       SOUTHERN ILLINOIS UNIVERSITY CARBONDALE

               COLLEGE OF APPLIED SCIENCES AND ARTS

                OFFICE OF OFF-CAMPUS ACADEMIC PROGRAMS

                                                                       COURSE SYLLABUS

EST 441-3 – Career Development for Electronic Managers

FACULTY:


FACULTY CONTACT:


MISSION STATEMENT:

COURSE DESCRIPTION:

A study of elements to consider when seeking employment in an electronics career field.  These elements include personal inventories and resumes, placement services and employment agencies, interviewing techniques, letters of application, references, and employment testing.  Emphasis will be placed on the roles of mentoring, membership in professional organizations, continuing education, and other opportunities for professional growth throughout a career in the electronics industry.  Each student will develop a portfolio including personal and professional information related to individual career goals.  Not for graduate credit.  Prerequisite:  Electronic Systems Technologies major or consent of department.
PREREQUISITES:

NONE
PREREQUISITE TO:

NONE

REQUIRED TEXTBOOK:

Yena, D.  Career directions (5th ed.).  Blacklick, OH:  Glencoe/McGraw Hill.

REFERENCES:

Aaron, J.E. (2006). The Little, Brown compact handbook, (7th ed.). New York: Addison-Wesley.


American Psychological Association. (2001).  Publications manual of the American 



Psychological  Association, (6th ed.).  Washington, D.C.: Author.

COURSE OBJECTIVES:

The student will be able to:


1.
Identify life and career values personally important in selecting an occupation.


2.
Develop a resume and letter of transmittal for employment in the electronics career field.


3.
Identify major job acquisition skills used in job interviews.


4.
Identify major interpersonal skills used in maintaining a job and gaining promotions.


5.
Develop a list of electronics industry employer contacts that would increase the student's job acquisition skills.


6.
Identify and apply career decision making skills.


7.
Identify areas for professional development in the electronics field to maintain and improve technical and professional skills.

   8. 
Identify and apply an appropriate professional code of ethics, as it applies to the electronics field.

TOPICAL OUTLINE:








PERCENTAGES:


I.
Self Appraisal
20%     



A.
Career goals



B.
Career values and selection



C.
Leadership style



D.
Job satisfaction


II.
External Job Prospects
20%     



A.
Job search planning



B.
Employer contracts



C.
Sources of information and assistance


III.
Job Search/Interviewing
20%     



A.
Resumes, briefs, and letters



B.
Job interviewing


IV.
Adjusting to the World of Work
20%     



A.
Transition from student to professional



B.
Professionalism



C.
Ethics

V.
Professional Development
20%     



A.
Maintaining certifications



B.
On-going technical training



C.
Professional journal



D.
Short and long range professional goals



E.
Communication skills

ATTENDANCE:

The faculty of Southern Illinois University Carbondale affirm the importance of prompt and regular attendance on the part of all undergraduate students. Quality instruction clearly depends upon active student participation in the classroom or its equivalent learning environment. This concept is further expounded upon in the Southern Illinois Carbondale Catalog.


Students who officially register for a session may not withdraw merely by discontinuing attendance.  Students who wish to withdraw from all courses must notify their local program advisor, in writing, that they wish to withdraw from the University.  The process of withdrawal starts with the student.  Students who stop attending and do not officially withdraw will be assigned a grade of “WF” (failure) and will be liable for the cost of the course or courses not attended.

STUDENT ASSIGNMENTS AND EXAMINATIONS:

Weekend  #1

Saturday:   Read Chapters 1-5,7.  Class discussion and instructor presentation of 

                   course overview and Types of Resumes.

Sunday:     Continued discussion of resume preparation and course requirements.

                   Individual conferences with students regarding their 1st DRAFT of your one 

                   page resume.  BRING 2 COPIES of your resume and the job advertisement

                   you located on the web.

Weekend #2

Saturday:   Read Chapters 6,8,12-14.  Class discussion on Job Search Strategies and 

                   Cover Letters.

Sunday:      Discussion of the integration of the Resume and the Cover Letter. 

                   Individual conferences regarding; REVISED Resume, DRAFT Cover Letter, 

                   Draft Job Search Plan.  Bring 2 COPIES of everything.

Weekend #3

Saturday:   Read Chapters 9-11.  Class discussion on interviewing preparation and 

                   techniques.  Discussion on salary negotiations and prep for Sunday

                   interviews.

  0800         Hand in final copies of Resume, Cover Letter, Job Search Plan and Interview

                   Portfolio (Detailed Work History, Detailed Education & Training and 

                   References).  One copy of each on BOND PAPER.  All material is expected

                   to be letter perfect with NO typos or grammatical errors.  One point deduction

                   for each error.

Sunday:     0800 Quiz  - 10 – 20  item fill in the blank, if I can’t read your writing, it’s wrong.  

                  Conduct mock interviews.

GRADING:

Resume……………………………………………25%                         90-100  = A

Cover Letter……………………………………….25%                         80- 89   = B

Job Search Plan & Interview Portfolio……………25%                         70- 79   = C

Class Participation & Attendance…………………10%                         60- 69  =  D

Quiz………………………………………………..15%                          0- 59   =  F

Incomplete (INC): An INC is assigned when, for reasons beyond their control, students engaged in passing work are unable to complete all class assignments. Students are required to apply, in writing, to the faculty member for an INC. Applications for an Incomplete grade are available from the SIUC office. If the application is approved by the faculty member and should the student fail to complete the course within the time period designated by the faculty member, not to exceed one year, or graduation, whichever occurs first, the Incomplete will be converted to a grade of F and the grade will be computed in the student’s grade point average.

WF: Failure. A grade of WF will be awarded to students who do not officially withdraw from class, cease attending the class, and fail to complete requirements for the course. When awarding a WF, the faculty member will note the date/time of the student’s last date of attendance/participation. 

Course Drops: Students officially drop courses through the program change process. This process is done with the Program Advisor. Unless a student has processed an authorized drop from the course by the published Add/Drop Date, the student will not be allowed to drop the course. It is the student’s responsibility to ensure that the drop process is officially completed. It is probable that a student who does not drop by the Add/Drop Date, but stops attending/participating during the second half of the course, will be awarded a grade of WF.

Safety Instructions:

Instructors will provide guidance and direction to students in the classroom in the event of an emergency affecting your location.  It is important that you follow these instructions and stay with your instructor during an evacuation or sheltering emergency.  If you are located on a military installation, and depending on the type emergency, a senior military member may take control of the situation and direct you on the action to take.  Please follow their instructions and do as asked.  Similarly, if you are at a community college, their security personnel may arrive and take control of a situation, please follow their instructions as well.

Academic Dishonesty Policy:  
Students may be subject to disciplinary proceedings resulting in an academic penalty or disciplinary penalty for academic dishonesty.  Academic dishonesty includes, but is not limited to, cheating on a test, plagiarism, or collusion.

ADA Statement for Students Requiring Special Accommodations:  
As per Section 504 of the Vocational Rehabilitation Act of 1973 and the American Disabilities Act (ADA) of 1990, if accommodations are needed, inform your instructor as soon as possible.  

Mr. Lee Kern					cell 618-315-8878


707 N. Broadway				lkernjr@gmail.com


Salem, IL 62881





Students may call from 8:00am – 10:00pm, or e-mail at any time. 





 “Students who are absent from more than one-third (1/3) of a course’s instructional hours will seriously jeopardize 


  their grade for the course”.  


 


  Students are expected to be on time and prepared to participate in class discussions on material contained in 


  chapters outlined in the syllabus.  Any absence must be communicated to the Instructor ASAP with a plan to make 


  up the required work.  Five (5) points will be deducted from the overall grade if this policy is not followed.
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