Columbus State Community College Design, Construction & Trades Department Skilled Trades Technology
COURSE: SKTR 1300-W01-71015 Construction Industry Employability Skills

Instructor: Russ Dougherty Contact:Rdougher@cscc.edu

CREDITS: 2CLASS HOURS PER WEEK: 2 PREREQUISITES: ENGL 1100

DESCRIPTION OF COURSE:
This seminar course covers a wide range of life and employability/employee skills. These skill sets are essential to successfully enter the workforce and build a career with a clear upward path. Proper preparation of resumes, cover letters, and on line applications as well as job search techniques suited specifically for construction and maintenance job placements are covered.
STUDENT LEARNING OUTCOMES

· Demonstrate steps in preventing and resolving on the job conflicts.
· Demonstrate how to outline and format a Cover Letter and Resume.
· Demonstrate dialog with classmates on Discussion Board Posts and Work as a Team to Refine Ideas

GENERAL EDUCATION OUTCOMES
General education at Columbus State Community College provides students with a well-rounded educational experience that develops critical thinking skills and a broader knowledge of the larger world around them.
Through a variety of academic disciplines, students develop and refine intellectual virtues like curiosity, open-mindedness, and analytical judgment. Students also explore ideas, concepts, values, beliefs, social institutions, and cultural experiences that build a basis for civic virtues like public mindedness and an appreciation of the varieties of human existence.
· Critical Thinking
· Ethical Reasoning
· Quantitative Skills
· Scientific Literacy
· Technological Competence
· Communication Competence
· Cultural & Social Awareness
· Professional and Life Skills

COURSE MATERIALS REQUIRED
White Board; PC Terminal with Video Display and Projection Capability; Demonstration Tools, and Blackboard.
TEXTBOOK, MANUALS, REFERENCES, AND OTHER READINGS
Tools For Success: Critical Skills for the Construction Industry, Edition 3rd NCCER, Prentice Hall Publishing, ISBN-13: 978-0-13-610649-4
.
GENERAL INSTRUCTIONAL METHODS
Lecture, Demonstration, Practical Exercise, and/or Technical Videos

ASSESSMENT
Columbus State Community College is committed to assessment (measurement) of student achievement of academic outcomes. This process addresses the issues of what you need to learn in your program of study and if you are learning what you need to learn. The assessment program at Columbus State has four specific and interrelated purposes: (1) to improve student academic achievements; (2) to improve teaching strategies; (3) to document successes and identify opportunities for program improvement; (4) to provide evidence for institutional effectiveness. In class you are assessed and graded on your achievement of the outcomes for this course. You may also be required to participate in broader assessment activities.

STANDARDS AND METHODS FOR EVALUATION
Attendance	10% Discussion Board	10%
Quizzes	20%
Rough Drafts	15%
Final Drafts	15%
Final Exam	30%
GRADING SCALE
91 %– 100 %	A
81 % – 90 %	B
71 % – 80 %	C
61 % – 70 %	D
00 % – 60 %	E
Written Work
All written work must be typed. Both the question and answer must be typed. This is a college level course and it is expected that the proper use of the English language will be demonstrated when generating your answers along with any needed supporting documents. All work must be submitted to the blackboard learning management system.

Late Work
Late work will not be accepted for any un-excused absence or work that is not turned in by the established due date. This is to include due dates included in this document or published on the Black Board Course website. This is also to include emailing late work to your instructor. Your instructor will not accept work that is emailed to them.
STUDENT CODE OF CONDUCT
As an enrolled student at Columbus State Community College, you have agreed to abide by the Student Code of Conduct as outlined in the Student Handbook. You should familiarize yourself with the student code. The Columbus State Community College expects you to exhibit high standards of academic integrity, respect and responsibility. Any confirmed incidence of misconduct, including plagiarism and other forms of cheating, will be treated seriously and in accordance with College Policy and Procedure 7-10.



AMERICANS WITH DISABILITIES ACT (ADA) POLICY
It is Columbus State policy to provide reasonable accommodations to students with disabilities as stated in the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act. If you would like to request such accommodations for access, please contact Disability Services: 101 Eibling Hall, (614) 287-2570. Email or give your instructor a copy of your accommodations letter from Disability Services as soon as possible. Accommodations do not start until your instructor receives the letter, and accommodations are not retroactive.
Delaware Campus students may contact an advisor in the Student Services Center on the first floor of Moeller Hall, (740) 203-8000.

Audio and Video Recording Statement
Audio-and video-recording, transmission, or distribution of class content (e.g., lectures, discussions, demonstrations, etc.) is strictly prohibited unless the course instructor has provided written permission via the syllabus or a signed form. Authorization to record extends solely to students in that particular course. Transmitting, sharing, or distributing course content onto public, commercial, or social media sites is strictly prohibited.

Title IX Syllabus Statement

Columbus State Community College is committed to creating a learning and working environment that is free of bias, discrimination, and harassment by providing open communication and mutual respect. If you have encountered sexual harassment, sexual misconduct, sexual assault, or discrimination based on race, color, religion, age, national origin, ancestry, sex, sexual orientation, gender identity and expression, genetic information (GINA), military status or disability, please contact one of the following people:

	Renee Fambro Director of Equity & Compliance
Human Resources Rhodes Hall 115 rfambro@cscc.edu Phone: 614.287.5519
	Danette Vance Title IX Deputy Coordinator Human Resources Rhodes Hall 115 dvance1@cscc.edu
Phone: 614.287.2433
	Joan Cook Title IX Deputy Coordinator
Human Resources Rhodes Hall 115 dvanhorn@cscc.edu Phone:614.287.2636
	Darla Van Horn Title IX Deputy Coordinator Student Life Eibling Hall 203(D)
dvanhorn@cscc.edu Phone:614.287.2856



For additional information about your options at Columbus State Community College or to file a complaint online, please visit our webpage at: http://www.cscc.edu/services/title-ix/









FINANCIAL AID ATTENDANCE REPORTING
Columbus State is required by federal law to verify the enrollment of students who participate in Federal Title IV student aid programs and/or who receive educational benefits through the Department of Veterans Affairs. It is the responsibility of the College to identify students who do not commence attendance or who stop attendance in any course for which they are registered and paid. Non-attendance is reported quarterly by each instructor, and results in a student being administratively withdrawn from the class section. Please contact the Financial Aid Office for information regarding the impact of course withdrawals on financial aid eligibility.
For the purposes of financial aid reporting, a student meets the participation and attendance criteria if s/he has actively engaged in the class and demonstrated a meaningful attempt toward completion of the course. Examples of active engagement may include, but are not limited to: completing a graded course assignment (e.g., homework, quiz, essay, project, or lab); actively participating in studio or practicum sessions; making content-related contributions to an online discussion forum (including responses both to prompts and to student/instructor posts).

UNITS OF INSTRUCTION AND COURSE OUTLINE

	LEARNING
UNIT
	UNIT OF
INSTRUCTION
	LEARNING
OBJECTIVES/GOALS
	ASSESSMENT
METHODS
	ASSIGNMENTS
	ASSIGNMENT
DUE DATE

	Learning Unit 1
	First Impression: Getting & Keeping Your Job
	Demonstrate Professionalism and Personal Responsibility
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Ch. 1 – First Impressions-Getting a Job Ch. 2 – Professionalism-Keeping your Job
	See Dates on Calendar

	Learning Unit 2
	Gathering Information for a Resume
	Write a resume
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Research personal history to create a complete job/volunteer work history
Answer Discussion Board Question: 1 and respond to 3 other student answers.
	See Dates on Calendar

	Learning Unit 3
	Communication Skills: Listening and Speaking
	Demonstrate communication skills
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Ch. 6 – Communication Skills I: Listening and Speaking
	See Dates on Calendar

	Learning Unit 4
	Communication Skills: Reading & Writing
	Demonstrate communication skills
	Discussion Board Quizzes Rough Drafts Final Drafts
Final Exam
	Ch. 7 – Communication Skills II: Reading and Written Communication
Answer Discussion Board Question: 2 and respond to 3 other student answers.
	See Dates on Calendar




	
	
	
	
	
	

	Learning Unit 5
	Supervisors: Building a Strong Relationship
	Discuss business relationships and its importance
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Ch. 3 – Building a Strong Relationship with Your Supervisor
	See Dates on Calendar

	Learning Unit 6
	Applications, Resumes, and Cover Letters
	Write a resume
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Web Research: Cover Letter and Resume Styles and Formats
Answer Discussion Board Question: 3 and respond to 3 other student answers.
	See Dates on Calendar

	Learning Unit 7
	Diversity: in the Workplace
	Discuss the implications of diversity
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Ch. 5 – Diversity in the Workplace Due: List of Jobs and References
	See Dates on Calendar

	Learning Unit 8
	Sexual Harassment: in the Workplace
	Discuss Harassing Behavior.
Discuss how to Deal with Harassing Behavior from others.
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Ch. 12 – Sexual Harassment

Answer Discussion Board Question: 4 and respond to 3 other student answers.
	See Dates on Calendar




	Learning Unit 9
	Managing Stress on the Job
	Discuss Stress
Discuss balancing work and home life.
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Ch. 8 – Managing Stress on the Job
	See Dates on Calendar

	Learning Unit 10
	Thinking Critically and Problem Solving
	Discuss Fact vs. perception
Evaluate Information without Interjecting personal biases.
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Ch. 9 – Thinking Critically and Solving Problems
Answer Discussion Board Question: 5 and respond to 3 other student answers.
	See Dates on Calendar

	Learning Unit 11
	Teamwork: Getting Along with Your Co-Workers
	Demonstrate Teamwork
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Ch. 4 – Teamwork: Getting Along with Your Co-Workers
Due: Rough Draft Cover Letter & Resume
	See Dates on Calendar

	Learning Unit 12
	Resolving Conflict on the Job
	List steps to preventing conflicts.
List steps to resolving conflicts.
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Ch. 10 – Resolving Conflict
Answer Discussion Board Question: 6 and respond to 3 other student answers.
	See Dates on Calendar




	Learning Unit 13
	Giving and Receiving Criticism
	Discuss Constructive Criticism. Explain how to provide it, and how to receive it.
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Ch. 11 – Giving and Receiving Criticism
	See Dates on Calendar

	Learning Unit 14
	Dressing the Part: Attire, Grooming & Follow Up
	Explain dress codes
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Web Research: Dressing the Part: For your Job Position, what is Proper Attire? What is Proper timing and Method for Follow-up.
Due: Final Draft Cover Letter & Resume
Answer Discussion Board Question: 7 and respond to 3 other student answers.
	See Dates on Calendar

	Learning Unit 15
	Substance Abuse: On and Off the Job
	Recognizing the signs of substance abuse in your co-workers and/or yourself.
Explain the consequences of substance abuse.
	Discussion Board Quizzes Rough Drafts Final Drafts Final Exam
	Ch. 13 – Substance Abuse on the Job
	See Dates on Calendar

	Learning Unit 16
	Final Exam - Comprehensive
	
	Final Exam
	Answer Discussion Board Question: 8
	See Dates on Calendar
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