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Course Description:

This course is designed to introduce engineering students to the Cooperative Education program and assist them through self-assessment in relation to the engineering profession.  Students will have an opportunity to develop job search and career management skills and learn about the Co-op Program.  This course will provide students with an introduction to how personality, values, skills and interests relate to career choice and shape their work experiences.  Employer and student panels will help students explore employment opportunities within the fields of Mechanical and Industrial Engineering.  

Course Objectives:
Upon completion of this course students will: 

· Understand the Co-op program, policies and expectations. 

· Understand how to use the Northeastern website in order to access on-line information used in their job search process.  

· Identify and describe their skills and work values and how they relate to their career choices.

· Learn how to write and critique a resume. 

· Learn and practice proper interviewing skills and techniques.

· Communicate their interests, skills, needs and future plans to their Co-op Coordinator and future employers.

Course Requirements:

To complete this course successfully, students must:

· Attend Class - attendance is a large portion of your grade.  If you miss a class and want to receive credit for the class, you must submit a two page typed paper on the topic covered in class.

· If you miss more than two classes you must repeat the course.  If you are more than 10 minutes late for the class you have missed that class.

· Participate in class discussions and activities. 

· Complete all assignments satisfactorily and submit on time.  Late assignments will only be accepted with prior approval.  Incomplete assignments will be graded and returned with 0 points.

SYLLABUS

DATES 
TOPIC
/ASSIGNMENT                                                                                         .    
Jan 8,9
Introduction: Review course outline, co-op process and learning model, assign co-op coordinator 

Expectations Activity - Employer, Student and Co-op Coordinator 

Resume Writing I – Review basics & Sample Resume
MyNEU Faculty Calendar

Student Info. Sheet
Homework- Follow resume template and bring a paper copy to our next class
Homework - Meet with Co-op Coordinator to discuss your co-op plans, your skills and your interests, and your resume before Feb 7.

Homework: Sign up for ONE Reflection Seminar.  Sign-up sheets are posted outside of 334 Snell.    
ME/MET Majors – Jan 23 (11:45 – 1:25), Jan 24 (2:50 – 4:30) or Jan 30 (11:45 – 1:25)
IE Majors – Jan 31 (2:50 – 4:30)
Jan 15,16   
Resume Writing II – Bad Resume exercise, Peer review of resume.  

myNEU COOL – Adding contact information, Resume upload instructions
Due

Paper copy of resume for peer review.

Homework- Make peer suggested revisions to resume.
Homework – Make appointment for mock interview.  Sign up in 334 Snell.
between Feb 11 – Feb 15.  Mock interviews will be held in 5th Floor Stearns.
Jan 22,23 
Knowing who you are and selling yourself to employers - Skills Identification, Work Values


Review “Sell Yourself” assignment

Due

Revised Paper copy of resume with peer review comments incorporated.

Homework – “Sell Yourself” assignment
Jan 29,30
Resume Writing III – Resumes returned with coordinator comments.

Professional References
Interviewing I – Logistics, Questions
Due
“Sell Yourself” assignment.
Homework –Professional References – First Draft 
Homework - Make instructor/coordinator suggested revisions to resume.  Upload final version to COOL for grading.
Feb 5,6
Interviewing II – Preparing for Mock Interviews, Thank-You Emails
myNEU COOL – Selecting and ranking co-op jobs
Co-op Contract 

Due

Professional References – First Draft
Due 

Final Resume upload on COOL for grading and referrals (Friday, Feb. 9).

Feb 12,13  
No class.  Mock Interviews this week.
Homework – Ensure that you are “released” on COOL and able to review jobs.
Homework - Rank 5 “very interested” and 5 “moderately interested” on COOL & schedule meeting with Co-op Coordinator to discuss referrals between Feb 19 – 29.  Your resume will not be sent out if you miss this meeting.
Feb 19,20
Interviewing III – Discuss mock interview experiences.  Behavioral Based Questions.  

Hand back Professional References with instructor comments.

Referral Meetings Begin


Homework – Make instructor suggested revisions to Professional References.

Feb 26,27
Job Search Logistics.  Contacting employers – phone & email communication.
Due
Final Professional References.
Mar 4,5
No Class.  Spring Break.
Mar 11,12 
Employer Panel
Mar 18,19 
Decision Making Time – Case Studies & Discussion.  Do my job selections meet my career goals? How do I decide if this is the best choice for me?  Risk taking.  Do I wait for my favorite job or take the first offer?  What is my competition? Can I negotiate salary? Following up with employers.  
Mar 25,26
Starting Work - Goal Setting, Co-op Employer Evaluation form, Professional Ethics, Disclosure Agreements and Proprietary Information 

Professionalism at Work - Tips for a successful co-op



Wrap up & Evaluation
COURSE GRADING

ASSIGNMENT


POINTS

Due Date


Attend Reflection Seminar

10 points

1/23, 1/24, 1/30, 1/31 
   
“Sell Yourself” Assignment 

15 points

1/29,30
Final Resume Upload 

20 points

2/8,9
 
Professional References

10 points

2/26,27
 
Mock Interview


15 points

2/11 – 2/15

Attendance and Participation 

30 points



TOTAL POINTS


GRADE



93 -100



      A



90 - 92


     

      A-



87 - 89



      
      B+



83 - 86



                  B



80 - 82


     
      
      B-



77 - 79



                  C+



73 - 76

     

      
      C

      



70 – 72



      C-



69 or below                                               F
A grade of Incomplete may be submitted if the student has made arrangements prior to exam week to complete the course.  If no arrangements have been made prior to exam week to complete the course a grade of F will be submitted.  Students who fail this course must repeat it with a passing grade in order to participate in the co-op referral process.

