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Institution: 


Clackamas Community College

Outline Developed by: 
Applied Technology/Wildland Fire
Type of Program: 

Applied Technology/Wildland Fire
Course Description: 

Create a job-marketing tool that integrates knowledge and skills related to the wildland fire industry. Portfolio consists of resume, reference letters, work samples and other content that can be updated according to need or opportunity. Meets computer literacy graduation requirement.  
Completed portfolio can be submitted for credit for prior learning (CPL) consideration. 

Length of Course: 
33 hours
Grading Method: 
Letter grade (A-F) or Pass-No Pass at student’s request
Prerequisites: 
Recommended: some computer literacy helpful or take CW-050.
Required Text: 
Creating Your Career Portfolio: At a glance guide for students (3rd ed).


Course Objectives:            
1. Provide tips, samples, videos, and books to demonstrate different types of good resumes, and the process to develop one.  Allow time for practice and application.

2. Provide the steps to access and develop a professional looking reference letter

3. Discuss the process for accessing & displaying degrees & transcripts
4. Demonstrate and provide samples for a variety of work sample possibilities and layouts. 
5. Explain the necessity of well-written work-related letters and provide tips, samples and an opportunity to practice.
6. Provide samples and assist the student with the organization and development of a professional working portfolio
Student Learning Outcomes:

1. Produce a well-designed and comprehensive resume & portfolio that documents knowledge, skills, experience and abilities
2. Write a job-specific cover letter

3. Accumulate, organize, display and describe work samples that verify personal knowledge, skills, qualifications and training.
4. Utilize portfolio to secure employment, pursue career goals & discover new opportunities.
 Major Topic Outline:
· Portfolio: contents, development process, hints/tips & application
· Documentation: how to secure, how to display, how to demonstrate knowledge, skills and abilities (past and current)
· Resume intro & development (2 weeks)
· Computer use: learn/review basic word processing applications & internet to access job information and preparation.
· Interviewing & cover letters
· Customer service
