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Course Format
Two weeks, 10 hours per week

Course Prerequisites
Current and/or past experience as a career and employment practitioner and/or in a related field.

Course Description
Timely and accurate information is essential for effective career decision-making. Although clients
typically expect career practitioners to have immediate answers to a multitude of questions, the reality is
that, in a constantly changing world, yesterday’s answer doesn’t usually fit for today. The solution, then,
is research. This course will introduce excellent sources of career-related information and offer tips and
strategies to enhance effectiveness and efficiency in finding, evaluating, managing, updating, and
maintaining career resources.

Course Objectives
General:
Participants will learn to access and manage information to assist with career decision-making, finding
educational and employment opportunities, and discovering information about specific employers. The
course is aligned to the Canadian Standards & Guidelines for Career Development Practitioners.
Learning Objectives:
Upon successful completion of this course, students will be able to:
• Find excellent sources of career information (online, multi-media, print, in-person)
• Evaluate source and quality of information for relevance and reliability
• Manage complex, constantly-changing information for efficient retrieval by clients
• Purge information to ensure that “the best of the best” is available to clients
• Help clients to uncover appropriate educational or employment opportunities
• Network effectively to gather timely and accurate career information
• Help clients to uncover relevant information about organizations and/or people
• Facilitate independent career research by equipping clients with research and critical thinking
skills
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Required Texts / Supplies
Shepard, B. C. & Mani, P. S. (Eds.) (2014). Career development practice in Canada. CERIC. (eBook or Print
available from CERIC).1
Neault, R. (2012). Time for action: Successful marketing strategies (3rd ed.). Life Strategies.2
Neault, R. (2012). Time to explore: Understanding the workplace (3rd ed.). Life Strategies.2

Additional Readings
Throughout the course, relevant readings will also be posted on our website.

Course Completion Requirements
Students must achieve an overall grade of at least 80% to successfully complete a course. If absent or
offline for more than 48 consecutive hours, students are required to contact the instructor.
Participation
Tip Sheet
Trendsetting Webquest
Evaluating A Career/LMI Repository

25%
20%
25%
30%

Online Instruction Overview
This online course will be hosted on Life Strategies’ LearnOnline e-learning platform which uses a
Moodle-based learning management system. The system organizes a variety of learning activities (e.g.,
assigned readings, resources, videos, discussions, assignments) into several topical modules which
students will progress through on a set schedule as described in the Course Syllabus. A course instructor
will facilitate the discussions and review the assignments providing feedback and insights throughout the
course. Although discussions are asynchronous (i.e., students are required to make a minimum of two
posts, at their convenience, over at least 2 days that the topic is active), from time to time, the instructor
may schedule live “sessions” or “office hours” using a web conferencing application (e.g., Zoom). Any
“live” components will be communicated to students via the News forum; however, we recognize our
students come from different time zones and are balancing many other work/life commitments that can
impede attending in real time. As such, live elements will be recorded and/or optional.
Facilitated e-learning offers amazing opportunities for shared learning. Many experts in the field believe
that the best learning occurs in the discussion forums and that the posted course content may take on a
secondary importance. Although this course will provide comprehensive content, students’ active
participation in the discussions enriches learning and is required for successful course completion.
Students are encouraged not to delay jumping into the discussions. Although discussions are related to
the assigned readings, resources, and/or videos, it is not necessary to wait until all of the readings/videos
have been reviewed before jumping into the discussion forums – in fact, posting early and often

1

The Shepard & Mani (2014) textbook is a required reading throughout the Career Management Professional
Program. Students taking individual courses, therefore, may only refer to a chapter or two; however, this resource
is a wonderful addition to your professional toolkit.
2

We recommend purchasing Neault, R. (2012). Career strategies for a lifetime of success (3rd ed). Aldergrove, BC: Life
Strategies (PDF or print) if you’re completing a full certificate as it includes all “Time to” chapters
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contributes to richer discussions. Being inactive within the discussions for several days will impact a
student’s overall grade and may result in being unenrolled from the course.
Registered students will be enrolled and receive log-in instructions by email
(noreply@learnonline.lifestrategies.ca) 1 week prior to the course start date. This provides a few days
for students to orient themselves within the e-learning environment, review course expectations, and
troubleshoot any technical concerns. If you require additional support or a course extension, please
contact our team (studentadvisor@lifestrategies.ca) and we’ll do our best to accommodate your needs.

Operational Requirements
As this course is offered entirely online, students must have reliable Internet access and be comfortable
using Internet technology and participating in discussion forums.
Within each course, topics open and close on specific days facilitating learning as a cohort. Although
there is flexibility in times of day to post, students will be expected to adhere to the course schedule and
spend a similar amount of time on this course as they would in a classroom-based environment of 20
hours to achieve course mastery (i.e., 80%).
Documents will be posted in Word, PowerPoint, and PDF — students must be able to download these
documents and also upload similar documents. Web conferencing software (e.g., Zoom) may also be
utilized.

Accommodation
Students who have a disability that needs accommodation should let us know prior to the course start so
that we can work collaboratively to more effectively meet learning needs.
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