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Type of Program:
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Course Description:

Expand and complete the portfolio as a job-marketing tool to demonstrate knowledge, skills and
abilities in the areas of energy and resource management, computer literacy, math/logic, and 
leadership.  Plan internship and practice interviewing techniques.
Course objectives:
The course is designed to:

· Organize learning into specific career ladders
· Illustrate options and alternatives to career ladder

· Access career pipelines that connect to career opportunities

· Complete an informational interview with network associated with career ladder
Student Learning Outcomes:
Upon successful completion of this course, students should be able to:

1. Define personal knowledge, skills, abilities, and experiences
2. Develop an attractive, inclusive resume

3. Demonstrate business letter formatting

4. Write an effective cover letter

5. Demonstrate poise and confidence in an interview

6. Make contacts and network to develop internship opportunity

Length of Course:
10-30 lecture hours
Grading Method:
Letter grade (A-F) or Pass/No Pass
Prerequisite:
None

Required Text:
TBA
Major Topic Outline:


· Professional knowledge, skills and experience documentation
· Personal knowledge, skills and experience documentation
· Resume construction and strategies
· Business letter strategies
· Cover letter strategies
· Interviewing strategies
· Networking strategies
