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UNIVERSITY of ALASKA FAIRBANKS 
SCHOOL OF MANAGEMENT 

PROFESSIONAL DEVELOPMENT: BEING SUCCESSFUL IN YOUR CAREER 
BA 310 (1 credit) 

Fall 2017 

INSTRUCTOR:   Kristina Racina 

PHONE: 474-6532 
E-MAIL: khracina@alaska.edu 

OFFICE: 213H Bunnell 

OFFICE HOURS:  TBD 

CLASS HOURS: TBD 

CLASSROOM: TBD 

PREREQUISITE: ENG 211 or 213; and BA 308 

TEXT:  Essentials of Business Communication; Guffey, Loewy; 9th ed.  

Ties to Tattoos: Turning Generational Differences into a 
Competitive Advantage; Elliott-Yeary, 2nd  

OTHER READINGS: 
Robert Rules of Order – Parliamentary Procedures Online: 
http://www.rulesonline.com/index.html 

TED talk by Amy Cuddy— “Your Body Language Shapes Who  
You Are.” 
http://www.ted.com/talks/amy_cuddy_your_body_language_shap
es_who_you_are.html 

COURSE DESCRIPTION: 
The course involves the development and use of skills in critical analysis and composition of business 
and personal communications. This includes evaluating the content of resumes and cover letters. The 
course is designed to give students a comprehensive view of planning and implementation of career 
advancement strategies, such as interviews, negotiations, networking skills, how to run meetings and 
facilitate presentations, conflict management, ethics, using social media and networking career 
advancement, and the interpersonal skills necessary to be effective in a business.   
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COURSE OBJECTIVES AND VALUE OF THE COURSE: 
Employers have an expectation that students will transition nicely from student to professional.  
However, being a professional does not come naturally to most students.  Your classes required for 
completing your degree prepare you for the technical aspects of your career.  What they have not taught 
you is how to be successful in your career. 
   
You will improve on your interview skills, and learn how to have meaningful conversations, 
engagements, and negotiations. You will also learn how to run a meeting and deal with conflicts.  
Participating is more than being present and commenting.  You will learn and practice tools for listening 
and communicating that make your interactions with those around you effective and meaningful.  
 
The Student Learning Outcomes of this course include (but are not limited to): 

1. Conduct a strong interview with associated negotiations. 
2. Develop interpersonal and conflict resolution skills. 
3. Conduct an effective business meeting. 
4. Demonstrate a professional work ethic and demeanor within an organization’s culture. 
5. Developing a professional business network. 
6. Describe expectations of basic organizational culture. 

 
COURSE POLICIES: 
Class Format:  The environment of this class is one of a professional meeting.  The format of this course 
is lecture/writing/public speaking.  Instructor lectures will be used to introduce new materials and as a 
focal point for discussion.  Your participation in class is required.  You should be prepared daily to 
participate in class on pre-assigned topics and present either prepared presentations or impromptu 
networking exercises. 
 
Attendance:  One of the key objectives of this class is for you to become more comfortable with 
interviews, public speaking and professional meetings; thus attendance is required.  This grade is 
subjective and worth a significant portion of your grade.  Each class meeting time is worth 10 points of 
attendance (14 class periods * 10 points each class period = 140 points).  Satisfactory attendance means 
that you are present and willing to engage in the discussion and in-class assignments.   
 
You should treat each class as a professional meeting and behave as you would in a professional 
environment.  Examples of appropriate conduct are below.  Non-compliance will result in a reduction in 
attendance points. 

● Be on time.   
● No cursing or swearing.  Keep language appropriate. 
● Actively listen to your peers.  If you switch the letters in “listen”, you will have “silent”.  A key 

to active listening is being silent and paying attention to your peers. 
● Do not talk without giving thought or deliberation to what others are saying. 

 
Interviews: You will have to participate in a mock interview. The interview will be recorded and viewed 
in class. Part of your grade from the interview will include self-evaluation that will consist of you 
watching yourself after the interview and indicate ways that you could have improved. 
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Grading Policy:  The following points will be assigned:      
  Cover letter      50 
  Resume      50 
  Mock Interview- Dealing with the unexpected  75 
  Professional Interaction Assessment   100 
  Professional Interaction Quiz    60 
  Mock Meeting      125 
  Mock Negotiations     125 
  Working Across Generations Quiz   75   
  Attendance      140 
   Total points     800 
   
The grading scale is as follows: A+ 95% - 100%  
     A 92% - 94% 
     A- 90% - 91% 
     B+ 86% - 89% 
     B 83% - 85% 
     B- 80% - 82% 
     C+ 76% - 79% 
     C 70% - 75% 
     C- 67% - 69% 
     D+ 66% - 69% 
     D 63% - 65% 
     D- 60% - 62% 
     F below 55% 
 
STUDY TIPS:  STUDY!  It is no secret that the grade you will earn is related to the amount of studying 
and work you put into learning the material.   
1. Regular attendance is essential.  
2. You will get from this class what you put into it.  This class is designed to help you prepare for your 

professional career.  If you are not willing to get your hands “dirty” by doing all the assignments, 
you will not succeed in this class and you will lose a very valuable opportunity.  

3. Ask questions, no matter how easy you think they are.  
 
The secret to successful completion of this course is dependent on YOU!  
 
STUDENTS WITH DISABILITIES:  If you have a specific physical, psychiatric or learning 
disabilities and require reasonable accommodations, please let me know early in the semester so that 
your learning needs may be appropriately met. You will need to provide documentation for your 
disability to UAF Disability Services in the Center for Health and Counseling (Whitaker Bldg). Students 
with disabilities are encouraged to contact the coordinator of Disability Services (Mary Matthews) at the 
Center for Health and Counseling (Phone 474-5655). 
 
UA Student CODE:  You should familiarize yourself with the student code of conduct, located 
at:  http://uaf.edu/usa/student-resources/conduct/#condu.  The code of conduct is incorporated by 
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reference into this syllabus.  You are responsible to know the code of conduct and to behave in a manner 
consistent with the code of conduct.  I will enforce the code of conduct in my classroom; failure to 
review the code of conduct does not release you from your responsibility to abide by it. 
 
Academic Dishonesty:  Students are strictly forbidden from talking or communicating with another 
student, looking at another student’s paper, consulting notes during the exam, or cheating in any other 
way. As a minimum sanction, a student discovered cheating or assisting another student with cheating 
would receive a grade of zero on the exam. If a student is found cheating more than once, they will be 
permanently removed from the class. 
 
Plagiarism* is using someone else's words or ideas without properly acknowledging the source. It is 
intellectual theft, and is taken very seriously by academic institutions worldwide. Unfortunately, we 
have had several recent experiences with plagiarism in some of our species accounts contributed by 
students. As a result we will be actively looking for evidence of plagiarism in accounts submitted to our 
editing staff. This includes critical review of your references and of prominent online sources; it may 
also include using plagiarism detection software, which has become very powerful in recent years.  
The key to avoiding plagiarism is to:  
1. always convey information and ideas in your own words and writing style, and  
2. always properly acknowledge the source of your information  
 
*Plagiarism exert retrieved September 21, 2016 from the University of Michigan found online at 
http://animaldiversity.org/teach/plagarism_policy/ 
 
NOTE:  The instructor reserves the right to make changes in the syllabus and class schedule.  All 
changes will be announced in class and it is the student’s responsibility to learn of these changes. 
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TENTATIVE OUTLINE: The attached schedule should be considered tentative.  We inevitably will 
not be able to stick to it exactly.   

Class Day Topic/Material Covered  Readings 
1 Introduction to having a successful career, 

Organizational Culture and “Fit” 
 

2 
 

Revisit cover letter and resume Essentials of Business 
Communication; 
Guffey, Loewy; 9th ed. 

3 
 

Foundations of the interview, body language, 
handling conflict 

 

4 
 

Mock Interview- Dealing with the unexpected  

5 Mock Interview- Dealing with the unexpected  
 

6 
 

Mock Interview- Dealing with the unexpected  

7 
 

Communicating in Organizations, Meeting 
foundations, Robert's Rules of Order 

Ties to Tattoos: 
Turning Generational 
Differences into a 
Competitive 
Advantage; Elliott-
Yeary, 2nd  

8 
 

Negotiations, Persuasion, Handling conflict  

9 
 

Mock Negotiations  

10 
 

Mock Negotiations Robert Rules of Order 
– Parliamentary 
Procedures Online: 
http://www.rulesonline.
com/index.html 
 

11 Mock Negotiations  
12 Mock Meeting  
13 Mock Meeting  
14 Mock Meeting TED talk by Amy 

Cuddy— “Your Body 
Language Shapes Who  
You Are.” 
http://www.ted.com/tal
ks/amy_cuddy_your_b
ody_language_shapes_
who_you_are.html 
 

15 Communicating Across Generations, building  

 5 of 6 

http://www.rulesonline.com/index.html
http://www.rulesonline.com/index.html
http://www.ted.com/talks/amy_cuddy_your_body_language_shapes_who_you_are.html
http://www.ted.com/talks/amy_cuddy_your_body_language_shapes_who_you_are.html
http://www.ted.com/talks/amy_cuddy_your_body_language_shapes_who_you_are.html
http://www.ted.com/talks/amy_cuddy_your_body_language_shapes_who_you_are.html


a successful network 
Finals Week 
 

Professional Interaction Quiz, Working 
Across Generations Quiz, and Professional 
Interaction Assessment Due 
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