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HDG 111-4 PERSONAL MANAGEMENT

Phi | osophy/ Goal s

This course ains at equipping you with the necessary skills to becone
an effective and confident l|earner and a successful graduate of a
college program that is suited to your aptitudes and interests. The
skills that you devel op should help you in studies, career choices and
I n day-to-day organi zation and interpersonal comunications as well as
in interview and presentation techniques.

Credits: 4 Duration: 15 weeks (3 hours per week)

Text books and Resources

Conpul sory Test

Keys to Col |l ege Success, 2nd Ed., by Mnnette Lenier & Janet Maker
Recommended Readi ng

How to Study in College, 2nd ed. by \Walter Pauk*

Readi ng and Study Skills by John Langer

Many ot her books and panphlets as well as free advice are avail able
in Sault College's Counselling Centre in E134.

* A few copies are kept in the General Arts and Science Ofice and may
be signed out by students. Copies nay also be found in the Sault
Col I ege Library.

There are several conputer software packages available to add support
to classroom |essons and handouts. A full Tlist wll be available
later in the senester when the Learning Assistance Centre is
operati onal .

Course (bjectives

Upon successful conpletion of HDG 111 you will be able to do the
fol | owi ng:

1. Understand the responsibilities of a college student, mnake
realistic academ c decisions and be aware of effective
i nterpersonal conmunication skills that help on a day-to-day basis
in dealing with everyone.

2. Oganize your tine effectively.



Scan a textbook and other witten material quickly and
efficiently.

Take conprehensive and conprehensi bl e notes.

Be aware of how to listen effectively.

Denonstrate nenorizing skills.
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Denonstrate a know edge of techniques by which you can be
successful on assignnents, tests and exam nati ons.

8. Denonstrate your strengths and potential in career areas as
determ ned by interpretation of the Differential Aptitude Tests.

9. Show mastery of basic oral presentation techniques.

| nstructi onal Mt hods

A variety of methods, including lecture presentation, group discussion
and activity, directed readings, audio-visual presentation, and
student presentation is wused to reflect the different nethods of
instruction that you may encounter in college programs. You may also
arrange to take interest surveys in your own time which will be scored
either personally or through the G A S. office.

Assi gnnent s % of G ade
Mast er Schedul e 5 %
Li brary Assi gnment 5 %
Not et aki ng 10 %
Conpletion of D.A T. and participation
. . . . 10 %
in its interpretation 50 %
M d- senester test 20 %
Career Research presentation 20 %
Fi nal test 10 %
Participation & Attendance
100 %
You will be given notice of assignnents, tests and presentations at
| east one week in advance. Failure to submt an assignnment, take a
test or turn up for your presentation will result in a mark of "O0"

unl ess you can furnish proof of mtigating circunstances.



Note: Illness and other personal or famly problens may all be genui ne
mtigating circunstances- What ever your problem in whatever course
you take, communicate it to your teacher inmmediately. Most teachers
are synpathetic to genuine hardship, BUT they need to know about it
before they can consider finding alternatives to acconmodate their
st udents.

Per sonal Managenent Schedul e

The followng is a tentative and brief course schedule. Your teacher
may wsh to make changes. It is your responsibility to keep
up-to-date with the course and any adjustments to schedule or content
by regul ar attendance.

Week Topi cs
1 I ntroduction, Course Qutlines, Adjustnment to Coll ege, Handing
out of Career Planning Assignnent, Goup Exercises.
2 Ti me Managenent
3 Text book Readi ng

4,5,6 Not et aki ng
(During these weeks, 2 two-hour out-of-class tinmes wll
be scheduled for you to take the Differential Aptitude

Test. You will be given adequate prior notice of dates
and ti nes.
7 Scanni ng, Test Preparation (included in Notetaking & scanning
exer ci ses)
8 M dterm
9 Menory, Listening
10 DA T. Interpretation
11 I nt er personal Communi cation Skills

Presentation Skills
Exam and Test Preparation Review

12,13, 14 Presentations and Review of Presentations

15 Cour se Revi ew, Conclusion, Final Test



Fi nal G ades

A+ - Excell ent 86% +

- CQutstandi ng 81% - 85%

- Above Average 71% - 80%
Satisfactory 60% - 70%

- Unsatisfactory, below 60%

course must be repeated.
PERSONAL MANAGENMENT
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Career Pl anni ng Assi gnnent

You are to go out into the community to interview a professional in
hi s/ her workplace and record information which you wll present orally
to the cl ass.

The person that you interview should have a coll ege diplona,
uni versity degree or sone formal post-secondary training.

Your choice of professional person nust be approved by your teacher.
No person nmay be interviewed by nore than one student.

THE LIFE SKILLS AND ACADEM C SKI LLS NEEDED TO COMPLETE THI S ASSI GNVENT
| NCLUDE: - RESEARCH

I NTERVI EW NG TECHNI QUE

| NTERPERSONAL COVMUNI CATI ON

I NI TI ATl VE

- ORGANI ZATI ON OF NMATERI AL

- ORAL PRESENTATI ON

The devel opnent of these skills will be covered in class.

R S O R R S R R R S S I R

Note: Use your initiative!

Don't cop out by interviewing relatives, lovers, friends (or college
personnel in whose job you have no real career interest).

When you have thought about the kind of job you are interested in,
your teacher may be able to give you sone advice on how to get in
touch with sonmeone, BUT IT IS YOUR RESPONSIBILITY to do the rest.

What ever you do, mneke sure that you let the person know who you are
and exactly what you require of hinfher and why.



Avoid personal areas |like salary unless the information is
vol unt eer ed.

Your report to the class nust cover all of the follow ng:

nane of person interviewd

date of interview

job title

length of time in that job

- description of workplace, facilities, equipnent used
- kinds of people that person deals wth

- typical day of work

- post-secondary educational background

- colleges where the programme is offered

- career background

- opportunities for career advancenent (even if person is not
interested in pursuing them

- skills, other than those |learned in school, that the person feels
are essential or useful 1n performng job

- high points in the job - provide anecdotes, exanples

- frustrations with the job - provide anecdotes, exanples
- advice to anyone interested in entering that field

- any additional information that you nmay find out

~ conclusion: YOUR inpressions of the job

Eval uation: You will be evaluated on special sheets by classmates and
teacher and your mark will be a conbination of 50% cl assmates and 50%
t eacher.



