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[bookmark: DESCRIPTION_OF_COURSE_]DESCRIPTION OF COURSE
In this fundamental course, students learn basic skills needed to gain entry to and thrive in a rapidly changing workplace environment. This course is highly recommended for College Credit Plus students.
[bookmark: STUDENT_LEARNING_OUTCOMES_]STUDENT LEARNING OUTCOMES
· Identify and apply different styles on a variety of dimensions (communication, problem solving, leadership, teamwork, and conflict management) to real-world experiences
· Apply problem solving skills to workplace scenarios
· Demonstrate professional development concepts
· Apply personal responsibility and ethical behavior
· Demonstrate individual presentation skills; and demonstrate team presentation skills.

[bookmark: GENERAL_EDUCATION_OUTCOMES_]GENERAL EDUCATION OUTCOMES
Columbus State Community College's general education outcomes are an integral part of the curriculum and central to the mission of the college. The faculty at Columbus State has determined that these outcomes include the following competencies:
· Critical Thinking
· Communication Competence
· Cultural and Social Awareness
· Professional & Life Skills

[bookmark: COURSE_MATERIALS_REQUIRED_]COURSE MATERIALS REQUIRED

Links to online lessons are provided in Blackboard, CSCC’s Learning Management tool. Lessons are available via OhioLink. This course does not require the use of a purchased textbook.

[bookmark: GENERAL_INSTRUCTIONAL_METHODS_]GENERAL INSTRUCTIONAL METHODS
· Lecture
· Videos
· Class Activities
· Discussions
· Teamwork
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[bookmark: STUDENT_RESPONSIBILITIES_]STUDENT RESPONSIBILITIES
Students are expected to:
· Stay informed and engaged:
· Read all course materials and communications, including the syllabus.
· Log in to Blackboard regularly to check announcements and updates.
· Check your CSCC student email account frequently for instructor communications.
· Use your CSCC student email for all correspondence. (Note: Non-CSCC emails may be blocked.)
· Allow up to 48 hours for a response to emails or voicemails.
· Meet academic requirements:
· Fulfill all prerequisites prior to taking this course.
· Complete assignments in the required format and mode, according to the course calendar.
· Submit assignments by the stated due dates.
· Participate in class or online discussions in a timely and professional manner.
· Demonstrate academic integrity:
· Submit original work; previously submitted assignments are not acceptable.
· Complete all work independently unless otherwise noted by the instructor.
· Properly cite all sources using APA style, including facts, figures, statistics, arguments, and direct quotes (except common knowledge or your own analysis).

Standard Syllabus Statements: Student Resources, Rights, and Responsibilities
For a comprehensive explanation of college-wide student resources, rights and responsibilities including the use of artificial intelligence, academic integrity, accessibility services, writing center, technology support and more, please view: https://www.cscc.edu/academics/syllabus.shtml.

[bookmark: COURSE_GRADE_BREAKDOWN_]COURSE GRADE BREAKDOWN
This course uses a 1,000-point grading system. The table below outlines how points are distributed across different categories of work. Your final grade will be based on the percentage of these 1,000 points earned.

	Work Type
	Total Points
	Percent of Final Grade

	Active Participation; in-class activities and/or discussion boards, and other graded assignments as assigned by your instructor
	400
	40%

	Assignments, 4 x 150 points each
	600
	60%

	Total
	1,000
	100%



For submissions that require manual grading, grades will be posted within seven business days of the due date, assuming the submission was provided on time.

[bookmark: Grading_Scale_]Grading Scale
The final letter grade is determined by the total number of points earned out of 1,000. Refer to the table below to understand the point range for each letter grade.

	Letter Grade
	Grade Definitions
	Point Range (out of 1,000)

	A
	High Achievement
	900–1000

	B
	Good Achievement
	800–899

	C
	Satisfactory Achievement
	700–799

	D
	Below Satisfactory
	600–699

	E
	Failing
	0–599

	EN
	Failing due to non-attendance/ non-participation
	0–599



[bookmark: _][bookmark: Rounding_Policy_]Rounding Policy
Final grades may be rounded up at the instructor’s discretion. Rounding is not automatic and is based on a holistic review of your performance and engagement throughout the course. Rounding consideration is typically reserved for students who:
· Submit all required coursework on time or with approved extensions
· Take advantage of all point-earning opportunities
· Maintain professional, respectful communication with the instructor and fellow students
[bookmark: ACTIVE_PARTICIPATION_(ATTENDANCE_POLICY)]ACTIVE PARTICIPATION (ATTENDANCE POLICY)
Active participation may be assessed through attendance, weekly engagement, discussion boards, or other activities.
· In-person classes: Your instructor may grade attendance, in-class activities, weekly participation, or other engagement measures. These will collectively contribute to the “active participation” portion of your grade.
· Online (web) classes: Active participation is demonstrated through engagement in discussion boards. You are expected to post one main response and two replies to classmates for each discussion.
· Blended classes: Your instructor will explain how active participation is determined and outline expectations specific to your course format.
[bookmark: STUDENT_CONCERNS_]STUDENT CONCERNS
Each of the Business Programs technologies has a Program Coordinator who is responsible for discussing concerns that students may have with their course and/or instructor.

If you have a concern:
· First, contact your instructor;
· Second, connect with the Program Coordinator as listed on the Business Management Faculty and Contacts page;
· Third, connect with the Department Chairperson for Business Programs
At the third step, students should be prepared to complete a written, documented complaint
[bookmark: UNITS_OF_INSTRUCTION_]UNITS OF INSTRUCTION

1. Future of Work
a. Describe the changes occurring today in the workforce related to in-demand skills, demographics, and work environments.

b. Compare the job growth outlook of careers and industries.
c. Explain how technological advancements including robotics and artificial intelligence are expected to impact work.
d. Understand the global focus on mitigation of and adaptation to climate change.
e. Understand how the structure of work has changed including workplace campuses, job sharing, flex time, and telecommuting.
f. Illustrate the effects of the gig and access economy on career opportunities.
2. Interpersonal Skills
a. Summarize verbal communication and the seven barriers to effective communication.
b. Describe how to improve communication and be persuasive.
c. Explain the role of trust in relationships.
d. Demonstrate how to use the KIND technique to diffuse conflicts at work.
e. Summarize the five types of power.
f. Outline the basic principles of active listening, empowerment and political savvy.
3. Decision Making
a. Identify the benefits and drawbacks of the four decision making strategies; rational, bounded rationality, intuitive, and creative decision making.
b. Explain creativity and describe how to enhance creativity in groups.
c. Compare and contrast creative thinking methods including brainstorming, mind mapping, and SWOT analysis.
d. Outline the basic principles of the whole brain thinking and the six thinking hats models.
4. Emotional Intelligence
a. Summarize the four components of emotional intelligence.
b. Explain how to improve one's self-awareness, self-management, social awareness and relationship management.
c. Demonstrate how influence is appropriately used.
d. Identify the benefits of empathy and how to improve it.
e. Explain the concept of imposter syndrome and how to avoid it.
5. Working in Teams
a. Summarize the five personality factors and how each factor impacts working in teams.
b. Summarize the different types of contributors and difficult personalities in teams.
c. Identify the benefits of diversity and conflict.
d. Explain the challenges and benefits involved with collaboration, teamwork and group decision making.
6. Cultural Competency
a. Describe the importance of cultural intelligence.
b. Explain the differences between the iceberg model and the cultural intelligence model.
c. Demonstrate how to use empathy to adapt and relate to different cultures.
d. Discuss the importance of the four common cultural characteristics.
e. Summarize the nine points of divergence across cultures.
7. Additional Success Factors
a. Summarize how to engage with others, expand your social circle, and develop great relationships.
b. Explain the importance of friendship, and its effect on health, happiness and career success.
c. Illustrate how stress affects the body and how to cope with stressors.
d. Describe the long-term value of persistence, continuous learning and a growth mindset.
e. Discuss the relationship between happiness and productivity.
8. Digital Literacy

a. Explain how to protect your digital identity and manage it for career success.
b. Describe the eight concepts for media literacy.
c. Explain media bias, deep fake videos and reading laterally.
d. Illustrate the four strategies used in fact-checking.
9. Career Management
a. Demonstrate how to use goal setting and SMART goals.
b. Illustrate the effects of social media on career management.
c. Outline how to create an effective resume.
d. Summarize investigating potential employers.
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