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PHILOSOPHY/GOALS:

This course aims at equipping students with reading, writing, and
speaking skills required for apprecticeship training and for other
future placement in the field of Heavy Equipment Diesel. Emphasis
is placed upon the use of technical/trade periodicals to develop
summary skills; periodicals and other sources are used to help
students explore the role of the mechanic in the technical trades
of the future. Everyday business communication and employment
search skills are dealt with, in detail.

TEXTBOOK:
. -

There will be no specific text for the course, but students will
be expected to use library periodicals regularly. Students will
also need a copy of IIAResume Guidell (available free of charge
from the Counselling Office, Room E134).

COURSE OBJECTIVES:

Upon completion of.the course, students will be able to:

1.. write clear, concise, accurate summaries of important
ideas in trade periodicals

2. write concise, correct business letters

3. write a set of technical instructions

4. complete.~ accident report and write brief shop memos

5. present a brief oral technical report, using visual aids

6. prepare for employment interviews, write a.resume and
cover letter

7. demonstrate listening skills needed in a work environment

8. read at a level which will enable the student to under-
stand texts, periodicals and other written materials re-
lated to apprenticeship training

INSTRUCTIONAL METHODS:

A variety of methods including classroom presentations, small
group discussions and directed readings will be used to respond
to the student's needs.
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ASSIGlMENTS AND MARKING SCHEME:

1. Job Application Package

2. Technical Instructions

20%

10%

3. Description of a Mechanism

4. Let.t.er of Request ~ Letterof Adjustment.

s. Acciden tal Report.

6. Shop Memos

7. Summaries

10%

10%

10%

10%

10%

8. Brief Oral Presentation 10%

9. List.ening Skills and Classroom Activit.ies 10%

TOTAL 100%

N.B. These assignments may not. necessarily be covered in the
order that. they are .listed. Students will be notified of
any changes i~.the marking scheme.

METHOD OF ASSESSMENT:
.

Letter grades for assignments will be in accordancewith the
Language and 'Communications Department. Guidelines.

For FINAL grades, the fOllowing will be recorded:

A -
B -
C -
R -

Ou~tanding achievement.
Consistently above average
Satisfactory/Acceptable
Repeat (t.he studen~ has not. achieved the objectives
of the course and must repeat. the course)

TI ME FRAME:

Three periods per week for seventeen weeks.

Richard Page Office E 4 72
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