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COE 110 
WORLD OF WORK 

(Office Systems Technology) 
 

COURSE DESCRIPTION: 
 
Prerequisites: Permission of program director 
Corequisites: None 
 
This course covers basic knowledge necessary for gaining and maintaining employment.  Topics 
include job search skills, work ethic, meeting employer expectations, workplace safety, and 
human relations.  Upon completion, students should be able to make a successful transition from  
school to work.  Course Hours Per Week:  Class, 1. Semester Hours Credit, 1. 
 
COURSE OBJECTIVES: 
 
Upon completion of this course, the student should be able to: 
a. Explain the components of a professional job search. 
b. Prepare a professional resume. 
c. Prepare an effective cover letter. 
d. Participate in a mock interview. 
e. Discuss the importance of a good attitude on the job. 
f. Explain factors relevant to workplace safety. 
g. Explain what is involved in having a good work ethic. 
h. Discuss appropriate ways to meet employer expectations. 
i. Discuss methods of improving relationships with other employees. 
 
OUTLINE OF INSTRUCTION: 
 

 I. Employer Expectations 
 A. Appearance 

  B. Dependability 
1. Attendance 
2. Punctuality 

  C. Skills 
1. Job-related skills 
2. Self-management skills 
3. Education and training 
4. Interests and hobbies 
5. Life experiences 
6. Success and achievements 

 
 II. The DataTrakt 
  A. Personal Identification 
  B. Work Experience 
  C. Basic Information 
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  D. Job-Related Personal Information 
1. Position desired 
2. Salary desired 
3. Professional organizations 
4. Success achievements 
5. References 

  
 III. Applications 
  A. Preparation 
  B. Standard Entries 
  C. Eligibility to Work 
  D. Availability 
  E. Education 
  F. Problem Items 
   1. Criminal record 
   2. Health 
 
 IV. JIST Cards 
  A. Format 

1. Name and phone numbers 
2. Target heading 
3. Job objective 
4. Value heading 
5. Experience statement 
6. Educational statement 
7. Job-related skills statement 
8. Transferable skills statement 
9. Problem-solving statement 

  10. Self-management skills statement 
  B. Appearance and Production 
   1. Using your JIST card- 
  
 V. Telephone Contacts 
   A. Presentation 
  B. Goal 
   1. Interview 
   2. Referral 
   3. Information 
   4. Advice and future help 
  C. Techniques 
 
 VI. The Interview 
  A. Previewing basic interview questions 
  B. Key interview techniques 
  C. Handling problem questions 
  D. Appearance 
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  E. Closing the interview 
  F. Follow-up 
 
 VII. Finding Job Leads 
  A. Direct contact with employers 
  B. Friends, relatives, and acquaintances 
  C. Want Ads 
   1. Advantages 
   2. Disadvantages 
   3. Tips for using Want Ads 
  D. Employment and Placement Agencies 
  E. Contacting Employers 
 
 VIII. Resumes 
  A. Resume Forms 
   1. Chronological 
   2. Functional 
  B. Cover Letters 
 
 IX. Organizing Your Job Search 
  A. Job-search schedule 
  B. Keeping track of your contacts 
  C. Following up 
 
REQUIRED TEXTBOOK AND MATERIALS: 
 
Farr, J. Michael, Gaither, Richard, Pickrell, R. Michael, The Work Book—Getting the Job You 
Want, Glencoe/McGraw-Hill, 1995. 
 
STATEMENT OF STUDENTS WITH DISABILITIES: 
 
Students who require academic accommodations due to any physical, psychological, or learning 
disability should request assistance from the Disability Services Coordinator within the first two 
weeks of class.  Likewise, students who potentially require emergency medical attention due to 
any chronic health condition are encouraged to disclose this information to the Disability 
Services Coordinator within the first two weeks of class.  The Coordinator can be contacted by 
calling 686-3652, (V/TT), or by visiting the Student Services Office, Room 23, of the White 
Building. 
 
 



COE 110 
WORLD OF WORK 

COURSE DESCRIPTION: 

Prerequisites: Permission of program director 
Corequisites: None 

This course covers basic knowledge necessary for gaining and maintaining employment.  Topics 
include job search skills, work ethic, meeting employer expectations, workplace safety, and 
human relations.  Upon completion, students should be able to make a successful transition from 
school to work.  Course Hours Per Week:  Class, 1. Semester Hours Credit, 1. 

COURSE OBJECTIVES: 

Upon completion of this course, the student should be able to: 

a. Explain the components of a professional job search.
b. Prepare a professional resume.
c. Prepare an effective cover letter.
d. Participate in a mock interview.
e. Discuss the importance of a good attitude on the job.
f. Explain factors relevant to workplace safety.
g. Explain what is involved in having a good work ethic.
h. Discuss appropriate ways to meet employer expectations.
i. Discuss methods of improving relationships with other employees.

OUTLINE OF INSTRUCTION: 

I. Employer Expectations 
A. Appearance 
B. Dependability 
C. Skills 

II. Developing a Resume
A. Personal Identification 
B. Work Experience 
C. Education and Training 
D. Job-Related Personal Information 
E. References 

III. Applications
A. Standard Entries 
B. Problem Items 

IV. Telephone Contacts
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A. Basic Parts of a Telephone Presentation 
B. Your Telephone Presentation 
C. Advanced Phone Techniques 

V. The Interview 
A. Meeting Employer Expectations 
B. Mastering Key Interview Techniques 
C. Follow Up 

VI. Finding Job Leads
A. Finding Hidden Job Leads 
B. Finding Visible Job Leads 
C. How to Contact Employers 

VII. Resumes
A. Understanding Various Resume Forms 
B. Doing Your Own Resume 
C. Preparing Cover Letters 
D. Using Your Resume 

VIII. Organizing Your Job Search
A. Using a Daily Job-Search Plan 
B. Preparing Your Own Job-Search Schedule 
C. Keeping Track of Your Contacts 
D. Follow Up 

REQUIRED TEXTBOOK (S) AND MATERIAL(S): 

Materials will vary depending upon the job placement. 

STATEMENT FOR STUDENTS WITH DISABILITIES: 

Students who require academic accommodations due to any physical, psychological, or learning 
disability are encouraged to request assistance from a disability services counselor within the 
first two weeks of class.  Likewise, students who potentially require emergency medical 
attention due to any chronic health condition are encouraged to disclose this information to a 
disability services counselor within the first two weeks of class.  Counselors can be contacted by 
calling 919-536-7207, ext. 1413 or by visiting the Student Development Office in the Phail 
Wynn Jr. Student Services Center, room 1209. 
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COE 111 
CO-OP WORK EXPERIENCE I 

COURSE DESCRIPTION: 

Prerequisites: Permission of program director 
Corequisites: None 

This course provides work experience with a college-approved employer in an area related to the 
student's program of study. Emphasis is on integrating classroom learning with related work 
experience.  Upon completion, students should be able to evaluate career selection, demonstrate 
employability skills, and satisfactorily perform work-related competencies.  Course Hours Per 
Week: Work Experience, 10. Semester Hours Credit, 1. 

COURSE OBJECTIVES: 

Upon successful completion of this course, the student will be able to: 

a. List the general requirements for successful employment.
b. Evaluate his/her own interest and performance in the computer field.
c. Evaluate his/her career selection.
d. Demonstrate competency in programming, operations, or networking skills.
e. Distinguish between good and bad work habits.
f. Demonstrate skills necessary for appropriate employment.
g. Perform work-related competencies in a satisfactory manner.
h. Prepare and deliver an oral presentation describing the work experience.
i. Submit a written report describing the work experience.

OUTLINE OF INSTRUCTION: 

I. General information 
A. This course is offered most semesters to students in the Information Systems curriculum 

who are in their last or next to last semester of study. 
B. The student is required to work a minimum of ten hours per week in a local business, 

industry, government organization, or on campus. 

II. Job placement
A. Students will meet with the class instructor at the beginning of the semester to discuss 

potential placements. 
B. Each student, with instructor approval, will decide on a job placement. 
C. Each student will complete a Work Assignment Form. 
D. Each student, with his or her work supervisor, will develop goals to be accomplished 

during the work experience.  These must be approved by the instructor. 
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