Course Syllabus

(Tentative)

BA 47   Careers in Business
Instructor:  
Mike Sorensen
Email: 
mike.sorensen@reedleycollege.edu

Office:

BUS 46

Phone:
638-3641 Ext. 3615

Office Hours:

Text: 

Career by Design: Communicating Your Way to Success 3rd Edition, 


Sharon Hanna
Campbell NCS Interest and Skill Survey # 26461
Outline:
· appraise different education and career goals related to business.

· conduct self-assessment using validated instruments.

· fill out a job application correctly.

· organize, compose, and arrange an effective cover letter.

· organize, compose, and arrange an effective resume.

· demonstrate proper interviewing techniques and skills.
Grading

Your final grade will be dependent on exams, homework, and participation.

Chapter Exams
70%


Journal
20% 

Participation
10%
Final grades will be based on the following scale:



90%-100%

A



80%-89%

B



70%-79%

C



60%-69%

D



Below 60%

F

Journals: 
Every student will be required to maintain a journal with the assigned “homework.”  I will periodically review those journals.  I will not allow make-ups for incomplete journals.  Please complete them in a legible and comprehensive manner.  Do not simply give me yes/no type of answers.  You will not receive credit for such answers.

Classroom Behavior:  
Cellular phones must be turned off.  If you must have your phone on for emergency reasons, please tell me on the day your phone is to be left on.  I expect the phone to be set on vibrate and that you will answer the phone outside of class.   

Attendance:

At the instructor’s discretion, you may be dropped if you miss more than four class meetings during the first nine weeks of the semester. 
Make-up Exams:

Make-up exams will be given at the discretion of the instructor.  If you miss an exam, you must make it up before the tests are returned.   
Accommodations for Students with Disabilities

If you have a verified need for an academic accommodation or materials in alternate media (i.e., Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 or the Rehabilitation Act, please contact me as soon as possible.

Last day to drop this course:


September 22, 2008
