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EL CAMINO COLLEGE 
Fall 2014 

Human Development 12: Strategies for Success in the Workplace 
Section 2510   Aug 27, 2014 – Oct 15, 2014    W 1:00-3:05 p.m.   Social Sciences Building, Rm.211 

Instructor:  Ms. Victoria Martinez-Weitzel   Phone:  (310) 660-3593   x 7781 
Mailbox:   Industry & Technology Division Office (TA 102)      (message only) 
Office Hours: By Appointment 
Office Location: Technical Arts 104 B                                E-mail:  vmartinez@elcamino.edu 

 
Mission Statement (from website): 
El Camino College offers quality, comprehensive educational programs and services to ensure the educational 
success of students from our diverse community. 
 
I. Course Description: 
Human Development 12 
Strategies for Success in the Workplace 
1 unit; 1 hour lecture 
Credit, not degree applicable 
This course provides 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. 

II. Course Pre-requisites: 
Recommended Preparation:  English 84 or ESL 52C and English A 
 
Your success in this class depends on reading the textbook, completing assignments, and preparing before 
class. 
 
Course Topics include: 

 Self-Assessment – Who are you? What are your interests, skills, and personality characteristics? 

 Career Exploration – What do you want to do? What are your major and career options? 

 Resume Writing – How can you write about yourself? 

 Job Search Strategies – How and where do you look for jobs? 

 Networking – Who do you know who can help you? 

 Interview Techniques – How and what do you say about yourself? 

 Educational/Training - What education or training do I need for this career? 

 Goal Setting – What is your plan of action? 

 Career Management – What are your next steps? 
 
III. Materials - Textbooks: 
      Optional Text: 

Downing, S. (2010). On Course: Orientation & Educational Planning. Wadsworth: Boston, MA  
 

 Books are available in the bookstore or online 

 FREE copies of On Course: Orientation & Educational Planning 
      are available in the Reserve/Periodicals Room of the library: 

o Several copies are available for 2-hour reserve, which may not be removed from the library. 
 

      Supplemental Materials: 
      3 ring notebook, 6 dividers, notebook paper, planner or calendar, lightweight hole punch, 
      stapler, and El Camino College Catalog 

mailto:vmartinez@elcamino.edu


 

Human Development 12: Strategies for Success in the Workplace - updated August 27, 2014 2 

 
 
Computer and Software Requirements  
We will be using ETUDES for this class. Your Computer must have a minimum:  

 Regular access to the Internet or your own Internet Service Provider  

 A Computer – either PC with Windows and a Pentium processor or a Macintosh with latest OS  

 A recent version of a web browser - Firefox is best – Safari/Explorer will not allow you to see some  
      functions  

 Regular Computer and NOT only iPad or notebook – Etudes does NOT function on those smaller  
      devices  

 School email can be forwarded to your phone or an email address that you actually check regularly 
 

IV. Course Objectives: 
 

The primary objective for this class is for you to learn how to be successful in college and in life.  Through 
active participation in this class, you can expect to: 

 Identify values, expectations, roles and responsibilities in diverse work environments.  

 Assess personal skills, abilities, interests, strengths and weaknesses as they relate to success in a 
diverse work environment. 

 Identify the characteristics of an effective resume and create a professional resume.  

 Describe the components of the interviewing process and perform an effective interview.  

 Analyze the use of time in the workplace and apply tools for effective time management.  

 Assess the role of personal responsibility in recognizing and adapting to change in a diverse work 
environment. 

 Analyze how communication influences behaviors and outcomes in diverse work environments.  

 Identify opportunities for professional growth and develop an action plan for reaching desired goals and 
outcomes.  
 

V. Student Learning Outcomes: 
The department has three Program Level Learning Outcomes that correspond with the College's 
Institutional Learning Outcomes. 
 

HDEV Program SLOs 
1. Students will identify, integrate and apply cognitive, psychological, social and physical factors 

influencing success in college and in life (Associated Institutional Learning Outcomes: I-VI).  
2. Students will demonstrate active learning, critical thinking and personal responsibility in determining 

outcomes for success in college (Associated Institutional Learning Outcomes: I-V). 
3. Students will develop interdependence and employ strategies for establishing effective and supportive 

relationships within diverse college and community environments (Associated Institutional Learning 

Outcomes: III, IV, V).  
 

Course Level Student Learning Outcomes (SLO) 
Students will utilize active learning and critical thinking to analyze personal qualities, skills, and strategies 
necessary for success in college and demonstrate how to apply these to achieve academic goals. 

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.  

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

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.  
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VI. Class Assignments (Assessment Activities): 
The following activities will be used to assess mastery of student learning outcomes: 
 

A. Discussion Questions/Assignments: 

 Each week you will complete entries in Etudes or in class. 

 Complete all assigned exercises on a separate piece of paper or on the computer. 

 You will receive the maximum points if: 
o At the top of each page, you have written your name, the chapter number, and the exercise number 

you are completing. 
o The entry is complete (directions have been followed and all questions answered). 
o The entry is written with high standards (you have attempted to dive deep). 
o Using correct grammar, spelling, and punctuation are important in all college work.  
o Do not use “text talk” (lower case letters, abbreviations, all caps, incomplete phrases, etc.)  
o Concentrate on expressing yourself and ideas. 
 

B. Class Assignments/Projects: 
You will receive information about class assignments and projects, including “Self-Assessments/Interest 
Inventories,” “Educational Planning,” and “Career Portfolio/Final Project.” 
 

C. Exams: 
There will be quizzes and tests in this class for variety of points.   
 

VII. Grading (Evaluation Criteria): 
 

Participation/Class Assignments                                                         15 

Self-Assessments/Interest Inventories   (3@5 points each)        15 

Resume/Cover Letter                                                                                                                         10            

Educational Worksheets/Educational Plan          10 

Career Portfolio/Final Project                                                       50 

TOTAL POSSIBLE POINTS           100 
 

VIII. Grading Scale: 
This is a Credit/No Credit class. To pass class must complete Career Portfolio/Final Project and 75% of 
coursework. 

  
 

Note:  More than half of your grade is determined by your participation and assignments. 
 

Attendance is mandatory the last two class meetings. 
 

Extra Credit Opportunities: 

 Attend any campus event – a lecture, meeting of a student organization, a workshop, or a social event on-
campus). 

 Write a reflection/essay answering the following questions:  How did you choose this event to attend?  
What happened at the event (be specific)?  What did you learn?  Relate this event and/or what you learned 
to the topic of “being successful in life and in college.” 

 You may complete up to two extra credit assignments for 5 points each. 

 Successful students carefully read their course syllabi.  As a reward for demonstrating this practice, you will 
receive 10 extra credit points if you send me an email before our third class begins-in the subject line write 
“extra credit points.” 

 
 

ECC Email 
You must activate/access your El Camino College email and check it regularly for class communications.  The 
ECC email is the only way I have of communicating with the class as a whole.  If you do not check it regularly 
you might miss some important and useful information.  I may email tips and review material for the exams! 
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IX. Attendance Requirements: 
 

According to College Policy on Attendance found in the El Camino College catalog: 
Regular attendance is expected of every student.  A student may be dropped from a class when the 
number of hours absent exceeds the number of units assigned to the course.  However, it is ultimately 
the responsibility of the student to officially drop the class.  This rule also applies to excessive absences 
due to illness or medical treatment.  The student who has absent due to illness or medical appointment 
must explain the absence directly to the instructor.  The student who has been absent due to a 
communicable disease or quarantine must report directly to the Health Center for clearance before 
returning to classes. 
 

After three absences, you may be dropped from the class (see College Policy on Attendance - above). 
 

Three Keys to Student Success in this class are: 
1. Show up (Attendance) 
2. Participate Actively (Participation) 
3. Do Your Work (Homework) 
 

Show Up (Attendance): 

 To be successful in college, you must show up.  Students who enroll in class but do not attend the first 
scheduled class meeting may be dropped from the roster.  A student who registers for a class and never 
attends is still responsible for dropping the class. 

 Students will not be permitted to attend classes in which they are not enrolled. 

 You must also show up on time.  You are marked “tardy” for arriving late to class or leaving early and 
two tardies = 1 absence. 

 After one absence, you may be dropped from the class (see College Policy on Attendance - above). 

 If you are absent: 
o You lose points from your participation grade. 
o It is your responsibility to find out what you’ve missed.  Ask a classmate! 
o Assignments may be turned in early.  However, late/missed assignments are only accepted at the 

very next class and receive only half credit. 
o Excused or unexcused absences – please contact instructor via email when absence from class. 

Bring official notes from doctors, etc, for excused absences. 
 

 El Camino College policy:  if you fail to drop or withdraw from class, you may receive a “W” or an “F” on 
your permanent academic record (see catalog for details). 

 

Participate Actively (Participation): 

 Each class you may earn points toward your participation grade for: 
o Being actively engaged in class activities 
o Completing in-class activities 
o Conducting yourself in a professional manner (for example, no audible or visible pagers, cell 

phones, or technical devices) 
o Neither picture taking, audio taping, nor videotaping (of any type) of lectures/labs/discussions 

without the expressed written consent of the instructor 
 

 Students who have consistently been active participants may have their final grades raised to the next 
highest level. 

 

Do Your Work (Homework): 

 Before every class, you will have assignments which will be discussed in class, so complete all 
assignments before class. 
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X. Student Conduct (Classroom Guidelines): 
 

I have very high expectations of classroom behavior and I will prevent any activity that is interfering with the 
learning experience for all students.  Please respect your classroom, your peers, and yourself by behaving 
professionally and respectfully at all times. 
 

 Turn off all cell phones and pagers; do not use text messaging. 

 Your cell phone and any earpieces should be put away during the entire class time. 

 Demonstrate respect and have an open mind when speaking and/or listening to peers. 

 Have all materials including textbook with you during all classes. 

 It is your responsibility to find out what you missed if you are absent or late. 

 Consult classmates for missed information and class notes. 
 

The following is a partial list of unacceptable activities from El Camino College’s  
Student Code of Conduct Guidelines: cheating, plagiarism, tardiness, profanity/pornography, private 
conversations or inappropriate displays of affection, uncooperativeness, continually leaving one’s seat, 
reading unrelated materials, use of any and all unauthorized electronic devices  
 

Academic Conduct, Cheating, Plagiarism: Cheating or Plagiarism Policy 
The following statement is part of the Board Policy Standards of Conduct stated in the catalog: 
Dishonesty is including but not limited to cheating, plagiarism, or knowingly furnishing false information to the college.  El Camino College places a high 
value on the integrity of its student scholars. When an instructor determines that there is evidence of dishonesty in any academic work (including but not 
limited to cheating, plagiarism, or theft of exam materials), disciplinary action appropriate to the misconduct as define may be taken. Students with any 
questions about the Academic Honesty or discipline policies are encouraged to speak with instructor in advance. 
 

1. Examples of Cheating or Plagiarism are in the catalog 
2. Consequences for cheating or plagiarism – refer to catalog 
 

Given alleged violation of the Standard of Conduct, any or all of the following actions may be imposed: 
a. 1st Offense = you will receive an “F” on assignment or test. 2nd Offense = an “F” in the class. 
b. The instructor may dismiss the student from class or activity for the present and/or following class session. 
c. Suspension or expulsion of the student from the college as stipulated in catalog. This recommendation must 
    be in accordance with El Camino College Due Process and Disciplinary Procedures. 
d. Complete the Academic Dishonesty Report Form and submit it to the Academic Affairs Office. 
 

El Camino College policy:  In order to remain an El Camino College student and a member of this classroom 
community, you must demonstrate respect for yourself and others.  If you disrupt class you will receive ONE 
warning – the next time you fail to listen/act respectfully, you will be dismissed from class, which will count 
toward your absences.  A complete list of the Standards of Student Conduct is in the El Camino College 
catalog, which can be purchased in the bookstore or found online at www.elcamino.edu 
 

XI. Special/Reasonable Accommodation (ADA Statement): 
El Camino College is committed to providing educational accommodations for students with disabilities up on 
the timely request by the student to the instructor.  A student with a disability, who would like to request an 
academic accommodation, is responsible for identifying herself/himself to the instructor and to the Special 
Resources Center.  To make arrangements for academic accommodations, contact the Special Resources 
Center. 
 

XII. Disclaimer Statement: 
Students will be notified when and if any changes are made to course requirements or policies. 

 
 
 
 
 
 
 
 

http://www.elcamino.edu/
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Resources: 
 

Your Instructor: 
Successful students talk to their instructors outside of class.  My office hours are listed on the first 
page of this syllabus.  If necessary, I will schedule individual appointments at other times to make it 
convenient for you to see me with questions or to discuss class material. 
 

Your Success Team: 
Successful students create support networks with other students.  Create a study group! 
Your ECC email is a great way to communicate with peers and colleagues; reserve your personal 
email for personal business. 
============================================================================= 
 

Name:  __________________________________________________________________________ 
 
Phone Numbers:  (H) (_________) ____________________ (Cell) (_________) ________________ 
 
El Camino email address:  ___________________________________________________________ 
 
============================================================================= 
 
Name:  __________________________________________________________________________ 
 
Phone Numbers:  (H) (_________) ____________________ (Cell) (_________) ________________ 
 
El Camino email address:  ___________________________________________________________ 
 
============================================================================= 
 
Name:  __________________________________________________________________________ 
 
Phone Numbers:  (H) (_________) ___________________ (Cell) (_________) _________________ 
 
El Camino email address:  ___________________________________________________________ 
 
============================================================================= 
 
Name:  __________________________________________________________________________ 
 
Phone Numbers:  (H) (_________) ___________________ (Cell) (_________) _________________ 
 
El Camino email address:  ___________________________________________________________ 
 
============================================================================= 
 
Name:  __________________________________________________________________________ 
 
Phone Numbers:  (H) (_________) ___________________ (Cell) (_________) _________________ 
 
El Camino email address:  ___________________________________________________________ 
 
============================================================================= 
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XII. Schedule of Topics and Assignments 
 

Week One:                                      August 27, 2014 

 Introductions & Expectations 

 Course Overview 

 Syllabus 

 Etudes  
---------------------------------------------------------------------- 
Self-Assessment – Who are you? 

 Identify Your Strengths & Talents 

 Holland Codes 

 “The Party” Exercise 

Assignments 
Reading:  Syllabus 
Exercises: Success Teams 
Homework: “On Course Self-Assessment” 
 “Past, Present, Future Folders” 
------------------------------------------------------------------ 
What are your Holland Codes?  
What are your interests/hobbies skills/personality, 
major/career options? 
 

Week Two:                                  September 3, 2014  

 Increasing Self-Awareness 

 “True Colors” Personality System 
 
---------------------------------------------------------------------- 

 What is Success? 

 High School, College, & Job Customs 

 8 Success Strategies 
 
---------------------------------------------------------------------- 

 “Accepting Personal Responsibility” 

 Victim and Creator:  The Power of Choice 

 Inner Critic, Inner Defender, Inner Guide 

Assignments 
Exercise:  “True Colors Activity” 
What are your primary colors? What are your 
likes, dislikes, major/career options?  
EUREKA – “True Colors”   
------------------------------------------------------------------ 
Reading:  “Student Code of Conduct” 
Exercise:  “Differences between High School, 
College, and Job” 
 ----------------------------------------------------------------- 
Exercise:   
“Translating Victim to Creator Language”  
 

Week Third:                           September 10, 2014    
Resume Writing – How do you write about  
                              yourself? 

 “Soft Skills” 

 Top Ten Employer Expectations 

 Knowledge, Skills, and Abilities 

 Resume Formats 

 Resume Critiques 

Assignments 
Reading:     “Resume Writing” 
Exercise:     Resume “Pre-Write” 
Homework: Write Resume & Cover Letter 
 
 
 

Week Fourth:                       September 17, 20014 
Career Exploration – What do you want to do? 

 Career Research 

 Industry, Company Research 

 Resources (Printed, People, Present Experience) 

 Career Center Tour 

Assignments 
Exercises:  Complete “Career Exploration Sheets” 
Homework: Research 5 Careers 
 
 
 

Week Fifth:                            September 24, 2014 
 Job Search - How & where do you look for jobs? 

 Job Application 

 Job Search Strategies 
Networking – Who can help? 

 Employing Interdependence:  
Creating a Support Network 

 Social Media/WorkHands 

Assignments 
Reading:    “Job Search Strategies” 
                   “Networking”  
Exercises:  “Job Search Quiz” 
                   “Network like a Pro” 
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XII. Schedule of Topics and Assignments 
(Continued) 
 

Week Six:                                        October 1, 2014  
Interview – How do you talk about yourself? 

 Interview Techniques 

 Types of Interviews 

 Types of Questions 

 Most Common Questions Employers Ask 

 SET Your Answers 

 Questions You Should Ask Employers 

 “Dress for Success” 

Assignments 
Reading:  “Interview Techniques” 
Exercise:  “Mock Interviews” 

Week Seven:                                   October 8, 2014  
Goal Setting – What is your plan of action? 

 Roles & Goals 

 DAPPS: Qualities of Successful Goals  

 Designing Career Plan 
---------------------------------------------------------------------- 

 Mastering Self-Management 

 Quadrant I, II ,III, IV 
 
---------------------------------------------------------------------- 
Career Management – What are your next Steps? 

 Education & Training Opportunities 

 Value of Higher Education 

 Mission of El Camino College 

 Educational Planning 
---------------------------------------------------------------------- 

 Options and Choices:  Certificate, AA, AS 

 Career Planning & Transfer Requirements 

 myECC 

 Registration Procedures 
---------------------------------------------------------------------- 

 Where do you get experience & training? 

 Internships 

 Pre-Apprenticeships 

 Apprenticeships 

Assignments 
Reading:      “Discovering Self-Motivation” 
Exercises:    “3 Foot Toss” 
                     “Develop Career Plan” 
 
--------------------------------------------------------------- 
Reading:    “Mastering Self-Management” 
Exercises:  “Time Schedule,” “Student Planner” 
                   “Monthly Calendar,”   
--------------------------------------------------------------- 
Reading:       College Catalog 
                     General Education Sheets 
Homework:  “Transfer Guide” 
 
--------------------------------------------------------------- 
Homework:  Complete “Schedules” 
                     Meet with Counselor 
                     Turn in “Educational Plan” 
 

Week Eight:                        October 15, 2014  

 “First Year on Job” 

 Employer Expectations 

 “Netiquette”/Social Media Tips 

 Review 8 “Success Strategies” 

 Success Teams 

 Grade Tracker 
 

Assignments 
Exercise:     Working with Success Teams 
Homework: “Career Portfolio/Final Project” Due 
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Successful Students manage their time and make note of deadlines. 
 

Mark these important dates on your calendars. 

 

========================================================== 

 

IMPORTANT DATES  

FALL 2014 

 

Classes begin………………………………………............................................Monday, August 25, 2014 
 
First Day to apply for Fall Graduation and Certificates…………………….Tuesday, September 2, 2014 
 
Last Day to Add Classes ………………………………………….……………..…Friday, August 29, 2014 
 
Last Day to Drop without Notation on Permanent Record…………..............Friday, September 5, 2014 
 
Last Day to Drop w/ Enrollment Fee Refund (6-Week Classes)…………….Friday, September 5, 2014 
 
Last Day to Drop with a “W”……………………………………………………..Friday, September 5, 2014 
 
Last Day to Apply for Degrees and Certificates (Fall)………………………….Friday, October 10, 2014 
 
First Eight-Week Session Ends………………………………………................Friday, October 17, 2014 
 

==================================================================== 
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Course Contract for Success 

 
After a complete and thorough reading of the class syllabus, please sign and return this page 

to class at our next class meeting. 
 
 
To create the very best environment for supporting your success and the success of your classmates, 
you must commit to three important rules in order to remain in this class.  The more challenging the 
rules are for you, the more value you will experience by adopting them.  By agreeing to follow these 
three rules, you are choosing to be successful not only in this course but in your life. 
 
1. Show up (Attendance).  To support my success, I choose to be punctual and attend every 
scheduled class period in its entirety. 
 
2. Participate Actively (Participation).  To support my success, I choose to stay mentally alert in 
every class, offering my best comments, questions, and answers when appropriate.  I choose to 
develop interest and enthusiasm in the subject, be involved in class activities and treat other 
members of the class with respect. 
 
3. Do Your Work (Homework).  To support my success, I choose to do my very best work in 
preparing all of my assignments and hand them in on time. 
 

 
“Yes, I have read and understand the syllabus.” 
By signing this contract and remaining in this class, I indicate that I have completely read, 
understood, and agreed to the policies in the syllabus.  I have read and I understand the items below 
(check each item to indicate you understand): 
 
 Learning Objectives for this course 
 Materials required for this course 
 My responsibility for attendance, class participation, and to officially drop if I stop attending the 
    class 
 Appropriate classroom behavior 
 Services available to students with disabilities 
 Course Assignments 
 How my performance in this class will be evaluated, including required materials, journals, 
    assignments, exams, and projects. 
 
 
 
 
Signed:  ____________________________________________ Date:  _______________ 
 
Printed name:  ____________________________________________________________ 
 
Class:  ________________________ Section #:  ___________________ 


