JOBS FOR ILLINOIS GRADUATES

Course Syllabus

Instructor:
Heath Keller



Office Phone:
(618) 833-8502x127

Class Times:
M-F 4th and 5th periods

Office Hours:
By Appointment


Office:

Room 22



Home Phone:
(618) 457-7511

COURSE DESCRIPTION:
The Jobs for Illinois Graduates class is an Educational-to-Career course that teaches employability skills to selected seniors.  The goals of the program are to assist participants in graduating high school and thereafter finding and keeping quality jobs and/or entering into post-secondary courses of study leading to career track positions.  The class is taught by a career specialist whose job it is to teach prescribed course content material, conduct employer marketing (field trips & job shadowing), facilitate the student-run Career Association, and provide 12 months of follow-up support following graduation of program participants. 

STUDENT MATERIALS and RECOMMENDED TEXT:  Students will be provided with a wide variety of handouts and information, but no text is required. Portfolios will be supplied, but students will need to come prepared with a notebook and a writing instrument. 
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100

A+

95-99 A

93-94

A-

91-92 B+

88-90 B

86-87 B-

84-85 C+

81-83 C

78-80 C-

76-77 D+

72-75 D

70-71 D-

Below 70
E
Course Objectives---Students must attain all of the competencies listed below in 

                                         order to successfully complete the course.

     Career Development Competencies

   1.Identify Occupational interests, aptitudes and abilities 

   2.Relate interests, aptitudes and abilities to appropriate occupations 

   3.Identify desired life style and relate to selected occupations 

   4.Develop a career path for a selected occupation 

   5.Select an immediate job goal 

   6.Describe the conditions and specifications of the job goal 

     Job Attainment Competencies

   7.Construct a resume 

   8.Conduct a job search 

   9.Develop a letter of application 

  10.Use the telephone to arrange an interview 

  11.Complete application forms 

  12.Complete employment tests 

  13.Complete a job interview 

     Job Survival Competencies

  14.Demonstrate appropriate appearance 

  15.Understand what employers expect of employees 

  16.Identify problems of new employees 

  17.Demonstrate time management 

  18.Follow directions 

  19.Practice effective human relations 

  20.Appropriately resign from a job 

     Basic Competencies

  21.Comprehend verbal communications 

  22.Comprehend written communications 

  23.Communicate in writing 

  24.Communicate verbally 

  25.Perform mathematical calculations 

     Leadership and Self Development Competencies

  26.Demonstrate team membership 

  27.Demonstrate team leadership 

  28.Deliver presentations to a group 

  29.Compete successfully with peers 

  30.Demonstrate commitment to an organization 

     Personal Skills Competencies

  31.Understand type of maturity 

  32.Identify a self-value system and how it affects your life 

  33.Base decisions on values and goals 

  34.Identify process of making decision 

  35.Demonstrate ability to assume responsibility for actions and decisions 

  36.Demonstrate a positive attitude 

  37.Develop healthy self-concept for home, school and work

Professional Guidelines

· Attendance--Be on Time to class and other JILG Events.

· Courtesy--Be respectful to others, as well as yourself.

· Responsibility--Be prepared for class everyday:  Writing 

 


     utensil, homework, etc…

· Membership--Be a participant in the classroom and at JILG 

                             events and activities throughout the year.

· Teamwork--Be cooperative with faculty, staff, students, and

 

JILG guests.

