
 

 

COURSE NAME: GED135 Personal Success
Credit Value: 3
Total Course Hours: 42
Prerequisite Course(s): None
Corequisite Course(s): None

COURSE DESCRIPTION

This course is designed to teach students the essential skills for personal success in workplace settings.
Students will practice effective speaking, examine the formation and maintenance of political alliances within
organizations, study the role of dress in organizational success, learn to negotiate successfully, and develop
skills in managing time and stress effectively.

PLAR INFORMATION

This course is eligible for Prior Learning Assessment and Recognition. Students are advised to discuss options
with their program coordinator.

COURSE LEARNING OUTCOMES

Upon completion of this course, the student will have reliably demonstrated the ability to:

1.0  Identify and apply principles of successful

interpersonal skills at work.

1.1  Distinguish the difference in approach to
the careers of sustainers and achievers.
1.2  Indicate the utility of the master skills of
self-presentation, positioning, and connecting.
1.3  Explain the fallacy of prevalent myths about
career management.

2.0  Demonstrate effective listening, techniques

for attentiveness, internal organization, and

recall.

2.1  Describe methods of giving attention.
2.2  Concentrate on vocal messages, organizing
data as delivered.
2.3  Recall key portions of messages.

3.0  Describe stress management techniques.

3.1  Indicate the sources and hazards of stress,
particularly in the workplace.
3.2  Describe the general principles, techniques,
and coping methods for stress reduction.
3.3  Identify the symptoms and dangers of "Type
A" behaviour patterns and how to combat them.

4.0  Describe techniques for successful

management of workplace politics.

4.1  Outline the make-up, function, and use of
the grapevine information system.
4.2  Recall the value and uses of the personal

work journal.
4.3  Indicate the importance of personal
distancing.
4.4  Discuss how to evaluate risks in workplace
politics.
4.5  Explain the practicalities of workplace
politics.
4.6  Summarize the politics of mentoring.
4.7  Report the political mistakes common to
young workers and how to avoid them.
4.8  Describe the techniques for managing
workplace politics.

5.0  Identify and apply concepts of community

and community involvement.

5.1  Describe the concept of "community."
5.2  Explain the benefits of active community
involvement.
5.3  Indicate the importance of community
leadership as a component of personal
effectiveness.
5.4  Identify ways employees can be motivated
to contribute to the community.

6.0  Specify and demonstrate the principles of

effective public speaking, including preparation,

confidence building, and delivery of informative

and persuasive speeches.

6.1  Describe the techniques for developing
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confidence.
6.2  Recall the methods of preparation to earn
the right to talk.
6.3  Illustrate the techniques for vitalizing the
talk.
6.4  Indicate how to share the talk with the
audience.
6.5  Describe and demonstrate how to design
the talk to get action.
6.6  Describe and demonstrate how to design
the talk to convince.
6.7  Describe and demonstrate how to design
the talk to inform.

7.0   Describe appropriate modes of dress for

organizational success.

7.1  Discuss the importance of workplace attire
in personal image making.
7.2  Identify strategies to select and match
wardrobe items for maximum effectiveness.
7.3  Recall what clothing items are appropriate
and inappropriate in a variety of workplace
settings.
7.4  Describe how to shop for workplace
apparel.

8.0  Identify and apply principles of effective

decision-making tools for profitable and ethical

decisions.

8.1  Identify the weaknesses of traditional
decision-making rules.
8.2  Indicate the importance of proper decision
making.
8.3  Recall the methods for making a profitable,
ethical decision.
8.4  Demonstrate learned techniques in
effective decision making.

9.0  Identify and apply the principles of conflict

recognition, effective negotiation, and successful

resolution.

9.1  Distinguish between various types of
conflict in interpersonal relationships.
9.2  Describe resolution techniques for different
types of conflict.
9.3  List tactics for effectively negotiating
conflict situations.
9.4  Explain how to handle and overcome
barriers to negotiation.
9.5  Explain how needs-based negotiation can
help achieve a win-win solution.

10.0  Describe techniques for managing money

effectively.

10.1  Recognize the difference between needs
and wants.
10.2  Plan and follow a personal budget;
evaluate the results.

11.0  Describe techniques of effective time

management.

11.1  Identify techniques for goal setting and
priority determination.
11.2  Explain how to schedule activities for goal
realization.
11.3  Recall methods for using transition time
efficiently.
11.4  List techniques for beating procrastination.

12.0  Demonstrate an awareness of how to

acknowledge the ideas and words of others.

12.1  Adhere to the principles of academic
integrity with respect to the use of words,
concepts, patterns, images, or sounds from any
source.
12.2  Submit work that is free of plagiarism as
defined by Canadore's Academic Integrity Policy.
12.3  Apply ethical considerations in dealing
with all information sources.
12.4  Represent work attributable to others
according to convention.

GENERAL EDUCATION
In some programs of study this course meets the General Education requirement under the Personal
Understanding  theme.
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ESSENTIAL EMPLOYABILITY SKILLS OUTCOMES
This course contributes to the following Ministry of Colleges and Universities approved essential
employability skills (EES) outcomes:

1.  Communicate clearly, concisely, and correctly in the written, spoken, and visual form that fulfils the
purpose and meets the needs of the audience.
2.  Respond to written, spoken, or visual messages in a manner that ensures effective communication
4.  Apply a systematic approach to solve problems
5.  Use a variety of thinking skills to anticipate and solve problems
6.  Locate, select, organize, and document information using appropriate technology and information systems.
7.  Analyse, evaluate, and apply relevant information from a variety of sources.
8.  Show respect for the diverse opinions, values, belief systems, and contributions of others
9.  Interact with others in groups or teams in ways that contribute to effective working relationships and the
achievement of goals.
10. Manage the use of time and other resources to complete projects.
11. Take responsibility for one's own actions, decisions, and consequences.

EXTERNAL COURSE ACCREDITATIONS AND CONDITIONS

COURSE EVALUATION

Assignments - 60%
Participation and discussions - 20%
Final exam - 20%

PROGRAM SPECIFIC GRADING

As per College grading system

GRADING SYSTEM
A+: 90-100% B+: 77-79% C+: 65-69% D: 50-54% S - Satisfactory
A: 85-89% B: 73-76% C: 60-64% F: 0-49% I - Incomplete
A-: 80-84% B-: 70-72% D+: 55-59% F-  Repeat Course,

included in GPA
FS-  Failure Supplemental
FR-  Repeat course,
excluded from GPA

*For a complete chart of grades and descriptions, please see the Grading Policy.

LEARNING RESOURCES

Other Resources:
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Required/recommended as indicated by the professor.
Course learning notes.
Online readings and activities.

Resources listed on the course outline support the achievement of learning outcomes, and may be

used throughout the course to varying degrees depending on the instructor’s teaching methodology

and the nature of the resource.

LEARNING ACTIVITIES

Complete assigned readings, individual exercises, and group activities.
Participate in discussion boards.
Review case scenarios.
Participate in community-based learning activities.

DELIVERY MODE

This course may be delivered, in whole or in part, in a number of modalities, including in class, online, hybrid,
in a synchronous or asynchronous manner or a combination thereof, as per accreditation and/or regulatory
standards where appropriate.

ACADEMIC POLICIES

Canadore College is committed to the highest standards of academic integrity, and expects students to adhere
to these standards as part of the learning process in all environments. The College's Academic Integrity policy
seeks to ensure that all students understand their rights and responsibilities in upholding academic integrity
and that students receive an accurate and fair assessment of their work. Please review the Academic Integrity
policy (A-18) and other academic policies found on our website:
https://www.canadorecollege.ca/about/policies.

COLLEGE POLICIES

• Protecting human rights in support of a respectful college community

For college policies please see: http://www.canadorecollege.ca/about-us/college-policies.

STUDENT SUCCESS SERVICES - Your Success Matters!

Student Success Services provides student-focused services to facilitate students' success in their studies. Staff
provide support by reducing and/or removing educational–related barriers through individualized
accommodations and supports to students with disabilities.
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Please visit our webpage to learn more: https://www.canadorecollege.ca/support/student-success-services or
look for our events on social media.

To connect with Student Success Services email studentsuccessnow@canadorecollege.ca or call 705.474.7600
ext 5205.

FIRST PEOPLES' CENTRE:

A culturally safe environment offering CONFIDENTIAL student focused services, drop in or make an
appointment to access:

• One on one counselling
• Elder in residence program
• Peer tutoring
• Peer mentorship
• Lunch & learn workshops on study skills, self-care, life skills
• Learning Resource Centre

Drop by our offices at C254 College Drive, E101 Commerce Court or call 705 474 7600 Ext. 5961 College Drive /
5647 Commerce  Court.

https://www.canadorecollege.ca/experience/indigenous-student-experience

WAIVER OF RESPONSIBILITY

Every attempt is made to ensure the accuracy of this information as of the date of publication. The college
reserves the right to modify, change, add, or delete content.

HISTORICAL COURSE OUTLINES

Students use course outlines to support their learning.  Students are responsible for retaining course outlines
for future use in applications for transfer of credit to other educational institutions.
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