MOHAWK VALLEY COMMUNITY COLLEGE

UTICA AND ROME, NEW YORK

COURSE OUTLINE
WS 102 Workplace Literacy                                                             C-3, P-0, Cr-3
Course Description

This course explores the relationship between the development of academic proficiency skills and their relationship to communication within the business environment. Topics include self assessment, international relations, technology and online learning skills, service learning, campus and community support resources, research skills, career planning and the development of transferable skills, and academic integrity.
Prerequisite: None

Student Learning Outcomes:
Students will:
1. Assess and inventory current strengths and areas of growth.

2. Demonstrate those skills essential to success as a student and employee including reading, writing and critical thinking.

3. Demonstrate knowledge and use of campus support staff and programs related to academic and business success. 

4. Demonstrate awareness of the implications of beliefs, choices, and behaviors on communication.

5. Discover and prepare for a successful career.

6. Analyze and apply transferable academic and personal skills to successful career skills and business skills.
Major Topics: 
	
	Topics

	
	Overview of the Course/ Link to the Work World

	1
	Self-Discovery:  visible measures of success

	2
	Planning: manage time to succeed in school and work.

	3
	Memory:  apply strategies to boost test scores and perform better at work.

	4
	Reading:  success in workplace and higher education requires extensive reading and comprehension.

	5
	Notes:  become an active learner, enhance memory and influence tests and evaluations.

	6
	Tests:  adopt techniques to improve performance during test taking.

	7
	Thinking:  creative and critical thinking to succeed in school and the workplace – including reading, writing and speaking.

	8
	Communicating:  listen, speak and write more effectively.  Resolve conflict.

	9
	Career Planning:  discover passion and skills to plan for a successful career.

	10
	Master Work:  transitioning from success as a student to employee.
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