Three Rivers Community College
Pre-Manufacturing Certificate program
 SYLLABUS – Module #2	


MODULE TITLE:  		Workplace Skills and Communication	

TOTAL CLASS HOURS:		18

DESCRIPTION:
This module includes units on the process of writing, business correspondence, resume writing, and oral communication.  Students’ individual needs will be met by encouraging the use of real-life workplace situations in written assignments.
		
OBJECTIVES:
Students completing this module will:
· Understand the importance of professionalism and work ethic in the classroom and in business
· Understand the process of writing basic documents for business and industry
· Demonstrate an awareness of career goal setting and identification of strengths and weaknesses
· Understand the college admissions / financial aid processes

OUTCOMES:
· Prepare the student for the commitment of going to class and shop on a full-time basis
· Provide the student with the tools to realize strengths and weaknesses at this point in the career process
· Provide the student with incentives and processes to do some goal setting
· Diversity awareness
· Conduct a mock interview
· Understand the appropriate use of email within a business environment
· Customer service
· Work readiness awareness
· Understand the process of writing
· Organize and write several specific types of written communication required by business and industry
· Edit for and revise common errors of language and style
· Produce a portfolio of visually effective and well edited business correspondence, including their resume
· Introduction to College (Admissions/Financial Aid)



OUTLINE:

Lesson 1 – Introduction
Class work:
1) Introductions 
2) Syllabus / Course Overview
3) Successful student concept maps
4) Successful employee maps - workplace skills
5) Interactive communication activity 

Lesson 2 – Interviewing part I
Class work:
1) T/F interview baseline
2) Interview Power Point (first ½)
3) Itunes Podcast - Interviewing & Selling Yourself

Lesson 3 – Interviewing part II
Class work:
1) Interview Power Point (second ½)
2) Manufacturing Research Project
3) T/F interview quiz

Lesson 4 – Job packet
Class work:
1) Peer interviews
2) Mock interviews
3) Self-reflection  

Lesson 5 – Job Application
Class work:
1) Job application - ALEX
2) Resumes
3) Portfolios

Lesson 6 – Job Search
Class work:
1) Cover letter
2) Thank you letter
3) Portfolios
4) Job Search Activity
5) Evaluations / Certificates 

CLASS TEXTBOOK:	N/A


HOMEWORK:
There will be minimal homework assignments for this course, as most work will be completed in class.  It is up to the student to keep up with the assignments. 

GRADING:	
Your final grade in this course is based on the PMC standard grading policy. 

Standard Grading Policy
Grading and certification are based on the degree of success that the individual student has achieved in completing the Pre-Manufacturing Certificate program. Students are graded according to their ability and achievement, consistent with the purpose and content of the class or course.

Final Grades
Final grades will be calculated according to the following:

Attendance					10%
Homework and in-class activities		20%
Work ethics/class participation		10%
Quizzes/projects				30%
Final exam/projects				30%

Grades are based on:
· Competence as determined by tests, examinations, projects and by demonstration of meeting performance objectives.

· Daily work ethics at the college and within the classroom: behavioral standards are based on the Code of Conduct that each student signed at orientation.

· Participation in the day-to-day activities of the class

· Attendance: students who are absent (unexcused) receive a zero (0) for that day's work, including tests, quizzes, homework, and class participation.  Students who are absent (excused) are required to make up the work missed in a timely manner. Failure to make up missed work will result in zero grades for missing assignments.

· Punctuality of assignments: grades are based on the completion of assignments as determined by the quality of work done, the regularity with which they are turned in and punctuality in performing them.


[image: ] Three Rivers Community College, 2014
This work is licensed under the Creative Commons Attribution 4.0 International License. To view a copy of this license, visit http://creativecommons.org/licenses/by/4.0/.

This workforce solution was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The solution was created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership.
[bookmark: _GoBack]

2

image1.png




