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August 18, 2011 – October 28, 2011 

CRN, Course Number Campus Day / Time Room Credit 
Hours 

80600 Cartersville T/R, 11:00 a.m. – 12:15 p.m. 313 2 

FCST 1020 is a 3rd session, 10 week course.  The last day of classes will be October 28, 2011 

 
Course 
Purpose: 

FCST 1020 is a two-hour elective course that is an institutional recommendation outside of 
the core curriculum. It is designed for students wanting to choose or confirm a major and 
career direction, gain skills for job acquisition and success, and learn tools for crafting a 
multi-year vocational plan. 

 
Course 
Supplies: 

 
Text:  Sears, S. (2011). Building Your Career:  A Guide to Your Future (4th ed.). 
Boston, MA:  Pearson Education, Inc. 
 

Notebook with folders  
 
Description & 
Prerequisites 

 
Freshmen College Studies 1020: The College Experience FCST 1010 
1-2-2. Prerequisite: none 

This course uses assessments, current research, and experiential learning to help both 
students undecided about their major and/or career and students confident of their career 
choice to develop a greater understanding of themselves, specific careers, the world of 
work, and how to position themselves for career success.  Students explore their interests, 
needs, and values, and benefit from both class discussions and formal presentations on 
individual research.  After completing the course, students will be able to match compatible 
academic disciplines with career fields, understand the best career fields for their aptitudes 
and interests, and will have a personal portfolio to aid with both educational and job 
applications.  The meaning and importance of finding one’s vocational calling – using one’s 
talents to choose a personally rewarding career – is emphasized throughout the course. 

F a l l  2 0 11 -  F C S T  1 0 2 0  

C o l le g e  to  C ar e e r  S y l labus  

Instructor:  Ms. Joan Ledbetter 

Office:  Floyd campus, W-225 - Office Hours: Mon.-Thur. 8:30 a.m.-4:00 p.m. by appointment 

Email: jledbetter@highlands.edu - Office Phone:  706.368.7514 

 

Textbook:  Sears, S. (2011). Building Your Career:  A Guide  to Your Future (4th ed.). Boston, MA:  Pearson. 
 
   

mailto:jledbetter@highlands.edu
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Student Learning Outcomes 
 Students will understand significance of choosing their life vocation. 

 Students will gain confidence in their choice of major and choice of career field. 

 Students will gain personal knowledge and experience of their chosen career field. 

 Students will develop a career plan, plotting their path and identifying alternative actions/choices along 

the way. 

 Students will learn the importance of professional and ethical behavior in the work place. 

 Students will learn what educational requirements are required of their career choice and prepare for 

transition to their next educational experience. 

 Students will learn to market themselves for success in obtaining and maintaining employment in their 

chosen field. 

 
Course Methods 
By utilizing the course textbook and participating in class activities and discussions, you will learn 
empowering strategies that have helped others take charge of their vocational direction. Course projects, 
personality assessments, and job shadowing will help refine your skills in research, group dynamics, critical 
thinking, and your overall understanding of yourself and the world of work. Once you develop these skills 
through application, you will have the ability to dramatically improve the outcome of your life – vocationally, 
academically, professionally, and personally. 
 

Course Modules 

My Life According to Me – Making the Right Career Decisions 

 “Why am I here?” essay 

 “What do I want to do for the rest of my life?” essay 

 Personal/Career Assessments  

 Personal Reflection Paper on Personal Assessments (3 pgs.) 

 BUILDING YOUR CAREER text exercises 

Proper Prior Planning – Research Your Way to Reality 

 Completed questionnaire on a Career Field 

 Research on 4-year or graduate/professional/certificate school of choice 

 Job Shadowing Experience :  1 pg. Reflection Paper & 7 min. Class Presentation 

 Career Interview:  1-3 pg. Paper & 7 min. Class Presentation 

 BUILDING YOUR CAREER text exercises 

Career Keys – Opening Doors of Opportunity 

 Job Acquisition Portfolio:  Job listing, Resume, Cover Letter, Personal Commercial  

 My Career eFolio:  Posting of Career Research/Assignments, Resume, CL, & Essay 

 Interview Expertise:  Mock Interview 

 Your Interview Look 

 BUILDING YOUR CAREER text exercises 

Career Map – My Personal GPS 

 Career Development Portfolio (5 step CDP)  

 “What I learned essay” (2-4 pgs.) – what skills were acquired, what changed in your thinking, did you 

change your major, career goal, school to attend, etc.?  

 Career Development Statement and Plan of Action 

 eFolio as my own Marketing piece! 

 BUILDING YOUR CAREER text exercises 
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Course 
Assignments 
& Grades 

 
25 pts:    ‘Why am I here’ essay  
25 pts:    ‘What I want to do for the rest of my life’ essay 
100 pts:   Completed Assessments (3 assessments assigned, 2 assessments to be researched and 
completed by the student – 20 pts. each) 
50 pts.:    Personal Reflection Paper on Personal Assessments (2 pages) 
50 pts:     Completed questionnaire on a Career Field 
50 pts:     Completed questionnaire on 4-year or graduate/professional school 
100 pts.:  Career Development Statement and Plan of Action 
100 pts.:  Job Shadowing Experience - 1 pg. Reflection Paper & Class Presentation 
75 pts.:    Career Interview - 1 pg. Paper & Class Presentation 
200 pts.:  Career Development Portfolio (5 CDP Items – 40 pts. Ea.) 
200 pts.:  Job Acquisition Portfolio posted on eFolio – Job listing (20 pts.), Resume (50 pts.), Cover 
Letter (50 pts.), Personal Commercial (20 pts.), Interview (40 pts.), Thank You Note (20 pts.) 
25 pts.:     ‘What did I learn during this class’ essay (relate if you changed your major, your career 
aspiration, learned more about careers and job searches, etc…) 
 

Total   1000  pts 
1000-900 – A         890-800 – B         790-700 – C          690-600 – D           <600 – F  
 

The focus of this course is practical application.  We will complete many projects and activities to help you understand the class 
career topics.  Grades are based both on completion and following directions.  Revisions may be submitted for grade revision. 

Class attendance and participation is mandatory. 
 

 

 

 

 

 

 

 

 
 

 

 
 

Schedule of Class Activities and Assignments  
(both in- and out-of-class – to be revised as necessary) 

1
st
 Class-August 18: Your choice of Higher Education/College Selection: “What in the world are you doing here?” 

Initial Assessment 

Due:  ‘Why am I here?’ essay & ‘What I want to be’ essay – in class 

 

2
nd

 Class-August 23:  Self-awareness I – Discussion on:  “What external factors influence my career choice?” 

Introduction to eFolio 

Due:  Take 1 Personal Assessment in class 

Due:  Chapter One:  Building Your Career, AM I READY - Read and be prepared to show and discuss ALL Exercises 

 

3
rd

 Class-August 25:  Self-awareness II – Discussion on:  What internal factors influence my career choice?” 

Review of eFolio 

Due:  Take 1 Personal Assessment in class 

Due:  CDP Activity #1:  People, Places, Things, and Events - turn in at start of class 

 

4
th 

Class-August 30:  Self-awareness III – Discussion on:  “Who am I?” 

Turn in eFolio website addresses (be sure to give instructor permission to view your site) 

Due:  Take 1 Personal Assessment in class 

Due:  Chapter Two:  Building Your Career, WHAT DO I NEED TO KNOW ABOUT MYSELF? - Read and Be prepared 

to show and discuss ALL Exercises 

 

5
th

 Class-September 1:  The decision-making process – How to decide? 

Due:  Take 1 Personal Assessment in class 

Due:  Completed questionnaire on Career Field of your choice - turn in at start of class 

 

6th Class-September 6:  Career Exploration I - Exploration of Majors 

Due:  Bring in 2 Personal Assessments of your choosing (search Internet-ask Instructor in advance if you need help) 

Due:  Chapter Three:  Building Your Career, HOW DO I SEARCH FOR OCCUPATIONAL INFORMATION? - Read 

and Be prepared to show and discuss ALL Exercises 

 

7
th

 Class-September 8:  Career Exploration II – Exploration of Careers 

Class discussion on long-term goals and short-term objectives (getting from here to there…) 

Career Interest Game – in class 

http://career.missouri.edu/students/majors-careers/skills-interests/career-interest-game/?menu=student&expand=si 

Due:  Career Development Statement and Plan of Action Draft - turn in at start of class 

 

8
th

 Class-September 13:  Career Exploration II - Exploration of Schools 

Due:  CDP Activity #2:  Life Path - turn in at start of class 

Due:  Chapter Four:  Building Your Career, WHAT DO I NEED TO KNOW ABOUT EDUCATIONAL 

ALTERNATIVES? - Read and Be prepared to show and discuss ALL Exercises 

 

9
th

 Class-September 15:  Who am I now and what do I need? 
Due:  Mid-Way Class Assessment – What do you feel you still need to know most?  Preferred focus? (in-class exercise) 

Due:  Personal Assessment Paper with 6 Assessments attached (Reflection on 4 in-class assessments & 2 assessments 

completed out of class) - turn in at start of class 

 

10
th

 Class-September 20:  The Job Search Choices and Challenges  
Due:  Chapter Five:  Building Your Career, HOW WILL I DECIDE? - Read and Be prepared to show and discuss ALL 

Exercises 

 

11
th

 Class-September 22:  Career Acquisition Tools:  Your Excellent Resume and Cover Letter – what to put and how 

to put it; Interview Skills:  The Power Interview 

Due:  CDP Activity #3:  Personal Career Path - turn in at start of class 

 

12
th

 Class-Sep. 27
th

:  Flexibility, Adaptability, Critical Thinking, Life-Long Learning–what do these have to do with you? 

Due:  Chapter Six:  Building Your Career, HOW CAN I PREPARE FOR THE FUTURE WORKPLACE–Read & Discuss 

 

12
th

 Class-September 27
th

:  Flexibility, Adaptability, Critical Thinking, Life Long Learning-what do these have to do with you? 

http://career.missouri.edu/students/majors-careers/skills-interests/career-interest-game/?menu=student&expand=si
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Schedule of Class Activities and Assignments continued        

3
rd

 Session Midterm – September 29
th

 

 

13
nd

 Class-September 29:  Interviewing I:  How hard can it be? 

Come up with interview questions:  in-class exercise 

Due:  Cover Letter Draft (based on job posting) - turn in at start of class 

 

14
rd

 Class-October 4:  Interviewing II:  Interview the person next to you…. 

Due:  Chapter Seven:  Building Your Career, HOW WILL I ADVANCE MY CAREER? THE JOB SEARCH AND 

RESUME WRITING - Read and Be prepared to show and discuss ALL Exercises 

Due:  Bring in 2 job postings that interest you – be prepared to share 

Due:  Research on 4-year or professional school of interest – bring one page report and plan to present  

 

15
th 

Class-October 6:  Tell what you know I.  

Due:  Job Shadowing Reflection Paper and Class Presentation - turn in at start of class; be prepared to present 

 

16
th

 Class-October 11:  Class Discussion on Interview Skills:  The Power Interview 

Due:  Chapter Eight:  Building Your Career, AM I THE BEST CANDIDATE? LOB LEADS AND THE JOB INTERVIEW - 

Read and Be prepared to show and discuss ALL Exercises 

Due:  Revised Resume and Cover Letter - turn in at start of class 

 

17
th

 Class-October 13:  Tell what you know II.  

Due:  CDP Activity #4:  Developing Personal Goals 

Due:  Career Interview Paper and Presentation - turn in at start of class; be prepared to present 

 

Let the Mock Interviews Begin!  
18

th
 Class-October 18:  Tell what you know III. (REVISED TO HOLD MOCK INTERVIEWS–WILL WORK AHEAD) 

Career Interest Game – in class: 

http://career.missouri.edu/students/majors-careers/skills-interests/career-interest-game/?menu=student&expand=si 
Present individual eFolio websites – in class – time to ask any questions on eFolio postings, permissions, saving, etc. 

Due:  Career Development Statement and Plan of Action Revision - turn in at start of class 

 
19

th
 Class-October 20:  Interviewing III:  & Workplace Issues and Ethics  (REVISED TO HOLD MOCK 

INTERVIEWS–WILL WORK AHEAD) 

Class Discussion on How to Find and Keep a Job:  It’s all how you know someone; dress for success; anyone could 

♦♦be your boss one day; etiquette as you eat; thank you notes go a long, long way… - Networking Tools and Tips! 

Due:  Job Search Portfolio Draft – turn in at start of class (see instructor during week for edits) 

Due:  CDP Activity #5:  Developing Your Personal Vision - turn in at start of class 

 

20
th

 Class-October 25:  The Job Search Choices and Challenges  
Class Discussion on the world of work - Business Etiquette – more than handshakes and power suits 

Due:  Chapter Nine: Building Your Career, WHERE DO I GO FROM HERE-Read and Be prepared to show and discuss 

ALL Exercises 

 

21
st
 Class-October 27:  Tying it all together – Divide and Conquer!  It’s a wrap! Post-Assessment 

Due:  Completed Job Search Portfolio (counts as final in class) – turn in at start of class & post on eFolio site for grade! 

Due:  Essay on what you learned about yourself, your major, your career choice … - turn in at start of class  

Due:  Completed eFolio site with job search portfolio and all class papers posted. 

 

This course proudly supports the mission of IC @ GHC. 
 

http://career.missouri.edu/students/majors-careers/skills-interests/career-interest-game/?menu=student&expand=si
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Internet Resources 
Interest Assessments: 

 http://www.humanmetrics.com/cgi-win/JTypes2.asp 

 Ferguson’s O*Net:  Enter GALILEO:  Databases A-Z --> Ferguson's Career Guidance Center  

 Note:  You must log in with your username and password to enter GALILEO from the GHC Library site 
o If off campus, you need the GHC GALILEO Password 

 Holland:  http://www.roguecc.edu/counseling/hollandcodes/about.asp 

 Myers-Briggs Type Indicator (MBTI) Assessment:  http://www.humanmetrics.com 

 GCIS – Georgia Career Information Center 
o User Name:  GHC 
o Password:  gcis884 
o www.gccic.peachnet.edu 

Choosing a Major: 

 GHC Student Support Services 
o Career Exploration:  http://www.highlands.edu/site/sss-career-exploration 

 Bank of America – from GHC’s Career Services Center:  great info. on different Majors and career planning:  
http://www.udel.edu/CSC/mrk.html 

 Occupational Outlook Handbook – Bureau of Labor Statistics (free):  http://www.bls.gov/oco/ 
o http://www.bls.gov/soc/major_groups.htm  

 SallieMae College Answer:  http://www.collegeanswer.com/selecting/content/sel_id_majors.jsp GAcollege411 
(free) 

o https://secure.gacollege411.org/Career_Planning/_default.aspx 

 The ACT – Choosing a College Major (free) 
o http://www.actstudent.org/career/majors.html 

Learning about Salaries: 

 WAGE Project – calculate what your job is (will be) worth (free) 
o http://wageproject.salary.com/ 

 Paycheck City (free) 
o http://www.paycheckcity.com/ 

 About.Com – Career Planning site (quizzes and career descriptions; free) 
o http://careerplanning.about.com/od/occupations/a/career_quiz_list.htm 
 

Job Search Tips/Techniques: 

 LinkedIn Groups - 
http://www.linkedin.com/groupItem?view=&srchtype=discussedNews&gid=135722&item=41805515&type=member&trk
=EML_anet_ac_pst_ttle & Career Thought Leaders Consortium:  
http://www.linkedin.com/groupItem?view=&srchtype=discussedNews&gid=2250735&item=30868643&type=member&tr
k=EML_anet_ac_pst_ttle 

 Careers.org:  if it’s about your career, it’s here! - http://jobs.careers.org/ 

 College Career Life - http://collegecareerlife.net/ 
 

GHC Resources 

 Student Support Center – Counselors for Career Guidance 

 Library – help with researching career info. 

 Academic Support – Advising help with your career choice 

 GHC Professionals – talk with Faculty and Staff about their careers and career paths 
 
Extra Credit Options: 

▪ Attending Career Fair  ▪ Attending Transfer Fair  ▪ Visiting 4-Year Institution 
▪ Volunteering at office/agency of career interest 

 

 

http://www.humanmetrics.com/cgi-win/JTypes2.asp
http://www.galileo.usg.edu/express?link=feru-flo1
http://www.roguecc.edu/counseling/hollandcodes/about.asp
http://www.humanmetrics.com/
http://www.humanmetrics.com/
http://www.humanmetrics.com/
http://www.gccic.peachnet.edu/
http://www.highlands.edu/site/sss-career-exploration
http://www.highlands.edu/site/sss-career-exploration
http://www.highlands.edu/site/sss-career-exploration
http://www.udel.edu/CSC/mrk.html
http://www.udel.edu/CSC/mrk.html
http://www.udel.edu/CSC/mrk.html
http://www.bls.gov/oco/
http://www.bls.gov/soc/major_groups.htm
http://www.collegeanswer.com/selecting/content/sel_id_majors.jsp
https://secure.gacollege411.org/Career_Planning/_default.aspx
http://www.actstudent.org/career/majors.html
http://wageproject.salary.com/
http://www.paycheckcity.com/
http://careerplanning.about.com/od/occupations/a/career_quiz_list.htm
http://www.linkedin.com/groupItem?view=&srchtype=discussedNews&gid=135722&item=41805515&type=member&trk=EML_anet_ac_pst_ttle
http://www.linkedin.com/groupItem?view=&srchtype=discussedNews&gid=135722&item=41805515&type=member&trk=EML_anet_ac_pst_ttle
http://www.linkedin.com/groupItem?view=&srchtype=discussedNews&gid=2250735&item=30868643&type=member&trk=EML_anet_ac_pst_ttle
http://www.linkedin.com/groupItem?view=&srchtype=discussedNews&gid=2250735&item=30868643&type=member&trk=EML_anet_ac_pst_ttle
http://jobs.careers.org/
http://collegecareerlife.net/

