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COURSE DESCRIPTION  

This course emphasizes the foundational information to develop knowledge and skills to prepare individuals for employment following completion of technical and academic programs.  At the conclusion of this course, students will have knowledge and skills relevant to work ethic, communication, resume writing, job interviewing, dress and appearance, behavior, problem solving, decision making, and project management.  

CREDIT HOURS
Theory
  

3 credit hours  

Lab



0 credit hour  

Total



3 credit hours

NOTE: Theory credit hours are a 1:1 contact to credit ratio.  Programs may schedule practical lab hours as 3:1 or 2:1 contact to credit ratio; Clinical hours are 3:1 contact to credit ratio; and Preceptorships may be scheduled as 3:1 (P3) or 5:1 (P5) (Ref Board Policy 705.01).

PREREQUISITE COURSES 
Determined by college unless stated otherwise.

CO-REQUISITE COURSES 
Determined by college unless stated otherwise.

INDUSTRY COMPETENCIES:
· Comprehend the need for positive work ethics in the workplace.
· Demonstrate effective communication skills
· Demonstrate effective problem solving skills.
· Comprehend the need for preventing workplace violence.
· Comprehend elements of goal setting.
· Demonstrate effective job preparation skills. 
· Comprehend the need for Diversity in the workplace.
· Comprehend interpersonal skills applicable in the workplace
· Comprehend the need for team member training in the workplace.
· Comprehend the need for the appropriate use of time management techniques in the workplace.
· Demonstrate effective decision making skills.
· Comprehend the need for sexual harassment prevention in the workplace.
· Comprehend the need for conflict management skills in the workplace.
INSTRUCTIONAL GOALS

· Cognitive – Comprehend foundational knowledge of issues related to personal and professional success in the workplace.
· Psychomotor – apply foundational knowledge of issues related to personal and professional success in the workplace.
· Affective – Value the importance of positive work ethic and interpersonal relations.
STUDENT OBJECTIVES

Condition Statement:  Unless otherwise indicated, evaluation of student’s attainment of objectives is based on knowledge gained from this course.  Specifications may be in the form of, but not limited to, cognitive skills diagnostic instruments, manufacturer’s specifications, technical orders, regulations, national and state codes, certification agencies, locally developed lab/clinical assignments, or any combination of specifications.

STUDENT LEARNING OUTCOMES
	Module A – Positive Work Ethics 

	Professional Competencies
	Performance Objectives
	KSA

	A1.0 
Comprehend the need for positive work ethics in the workplace.
	A1.1
This competency is measured cognitively.
	2

	Learning Objectives 

	A1.1.1
Explain consistent punctuality and attendance. 

A1.1.2
Identify examples of regular attendance, punctuality, diligence, and honest qualities demonstrating dependability.
A1.1.3
Describe loyalty, respect, and effective strategies for dealing with one’s boss.
A1.1.4
Describe the appropriate use of social media in industry.
A1.1.5
Explain the need to properly document attendance as prescribed standards.
A1.1.6
Explain the need for maintaining confidentiality and sensitivity of company information.
A1.1.7
Identify examples of productive workplace cooperation.
A1.1.8
Identify appropriate strategies for avoiding involvement with personal problems and gossip in the workplace.
A1.1.9
Identify responsible behavior in the workplace.
A1.1.10
Identify examples of initiative in the workplace.
A1.1.11
Identify appropriate dress and hygiene for the workplace.
A1.1.12
Identify behaviors that demonstrate good judgment in separating work and personal life.
A1.1.13
Identify appropriate strategies to use when asking for time off, a raise, or more responsibility at work.
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	Module A Topics:

· Punctuality and attendance 

· Demonstrating dependability

· Loyalty, respect, and dealing with one’s boss(es)

· Social media in industry

· Attendance 
· Confidentiality and sensitivity of company information

· Productive workplace cooperation

· Avoiding personal problems and gossip in the workplace

· Responsible behavior in the workplace

· Initiative in the workplace

· Appropriate dress and hygiene for the workplace

· Separating work and personal life

· Time off, raises, and more responsibility 




	Module B – Effective Communication Skills

	Professional Competencies
	Performance Objectives
	KSA

	B1.0
Demonstrate effective communication skills.
	B1.1
This competency is measured cognitively.
	3

	Learning Objectives 

	B1.1.1
Describe how to improving listening skills.
B1.1.2
Construct effective written communication.
B1.1.3
Describe the gap between intended and actual communication.
B1.1.4
Explain the importance of communication time and timeliness.
B1.1.5
Explain how perception affects communication.
B1.1.6
Describe how to separate fact from inference.
B1.1.7
Describe the communication process.
B1.1.8
Identify methods for getting the receiver’s attention.
B1.1.9
Explain techniques for overcoming barriers.
B1.1.10
Describe the A.C.T. of listening (Attending, Considering, Talking).
B1.1.11
Explain how to clearly communicate ideas in front of a group.
B1.1.12
Describe the impact of nonverbal messages.
B1.1.13
Identify appropriate industrial writing (use appropriate language, spelling, and stick to the specifics).
B1.1.14
Explain the encoding process.
B1.1.15
Explain the influence of space and geography on communication.
B1.1.16
Describe methods for getting the receiver’s attention.

B1.1.17
Identify misconceptions about listening.
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	Module B Topics:

· Improving Listening Skills

· Effective written communication
· The gap between intended and actual communication

· Communication time and timeliness

· How perception affects communication
· Separating fact from inference

· The communication process

· Getting the receiver’s attention

· Techniques for overcoming barriers

· The A.C.T. of listening (Attending, Considering, Talking)
· Group communication
· Nonverbal messages

· Industrial writing 
· The encoding process

· The influence of space and geography

· Getting the receiver’s attention
· Misconceptions about listening


	Module C – Problem Solving Skills

	Professional Competencies
	Performance Objectives
	KSA

	C1.0
Demonstrate effective problem solving skills.
	C1.1
This competency is measured cognitively.
	
3

	Learning Objectives 

	C1.1.1
Describe the reflective problem solving process.
C1.1.2
Differentiate between various problem solving tools. 

C1.1.3
Describe the elements of creative thinking.
C1.1.4
Discuss barriers to creative thinking.
C1.1.5
Explain the creative thinking process.
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	Module C Topics:

· Reflective problem solving process

· Problem solving tools 

· Elements of creative thinking

· Barriers to creative thinking

· The creative thinking process




	Module D – Preventing Workplace Violence

	Professional Competencies
	Performance Objectives
	KSA

	D1.0 
Comprehend the need for preventing workplace violence.
	D1.1
This competency is measured cognitively.
	1

	Learning Objectives 

	D1.1.1
Identify measures you can take to prevent workplace violence.
D1.1.2
Identify the warning signs that lead to actual workplace violence.
D1.1.3
Describe the actions an employee must take if he/she notices another employee with the warning signs.
D1.1.4
Define workplace violence.
D1.1.5
Identify the stages of violence.
D1.1.6
Identify the different categories of threats that may lead to workplace violence.
D1.1.7
Identify the various causes of workplace violence.
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	Module D Topics:

· What You can do to Prevent Workplace Violence

· Recognizing the warning signs of workplace violence

· Knowing the actions an employee must take if he/she notices another employee with the warning signs

· Workplace violence defined
· Stages of violence

· Categories of threats that may lead to workplace violence

· Causes of workplace violence




	Module E – Goal Setting 

	Professional Competencies
	Performance Objectives
	KSA

	E1.0
Comprehend elements of goal setting.
	E1.1
This competency is measured cognitively.
	2

	Learning Objectives 

	E1.1.1
Describe the process of setting S.M.A.R.T. Goals (Specific, Measurable, Agreed Upon, Realistic, Timed).
E1.1.2
Define goal setting.

E1.1.3
Identify the benefits of setting goals.

E1.1.4
Explain how goal setting can go wrong.
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	Module E Topics

· Setting S.M.A.R.T. goals (Specific, Measurable, Agreed Upon, Realistic, Timed)
· Goal setting defined
· Benefits of goal setting
· Where goal setting can go wrong


	Module F – General Employability Skills

	Professional Competencies
	Performance Objectives
	KSA

	F1.0
Comprehend appropriate professional dress etiquette. 
	F1.1
Demonstrate appropriate dress for a job interview.


	2

	F2.0
Comprehend appropriate resume and job interview skills and techniques.
	F2.1
Develop an effective resume.

	2

	Learning Objectives 

	F1.1.1
Explain the generally accepted rules for appropriate dress.
F1.1.2
Explain techniques for making a good impression.
F1.1.3
Identify apparel not appropriate for a professional environment.
F1.1.4
Describe appropriate grooming tips and techniques.
F1.1.5
Identify appropriate dress tips for men.
F1.1.6
Identify appropriate dress tips for women.
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	F2.1.1
Explain interview preparation techniques.
F2.1.2
Identify resume essentials.
F2.1.3
Explain appropriate resume content.
F2.1.4
Identify techniques for a resume check-up.
F2.1.5
Identify various types of resumes.
F2.1.6
Explain how to prepare for interview questions.

F2.1.7
Describe techniques for handling improper questions.
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	Module F Topics:

· Appropriate Dress

· General rules for appropriate dress

· Making a good impression

· What not to wear

· Grooming tips

· Dress tips for men

· Dress tips for women

· Job Application

· Preparing or an interview

· Resume essentials

· Resume content

· Resume check-up

· Types of resumes

· Interview questions
· Handling improper questions


	Module G – Diversity

	Professional Competencies
	Performance Objectives
	KSA

	G1.0 
Comprehend the need for Diversity in the workplace.
	G1.1
This competency is measured cognitively.
	2

	Learning Objectives 

	G1.1.1
Explain techniques for influencing people to work together.
G1.1.2
Define diversity.
G1.1.3
Differentiate between “common ground” and “sameness”.
G1.1.4
Identify barriers to reaching common ground.
G1.1.5
Identify characteristics of a diverse workplace.
G1.1.6
Determine the importance of a diverse workplace.
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	Module G Topics:

· Influencing people to work together

· Diversity defined

· Common ground and sameness
· Barriers to reaching common ground

· Characteristics of a diverse workplace

· Importance of a diverse workplace




	Module H – Interpersonal Skills

	Professional Competencies
	Performance Objectives
	KSA

	H1.0
Comprehend interpersonal skills applicable in the workplace.
	H1.1
This module is measured cognitively.
	2

	Learning Objectives 

	H1.1.1
Explain the importance of constructive criticism.
H1.1.2
Explain the need for understanding human nature.
H1.1.3
Describe techniques for making a good impression.
H1.1.4
Describe techniques for making people feel important.
H1.1.5
Explain how to agree when you really disagree.
H1.1.6
Explain how to be convincing in a position.
H1.1.7
Explain the importance of delivering a pat on the back.
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	Module H Topics:
· Importance of constructive criticism

· Understanding human nature

· Making a good impression

· Making people feel important

· Agreeing when you really disagree

· Convincing people to say yes to you

· Delivering a pat on the back




	Module I – Team Member Training

	Professional Competencies
	Performance Objectives
	KSA

	I1.0 
Comprehend the need for team member training in the workplace.
	I1.1
This competency is measured cognitively.
	3

	Learning Objectives 

	I1.1.1
Describe the importance of collaboration to enhance goal accomplishment.
I1.1.2
Identify team member attributes that enhance goal accomplishment.

I1.1.3
Predict the impact of the team on goal accomplishment based on given scenarios.
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	Module I Topics:

· Importance of collaboration 
· Team member attributes that enhance goal accomplishment
· Team impact on goal accomplishment 


	Module J – Time Management

	Professional Competencies
	Performance Objectives
	KSA

	J1.0 
Comprehend the need for the appropriate use of time management techniques in the workplace.
	J1.1
This competency is measured cognitively.
	2

	Learning Objectives 

	J1.1.1
Identify time management techniques that contribute to accomplishing goals.
J1.1.2
Explain how to develop personal goals and objectives for the short and long-term.
J1.1.3
Describe how to stay task oriented.
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	Module J Topics:

· Time management techniques
· Short and long-term goals and objectives 
· Task orientation


	Module K – Decision Making Skills 

	Professional Competencies
	Performance Objectives
	KSA

	K1.0
Demonstrate effective decision making skills.
	K1.1
This competency is measured cognitively.
	
3

	Learning Objectives 

	K1.1.1
Define decision making.
K1.1.2
Identify various types of decisions.
K1.1.3
Explain the process for who makes a decision.

K1.1.4
Explain the nature of change.
K1.1.5
Determine the most appropriate decision based on facts provided.
K1.1.6
Identify adverse consequences that may impact the decision.
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	Module K Topics:
· Define decision making

· Types of decisions
· Deciding who should decide

· The nature of change

· Fact based decisions

· Adverse consequences impacting a decision




	Module L – Preventing Sexual Harassment

	Professional Competencies
	Performance Objectives
	KSA

	L1.0 
Comprehend the need for sexual harassment prevention in the workplace.
	L1.1
This competency is measured cognitively.
	2

	Learning Objectives 

	L1.1.1
Define sexual harassment.
L1.1.2
Explain what you should do if you are harassed.
L1.1.3
Determine the company and the individual liability in given sexual harassment scenarios.
L1.1.4
Identify verbal and non-verbal behaviors that may indicate sexual harassment.
L1.1.5
Identify actions an employee should take if they feel they are being sexually harassed.
L1.1.6
Identify subtle sexual harassment in the workplace.
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	Module L Topics:

· Sexual harassment defined
· What to do if you are harassed

· Determining the company and the individual liability 

· Recognizing verbal and non-verbal sexual harassment

· What to do if you are being sexually harassed

· Subtle sexual harassment




	Module M – Conflict Management

	Professional Competencies
	Performance Objectives
	KSA

	M1.0 
Comprehend the need for conflict management skills in the workplace.
	M1.1
This competency is measured cognitively.
	3

	Learning Objectives 

	M1.1.1
Define conflict management.
M1.1.2
Identify sources of conflict.
M1.1.3
Describe the pattern of conflict.
M1.1.4
Describe levels of conflict.
M1.1.5
Discuss conflict outcomes and resolution strategies.
M1.1.6
Identify the different conflict resolution styles used in scenarios.
M1.1.7
Explain how appropriate conflict resolution styles enhance effectiveness.
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	Module M Topics:

· Defining conflict management

· Sources of conflict

· Knowing the pattern of conflict

· Levels of conflict

· Conflict outcomes and resolution strategies
· Conflict resolution styles 


LEARNING OUTCOMES Table of specifications

The table below identifies the percentage of learning objectives for each module.  Instructors should develop sufficient numbers of test items at the appropriate level of evaluation. 
	
	Limited Knowledge and Proficiency
	Moderate Knowledge and Proficiency
	Advanced Knowledge and Proficiency
	Superior Knowledge and Proficiency

	KSA
	1
	2
	3
	4

	Module A
	69%
	23%
	8%
	

	Module B
	
	53%
	47%
	

	Module C
	
	
	100%
	

	Module D
	86%
	14%
	
	

	Module E
	50%
	25%
	25%
	

	Module F
	31%
	46%
	23%
	

	Module G
	33%
	33%
	33%
	

	Module H
	
	100%
	
	

	Module I
	33%
	
	66%
	

	Module J
	33%
	66%
	
	

	Module K 
	33%
	17%
	50%
	

	Module L
	33%
	33%
	33%
	

	Module M
	28.5%
	28.5%
	43%
	


	Learner’s Knowledge, Skills and Abilities

	Indicator
	Key Terms
	Description

	1
	Limited Knowledge and Proficiency
	· Recognize basic information about the subject including terms and nomenclature.

· Students must demonstrate ability to recall information such as facts, terminology or rules related to information previously taught.  

· Performs simple parts of the competency.  Student requires close supervision when performing the competency.

	2
	Moderate Knowledge and Proficiency
	· Distinguish relationships between general principles and facts. Adopts prescribed methodologies and concepts.

· Students must demonstrate understanding of multiple facts and principles and their relationships, and differentiate between elements of information.  Students state ideal sequence for performing task. 

· Performs most parts of the competency with instructor assistance as appropriate.

	3
	Advanced Knowledge and Proficiency
	· Examines conditions, findings, or other relevant data to select an appropriate response.  

· The ability to determine why and when a particular response is appropriate and predict anticipated outcomes. 

· Students demonstrate their ability to seek additional information and incorporate new findings into the conclusion and justify their answers.

· Able and willing to perform tasks independently.

	4
	Superior Knowledge and Proficiency
	· Assessing conditions, findings, data, and relevant theory to formulate appropriate responses and develop procedures for situation resolution. Involves higher levels of cognitive reasoning. 
· Requires students to formulate connections between relevant ideas and observations. 

· Students apply judgments to the value of alternatives and select the most appropriate response. 

· Can instruct others how to do the competency.

· Performs competency quickly and accurately.

	A
	Affective Objective
	· Describes learning objectives that emphasize a feeling tone, an emotion, or a degree of acceptance or rejection.  
· Objectives vary from simple attention to selected phenomena to complex but internally consistent qualities of character and conscience. 
· Expressed as interests, attitudes, appreciations, values, and emotional sets or biases.
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