UT|D

Course Syllabus

Courselnformation
Course number: 1SAH 4v88.003 Careersfor ATEC Students
Meetingtimes: Tuesdays 10:30 — 11:20 am

Term: Spring 2008

Location: MC 1.608 Career Seminar Room

Professor Contact | nfor mation

Professor’snames. TaraN. Riall M.Ed Mickey Choate, MS, LPC

Phone number: 972.883.4331 972.883.4270

Email: tararial @utdallas.edu mickey.choate@utdallas.edu
(NOT through WebCT)

Officelocation: ATEC 1.704 Career Center - MC 1.312

Office hours. Monday — Friday by appointment

Other information: The best waysto reach me aredirect email or by phone (not through
WEBCT). Please put the course namein your subject line and include
your first and last namein your message. | do not reply to anonymous phone
or email messages.

Course Prerequisites, Co-requisites, and/or Other Restrictions
There are no pre-requisites, co-requisites, and/or other restrictions. This course isopen to
students at all academic levels.

IMPORTANT NOTE: A great deal of thiscourseinvolvesexploring resources available on the
internet. Thismay not be the course for you if you do not have accessto areasonably fast and
reliable internet connection. Studentsarerequired toregister with the Career Center using
UTD Career Workstoaccessweekly assignment postings. There are also several career
exploration programs and employer databases accessed for the class. Students are required to
accessUTD Library eBooksthrough a UTD Net access account.

There are 10 computerswith internet access availablefor studentsto usein the Career Center.

Course Description

The primary objective of thisone hour credit courseisto provide students with assistancein
making effective career decisions. Thiswill be accomplished through the use of career
assessments, informational interviews, development of a network, and career plan, aswell as both
practical and theoretical readingsand exercises. Studentswill prepare cover letters, resumes,
portfolios and/or demo reels, develop effectiveinterviewing skills, explore networking, and job
search techniques. Courseinformation will be conveyed through readings, homework
assignments, internet searches, discussions, guest speakers, in-class exercises, presentations, and
group discussions.
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Student L ear ning Obj ectives/Outcomes

Undergraduate degree program learning goal s embedded in this course and the assessment
techniquesare summarized below:
e Studentswill explore and definetheir areaof interest within ATEC through assessment
and self-reflection.
e Studentswill be ableto write clearly, correctly, and concisely (resumes, cover letters,
reaction statements, and final project).
e Studentswill have avisual networking map, portfolio and/or demoreel.
Studentswill be ableto effectively present information through aclass presentation
(PowerPoint presentation summarizinginformational interview).

Course Objectives:

1. Sdf-Assessment — Studentswill identify personal interests, values, and skillsthat will
assist them with occupational exploration and career devel opment throughout their lives.
Thisincludesthe completion of formal andinformal career assessments and sel ected
computer guidance program modul es.

2. Occupational Exploration — Studentswill explore possible career pathways
through the collection and analysis of occupational information. Media used for
data collection include written material, internet sites, informational interviewing
and use of various other resources asidentified by theinstructor. Students will
participate in an informational interview with at least one personin afield that
they areinterested in learning more about. Thisinformation will be incorporated
into the class presentation and final project.

3. Job Search Strategies— Studentswill become aware of and learn how to utilize
variousjob search strategies. These strategieswill include, but not be limited to,
traditional networking, electronic networking, unsolicited inquiry, classifieds, job
banks, aswell as services provided by the Career Center. Studentswill develop
professional resumes, cover letters, and thank you letters.

4. Interviewing Approaches — Studentswill learn about variousinterview stylesand
formatsincluding behavioral and targeted sel ection interviewing, group interviews,
phoneinterviews, and caseinterview methods. Developing effectiveinterview strategies
will be reinforced through the participation in a video practiceinterview with a Career
Center staff member.

CourseDeliverables
Career plan
Resume, cover letter, portfolio and/or demo reel and networking correspondence
Interviewing skills
Job search skills
Presentation skills

Required Textbooksand M aterials
Borchard, Bonner, and Musich, 9" Edition. “Y our Career Planner”
Dubuque, IA: Kendall/Hunt Publishing Company
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Additional readings may be required and will be provided as needed.

Students arerequired to create afree UTD CareerWorks account to access weekly assignment
postings. Go to www.utdallas/career/ and click on the UTD CareerWorks logo to begin the
registration process.

Additional Resour ces
Thefollowing assessments and computer resourceswill be provided to you by the Career Center.

Career Assessments Informal Career Assessments
¢Self-Directed Search oSkillsIdentification Exercise
eStrong Interest Inventory oV alues Clarification Exercise
eMyers-Briggs Type Indicator ePersonal Descriptors Exercise
Occupational I nfor mation Softwar e Systems Employer/Industry Research
eeChoices(internet version) Resour ces

¢SIGI 3 (internet version) eCareerSearch (internet version)
eThe Vocational Biographies (internet version) eVault (internet version)

Suggested CourseM aterials
None required

Assignments& Academic Calendar

January 8: First classday

February 29: Mid-term grades must be posted by 10:00 am
March 7: L ast day towithdraw with WP/WF

April 28: Last classday

May 14: Final gradesmust beposted by 10:00 am

The Syllabus and Course Outline are intended to be aguidelinefor the course. | reserve theright
to make modificationsin the content, schedul e and requirements as necessary, to accommodate
changing needs during the semester and to promote the best educational experiencefor all
students. Any changeswill becommunicatedin class and on the UTD CareerWorksweb site.
Please contact meif you have questions about some aspect of course activities or requirements.

Theweekly reading assignmentsand specific activitieswill beposted totheUTD
CareerWorksResourceLibrarywithin thefolder labeled | SAH 4v88 Careersfor ATEC
Students. Youwill need to create afree UTD Career Works account by going to
www.utdallas.edu/career/ and clicking on the UTD CareerWorkslogo to begin the process. You
do not need to upload aresume at thistime.
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Tentative CourseOutline

L earning Obj ectives
By the end of the course students should...
have anetwork in progress
have aresume, demo reel and/or portfolio
have decided on an area of interest
have knowledge of various options
have self knowledge

Tuesday Jan. 8
Class 1- Syllabus, “If | had aMillion Dollars” — Lottery exercise, Motivation to work,
The Career Shift.
Decide - Blog: response to one blog using Blogger, each have own blog, or Facebook?
Assignment: Read chapter one and two. Complete and bring to next classthe Strong
Interest Inventory, and Student Information Sheet.
Blog reflection on what your goalsfor thisclassare.

Tuesday Jan. 15
Class 2 — Guest Speaker: Chip Wood — “ATEC Industry & Networking”
Assignment: Read Chapter three and complete exercises, Bring Strong I nterest Inventory
Blog reflection on guest speaker.

Tuesday Jan. 22
Class 3— Guest Speaker: Todd Fechter —* Resumes, Portfolios and Demo Reels’
Assignment: Read chapter four and complete exercises. Complete MBTI. Blog
reflection on guest speaker.

Tuesday Jan. 29
Class 4 — Guest Speaker: Garman Herigstad —* Freelancing”
Assignment: Read chapter fiveand six. Completeexercises and Self-Directed Search.
Reflection blog on guest speaker. Bring all assessment teststo next class.

Tuesday Feb. 5
Class 5 - Career Assessment I nterpretation
Assignment: Read chapter seven. Blog reflection on career assessments

Tuesday Feb. 12
Class 6 — Guest Speaker: John Fowler
Assignment: Skim chapter eight, read chapter nine and complete exercises.
Blog reflection on guest speaker.

Tuesday Feb. 19
Class 7 — Guest Speaker: Gearbox - Allison Berryman
Assignment: Glance at chapter ten, read chapter eleven. Blog reflection on guest
speaker

Tuesday Feb. 26

Class 8 — Guest Speaker: Rhythm and Hues
Assignment: Blog reflection on guest speaker
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Tuesday March 4
Class 9— Interviewing
Assignment: Mock interview. Blog reflection on interviewing

Tuesday March 18
Class 10 - Guest Speaker: Reel FX -
Assignment: Blog reflection on guest speaker

Tuesday March 25
Class 11 - Y our Job search Strategy

Tuesday April 1
Class 12 —Informational Interview Presentation and Paper

Tuesday April 8
Class 13 —Informational Interview Presentation and Paper

Tuesday April 15
Class 14 —Informational Interview Presentation and Paper
Final Portfolio Due: including; resume, cover letter, final paper, networking chart, and
portfolio and/or demo reel
Evaluation

Tuesday April 22
End of Semester Day

CourseGrading:

A. ClassAssignments. Therewill be outside and inside class assignments.
Course documents can be printed or saved to your computer. All work must betyped
unlesstold otherwise, using one-inch margins, double-spaced, with 12-14 font. Assignments
will be evaluated on content, quality, neatness, punctuation, spelling, grammar, and
participation.

B.ClassAttendance/Par ticipation:
Attendance is mandatory. It is necessary that you attend class. Much of this classinvolves
participation, in addition to having the benefit of outside speakers share their experiences and
knowledge with you. Attendanceistaken at each class meeting. Excused absences arethose
required for UTD sponsored eventsrequiring the sponsor of the event to provide youwith a
formto giveto your professorsprior to the event.

Morethan 2 absenceswill result in failureof the class.

CourseRequirementsand Grading Points
Career Assessments 300
Blog Reflections (10 points each) 100
Networ king Exer cise 100
Resume, cover letter, portfolio/demoreel 300
Mock interview 100
Informational inter view paper and presentation 200
Final paper 100
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Total 1200

Grading Scale

1200 A+ 876 — 923 C

1116-1199 A 840 — 875 C-

1080 - 1115  A- 804 — 839 D+

1044-1079 B+ 756 — 803 D
996-1043 B 720 - 755 D-
960 — 995 B- Below 720 F

924 — 959 C+

Course & Instructor Policies

Late Work:

Latework will not be accepted. Assignments are always due at the beginning of each class;
whether or not you are ableto attend. Please note that doing work for other classes does not
constitute avalid reason for not compl eting assignments. Missing classis not an excuse for
failing to turnin homework or assignments. Y ou may either email your assignmentsto meor turn
them in at the beginning of class. Notethe due datesfor all assignments postedto UTD
CareerWorks and plan accordingly in budgeting your time.

M ake-up Assignments/Exams:
In-class work cannot be made up.

Extra Credit:
There will be no extracredit work.

Classroom Citizenship:

Technology Policy — Cell phones must be turned off during class. Laptops may be used during
lectures but must be put away during discussions. Surfing theinternet during classand
presentationsisinconsiderate to presenters and will negatively affect your grade.

Classroom Conduct — | expect students to be attentive during class. Studying for other classes,
reading newspapers, & sleeping will not betolerated. | expect studentsto be respectful of the
views of others. Common courtesy is appreciated with no name-calling, swearing, or

raci st/sexist/homophobic statements. If you are having a problem with another student, please
discussit with me.

Rationalefor CoursePalicies:

These policies may seem stricter than usual. Basically, we only meet once per week for 50
minutes, and we have 14 weeks to cover agood amount of material. Unlike aregular class—in
which failureto know the material simply resultsin apoor grade — failure to master the policies
of the Career Center may |lead to poor job performance or inappropriate behavior with employers.
Therefore, | do al that | can to make surethat you understand everything about careersthrough
this course.

Aswewill discuss during thefirst class, you need to think of yourself asan employeein thisclass

as opposed to being a student. Likewise, think of me asyour supervisor instead of asyour
instructor or professor: Thiswill make the course good practicefor your first professional job.
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Assignments: - Below isabrief overview on the basic objectives of each major assignment. More
detailed descriptionswill be posted on CareerWorks.

Career Assessments

(worth 300 points) - Strong I nterest Inventory, MyersBriggs Type I ndicator, Self-Directed
Search. Toreceivefull credit each assessment test must be completed, scored, and brought to
class on the day we will bediscussing career assessments.

Blog Reflections

(worth 10 pointseach, 100 pointspossible) — Entrieswill reflect on personal responseto, and
analysisof topicsand information heard by guest speakers and on other topics covered within the
class.

Networking Exer cise

(worth 100 points) — Studentswill create anetworking map to chart their known network and
networking goals. A final map with be turned in which will indicate the networking goals
reached and yet to be reached.

Resume, cover letter, portfolio/demor eel

(worth 100 points each, 300 points possible) — Studentswill turnin afinal draft of acover
letter, resume, and portfolio/demo reel on thelast day of class. Each component should be started
early in the semester to ensure aperfected final draft. Students should utilize the Career Center
staff.

Mock interview
(worth 100 points) — Each student will schedule and complete amock interview through the
Career Center.

Informational inter view paper and presentation

(worth 200 points) — Studentswill conduct an I nfor mational Inter view with the per son/sof
their choice. A two page paper evaluatingtheir experiencewill beturned in theday of the
presentation.

Final paper
(worth 100 points) — Thefinal paper will summarizeyour course experience and will incorporate
various components.

Good Luck!
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THEUNIVERSITY OF TEXASAT DALLASPOLICIESAND RULES

UTD Writing Lab

Writing related assistance and resources are avail abl e through the L earning Resource
Center’ s Writing Lab located on the second floor of the McDermott Library Buildingin
Room MC 2.402 The Writing Lab isopen Monday through Thursday from 9:00 am.

until 8:00 p.m and Friday from 9:00 a.m. to 5:00 p.m. for appointments. The phone number
i$972.883.6707.

Field Trip Policies

Off-campus|Instruction and CourseActivities

Off-campus, out-of-state, and foreign instruction and activities are subject to state law and
University policiesand proceduresregarding travel and risk-related activities. Information
regarding these rules and regulations may be found at the website address

http://www.utdall as.edu/BusinessAffairs/Travel_Risk_Activities.htm. Additional informationis
available from the office of the school dean. Below isadescription of any travel and/or risk-
related activity associated with thiscourse.

Sudents arerequired to turn in the signed University’s Release and
Indemnification Agreement form to the instructor or Internship Coordinator prior
to participating in the internship.

Student Conduct & Discipline

The University of Texas System and The University of Texasat Dallas have rules and regulations
for the orderly and efficient conduct of their business. It isthe responsibility of each student and
each student organi zation to be knowledgeabl e about the rules and regul ationswhich govern
student conduct and activities. General information on student conduct and disciplineis
contained inthe UTD publication, A to Z Guide, whichisprovided to all registered studentseach
academicyear.

The University of Texasat Dallas administers student discipline within the procedures of
recognized and established due process. Procedures are defined and described inthe Rules and
Regulations, Board of Regents, The University of Texas System, Part 1, Chapter VI, Section 3,
andinTitleV, Ruleson Student Servicesand Activitiesof theuniversity’ s Handbook of
Operating Procedures. Copiesof these rulesand regulations are availableto studentsin the
Office of the Dean of Students, where staff membersare availableto assist studentsin
interpreting therulesand regulations (SU 1.602, 972/883-6391).

A student at the university neither losesthe rights nor escapesthe responsibilities of citizenship.
He or sheisexpected to obey federal, state, and local lawsaswell asthe Regents' Rules,
university regulations, and administrativerules. Studentsare subject to disciplinefor violating
the standards of conduct whether such conduct takes place on or off campus, or whether civil or
criminal penaltiesareaso imposed for such conduct.

Academiclntegrity

Thefaculty expectsfromits studentsahigh level of responsibility and academic honesty.
Because the value of an academic degree depends upon the absol ute integrity of the work done by
the student for that degree, it isimperative that a student demonstrate a high standard of
individual honor in hisor her scholastic work.

Scholastic dishonesty includes, but isnot limited to, statements, actsor omissionsrelated to

applicationsfor enrollment or the award of adegree, and/or the submission asone’ sown work or
material that isnot one’sown. Asageneral rule, scholastic dishonesty involvesone of the
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following acts: cheating, plagiarism, collusion and/or falsifying academic records. Students
suspected of academic dishonesty are subject to disciplinary proceedings.

Plagiarism, especially from the web, from portions of papersfor other classes, and from any other
sourceisunacceptable and will be dealt with under the university’ s policy on plagiarism (see
general catalog for details). Thiscoursewill usethe resources of turnitin.com, which searchesthe
web for possible plagiarism and is over 90% effective.

Email Use

The University of Texasat Dallasrecognizesthe value and efficiency of communication between
faculty/staff and studentsthrough electronic mail. At the sametime, email raises some issues
concerning security and theidentity of eachindividual in an email exchange. Theuniversity
encourages al official student email correspondence be sent only to astudent’sU.T. Dallasemail
address and that faculty and staff consider email from students official only if it originatesfrom a
UTD student account. Thisallowsthe university to maintain ahigh degree of confidencein the
identity of all individual corresponding and the security of thetransmitted information. UTD
furnishes each student with afree email account that isto be used in all communication with
university personnel. The Department of Information Resourcesat U.T. Dallas providesamethod
for studentsto havetheir U.T. Dallas mail forwarded to other accounts.

Withdrawal from Class

The administration of thisinstitution has set deadlinesfor withdrawal of any college-level
courses. These dates and times are published in that semester's course catal og. Administration
procedures must be followed. It isthe student's responsibility to handlewithdrawal requirements
from any class. In other words, | cannot drop or withdraw any student. Y ou must do the proper
paperwork to ensure that you will not receive afinal grade of "F" inacourseif you choose not to
attend the class once you are enrolled.

Student GrievanceProcedures
Proceduresfor student grievancesarefoundin TitleV, Ruleson Student Servicesand Activities,
of the university’ s Handbook of Operating Procedures.

In attempting to resolve any student grievance regarding grades, evaluations, or other fulfillments
of academic responsibility, it isthe obligation of the student first to make a serious effort to
resolve the matter with theinstructor, supervisor, administrator, or committee with whom the
grievance originates (hereafter called “therespondent”). Individual faculty membersretain
primary responsibility for assigning grades and evaluations. If the matter cannot be resolved at
that level, the grievance must be submitted in writing to the respondent with acopy of the
respondent’ s School Dean. |If the matter isnot resolved by the written response provided by the
respondent, the student may submit awritten appeal to the School Dean. If the grievanceisnot
resolved by the School Dean’ sdecision, the student may make awritten appeal to the Dean of
Graduate or Undergraduate Education, and the deal will appoint and convene an Academic
AppealsPanel. Thedecision of the Academic Appeals Panel isfinal. Theresultsof the academic
appeals processwill be distributed to al involved parties.

Copiesof theserules and regulations are available to studentsin the Office of the Dean of
Students, where staff members are availableto assist studentsin interpreting therulesand
regulations.

Incomplete Grade Policy

Asper university policy, incomplete gradeswill be granted only for work unavoidably missed at
the semester’ send and only if 70% of the course work has been completed. Anincomplete grade
must be resolved within eight (8) weeks from thefirst day of the subsequent long semester. If the
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required work to complete the course and to remove the incomplete grade is not submitted by the
specified deadline, theincomplete grade is changed automatically to agrade of F.

Disability Services

The goal of Disahility Servicesisto provide students with disabilitieseducational opportunities
equal to those of their non-disabled peers. Disability Servicesislocated inroom 1.610inthe
Student Union. Office hoursare Monday and Thursday, 8:30 am. to 6:30 p.m.; Tuesday and
Wednesday, 8:30 am. to 7:30 p.m.; and Friday, 8:30 am. to 5:30 p.m.

The contact information for the Office of Disability Servicesis:
The University of Texasat Dallas, SU 22

PO Box 830688

Richardson, Texas 75083-0688

(972) 883-2098 (voiceor TTY)

Essentially, thelaw requiresthat colleges and universities make those reasonabl e adj ustments
necessary to eliminate discrimination on the basis of disability. For example, it may be necessary
to remove classroom prohibitions against tape recorders or animal s (in the case of dog guides) for
studentswho are blind. Occasionally an assignment requirement may be substituted (for
example, aresearch paper versus an oral presentation for astudent who ishearing impaired).
Classesenrolled studentswith mobility impairments may haveto be rescheduled in accessible
facilities. The collegeor university may need to provide special services such asregistration,
note-taking, or mobility assistance.

It isthe student’ sresponsibility to notify hisor her professors of the need for such an
accommodation. Disability Servicesprovidesstudentswith |ettersto present to faculty members
to verify that the student has adisability and needs accommodations. Individualsrequiring
special accommodation should contact the professor after class or during office hours.

ReligiousHoly Days

The University of Texasat Dallaswill excuse astudent from class or other required activitiesfor
thetravel to and observance of areligious holy day for areligion whose places of worship are
exempt from property tax under Section 11.20, Tax Code, Texas Code Annotated.

The student is encouraged to notify the instructor or activity sponsor as soon as possible
regarding the absence, preferably in advance of the assignment. The student, so excused, will be
allowed to take the exam or compl ete the assignment within areasonabl e time after the absence: a
period equal to the length of the absence, up to a maximum of one week. A student who notifies
the instructor and completes any missed exam or assignment may not be penaized for the
absence. A student who fails to complete the exam or assignment within the prescribed period
may receive afailing gradefor that exam or assignment.

If a student or an instructor disagrees about the nature of the absence [i.e., for the purpose of
observing areligious holy day] or if thereis similar disagreement about whether the student has
been given a reasonable time to complete any missed assignments or examinations, either the
student or the instructor may request aruling from the chief executive officer of theinstitution, or
hisor her designee. The chief executive officer or designee must take into account the legislative
intent of TEC 51.911(b), and the student and instructor will abide by the decision of the chief
executive officer or designee.

These descriptions and timelines are subject to change at the discretion of the Professor.
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