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Competency-Based Education Program 

 

SEM-444 Professional Development Seminar and Career Management  

 

Instructor 

Contact: 

Name: Abby DePasquale  

E-mail Address: abby.depasquale@nichols.edu 

LinkedIn: https://www.linkedin.com/in/abbymdepasquale/  

Phone: (508) 213-2482  

Office Hours: By Appointment  

Course 

Description: 

This course is designed to enhance the student’s professional and communication 

skills in order to develop and maintain a positive environment at work while 

preparing for future advancement opportunities. As a seminar course, Professional 

Development Seminar is highly interactive and will cover the following topics: 

personal branding, professional writing, business communication, networking, the 

interview process, career resources, mock interviewing, and salary 

negotiations/benefits. 

Course 

Competencies 

and Learning 

Outcomes: 

Competency 1: Demonstrate the ability to construct a resume that meets the 

standards of artificial intelligence and applicant tracking systems.  

 How to create a resume.  

 How to plan for artificial intelligence (AI) and applicant tracking systems 

(ATS) in the resume writing process.  

Competency 2: Demonstrate the ability to construct a cover letter that is 

personalized/job-specific and meets industry standards.  

 How to create a cover letter and utilize creativity in the process if desired.  

 How to tailor your cover letter to a specific opportunity.  

Competency 3: Demonstrate the ability to construct a LinkedIn profile that is up 

to date and industry specific.  

 How to create a LinkedIn profile.  

 How to utilize the complimentary features of LinkedIn.  

Competency 4: Demonstrate the ability to successfully perform in an interview by 

recognizing question types and responding to different styles of interviewing.   

 How to prepare for an interview, execute an interview, and follow up after 

an interview.  

 How to recognize and answer different types of interview questions.  

 How to prepare for and participate in different types of interviews.  
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Competency 5: Analyze different types of employee benefits in the workplace and 

explain how to negotiate salary.  

 How to analyze different types of employee benefits in the workplace.  

 How to prepare for and execute a salary negotiation.   

Textbook and 

Other Course 

Materials:  

There is no textbook for this course. All materials are shared via Canvas. Enjoy!  

Grading Scale:  In order to pass this course, you must receive an 80% or higher overall. A “B” is 

passing, and an “A” is 90% or higher overall.  

Grade 

Components: 

Your final grade in this course is based on your ability to pass each of the 

summative assessments, one for each competency, at the threshold of 80% or 

higher.  

Component Impact on Final Grade 

Pre-tests Not included in final grade. 

Learning Activities Not included in final grade. 

Post-tests Final grade based on these assessments 
 

Late work: This course is designed for you to proceed at your own pace. However, students 

are urged to take the pretest for the first competency during the first three days of 

class and to progress at an accelerated rate. Unlike most traditional college 

programs, the courses in this program last 7-weeks, which means that it is easy to 

fall behind. In order to avoid this, allocate sufficient time to complete all work in an 

efficient and qualitative manner, so that you are able to pass all four post-tests 

within the time allowed.  

Time 

commitment: 

Online courses are typically just as time intensive, and may be more rigorous, than 

traditional courses. Many students claim that online courses require more time 

and commitment. As you begin this course, you would be wise to schedule eight or 

more hours per week for studying materials and completing assignments. Falling 

behind in this course is particularly problematic because the concepts we cover are 

cumulative. This means that not becoming proficient with information and 

objectives presented and assessed in a particular week can lead to low scores for 

that week as well as in subsequent weeks.  

Class 

Participation: 

Online courses require your active participation. Here are some tips for success:  

 In courses with discussion forums, you learn from one another by posting 

questions, justifying your comments, and providing multiple perspectives. 

When you prepare for discussions through thoughtful reflection, you 

contribute to your own successful learning experience as well as to the 
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experience of your peers. 

 Log in to the course frequently (at least several times per week for long 

semesters and daily for summer sessions) and check your email as you will be 

sent weekly emails/Announcements. This will keep you appraised of any 

course updates, progress in discussions, assignment information, and 

messages requiring immediate attention. 

 Be aware of and keep up with the Course Schedule in the Syllabus.  

Academic 

Integrity: 

The successful functioning of the academic community demands honesty, which is 

the basis of respect for both ideas and persons. In the academic community, there 

is an ongoing assumption of academic integrity at all levels. There is the 

expectation that work will be independently thoughtful and responsible as to its 

sources of information and inspiration. Honesty is an appropriate consideration in 

other ways as well, including but not limited to the responsible use of library 

resources, responsible conduct in examinations, and the responsible use of the 

Internet.  

Attendance 

and 

Withdrawal 

Policies: 

Attendance (regular participation in the online classroom) is essential for 

maintaining the best learning environment. 

 You will be expected to log on to the course site 2-3 times per week until 

you have finished all work successfully. 

 Regular communication with the instructor is encouraged. If you have any 

questions about the material covered in this class, do not hesitate to 

contact your instructor. Your instructor is here to help you.  

 If, for whatever reason, you decide to withdraw from this course, be sure to 

check the final withdrawal date.  

Course Rules 

and 

Expectations: 

Your Expectations of Me:  

 I will treat you with courtesy and respect.  

 I will respond to your telephone calls and e-mails within a reasonable period of 

time (48 hours).  

 I will do my best to help you prepare for the future classes.  

 I will model high standards of academic honesty and integrity.  

 

My Expectations of You:  

 You will treat me and your fellow classmates with courtesy and respect.  

 You will contact me if you have questions or if you do not understand 

something.  

 You will do your best to master the material and to submit work that you are 

proud to put your name on.  

 You will display high standards of academic honesty and integrity.  
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Build Rapport: If you find that you have any trouble keeping up with assignments or other aspects 

of the course, make sure you let your Instructor know as early as possible. As you 

will find, building rapport and effective communications are the keys to becoming 

an effective professional. Make sure that you are proactive in informing your 

Instructor when difficulties arise during the term so that we can help you find a 

solution.  

 

Netiquette:  Behind every name there is a person. Respect each other. We are all in this 

together.  

 Keep in mind you are taking a college class. Something that would be 

inappropriate in a traditional class is also inappropriate in an online class.  

 Be aware that typing in all capital letters indicates shouting  

 Be careful with humor and sarcasm. Both can be misunderstood.  

 Review all discussion postings before posting your own to prevent redundancy.  

Syllabus 

Disclaimer: 

Information contained in this syllabus is, to the best knowledge of this Instructor, 

considered correct and complete when distributed to the student. The Instructor 

reserves the right, acting within policies and procedures of Nichols College, to 

make necessary changes in course content or instructional techniques without 

prior notice or obligation to the student. Any changes made would be 

communicated accordingly.  
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