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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.  

 

Student Learning Outcomes:  

1. Values and Traits 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. Job Search Plans Students will be able to identify and create the essential elements 

of an effective job search plan. 

3. Personal Qualities 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. 

 

Week 1      

 Introduction 

 Expectations 

 The spirit of work 

 Values assessment 

 Identify Your Strength and Talents 

 

Week 2      

 Get Job Ready 

 Build Soft Skills  

 Practice Teamwork 

 Improve Communication 

 Have the right attitude 

 Solving problems 

 

 

 



Week 3      

 Top Ten employer expectations  

 How to Network like a Pro 

 Use Social Media 

         

 Most common mistakes 

 Gaps in employment or little 

experience 

 How to get a Job with a Record 

    

 

Week 4    
 Resume tips  

 

 Career Center Tour 

 

Week 5        

 Resume, Cover letter, and Thank you 

notes are Due at the beginning of 

class. 

 Interviewing with ease 

 Most common questions employers ask. 

 Questions you should ask. 

 Dress for success 

     

 

Week 6 

 

 Mock Interview 

 

Week 7 
 Your first year on the job 

 Feeling confident with the boss 

 Feeling confident in the workplace 

 Learning to handle criticism 

  

 

    
       

 
 
 

 



Week 8      

 Project Professionalism 

 Financial considerations. 

 Learning to say “No” 

 Developing confidence in speaking at 

meetings 

Final! 

 

 

Grading based on class participation, and attendance. 

Grading: 

 

Resume   20 pts 

Cover letter   20 pts 

Thank you letter 20 pts 

Class Participation 15 pts 

Final    25 pts 

Total    100 pts 

 

 

 

You can be absent no more than 2 times with an excuse. 

Please be considerate and put your phone on vibrate or turn them 

off when you enter the class. 
 

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.  

 

 

 

 



ADA Statement:  

El Camino College is committed to providing educational accommodations for 
students with disabilities upon 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 


