
Human Development 12 
Strategies for Success in the Workplace 
1 unit; 1 hour lecture 
Credit, not degree applicable 
 
This course will provide students with the knowledge, skills and personal/interpersonal awareness necessary for 
success in the workplace. Students will learn resume writing and interviewing skills, workplace roles and 
responsibilities, strategies for effective time management and effective workplace communication. Emphasis 
will be placed on identifying professional behaviors and values for success in the workplace. 
 
Course Objectives: 

1. Identify values, expectations, roles and responsibilities in diverse work environments.  
2. Assess personal skills, abilities, interests, strengths and weaknesses as they relate to success in a diverse work 
environment.  
3. Identify the characteristics of an effective resume and create a professional resume.  
4. Describe the components of the interviewing process and perform an effective interview.  
5. Analyze the use of time in the workplace and apply tools for effective time management.  
6. Assess the role of personal responsibility in recognizing and adapting to change in a diverse work 
environment.  
7. Analyze how communication influences behaviors and outcomes in diverse work environments.  
8. Identify opportunities for professional growth and develop an action plan for reaching desired goals and 
outcomes.  

Student Learning Outcomes: 
 
SLO #1 Aligning Values & Work- Students will be able to identify individual values and traits, analyze how 
these align with work environments, and create the essential elements of an effective job search plan. 

SLO #2 Effective Job Search Plans - Students will be able to identify and create the essential elements of an 
effective job search plan.  

SLO #3 Workplace Success Skills- Students will be able to identify and demonstrate personal qualities 
associated with success in the workplace such as self-management, lifelong learning, emotional intelligence, 
interdependence and self-awareness. 

ADA Statement: Students with disabilities who believe they may need accommodations in this class are 
encouraged to contact the Special Resource Center on campus as soon as possible to better ensure such 
accommodations are implemented in a timely fashion. As well, please contact me privately to discuss your 
specific needs. 

Student Code of Conduct 

http://www.elcamino.edu/administration/board/boarddocs/5500%20%20Academic%20Honesty.pdf 

Student Rights and Grievances Procedure 5530 

http://www.elcamino.edu/administration/board/policies.asp 
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