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Summary of Proposed Changes and Rationale for Revision
1. Proposed Syllabus of Record (Attached)

2. Summary of Proposed Revisions

The purpose of these revisions is to establish a syllabus of record and to more accurately

reflect the current embodiment of COMM 395: Career Planning in Communications Media.

Specific changes include the following:

I.  Change in Catalog Description—The revised syllabus includes a change to the course
prerequisites. The current prerequisite of a “minimum of 20 COMM credits” is
problematic for students enrolled in the Communications Media program. Students
often do not have 20 credits in the major at the time they need to take COMM 395 to
begin planning their internship experience, for which this course is a prerequisite.
Changing the prerequisite to junior or senior status, would allow students to take the
course and assure timely progression through the program.

II. Course Outcomes—Course outcomes have been refined and simplified to more
accurately reflect the outcomes achieved through the course.

III. Detailed Course Outline—A general outline of course topics and tasks and the timing
of when each topic and task should be completed has been included in this section.

IV. Evaluation Methods—Evaluation methods remain the same with minor changes in
verbiage.

V. Example Grading Scale—No change.

V1. Undergraduate Course Attendance Policy—This section has been added given
University requirements.

VII. Required Textbooks—This section did not change.

VIII Special Resource Requirements—This section has been added.

IX. Bibliography—The bibliography was updated to reflect more current resources.

3. Justification/Rationale of Revision
The following course has been revised to keep pace with changes in the IUP curricular
process and to meet the requirements of recommendations from UWUCC. These
recommendations include the following:
e Development of a syllabus of record.
o Revised catalog description.
e Revised course objectives, written at higher levels of the taxonomy and as outcomes.

4. The Old Syllabus of Record
This course pre-dates the syllabus of record concept (early 1980s). Currently, there is no
syllabus of record. The most recent syllabus for the course has been attached for comparison.
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Syllabus of Record
COMM 395: Career Planning in Communications Media
Catalog Description

1 class hour
0 lab hours

1 credits
COMM 395: Career Planning in Communications Media lc-01-1cr.

Prerequisites: Communications Media majors only with junior/senior status
The course serves as the primary skill-building and strategy-seeking experience for the internship

program and later career entry and growth. Extensive writing, research, and individual counseling
are involved.

Course Objectives

At the completion of this course, the student will

1. Demonstrate an understanding of the individual components of the career planning
process.

2. Develop a competitive marketing package.

3. Employ job-seeking strategies and participate in a mock interview situation.

4. Compile a report of job market patterns for his or her chosen career field.

III. Detailed Course Outline

Week Topic Time
Introduction to Course and Career Entry One hour
Assignments:
e Fill out “Student Course Profile” in Personal Packaging Resources
(PPR)
e Read from Reading Grid “Introduction to the Marketing Package”
and “Basics to Job Hunting”
e Fill out “Improving Your Odds” and “Self-Analysis” worksheets
PPR
e Read “Classified Ads Project” in PPR
e Begin Classified Ads Study
¢ Begin to draft resume
e Register for the mock interview through the IUP Career
Development Center
Assessments:
e Any of 10 LMS quizzes on 10 course reading sections (see
reading grid)
The Process of a Professional Search Committee and Resume Basics One hour
Assignments:

COMM 395: Career Planning in Communications Media

e Continue Classified Ads Study
¢ Read from the Reading Grid “Basic Rules of Writing” and
“Resume”
Assessments:
e Any of the 10 LMS quizzes
e Collect “Student Course Profile”
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Week Topic

3 Resume Basics and Advanced Concepts

Assignments:
e Continue Classified Ads Study
e Review Readings of first five (5) sections from Reading Grid

o View “Intern Video”
Assessments:

¢ Any of the 10 LMS quizzes
e Intern Video Quiz
¢ Collection of “Improving Your Odds” and “ Self-Analysis”
worksheets
4 Variations of and in Resumes

Assignments:
e Continue Classified Ads Study
e Review Readings of first five (5) sections from Reading Grid

e Read from Reading Grid “Cover Letters”
Assessments:

e Any of the 10 LMS quizzes
e Intern Video Quiz
e Collection of Initial Resume
5 Maximizing Your Resume and Cover Letter Basics/Advanced

Assignments:

e Read from the Reading Grid “Job Search and Follow up Letters”
and “Reference Listing”

Assessments:
e Any of the 10 LMS quizzes
o Collection of Initial Cover Letter
o Classified Ads Project Due

6 Maximizing Your Cover Letter and Introduction on References

Assignments:
e Read from Reading Grid “The Interview”
e Begin filling out “Academic Calculation Sheet” in PPR
e Fill out “Application Exercise from your Classified Research
Study” from Personal Packaging Resources (course manual)
Assessments:
e Any of the 10 LMS quizzes
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Week

10

11

12

13

Topic
Obtaining References and Personal Marketing Strategies

Assignments:

e Review from Reading Grid “The Interview”
Assessments:

e Any of the 10 LMS quizzes

e Submit “Application Exercise from your Classified Ads Research

Study”
Interviews and Interviewing (Part I)

Assignments:
¢ Begin final resume and cover letter
¢ Read from Reading Grid “Advanced Topics”
Assessments:
e Any of the 10 LMS quizzes
Interviews and Interviewing (Part II)

Assignments:

e Start preparing an internship proposal (optional)
Assessments:

e Any of the 10 LMS quizzes

Illegal Questions, Post Interviews, and Negotiations

Assignments:

e Optional reading from Reading Grid “Special or Selected Topics”

e Begin to establish a marketing pool
Assessments:

Any of the 10 LMS quizzes
Advanced Issues in Personal Marketing

Assignments:

e Review and Readings from Reading Grid

e Continue to develop a marketing pool
Assessments:

e Any of the 10 LMS quizzes

e Submit the “Academic Calculation Sheets”

Career Entry: The Internship Program

Assignments:

e Continue to develop a marketing pool
Assessments:

e Any of the 10 LMS quizzes

Refining Your Course Portfolio and Career Entry Basics

Assignments:

e Continue to develop a marketing pool

e Review course portfolio
Assessments:

e Any of the 10 LMS quizzes

e Submit final resume and cover letter
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Week
14

Topic Time
Finalizing Course Portfolio and Career Action Plan One hour

Assignments:

a. Gather portfolio materials for COMM 475

b. Obtain and Read Department Internship Manual
Assessments:

1. Individual Mock Interview in the CDC Center Completed/Graded

by this week

2. Revised “Academic Calculation Sheets” submitted by this week

3. (Optional) Submit an internship proposal

4. Submit final course portfolio

IV. Evaluation Methods
The following evaluation methods will be used:

Quizzes (25%)—Ten online quizzes will be administered through the University
learning management system. Quizzes are based on information presented in the course
manual. Quizzes will consist of a combination of multiple choice and true/false items
covering terminology, definitions, and basic concepts from the assigned readings and/or
online reference material. Quiz results will be immediately available to students.
Students will have multiple opportunities to take each quiz and prove mastery of key
concepts.

Resume (25%)—Students will create a personal resume to be presented to employers.
Students will be expected to submit a draft resume following the required format for
instructor feedback and to submit two copies of the final resume for final evaluation.
Resumes will be evaluated on student ability to follow the required formats, capture
and convey his/her experience, and demonstrate proper grammar and punctuation.
Classified Ads Study (10%)—Students will conduct an employment research study in
the form of a classified ads project. In this project, students will examine the classified
advertisements in their Communication Media emphasis to determine employer
expectations and use this information to inform the career planning process. The result
will be a final report of their findings. Evaluation criteria for the Classified Ads Study
is included in the PPR manual; an example will also be provided to students.

Mock Interview (15%)—Students will be responsible for scheduling with the Career
Development Center a mock interview. Students will be evaluated on their ability to
follow appropriate interview protocol. An interview grading form will be provided.
Cover Letter (15%)—Students will develop a targeted cover letter to be presented to
employers. Students will be expected to submit a draft cover letter following the
required format for instructor feedback and to submit two copies of the final cover
letter for final evaluation. Cover letters will be evaluated on student ability to follow the
required formats, capture and convey his/her experience, and demonstrate proper
grammar and punctuation.

Academic Calculation Sheet (5%)—Students will complete a Communications Media
Academic Calculation Sheet. This sheet will be used to determine student eligibility for
internship and to enhance the career planning process with their advisors.
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VIL

COMM 395: Career Planning in Communications Media

¢ Course Participation (5%)—Due to the workshop format of this course, participation is

expected. Students will be evaluated on their ability to prepare for and participate in the
course and to meet deadlines.

NCATE Assessment Matrix
COE&ET Program Course Assessment Technique
Conceptual Objectives Objectives
Framework
1,2,3,4 1,2,4,7,8 1 Online Quizzes
Mock Interview
Marketing Package
1,2,3,4 1,2,3,4,6,7,8 2 Worksheets
Classified Ads Project
Marketing Package
24 1,2,3,4,8 3 Online Quizzes
Classified Ads Project
Mock Interview
1,2,3 1,2,4,6,7,8 4 Online Quizzes

Application Exercise
Classified Ads Project

Example Grading Scale

The following grading scale will be used:

90-100%=A

80-89%=B

70-79%=C

60-69%=D

Below 60%=F

Undergraduate Course Attendance Policy

Per University policy, students are expected to attend class regularly and to participate fully
in class sessions. However, major life crises (e.g., death of a loved one, health issues) do
occur from time to time. In these cases, student may need to be excused from class
sessions. In the event that a student must miss a class session, he or she should contact the
instructor. Students who miss class are responsible for all content missed for that class
session and will still be expected to submit the requested work by the deadline given in the
course syllabus. Attendance will be taken randomly throughout the semester; students may
miss one of these sessions without penalty.

Required Textbooks, Supplemental Books, and Readings

Lamberski, R.J. (2009). Personal packaging resources. Indiana, PA: Copies Plus.

IUP Career Development Center. (2009). Career development center guide. Indiana, PA:
TUP Career Development Center.
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VIIL. Special Resource Requirements

IX.

COMM 395: Career Planning in Communications Media

Students will be required to participate in IUP’s Mock Interview Program through the
Career Development Center. Students are responsible for registering with the Career
Development Center and paying the assessed fee.

Students may also be required to purchase supplies such as resume paper.
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