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M-CAM Training Area: 

  ☒CNC/Machining  ☐Multi-Skilled Mechatronics  ☐Production Operation    ☒Welding/Fabrications 
 
Program(s): 1) CNC Operator Boot Camp 

2) Basics of Welding Fabrications and Safety for Industry 

Course:  CESB 1331 - Career Readiness 

Course Description:  Students will gain an understanding of the skills needed to seek employment such as 

networking, resume creation, interview preparation and mock interviews. Additionally, students will discover 

campus resources on a campus tour, receive training on financial literacy and learn workplace habits for success. 

Date Created:  May 4, 2015 

Faculty Developer(s)/Instructional Designers(s):  Kimberly Allen-Bradfield, Karen Maxton, Tammy Thomson, 

Sandra Miller 

Employer/Industry Partner:  Loc Performance 

College Contact:  Tammy Thomson 
 Phone: 734-462-4349 
 Email: tthomson@schoolcraft.edu 

Additional Information/Comments: 

As part of our TAACCCT grant and in guidance with our manufacturing advisory board and our industry partner, 

Loc Performance, the Career Readiness course was created. Many employers have expressed that the 

employability skills were vital to the participant being successful on the job. The grant incorporated the 

Edmentum software to reinforce key concepts. 

 

This workforce solution was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The solution was 

created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, 

warrantees, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, but not 

limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership. 

  

The eight community colleges and MCAM is an equal opportunity employer/program provider. Auxiliary aids and services are available upon request to 

individuals with disabilities. TTY users please call 1-877-878-8464 or visit www.michigan.gov/mdcr.” 

  

This work is licensed under a Creative Commons Attribution 4.0 International License. 

 



 
 

 COURSE PROPOSAL FORM  
 
Syllabus Prepared By:       
Biography: 
Please provide 
information on your 
background as it relates 
to the course you are 
proposing. Please also 
provide a resume. 

 
 
 

Suggested Course Title:       
Prerequisite/Required 
Skills: 

      

Total Course Hours:  
Maximum Enrollment:  
Type of Supplies:  
Supply Fee: $       
Course Highlights: 
We will use this to 
create a course 
description.  If there is 
copy that should not be 
changed, please 
indicate. 

 
 
 
 
 
 
 

Type of Classroom & 
Equipment Required:  

 
 

Textbook(s): Required  Optional  Handout Material  
Book Title, Author, 
Publisher : 

 

Comments:       
TARGET AUDIENCE: 
This course is designed for: 
 
 
 
 
 



COMPETITION: 
Where else is this course or a similar course being offered? 
 
 
 
 
 
MARKETING SUGGESTIONS: 
Professional associations, specific publications, etc. 
 
 
 
 
 
COMPETENCIES: 
(Use numbers to list competencies & periods at the end of the competencies.  Example:  1. 
Demonstrate the basic functions of a computer.) 
A successful student should be able to do the following at the end of this course: 
(These competencies must be related to course outline.) 
 
 
 
 
 
 
 
 
 
 
LEARNING ACTIVITIES: 
(Use numbers to list activities & periods at the end of the activities.  Example:  1.  Lecture.) 
The course will have the following distinct activities: 
 
 
 
 
 
 
METHODS OF EVALUATION: 
(Use numbers to list evaluation methods & periods at the end of evaluation methods.  Example:  1. 
Attendance.) 
In addition to attendance and participation, the following criteria may be used: 
 
 
 
 
 



COURSE OUTLINE:  
Please indicate projected time devoted to each content area. 
(Capitalize the first word of each division. Use Roman numerals with periods, then capital letters 
with periods, numbers with periods, and finally lowercase letters with periods if necessary. Please 
use lowercase hour abbreviation and decimal time notation.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 











































































Barry Kevin Brickey 
 (734) 799-2562 

bearcat4@hotmail.com 
 

 
JOB RELATED SKILLS: 
• Proficient with Microsoft Office, Outlook, PowerPoint, Excel, and experienced with Web 

Page Design and Business Computer Graphics. 
• Skilled in interviewing, presentations, developing and maintaining Individual Employment 

Plans, career counseling and evaluating cliental needs. 
• Several years of Administrative/Human Resource Assistant experience. 
• Experienced in interpreting career assessment tools (Tabe, ONET) and with providing 

follow-up services, referrals, and resources. 
• Strong organizational skills in case management and file retention.  
• Efficient multi-tasker, adaptable, with excellent communication and listening skills. 
• Continually met and exceeded program measurement goals and expectations. 
• Over twenty years of promotional/advertising/sales/marketing/fundraising experience 
• Strong experience in Creative Writing/proofreading with attention to detail 
 
EXPERIENCE: 
6/08 to Present: Employment & Training Design, Inc. 
Career Development Facilitator/Job Developer 
Manage customer’s case from the point of entry through termination from the program.  Assist 
customers with career exploration and employment services.  Determine suitability for program 
and make referrals to partnering service agencies.  Prepare paperwork for enrollments, 
terminations and activity changes.  Maintain contact with customers monthly and provide 
accurate case notes.  Determine suitability for training enrollments and “On The Job” training.  
Stay informed on emerging occupations, labor market trends and current training providers.  
Administrate the Wayne Michigan Works! WIA Facebook page and provide daily job leads, job 
fair information, service center news and additional resources for the public. 
 
1/07 to 6/08: Michigan State AFL-CIO – Lansing, Michigan 
PEER Consultant 
Counselor to 160 dislocated factory associates, whom I maintain contact with by phone, mail or 
in-person visits.  I encourage and advise them to attend the Wayne, Michigan Works location for 
education, training, job search services and counseling. 
 
8/98 to 1/07: CEP Products/Carlisle Engineered Products – Belleville, Michigan 
Human Resource Assistant/Office Manager  
Responsibilities included operating multiple lined switchboard, assisting H.R. Director with 
attendance, medical and OSHA issues; maintaining personnel records, benefit/orientation packets, 
filing, testing, training and company activities.  Clerical duties included ordering supplies, 
handling mailroom, faxing, typing memos and letters and scheduling.   
 
CERTIFICATES: 

• Career Development Facilitator, 2008 
• Certificate in PEER Network Training, 2007 

 
EDUCATION: 
Monroe County Community College, Monroe, Michigan  
Associate Degree in Marketing, spring 2001. 

mailto:bearcat4@hotmail.com


Christina J. O’Reilly 
coreillydbn@aol.com  

C: 313-402-0371  H: (313) 730-8188  

RELEVANT SKILLS &ACCOMPLISHMENTS 

ADMINISTRATION/MANAGEMENT 

 Case Management -Develop career and training plans for more than 100 current customers seeking to achieve
successful employment or re-employment goals.

 Coordinated issue development and analysis for the Congressional delegations of 18 states in Northeast and Midwest
United States. Organized regional conferences on key issue like the Big Ten Conference on Economic Development
and Education.

 Established the U.S.-Arab Mayor’s Council as part of the U.S.-Arab Economic Forum. Managed all events,
presentations and deliverables including participation by four Mayors from the Middle East as part of a broader role
as Executive Assistant to the Director.

 Facilitated the two day turnaround of the analysis of the new Federal proposed budget after its introduction by the
President. Organized input from staff specialists in different subject areas in order to provide Congresspersons from
18 states the likely impact of the budget on the Northeast-Midwest region.

SERVICE DELIVERY 

 Conduct orientations, job skill workshops and career assessments to maximize successful employment outcomes.
 Facilitated Community Outreach  project, conducting job readiness workshops and job development for those

entering/re-entering work force with substance abuse /criminal background barriers
 Served as “point person” for SESP (State Energy Partnership) Grant for “Green” jobs training programs.  Screen, enroll

and monitor training progress with 95% placement outcome
 Researched, outlined and summarized proposed State legislation including simultaneously managing 30 bills on

education and training introduced in one session.

PROFESSIONAL EXPERIENCE 

Employment and Training Designs, Inc. – Wayne, MI   7/09 to present 
  Career Development Facilitator   - WIA (Workforce Investment Act) 
 Attentive training and employment case management of over 100 case files in the WIA (Workforce Investment Act)

program at MI Works! Wayne Service Center 
 Workshop development to provide effective employment search strategies and conduct other training and

employability skills seminars 

U.S. –Arab Economic Forum – Dearborn, MI   12/07-5/08 
Human Resources Director 
• Director of Mayors Council Initiative for U.S.-Economic Forum
• Assisted in coordinating biennial international forum on economy in Washington, D.C.

Northeast Midwest Institute – Washington, D.C.   1982 - 1985 
• Administrator of Public Policy Institute
• Worked directly with U.S. Senate and Congressional Coalitions
• Director of Personnel and Employee Relations

EDUCATION AND CREDENTIALS 
University of Detroit B.A., Suma cum Laude 

Career Development Facilitator Certificate (2/2010) 
Case Management Strategies Certificate (2/11) 
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	Syllabus Prepared By: Sandra Miller, Kimberly Allen-Bradfield, Karen Maxton
	Biography: 
	Suggested Course Title: Career Readiness
	PrerequisiteRequired: N/A
	Total Course Hours: 16 hours
	Maximum Enrollment: 
	Type of Supplies: N/A
	Supply Fee: N/A
	Course Highlights: Students will gain an understanding of the skills needed to seek employment such as networking, resume creation, interview preparation and mock interviews. Additionally, students will discover campus resources on a campus tour, receive training on financial literacy and learn workplace habits for success. 
	Equipment Required: Computer lab
	Required: Off
	Optional: Off
	Handout Material: Yes
	Book Title Author: 
	Comments: 
	TARGET AUDIENCE: Job-seekers, workforce development training participants.
	COMPETITION: 
	MARKETING SUGGESTIONS: 
	COMPETENCIES: 1. Identify campus resources.
2. Identify personal network to whom they can notify of their job search.
3. Understand the importance of keeping a social media presence and online profile free of unprofessional content.
4. Understand budgeting and personal banking topics.
5. Prepare a resume for job search, create cover letters and thank you for interview letters.
6. Understand interview questions, how to handle challenging topics, legality of questions and communicating ideas with clarity.
7. Participate in mock interviews to practice interview techniques.
8. Identify workplace habits that will lead to success on the job. 
	LEARNING ACTIVITIES: 1. Lecture
2. Hands-on activities
3. Role-play
	METHODS OF EVALUATION: 1. Attendance
2. Resume completeness
	COURSE OUTLINE: I. Campus resources      2 hrs.
    A. Review student success resource packet to include:
         1. Learning Support Services handout, Jump Start Math, Bradner Library Hours, Homework Help at the LAC, Online Tutoring, Writing Fellows, Career Services Resume Workshops handouts
    B. Campus tour
        1. Recruiter explains campus information and processes
        2. Student ambassador takes student on campus tour noting important locations such as Library, Computer Lab, Henry’s, Bookstore, etc.

II. Networking to gain employment    1.5 hrs.
     A. Identifying your network of family and acquaintances to notify of your job search
     B. Social media do’s/don’ts during a job search
     C. General understanding of your online presence, brief overview of LinkedIn
     D. Career exploration and career decision making 

III. Financial Literacy      1.5 hrs.
     A. Resources such as:  http://www.cicmoney101.org/ or local credit union representative
     B. Explain how limited personal financial resources affect the choices people make
     C. Discuss the importance of taking responsibility for personal financial decisions
     D. Apply a decision making process to personal financial choices
     E. Describe how insurance and other risk-management strategies protect against financial loss
         1. Identify your current financial risks
         2. Give examples of various ways to manage risk
         3. Describe types of insurance including, life, health, disability, property and auto insurance
     F. Design a plan for earning, spending, saving and investing
     G. Describe the advantages and disadvantages of spending now vs. saving for a future goal
     H. Create financial Goals after identifying needs and wants
      I. Create a current Income and Expense Record
      J. Create an Insurance Plan
     K. Create a Savings and Investing Plan
     L. Create a Budget

IV. Resume Workshops      4 hrs.
     A. Complete resume handout
     B. Drafts of resume, cover letter and follow-up letters
     C. Career Coach feedback and suggested changes

V. Interview Preparation     4 hrs.
     A. Sample questions, how to handle challenging topics, general communication for clarity
     B. Practice questions and virtual coaching:  http://www.perfectinterview.com/
     C. Mock Interviews

VI. Workplace Habits for Success    3 hrs.
    A. Resources:     Edmentum, www.mitalent.org/elearning-soft-skills-program/ 
    B. Communication
         1. Humility
         2. Communication styles and techniques
         3. Conflict Management
    C. Critical Thinking
         1. Ethical Character
         2. Personal Judgement
         3. Problem Solving
         4. Time Management
    D. Collaboration
         1. Diversity and Inclusion
         2. Self Confidence
         3. Teamwork
    E. Creativity
        1. Positive Attitude
        2. Initiative
        3. Flexibility
        4. Work Ethic


