MARKETING YOURSELF

MKT 485-SECTIONS 1 and 2 
Spring 2011
INSTRUCTOR: Sherry Cook    243 Glass   836-6718 (Office/Voice Mail)

                         836-5413 (MKT Dept.)        
                         sherrycook@missouristate.edu (Email)

OFFICE HOURS: T/TH: 7:30-8:00 a.m., 10:45-12:30 p.m., 3:15-3:30 p.m. or by appointment.

TEXT:  Handouts will be provided through Blackboard. As emerging business professionals, students are also expected to keep up with current events. The Wall Street Journal or New York Times may be used to keep current. The book StrengthsFinders 2.0 will be required.  
COURSE PREREQUISITE: MKT 350

COURSE OBJECTIVES: (1) To provide students with the necessary skills (and confidence) to become “professionals” at work. Topics will include (but are not limited to) making a good first impression, expressing yourself on paper and before a group, getting along in the workplace, proper business etiquette, meeting fundamentals, time and financial management and importance of community involvement; (2) To provide opportunity for personal as well as career growth and development.

ASSIGNMENTS:  Class sessions will consist of discussions, assignments and student, as well as, guest presentations.  Reading assignments are to be completed before class.  Class discussion is encouraged and cannot be productive if familiarity with the topic does not exist. Written questions, cases, readings and other work may be assigned as well. Quizzes or other assignments may be given without prior notice. Any credit for late work will be given only in circumstances deemed extraordinary and, solely at the discretion of the instructor.  Late is considered anytime after the assigned class period.  Unless approved, assignments will not be accepted via email or digital dropbox.
TEAM PRESENTATION:  Teams will research and present course-related topics of interest to the class determined by the instructor (and chosen by students).   The oral presentations should last 20 minutes including time for class discussion. Each team member will present. Team members, as well as other classmates will assist the instructor in the grading of this assignment. Since this material will be considered "testable material", handouts, overheads, visuals, etc., are required. This will be added for class review in the appropriate section of Blackboard.  A list of your team members, your Powerpoint and a bibliography of your references shall be given to the instructor prior to your presentation. No grade will be assigned without this.  A rubric will be provided outlining grading criteria. If you have a team member who does not adequately participate, you may “fire” them from the group and they will not receive the assignment grade.  
EXAMS:  Two 100-point exams (a mid-term and final) will be given. Exams will be comprised of short answer, definition, and essay. The final exam will not be comprehensive. Unless specifically advised to do so, students are not permitted to use during any quiz or test period the following items: wireless palm pilots, dictionaries or dictionary devices, laptops, calculators, PDAs or Internet connections. 
MAKE-UP EXAMS: No make-up exams will be given unless the instructor deems a situation exceptional.  Any make-up exam will be given at the instructor's convenience. If the student misses the make-up exam, a zero will be the grade assigned. Quizzes will not be made up.

EXTRA CREDIT:  Students may read one of the books listed on the instructor's suggested readings handout (on Blackboard) and write a short (one to two pages) personal assessment to earn a possible 10 additional points. This assignment is strictly optional. Other extra credit alternatives may be offered as well. The deadline to turn in the assignment is the final class period.
ACADEMIC INTEGRITY: Missouri State University is a community of scholars committed to developing educated persons who accept the responsibility to practice personal and academic integrity.  You are responsible for knowing and following MSU’s student honor code, Student Academic Integrity Policies and Procedures, available at http://www.missouristate.edu/acadaff/AcademicIntegrity.html and also available at the Reserves Desk in Meyer Library. Any student participating in any form of academic dishonesty will be subject to sanctions as described in this policy. This covers, but is not necessarily limited to, cheating, fabrication or falsification of information, multiple submissions of academic work, plagiarism, and complicity in academic dishonesty. 

Page 2, Policy Statement-Cook

MKT 485, Section 1 and 2, Spring 2011
CLASSROOM DECORUM:  Any person engaged in disruptive, distracting behavior will be asked to leave the classroom.  This includes excessive interruptions by cell phones or pagers or excessive interruptions caused by coming late or leaving early. Students are expected to be active participants. 
CELL PHONES/PDA’s:  As a member of the learning community, each student has a responsibility to other students who are members of the community.  When cell phones or pagers ring and students respond in class or leave class to respond, it disrupts the class.  Therefore, the Office of the Provost prohibits the use by students of cell phones, pagers, PDAs, or similar communication devices during scheduled classes.  All such devices must be turned off or put in a silent (vibrate) mode and ordinarily should not be taken out during class.  Given the fact that these same communication devices are an integral part of the University’s emergency notification system, an exception to this policy would occur when numerous devices activate simultaneously.  When this occurs, students may consult their devices to determine if a university emergency exists.  If that is not the case, the devices should be immediately returned to silent mode and put away.  Other exceptions to this policy may be granted at the discretion of the instructor. 

ATTENDANCE:  Just as at work, attendance is expected in this class.   Excessive absences (more than four) in this course will result in a lowered final grade (one letter) unless the instructor deems the reason extraordinary—ie, participation in University-sanctioned activities and programs; personal illness; or family and/or other compelling circumstances. A sign in sheet will be passed at the beginning of each class period.  See above for makeup and class assignment policies as they relate to absences.  Students arriving after roll is taken, will be considered absent for that day. Additionally, students who find themselves in a situation to arrive late or leave class early must do so in a way that proves not to distract other students or the instructor. Attendance for group activities is also essential and will be monitored by the group.  If the student must be absent, unless extraordinary, do not phone or email the instructor asking for a recap of the day/day's assignments. Please work with classmates to get this information or refer to Blackboard. It is also not necessary to phone the instructor when absent (again, unless extraordinary.)

GRADING:  Grades are based on points earned throughout the semester (see also attendance policy). In addition, classroom participation (i.e., attitude, preparedness, contribution) may be used as a deciding factor when considering borderline grades (through the self/instructor assessment process).  The instructor reserves the right to hand back an assignment of poor quality to be redone (for reduced points) until it is completed in a satisfactory manner.  Final grades will be determined by the student's percentage of the total points possible over the course of the semester. Grades will be posted on the Blackboard system weekly so that students can monitor their progress.

The following weights will be given for course assignments:

        Exams (100 points each)




200 points

        Assignments/Quizzes/Thank You Notes 


125 points ?????

        Self Evaluation





  25

        Class Presentations




  85 points

        Total Possible Points




435 points (approximate)

The grading scales will be set as follows:

90% and above-A, 89%-80%-B, 70% to 79%-C, 60% to 69%-D, 59% and Below-F

CLASS COMMUNICATION: This class will utilize the Blackboard system. Students may access the instructor's Powerpoint notes, policy statement, reading list, extra credit book list, grade book and weekly email communication through this system at http//blackboard.missouristate.edu or by typing in Blackboard at the Missouri State homepage search area. Instructions for enrolling can be found at this site. Both sections will utilize section 1 on Blackboard.
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DISABILITIES ACCOMMODATION: To request academic accommodations for a disability, contact the Director of Disability Services, Plaster Student Union, Suite 405, (417) 836-4192 or (417) 836-6792 (TTY), http://www.missouristate.edu/disability.  Students are required to provide documentation of disability to Disability Services prior to receiving accommodations. Disability Services refers some types of accommodation requests to the Learning Diagnostic Clinic, which also provides diagnostic testing for learning and psychological disabilities. For information about testing, contact the Director of the Learning Diagnostic Clinic, (417) 836-4787, http://psychology.missouristate.edu//ldc. 
EMERGENCY RESPONSE: Students who require assistance during an emergency evacuation must discuss their needs with their professors and Disability Services. If you have emergency medical information, or if you need special arrangements in case the building must be evacuated, please make an appointment with me as soon as possible. For additional information students should contact the Office of Disability Services, 836-4192 (PSU 405), or Larry Combs, Interim Assistant Director of Public Safety and Transportation at 836-6576. For further information on Missouri State University’s Emergency Response Plan, please refer to the following web site: http://www.missouristate.edu/safetran/erp.htm.
NONDISCRIMINATION POLICY:  Missouri State University is an equal opportunity/affirmative action institution, and maintains a grievance procedure available to any person who believes he or she has been discriminated against. At all times, it is your right to address inquiries or concerns about possible discrimination to the Office for Institutional Equity and Compliance, Park Central Office Building, 117 Park Central Square, Suite 111, (417) 836-4252. Other types of concerns (i.e., concerns of an academic nature) should be discussed directly with your instructor and can also be brought to the attention of your instructor’s Department Head. Please visit the OED website at www.missouristate.edu/equity/.
DROP POLICY: Non-attendance will not result in being dropped from the class. It is your responsibility to understand the University’s procedure for dropping a class. If you stop attending this class but do not follow proper procedure for dropping the class, you will receive a failing grade and will also be financially obligated to pay for the class. You should verify that a course you have attempted to drop electronically has been immediately removed from your schedule (otherwise, the class has not been dropped). If the drop is not reflected on your class schedule, then you should immediately notify the instructor and seek assistance from the Office of the Registrar to see if the class can be dropped. You should also retain verification of the drop once it has been reflected on your class schedule.”W” grades will not be assigned if a class is not dropped by the last date to drop a class (Apr. 8). Students who drop by this deadline will receive a “W.” Students may not drop after the drop deadline.  For information about dropping a class or withdrawing from the University, contact the Office of the Registrar at 836-5520.

TENTATIVE CLASS SCHEDULE

Date      


Topic        

Jan. 11



Introductions; Course Overview

Jan. 13  


Class Networking, Color Teams

Written Tell Me About Yourself Due (Two Page-Typewritten)

Business Correspondence/Thank You Notes-Writing Basics

Jan. 18



Job Search Basics-Guest Presenter-MSU Career Planning & Placement 

Jan. 20



Resume/Cover Letter/Interview Discussion (Recap)




Blackboard Readings 1,2

Thank You Letter Due 

Jan. 25   


Strengthsfinders Discussion
   



(Lecture Materials-StrengthsFinders, Readings 3, 4)
                                                    Resume Due

Jan. 27



Dress for Success (Red Color Team)
Feb.  1                                        Resume Handback/Discussion/Critique-How Do You Stack Up?

Page 4, Policy Statement-Cook

MKT 485, Sections 1 and 2, Spring 2009

Date     



Topic                               

Feb.3                                          Seven Habits of Highly Effective People (White Color Team)
                                                     Don’t Sweat the Small Stuff (Purple Color Team)
Feb. 8                                         Self Management-Home/Work/Meeting Management
  


            Time Sheets/Analysis Due

 



(Lecture Material-Running Out of Time, Reading 5,6 on Blackboard)
Feb. 10                                        Appreciating “Different” Overview

                                                    Lecture Materials-Diversity in the Workplace
                                                    (Reading 7 on Blackboard)

                                                    Boys and Girls Are Different-Men/Women and the Sex Difference
Feb. 15      


Mars and Venus at Home and Work (Green Color Team)





Brain Sex video excerpts

  



(Reading 8,9, Lecture Materials-Diversity in the Workplace (cont.)
Feb. 17                                        Interview/Cover Letter Presentation-MSU Career Planning and Placement 

Feb. 22                                       Working with Generation Gaps (Black Color Team) 
                           

Dealing with Conflict at Work   (Bronze Color Team)                       

Feb. 24    


The Business Etiquette Advantage (Blue Color Team)

 



Dining Etiquette (Pink Color Team)

       



Payment for dinner DUE

Mar. 1                                          Etiquette Dinner-6:30 p.m.--NOTE CHANGE
Mar. 3                                          Mid-Term Exam (over all material to this date)

Mar. 8                                         Spring Break

Mar. 10                                       Spring Break

Mar. 15                                       Test/Dinner Recap

                                                   Hidden Key to Relationships (personality) video

Mar. 17                                        Go over Networking/CS/Budgeting Assignments

  



(Campus Volunteer Center-Blair Shannon 113, 836-4577





http://www.missouristate.edu/studentemp/search/volunteer.html.

(Reading 10, Lecture Materials-Volunteering and Networking)

Mar. 22                                        Broadening Your Reach Through Community Involvement


              
             Guest Speaker

Mar. 24                                       Recap/Networking Sign Up/Research

                                                   Thank You Note Due
Mar. 29


             How Much Do You Really Get Paid/Benefits

Mar. 31                                        You and Your Financial Future





Community Service Proposal/Networking Research Due

Apr. 5                                         The Millionaire Next Door (Yellow Color Team)

Finances Recap (Reading 11,12, Lecture Materials-Budgeting)

Thank You Note and Personal Budget Due 
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Date       
   

 Topic

Apr. 7



Volunteer Service/Networking Visits

                                                    Winetasting (optional)

Apr. 12                                        Volunteer Service/Networking Visits

                                                    Winetasting (optional)

Apr. 14   


Public Affairs Conference 
Apr. 19



Networking/Conference Recap

                                                    Winetasting (optional)

Apr. 21                                         Spring Holiday

Apr. 26                                         Defining Success-Guest Speaker





Networking Assessment Due





Thank You Note Due-Networking

Apr. 28     


(Lecture Materials-Defining Success/Readings 13,14)                    

Tuesday’s With Morrie (Brown Color Team)
Steve Jobs Commencement Address 
         



Thank You Note Due

  



Last Chance to Turn in Final Resumes

                                                    One Thing I’ve Learned
May 3                                         Community Service Presentations
May 5



Final Exam (All materials after mid-term exam)

May 12                         

Community Service Presentations (cont.)
                                                    Written Course Evaluation Due

       



Self Assessment Exercise (In class)

 Extra Credit Due

                                                    11:00 a.m.  (Section 1)
                                                    1:15 p.m. (Section 2)
