INSTRUCTOR:

TEXT:

SUPPLIES:

PREREQUISITE:

COURSE
DESCRIPTION:

COURSE
OBJECTIVES:

GRANDE PRAIRIE REGIONAL COLLEGE
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OA2101A3 - Professional Communications

Sharron Barr

Office: B309A

539-2879 (work) or 814-8989 (cell)
Bar@GPRC ab.ca

TBA

Log Book, good quality resume paper, good quality binder
for recruitment project team submission, porifolio for
employability skills submissions

QOAT030 AND OA1040, or OA2040

This course could be defined as gaining personal success
for business through the development of a positive attitude in
all aspects of life. Real life and simulated activities are
specifically designed to unlock the human relation potential
of students,

To fully prepare an Employability Skills Portfolio that exhibits
evidence of achievement of Canada Council's critical
employability skills,

To work collaboratively and cooperatively as a member of a
team to assist in the successful hosting of the CCAA Men's
MNational Volleyball Championships,

To work collaboratively and cooperatively as a member of a
selection committee to successfully recruit a new employee
for a simulated company

To apply and be interviewed for a simulated job as posted by
selection committee teams.

To fully develop professional human relation skills and salf-
empowerment through the participation in classroom
workshop style activities.
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CAZH AL COURSE OUTLINE

WINTER 1593

GRADING: Employability Skills Portfolio 25%
CCAA Men's National's Work 30%
Taam Log Boak 15%
[Marticipetion 1 3%
Job Recruitment and Interview Project 30%
Sulection Committes Bindar 20%
Indhidual Participation 0%
Human Relations Exam 15%

COURSE SCHEDULE AND COURSE CONTENTS

The course schedule reflects the unusual nature of this course, in particular its
emphasis on teamwork and leaming through realistic activities, Students are entrusted
to manage their time effectively by setting goals, organizing, planning, prioritizing, and
scheduling activities, routines, and projects individually and in cooperation with their

team members.

HUMAN RELATIONS SKiLLS WORKEHOPS

This section of the course is designed Tor presentation In a classroom satting for the first 10 howrs of the course:
Bruring thes time students will meet in Room F310 from 12 Noon until 2 p.m. each day for a winkshop style
presentation of tw human retations and selfmanagament content, Allendance is recpuired 10 receve a grade in this
portion of Ine cowrse. The matenals will be tested through 3 take home exam That iz due an Friday, January 28

Some research will be reguired to complele e exam. Materials will

be placed on reserve in the Colege library.

presantation of resufs on Foday,
danuary 15,

Waorkshep 3

Decizgion Making

This workshop focuses on siralegies
and sheps to enable students to be
poserful deciston makars

Crifical Commiinicalions Sk
Ficus on Estening, non-werbal
communications and communcalinns
wilhie an organization.

professional attitudes for work

inciuding:

= Holding on o your posiive
aititude

= Yertical and horizontal
working refalonships

s Productivity

= Resioring injured
redationships

s The mosl imporant working
ralaticashp

= Tolerancs in the workplace

Janary £ 5| 8 7|8
F31o F310
12 pm, = 2 purm, 12= Zpm.
Coursa Dutling Wiorkehmp 2
Coursa Dhjectives Hand¥ag Anger and Comilic!
Comirss Sepuxiule Thiz workshop focuses on ha
Exam Reviow sacrels thal keep you cool, calm,
Workshop 1 and in control in your persanal and
More Power To You professional life,
This workahop fcuses on
acoepting responsibiity for
one's salf, it provides steps
to self-management, and
- handling change.
ik 13 15
Meyers Brigns Personaily Tes! Warkshop 4 Warkshop 5
Sudents are required 1o complete a Your Attiude i Shosing A Winning Team
personality 1est thal will b astessod This workshap gves an This warkshop focuses on The
and analyzed professionally with compleie overwew of qualities of 3 winning leam,

Time Managameant: the nexi

riaze,
Focus on new strategies intime

muanagemant and working
affectively in lhe new office
i ot

Final Examination Review
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CAT0AT COURSE OUTUNE 3 WANTER 1595

i CCAAMENS VOLLEYBALL NATIONALS TEAM WORK

Tearm meetuirs. The dass will meet 2t 8:00 am. sach Tuesday moming (Room TBA) to discuss their team's wark
ard progress and b receive the lstest lournament updales and work requirements. The firs! mesting is scheduled for
Tuesday, JENEATY 12, 199, Uolee, [Wce, and mutfing Wil be provided.

Toumamant Wirk Schedwe, March 2 - 5, 1999, Each student will b required (o woek two shifts dusing the
lournament. A work schadule will be distnbuied for signup. Work will indude information office MEnagemend,
slalistics input 2nd distabution {intermet web page and media fax fan), and program inser updates (the night shift)

EMPLOYABILITY SKILLS PORTFOLIO

Monday January 18, 1993

Fato

 a.m; — 12 Noon\Workshep

This werkshop will be presented by Gail Sherman and will present students with 2 pan o prepace an effective

empioyability skills portfolio. A complaled portfolio will be presented al the end of the course for assessment by a

group of udges for cash award presentation. Thies prizes of $50 sach e available. Swudents are expectod o

ievform {hedr instrecices of absanca from cless on {hes marmeng and a formal notice will be creulated from my office.
JOB SEARCH AND SELECTION PROJECT

Monday, March 15, 1299

F310

12 Moan = 4 pom.

‘Workshop 6

Buiding Your Carear

This workshop will present the following lopics:
» Successhul joby search

| = Effective recruitment and mbendew tachniques
= Succeeding ina Mew Job

s iniflate Rites

s Mbeaniesism and Human Redabons

# Goal Setting and Atbiudes

» Routes o tha Top

THE PROJECT = PRESENTATION
The job: search and selection project will be prezenied in dotal,  Doadline dates follow,

March 15 16 17 18 18
Initial Preseatation and
_Project Handouts
22 23 24 25 26
Job Posling
Deadline
Conpany Profile and
Job Descoplbon
Availatde on File =
AJ0G N
29 0 N April 1 2
Application Deadlineg
Foom A307
5 g T i 2]
Interviews Il views Imtenviews Irtenviows Crxaciline for
irerview
= chempletions
12 13 14 15 16
Deadiing for Yaar end awands
successiul candidate cRramony and
submission and Seleclion Committes
Freject binder — B309 Prezantations
3 pam.
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