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MASTER SYLLABUS

COURSE NO., HOURS, AND TITLE:
AVM 402 Aviation Industry Career Development
MEETINGS:  Saturdays, 1/17/09 – 2/21/09:  8:30AM – 4:30PM

LOCATION:  ASA 9D
INSTRUCTOR INFORMATION:

Lesa Bretz








email:  

lesa.k.bretz@boeing.com








webpage:

http://www.geocities.com/lesabretz/








phone:

314-233-6190









office hours:
immediately following class in the AVM offices
AVM MISSION STATEMENT:
Aviation Management is a broad based aviation educational program designed to augment technical skills and develop managerial skills necessary for a career in aviation and related industries.
COURSE DESCRIPTION:

Provides an overall description and forecast of the employment possibilities in the aviation industry, as well as specific information regarding how to apply for such employment.  Also covered is the preparation of the future aviation professional for the search for employment including such items as personal assessment, resume construction, interviewing skills, writing letters of appreciation, the use of references, networking, employment referral agencies/services, and continuing education.  Not for graduate credit.  Prerequisite:  Aviation Management major or consent of department.

COURSE OBJECTIVES:
Outcome #1:
The student will be able to identify the size, structure and important elements of the aviation industry job market, including potential of internships and cooperative education.

Outcome #2:
The student will be able to assess her or his personal skills and knowledge, including strengths and weaknesses, specifically related to aviation.

Outcome #3:
The student will be able to identify one to three aviation-related career objectives using a personal assessment process.

Outcome #4:
The student will be able to develop a comprehensive and complete resume with specific application to the aviation industry.

Outcome #5:
The student will be able to develop a letter of application which complements the resume.

Outcome #6:
The student will be able to prepare an aviation career search plan based on the career objective already established.

Outcome #7:
The student will be able to apply aviation industry-related career search knowledge to the appropriate segments of the aviation industry.

Outcome #8:
The student will be able to begin the development of a personal aviation career networking system.
Outcome #9:
The student will be able to learn about the various sources and tools to help specifically in aviation career searches.

Outcome #10:
The student will be able to develop a personal continuing education plan.

TOPICAL OUTLINE:

Topics
Percentages

I.
Aviation Industry Job Market
15%     



A.
Size



B.
Structure



C.
Segments



D.
Geographical Distribution


II.
Personal Assessment of Aviation-Related Skills and Knowledge
10%     



A.
Personal inventory



B.
Strengths and weaknesses (compared to industry needs 




and demands)


III.
Identify Aviation-Related Career Objectives
5%     


IV.
Resume Development
15%     



A.
Education areas



B.
Certification/training



C.
Military service



D.
Work experience




1.
aviation related




2.
other



E.
Honors, awards



F.
Professional affiliations, memberships



G.
Personal information, as needed


V.
Letter of Application
5%     


VI.
Aviation Career Search Plan
10%     



A.
Education/training requirements of your chosen field



B.
Geographical limitations of the career field



C.
Health of the career field in general



D.
Identification of specific companies, agencies which fit the




plan, and research into their prospects


VII.
Aviation Career Networking and Continuing Education
10%     
VIII.

Aviation Career Information Tools
10%  


A.
Professional associations



B.
Periodicals



C.
Future Aviation Professionals of America




(and related services)


XI.
Interviews
10%     


X.
Professional Ethics
10%     

TEXTBOOK:

Powell, C. R.  Career planning strategies (5th ed.).  Dubuque, IA:  Kendall Hunt Publishing Co. 

BIBLIOGRAPHY:
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Foxman, L. D.  (1989).  The executive resume book.  New York, NY:  John Wiley & Sons, Inc.
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Kushner, J. A.  (1996).  How to find and apply for a job (6th ed.).  Cincinnati, OH:  South-Western Educational Publishing.


Molloy, J. T.  (1988).  John T. Molloy's new dress for success.  New York, NY:  Warner Books.


Molloy, J. T.  (1978).  The woman's dress for success book.  New York, NY:  Warner Books.


Smith, M. H.  (1993).  The resume writer's handbook (2nd ed.).  New York, NY:  Harper Collins Publishers (Harper Paperbacks).


Yeager, N., & Hough, L.  (1990).  Power interviews:  Job-winning tactics from fortune 500 recruiters.  New York, NY:  John Wiley & Sons, Inc.
ASSIGNMENTS

All assignments are due at the beginning of the class period on the day a deadline has been established.  For each day late, a penalty of 10% of the possible points will be assessed.
CURRENT EVENTS
Knowledge of current industry events is the responsibility of all aviation professionals.  A focus on aviation employment news is required.   Each student is required to select a current article relating to aviation employment, bring the article to class, and be prepared to deliver a 5 minute synopsis of the article and lead class discussion on its relevance. 
SELF ASSESSMENT
Students will complete a self-assessment exercise which will help the student focus on their career goals, personal strengths, etc.

CAREER SERVICES VISIT

All students must register with SIUC Career Services located in Woody Hall B-204 and utilize the free cover letter and resume' uploading service.  Contact career services at 453-2391 to schedule this activity.  You will be provided with a form letter that must be signed by a SIUC Career Services representative.  Appointment times are limited—therefore do not wait until the last moment to perform this task!
COVER LETTER, RÉSUMÉ, AND FOLLOW-UP
Students are required to create a cover letter, resume, and follow-up letter, which are used by an employer to assess qualifications for a position and communication skills.  These items will be graded on quality, professional appearance, communicative qualities, grammar, spelling and punctuation.

AVIATION CAREER SEARCH PLAN

Students must identify and prioritize their top three career choices and develop an Aviation Career Search Plan for each, addressing ten components using the format provided by the instructor.  The career search plan will be graded on quality, professional appearance, spelling, comprehensiveness, grammar, punctuation and adherence to the format provided.    The idea is to impress a potential employer. Think "Professional" and do the best job you can.

AVIATION MENTOR PRESENTATION
Students will be required to contact an aviation mentor and will then conduct a 10 minute presentation on their communication with their mentors.  An outline of required topics/questions will be provided by the instructor.  Students are free to ask whatever questions they would like but must, at a minimum, address the topics outlined by the instructor.
JOB SEARCH PORTFOLIO

Students must create a job search portfolio (a detailed collection of documents that outline education, employment history, and significant accomplishments) using the format provided by the instructor.  This exercise will provide you with a greater sense of who you are and what you have accomplished and may prove useful in communicating this information to a potential employer.  See the example Job Search Portfolio provided.  You will be graded on the portfolio's quality, professional appearance, accuracy, comprehensiveness, grammar, spelling and punctuation.

INTERVIEW

Students will participate in a mock interview.  Your appearance, punctuality, personal projection, body language, composure and communicative skills are the areas that will be used to formulate your grade for this activity.  Unless encumbered by extraordinary circumstances and coordinated with me, professional dress is required.

COURSE MANAGEMENT:

1. Emergency Procedures:  Southern Illinois University Carbondale is committed to providing a safe and healthy environment for study and work.  Because some health and safety circumstances are beyond our control, we ask that you become familiar with the SIUC Emergency Response Plan and Building Emergency Response Team (BERT) program.  Emergency response information is available on posters in buildings on campus, available on BERT’s website at www.bert.siu.edu, Department of Safety’s website at www.dps.siu.edu (disaster drop down) and in the Emergency Response Guideline pamphlet.  Know how to respond to each type of emergency.

Instructors will provide guidance and direction to students in the classroom in the event of an emergency affecting your location.  It is important that you follow these instructions and stay with your instructor during an evacuation or sheltering emergency.  The Building Emergency Response Team will provide assistance to your instructor in evacuating the building or sheltering within the facility.

2. Class attendance is the responsibility of the student.  Unless you are extremely ill or there is a serious family emergency, you should plan to attend all classes.  Absences will not be excused unless coordinated ahead of time with the instructor.  
3. Tardiness is disruptive and not tolerated. Unless coordinated and approved by myself, late class attendance or early class departure will result in a loss of three attendance points for each occurrence.  
4. Cell phones, pagers, etc. must be shut off or placed in a vibrate/alerting mode during class and are not to be used except in the case of emergency.  Laptops, palm pilots, or similar devices are not permitted during lecture periods unless they are being used for note-taking or other course activities.  Failure to abide by this rule will result in a three point penalty.  

5. All assignments are to be turned in on time regardless of whether or not you can attend class. On time means at or before 8AM on the due date given in the syllabus.  For each day late, a penalty of 10% of the possible points will be assessed.   
6. Plagiarism of material will not be tolerated.  It will result in a score of zero for the class and possible suspension from the university. 

7. The syllabus may be changed at the discretion of the instructor to accommodate instructional or student needs.  
8. Extra credit opportunities may be provided at the instructor’s discretion.

9. Notify me immediately of any circumstances that may affect your ability to meet course requirements.
	Date
	In Class Activities
	Text 
	Assignments Due

	January 17, 2009
	Introduction, Review of Syllabus

Lecture:  Size and Scope of the Aviation Industry & Aviation Career Search Key Sources

Lecture:  Self Assessment and Career Planning
	Ch. 3, 4, 14, 15

Ch. 1, 2, 9
	Self Assessment Exercise

	January 24, 2009
	Lecture:  Cover Letters, Resumes and Follow-Up

Current Events
	Ch. 10, 11, 12, 13
	Career Search Plan

	January 31, 2009
	Lecture:  Interviews and Personal Presentation

Current Events
	Ch. 17, 18, 19
	Resume, Cover Letter, Follow-Up Letter

	February 7, 2009
	Lecture:  Networking

Current Events

Interviews
	Ch. 16
	Career Services Visit

	February 14, 2009
	Lecture:  Employment Decision and Salary Considerations

Current Events

Interviews
	Ch. 20


	Mentor Presentations



	February 21, 2009
	Lecture:  Managing Your Career with Ethics, Etiquette, and Attitude
Current Events

Interviews
	Ch. 21, 22
	Portfolio


ASSESSMENT COMPONENTS

Attendance



120 points
12%

Current Events



50 points
5%

Participation/Quizzes


60 points
6%

Self Assessment


50 points
5%

Career Services Activity


50 points
5%

Cover Letter, Resume, and Follow-Up
150 points
15%

Aviation Career Search Plan

150 points
15%

Aviation Mentor Presentation

100 points
10%

Job Search Portfolio


150 points
15%

Interview



120 points
12%

TOTAL




1000 points
100%

GRADING SCALE

A

92.00 - 100%  
B

84.00 - 91.99% 
C

76.00 - 83.99%

D

68.00 - 75.99%

F

67.99% or less
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