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The workplace environment 10

The workplace and you
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Designed as a pre-employment course. Areas of study include job professionalism and communication.
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The workplace and you
The workplace environment
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Communication: the key to success
Career success
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ICCB Lab:
Clinical 

Practicum:
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1. Describe basic ethical terms and concepts.
2. Describe resource and methods for making 
ethical decisions at work.
3. Describe benefits of a team.
4. Describe and utilize qualities and skills for being 
an effective team member, supporter or leader.
5. Describe strategies for developing customer 
focus, and how to handle difficult customer service 
situations.
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The Administrative Professional Technology and Procedures
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Your Attitude is Showing

MAJOR COURSE SEGMENT HOURS LEARNING OUTCOMES

1. Describe the skills, knowledge, attitudes, and 
traits employers want.
2. Compare responsibilities of the employer and 
employees in a work relationship.
3. Describe the qualities that make a worker a 
professional.
4. Describe strategies and tools for managing and 
organizing your work area and load.
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Outcome Title

Cover Letter/Résumé

Positive Image

Portfolio

Presentation

Communication: Students communicate through the exchange of information.

Professional Skills & Ethics: Students demonstrate professional skills and ethical accountability.

1. Develop good human relations, positive attitude, 
and a good work ethic.
2. Discuss techniques to handle stress and other 
difficult work-related and personal problems.
3. Discuss the importance of teamwork spirit.

1. Describe factors related to effective verbal and 
nonverbal communication.
2. Describe the tools and methods for 
communicating in the workplace.
3. Describe effective techniques for telephone 
communication.
4. Plan and deliver an effective presentation with 
visual aids.
5. Describe meeting responsibilities of executives, 
leaders and other participants.

Career success 10

1. Research organizations and prepare a letter of 
application and resume.
2. Develop job interview skills.
3. Develop skills for job advancement and job 
changes.
4. Describe qualities of effective leaders.
5. Create a career portfolio that includes a résumé, 
transcripts, references, and skill areas with artifacts 
verifying skills.

Attitude and human relations 5

Communication: the key to success 10

Course Outcome 4

45

Plan and deliver a presentation.

Primary Laker Learning Competency

At the successful completion of this course, students will be able to:

Secondary Laker Learning 
Competency

*Course and program outcomes will be used in the software for outcomes assessment and should include at least 1 primary and 1 secondary Laker Learning 
Competency. Limit to 3-5. 

Prepare a career portfolio to prove a student’s proficiency in industry-related skills.Course Outcome 3

Outcomes*

Create a cover letter and résumé.

Course Outcome 2 Understand the importance of a positive professional image.

Course Outcome 1
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