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Academic Year 2009-2010
Course Syllabus
Name of Course:
Freshman Career Preparation and Technology Management
Level:

Academic Prep.
Instructor: 
Mrs. Beth Horwitz

Room:
B315


Office Hours: 
​​​​​​​​​​​​​​​​​​ Thursday 2:15 to 3:15
	Textbook(s):
	Century 21 Keyboarding & Information Processing 6th ed.
	Career Strategies How to get and keep a job.
	Pertinent Handouts

	Student supplies
	Portfolio 
	
	


Course Description:
This course will prepare you to effectively incorporate computer technology with the learning strategies utilized in your courses at Malden High School.  You will develop ways to improve your team work, collaboration, and organization skills.  Setting priorities, staying disciplined, and developing essential study strategies will help you to stay on task with time management.  In this semester course you will explore Self-Awareness, Career Research, Career Degrees, and Career Decisions to help you evaluate, match and integrate information about yourself and various occupations into satisfying career choices. You will also be introduced to various career documents, (employment application, cover letter, resume, interviewing techniques, etc.) to prepare you for interviewing for a job and transitioning from academics to the work world.

**This course is taught in a computer room.

Instructional Philosophy:

This course is taught through a hands-on, skills based approach.  The course is designed for individual and collaborative group assignments.  In this course, emphasis is placed on learning the Microsoft environment, time management, filing, organizational skills, and career awareness information that are pertinent to the business world. Students will complete career assignments integrating various software programs. The basic skills learned in this course will allow students to immediately apply their knowledge to their academic and work life.   
Key topics covered: (semester course)
	Quarter 1 & 3
	Quarter 2 & 4

	Review of Keyboard

And Microsoft Word Functions and Formatting and Editing Business Documents
	Introduction of Excel and Publisher Functions and Formatting

	Workplace and School Rules and Procedures
	Time Management, Communication,  Networking, and Interpersonal Skills

	Responsibility and Setting Priorities on the Job and in School
	Self-assessments and Learning Styles



	Technology and Career Vocabulary 
	Introduction to the different Career Pathways and College Degrees

	Introduction to General Career Information and the understanding of the salary needed to cover ones basic needs.
	Using web resources to identify and search for career information

	Introduction of PowerPoint Functions and Formatting
	Career Documents (employment applications, cover letter, resume)

	Volunteering and Goal Setting
	Introduction to the Interviewing and Hiring Process.

	Transferable Skills Interdisciplinary Academic Projects 
	Transferable Skills Interdisciplinary Academic Projects


Major Course Activities (Major projects, reports, portfolios, PowerPoint projects)
	Quarter 1
	Quarter 2

	Creating a Student Portfolio 
	Ongoing Student Portfolio

	Technology and Career Vocabulary Log
	Ongoing Vocabulary 

	Technology Software Formatting and Functions. (Word and PowerPoint)
	Technology Software Formatting and Functions. (Excel)

	Using Internet Resources
	Using Internet Resources 


Minor Course Activities (Labs, writing assignments)
	Quarter 1
	Quarter 2

	Microsoft Word Functions and Formatting Business Documents
	Microsoft Excel and Publisher Functions and Formatting 

	General assignments to promote academic, personal growth, and civic responsibilities. 
	Time Management, Communication, Networking, and Interpersonal Skills

	Ongoing Reflection Writing Journal
	Composing documents at the keyboard incorporating Language Arts and Proofreading Skills.

	Career, Salary, and Goal Setting
	Self Assessments and Learning Styles

	Ongoing Organization of Portfolios
	Career and College Degree Pathways 

	Microsoft PowerPoint Functions and Formatting
	Online Career Searches

	Composing documents at the keyboard incorporating Language Arts and Proofreading Skills. 
	Career Documents for employment and life long learning.


Assessment Plan:
Weekly Journal writing:
Daily participation/Effort 
Homework 
Major Project(s); Minor Project(s);

Vocabulary pertinent to the Business World
Quizzes
Technique checks 
Tests
Alternative Assessments

Distribution of quarterly grading components
Tests/Quizzes =65%

Homework – 2 Column Notes-10%

Alternative Assessment-25%

Total = 100%   (final exam =10% of grade)
	Grade
	Scale
	Description of work

	A
	90-100
	Consistently demonstrates an exceptional level of quality and effort.  All work is in on time and completed to exceed expectations.  Mastery in applying the concepts (or principles) of (course).

	B


	80-89
	Consistently demonstrates proficient knowledge with a good effort and quality of work.  All assignments are complete and on time.  Demonstrates the ability to apply the concepts (or principles) of (course).

	C


	70-79
	Demonstrates proficient knowledge and the ability to apply concepts (or principles) of (course). Work shows average effort.  A few assignments may be missed or late.

	D


	60-69
	Work shows minimal effort and some assignments are late.  Demonstrates a basic understanding of recalling or comprehending concepts (or principles) of (course).

	E


	Below 60
	Understanding is below basic in relation to (course) concepts (or principles).  Work is of poor quality and does not meet standards or expectations.


All assignments are designed to show whether students have met the standards for the course.   It is not my current policy to allow students to “re-do” assignments for a higher grade.   It is the student’s responsibility to make up any work missed due to absenteeism.      All make-up work is to be completed within 1 week of the due date, after that a grade of Zero will be recorded.  
1

