

Begin work on your Graduate School Research Paper. (Add to notebook)

	3/22
	No Class Meeting
	Use class time to write your Work Philosophy and your Goals Statement (add to notebook)
Read Chapters 1 and 2 of textbook.


	3/27
	Identifying your skills 


	“GRADUATE SCHOOL RESEARCH & PERSONAL STATEMENT” NOTEBOOK SECTION DUE 

Read Chapter 4 (textbook)

Using the Skills List on pages 144 – 147, make a list of which skills are necessary for your career field. List the most critical skills. Then decide which two to four you currently have out of the list – ensure you have documentation to support your skills. Put these at the front of your skills section (in your notebook)


	3/29
	Proving your skills

	Read Chapter 5

	4/03
	Portfolio assembly (in class). Break into small groups for feedback on notebook/portfolio contents.
	Bring to class your artifacts to support your skill areas. (Add to notebook)

	4/05
Date:

	Cover Letters & References Page  

Class Topic:
	Read Ch 8 (text) and pages 28-35 (handbook)

Assignment:



	4/10
	Interviewing / Interviewing Tips / Feedback on cover letter/targeted resume/references from small groups discussion
	Find a job listing for your field with contact information. Write a cover letter applying for the position, target your resume for the position, and create page listing 3 references (Add to notebook)



	4/12
	Mock Interviews


	Read pages 36 - 44 in Handbook and Chapter 7 in textbook. 

Have started your practice interview reflection paper. (Add to notebook)

Add most recent general resume to notebook.

	4/17
	Juggling multiple job offers and negotiating salaries  


	“JOB APPLICATION AND PERFECT INTERVIEW” NOTEBOOK SECTION DUE


	4/19
	TBA
	Continue work on Skills Portfolio

Add Academic Plan of Study or Transcript to Notebook.

	4/24
	TBA and complete Job Confidence Survey
	Continue work on Skills Portfolio

Add references page to your notebook. 

	5/01
	FINAL EXAM DAY (Your final exam is submitting your “skills portfolio” section of your notebook in class)
	“SKILLS PORTFOLIO” NOTEBOOK SECTION DUE IN CLASS








