COURSE OUTLINE
Title:
Training Clients/Peers and Employability Skills
Course Number: HS 219


Credits: 2


Date: 11/11/08
Institution:
Clackamas Community College

Outline Developed by:
Rob Seemann
Type of Program:
Occupational Preparatory
Course Description:  Course is 1 of 6 courses designed for individuals who are working in the field of career development and/ or career advancement. Successful completion of course series serves as a step toward earning a Global Career Development Facilitator (GCDF) credential which is issued by the Center for Credentialing and Education (CCE) and the National Career Development Association (NCDA).This course addresses the skills needed to train and work with groups, as well as clients’ employability issues.
Course Objectives:   

1. Teach students to prepare and develop materials for training programs and presentations
2. Teach job search strategies and placement techniques, especially in work with specific groups
Student Learning Outcomes:  Upon successful completion of this course, the student should able to:
1. Describe different ways that GCDFs work with groups and how understanding  group dynamics can be used in group facilitation
2. Identify group facilitation skills and popular instructional methods and describe the principles of good teaching
3. List common problems that can occur in group settings and offer possible solutions
4. State the advantages and disadvantages of various job search strategies, including the use of classified ads, direct-mail campaigns, job placement centers, job fairs, and the internet
5. Define and describe the benefits of networking and describe four major networking groups
6. Define informational interviewing and describe the process of conducting an informational interview
7. State the primary purpose of a resume and create one that will result in job interviews
8. Explain the complete job interviewing process and coach clients in effective interviewing techniques
9. Describe the importance of a job club and the process of facilitating one
10. List skills and personal traits that assist in job retention
Length of Course:
22 lecture hours
Grading Method:
Letter grade (A-F) or Pass/No Pass.   Note:  Students must earn 

at least a “B” to be considered for the Global Career Development 
Facilitator (GCDF) credential.
Prerequisites:

None
Required Text:
“Facilitating Career Development, student manual, eLearning 



Package” Publisher: NCDA. Authors: Harris-Bowlsbey, Reile, 



Suddarth.
Major Topic Outline:
1. Group dynamics
2. Leading group skills

3. Methods of instruction

4. Group discussions

5. Classroom problems

6. Job search strategies
7. Networking

8. Informational Interviews

9. Resumes

10. Cover letters

11. Interviews

