PRESENTATION SERIES OUTLINE
	A
	Employment Preparation Presentation Series 
2 hours / week x 5 weeks  

	B
	Students will be introduced to job search tools to develop an understanding of the job search process:

1. Learn practical strategies required to effectively compete for employment opportunities

2. Evaluate their skill set through understanding self, values, preferences, skills, strengths.

	C
	Seminar 1:  “Getting Started” Services / Tools / Knowledge Skills & Abilities / Skill Identification

Students are expected to understand the services offered and material available in the Job Centre, who their contacts are, how to use PlacePro, the JOBS Tab in Mocomotion, and the Job Centre website; understand the importance of K S A in the job search process, and work with various tools in identifying their own skill set.  Locate the Co-op Calendar.
Seminar 2:  “Resumes”  Resumes Types, Formats, Sections and Targeting a Resume

Students are expected to understand resume types, formatting rules and options, the sections of a resume, and how to target their resume to a particular field and job posting using related and transferable skills and information.

Seminar 3:  “Applying to Jobs” The Co-op Job Search Process / Creating Transcripts and Cover Letters / Saving Documents and Creating Portfolios in Placepro / Using Portfolios in future

Understand the Co-op process, guidelines and regulations that apply to students participating in Cooperative Education; review how to use PlacePro, save documents in your Placepro account, create portfolios.  How to apply for Co-op jobs; review important dates in the process; how to activate your PlacePro account.  Learn how to create and save in PlacePro a cover letter and prepare an e-transcript from Mocomotion data. Importance of using portfolios during one’s career. 
Seminar 4: Selecting References / Custom Business Letters / Interview Preparation / Handling and Asking Interview Questions / Work Place Safety
Students are expected to develop a good understanding of how to select appropriate References to support their job search; how to craft professional, targeted cover, thank you, no thank you, and job acceptance letters.  Develop an understanding of the preparation required before an interview.   Students are expected to be able to identify various strategies for handling a variety of interview questions; how to formulate questions to ask at an interview; appropriate follow-up after an interview; review the importance of K S A in all aspects of the job search process, and the support available in the Job Centre.  Review importance of Work Place Safety.  Who is responsible?
Seminar 5:   Work Term Packages and Student Panel 
Review the requirements of the Work Term Package and Audit Package.



	D
	Resources:

Throughout your Mohawk experience and after graduation, one-on-one support and access to career resources are available through the student’s Mocomotion Jobs Tab, Mohawk Job Centre, the co-op and student and graduate websites, and PlacePro Canada.

	E
	Transcript Evaluation:

R – Requirements Met (Credit Earned),  AU – Audit, I – Incomplete, NG – No grade, 
FL – Failure (No Credit Earned)
Participation:

1. Activate PlacePro account and accept Agreement (refer to Co-operative Education Policies and Procedures Document, and PlacePro Agreement.)

2. Upload approved resume to PlacePro Canada.

3. Attend all five presentation classes.

4. Successful completion of work term 

5. Successful completion of work term package

Recommended activity:

1. Search for jobs broadly, including checking PlacePro daily for postings.

2. Check Mocomotion email account for interviews, daily.


