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Syllabus 

Dr. Marietta Loehrlein Fall 2013 3 credits 

PHONE: 298-1089 OFFICE: Knoblauch Hall 309 MM-Loehrlein@wiu.edu 

Office Hours: MW 10:50 AM –11:50 A.M., M 1-2 PM & Tu 9-10AM or by appointment  

  

WESTERN ONLINE:  Go to http://wiu.edu, drag down menu for TOOLS, select WO 

(Log-in using your e-com student id and password, these are the same as you used to get your 

WIU e-mail account. If you haven’t done this, go to Stipes 126.) 

 

 Meeting Times and Locations: 

LECTURE: KH 306 Mon. and Wed. 9-9:50 AM 

 

COURSE DESCRIPTION: Agriculture 320 is designed to assist students in developing 

adaptive and transferrable skills to be successful upon graduation. Topics will include problem 

solving, communication, interpersonal relations, resume preparation, and interviewing. Student 

participation will be emphasized. 

 

COURSE MEETS:  9-9:50 AM Monday and Wednesday 

 

REQUIRED TEXT:  Rath, Tom (2007). Strengths Finder 2.0, Gallup Press, ISBN 159562015X 

(website where you can purchase the book: http://strengths.gallup.com/purchase.aspx)  

Note:  

 IF YOU purchase a NEW copy of this book you will receive a code which allows you 

one-time access to the survey that gives you your top 5 Strengths.  

 IF YOU purchase a used copy, the code in it will not work (assuming the original owner 

already used it. HOWEVER, you may go online and purchase a one-time code for $9.95. 

Used book prices vary greatly. It is up to you to decide whether the cost of one option is better 

than the other. 

 

RECOMMENDED TEXT: Farr, Michael J. (2004). The very quick job search. 3
rd

 ed. Jist 

Works, Inc. 

Miscisin, Mary. 2010. Showing Your True Colors. True Colors International Publishing.   

Covey, S. 7 Habits of Highly Effective People.  

 

COMMUNICATION: 

Email is the preferred form of communication. I respond most promptly to email correspondence. 

I will communicate with the class in person in the classroom, and on WesternOnline as needs 

arise. On WesternOnline I may use any of the following methods of communication, depending 

on the issue: email, News, Discussion Group. If you email me using the Western Online mailbox, 

it will be forwarded to my Zimbra account, as well as my W.O. email account.  

      

https://www.google.com/imgres?imgurl&imgrefurl=http%3A%2F%2Fwww.mrdaltonsclass.com%2Fcareer-planning-unit.html&h=0&w=0&sz=1&tbnid=sG97sCi4YLiC3M&tbnh=225&tbnw=225&zoom=1&docid=cEq7wh3MiPJftM&hl=en&ei=Qur3UfCjLMK0ygHam4HYDQ&ved=0CAEQsCU
mailto:MM-Loehrlein@wiu.edu
http://wiu.edu/
http://strengths.gallup.com/purchase.aspx


  AGRI 320 

2 

 

Course Objectives: 

Upon completion of this course students will be able to: 

1. Construct a resume 

2. Research a specific company prior to an interview 

3. Utilize resources to obtain a desired position 

4. Describe a typical interview process 

5. Interview for a position using proper interview etiquette 

6. Create a memo relating to your desired job 

7. Conduct a job search 

8. Answer key interview questions in relation to a specified position you select 

9. Identify key skills and attributes associated with one’s self 

 

10. Develop an E-Recruiting profile with Career Services 

11. Construct and establish a resume on LinkedIn 

12. Create an E-Portfolio to use in your future job interviews 

 

Grade Scale: 

A = 93 - 100% 

A- = 90 – 92.99% 

B+ =88 – 89.99% 

B = 83 – 87.99% 

B- = 80 – 82.99% 

C+ = 78 – 79.99%  

C = 73-77.99% 

C- = 70 – 72.99% 

D+ = 68 – 69.99%  

D = 63 - 67.99% 

D- = 60 – 62.99% 

F = <59.99% 

COURSE ASSIGNMENT BREAKDOWN* 

Graded Items and Assignments   Points  Due  

Weekly Journal     40  6-7, 6-14, 6-21, 6-28  

Resume      50   6-10 

Monster.com      50   6-14 

Application Letter & Thank you   50   6-14 

Midterm      100   6-18 

Knowing Your Strengths Paper   50   6-19 

E-Recruiting Profile     50   6-21 

Final       50   6-24   

Memo       50   6-28 

Participation      50   6-28   

Mock Interview     50   7-12 

Company Profile Project    100   7-12 

https://www.google.com/imgres?imgurl&imgrefurl=http%3A%2F%2Fwww.mrdaltonsclass.com%2Fcareer-planning-unit.html&h=0&w=0&sz=1&tbnid=sG97sCi4YLiC3M&tbnh=225&tbnw=225&zoom=1&docid=cEq7wh3MiPJftM&hl=en&ei=Qur3UfCjLMK0ygHam4HYDQ&ved=0CAEQsCU
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E-Portfolio      160   7-12   

Total        850 

*Subject to change with notice at the instructor’s discretion. 

 

Use of unauthorized notes or aids during quizzes and tests will be dealt with according to 

University regulations. Student’s rights and responsibilities can be found by going to the WIU 

home page, Personnel, Provost Page, Student Rights and Responsibilities. 

(http://www.wiu.edu/provost/students.php) 

 

I encourage you to obtain help if you do not understand how to do an assignment.  I am available 

at most any time to assist you, but if this is not convenient, you may get someone else from the 

class to explain or demonstrate the task at hand.  I do, however, strongly suggest that you do your 

own work.  That is, you must mentally and physically work through the assignment so that you 

can demonstrate, when required, that you have the required competencies. 

 

Assignments are due on the day specified. Assignments turned in after the graded assignment is 

returned to the rest of the class will be scored ZERO.  

 

Western Online: Students are required to use the course website at: 

www.westernonline.wiu.edu and all assignments will be submitted through the website. Course 

notes, handouts, and additional material will be posted throughout the semester on this website.  

 

Written Assignments (other than journal entries):   

 Should be typed using 12 pt. font, 1 inch margins. 

 Assignments submitted on Western On-line should be submitted as an attached word 

document, unless otherwise specified. 

 

Attendance 

 Each student will be allowed two excused absences with PRIOR PERMISSION of the 

instructor. Any other absences will result in a deduction of 10 points each.  

 See: http://www.wiu.edu/policies/stuabsc.php  for the provost’s policy on student 

absences. 

  

Weekly Journal (40 pts.): At the end of each week (Weeks 1 – 4; 4 total entries worth 10 pts. 

each) students will be expected to write a journal entry reflecting on the events of the week. The 

journal entries will be submitted through Western Online. Each journal entry should include a 

summary of new knowledge gained and how it will assist the student in the future. Also, each 

entry should consist of the student’s reaction to the new knowledge gained (negative or positive). 

The final journal entry will focus on your overall experience throughout the class. 

  

E-Portfolio (160 pts.): The portfolio will consist of the following items: All of the assignments 

from this course in addition to a Transcript and a Thank You Note. You will create your own 

personal e-portfolio through the development of a personal website on Google sites 

https://www.google.com/imgres?imgurl&imgrefurl=http%3A%2F%2Fwww.mrdaltonsclass.com%2Fcareer-planning-unit.html&h=0&w=0&sz=1&tbnid=sG97sCi4YLiC3M&tbnh=225&tbnw=225&zoom=1&docid=cEq7wh3MiPJftM&hl=en&ei=Qur3UfCjLMK0ygHam4HYDQ&ved=0CAEQsCU
http://www.wiu.edu/provost/students.php
http://www.westernonline.wiu.edu/
http://www.wiu.edu/policies/stuabsc.php
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(www.sites.google.com). The e-portfolio will be designed to be utilized in your future, as you 

begin applying for jobs and participating in interviews.  At the conclusion of the semester you 

will submit the link to your e-portfolio via Western Online. It is highly recommended that your e-

portfolio contains additional information besides the requirements for this class (i.e. sample 

works from other classes, background information, etc.). You will not be docked points if other 

information is not present. 

 

Resume (50 pts.): Resume will be evaluated on overall effectiveness and organization.  

 Sample resumes can be viewed online or at the Career Services Center on campus.  

 Your resume should reflect the style preferred in the industry you are entering.  

 During the week of October 3-11 you will meet with a Career Services staff member for a 

resume and cover letter review. (309.298.1838) 

 

E-Recruiting Profile (50 pts.): Each student will create an E-Recruiting Profile using software 

provided by Career Services. Each profile will be checked via employer access number. 

Accuracy and completeness is a must. Employers do check and use these files. 

 

Knowing Your Strengths Paper (50 pts.): After taking the StrengthsQuest Assessment, write a 

2-3 page paper outlining your strengths and how knowing each of your strengths going to assist 

you in being successful in the future (be sure to focus on each strength individually instead of 

talking generally about all of your strengths). The paper should be 2-3 pages in length, double 

spaced. Grammar and spelling will be assessed in the paper. 

 

Mock Interview (100 pts.): Each student will complete a Mock Interview at Career Services 

(309.298.1838) during the week of November 11-15. The student will set up an interview and 

give the interviewer the mock interview form at the interview. This interview can be done in one 

of three ways: Phone, Skype, or Face to Face. 

 

Midterm (100 pts.): This evaluation will assess all topics covered to this point.  

 

Application Letter & Thank You (50 pts.): You will research a job description and then write 

a relevant application letter according to the job requirements. You will also write a thank you 

note as if you were given the opportunity to interview for the position. 

 

https://www.google.com/imgres?imgurl&imgrefurl=http%3A%2F%2Fwww.mrdaltonsclass.com%2Fcareer-planning-unit.html&h=0&w=0&sz=1&tbnid=sG97sCi4YLiC3M&tbnh=225&tbnw=225&zoom=1&docid=cEq7wh3MiPJftM&hl=en&ei=Qur3UfCjLMK0ygHam4HYDQ&ved=0CAEQsCU
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“Take-Home” Final Exam (50 pts.): For your final, you will apply for a specified job that will 

be posted on Western Online prior to the final week of class.  

 You will be required to write a letter of application addressing the advertised position.  

 This position may not be a position that some of you would apply for, but it is an actual 

position that each of you could apply for.  

This exercise is being assigned to see if you are able to apply your adaptive, transferable, and 

job-related skills to a specific position. Everyone should be able to apply him or herself to this 

position. Remember to emphasize your strengths, quantify, and provide real examples. A 

standardized position was selected to compare the results. 

 

Memo (50 pts.): You will create a memo related to the job you are pursuing. 

 

Company Profile Project (100 pts.): Each student will choose a company they are interested in 

working for in the future and present information (fringe benefits, size, scope, types of positions, 

education required, etc.) on this specific company of interest. Companies will not be duplicated!! 

Each student will have the opportunity to select one of three options for this assignment: 

 

Option 1: Create a powerpoint presentation. To accompany the powerpoint, a script will need to 

be developed as if you were presenting the powerpoint to a group.  

 

Option 2: Write a 3-4 page paper about the company of choice and their information. Papers will 

be 3-4 pages in length and follow the previously stated formatting for written assignments. 

 

Option 3: Create a video profiling the company displaying their information. The video should be 

creative and unique. 

 

ATTENTION EDUCATION MAJORS 

You are required to receive a grade of a "C" or better in this course in order to meet new 

requirements.  With the new university +/- grading system, receiving a "C-" or below will require 

you to retake this course or find a substitute course to meet School of Agriculture graduation 

requirements. 

 

ADA COMPLIANCE 

“In accordance with University policy and the Americans with Disabilities Act (ADA), academic 

accommodations may be made for any student who notifies the instructor of the need for an 

accommodation. For the instructor to provide the proper accommodation(s) you must obtain 

documentation of the need for an accommodation through Disability Resource Center (DRC) and 

provide it to the instructor. It is imperative that you take the initiative to bring such needs to the 

instructor's attention, as he/she is not legally permitted to inquire about such particular needs of 

students. Students who may require special assistance in emergency evacuations (i.e. fire, tornado, 

etc.) should contact the instructor as to the most appropriate procedures to follow in such an 

emergency. Contact Disability Resource Center (DRC) at 298-2512 for additional services.” 

https://www.google.com/imgres?imgurl&imgrefurl=http%3A%2F%2Fwww.mrdaltonsclass.com%2Fcareer-planning-unit.html&h=0&w=0&sz=1&tbnid=sG97sCi4YLiC3M&tbnh=225&tbnw=225&zoom=1&docid=cEq7wh3MiPJftM&hl=en&ei=Qur3UfCjLMK0ygHam4HYDQ&ved=0CAEQsCU


  AGRI 320 

6 

 

 

 

https://www.google.com/imgres?imgurl&imgrefurl=http%3A%2F%2Fwww.mrdaltonsclass.com%2Fcareer-planning-unit.html&h=0&w=0&sz=1&tbnid=sG97sCi4YLiC3M&tbnh=225&tbnw=225&zoom=1&docid=cEq7wh3MiPJftM&hl=en&ei=Qur3UfCjLMK0ygHam4HYDQ&ved=0CAEQsCU

