	COASTAL CAROLINA COMMUNITY COLLEGE Rev(3/2013)
REQUEST FORM FOR CLASSROOM WORKSHOP BY CAREER SERVICES

Please fill in this form completely and email to the Career Services Coordinator, David La Garde. lagarded@coastalcarolina.edu
Workshop Requirements:
· Must be requested a minimum of 48 hours prior to desired class session in order to allow for preparation of materials and scheduling of career center staff

· A minimum of 6 students will be required for hosting a class workshop

· For classes of less than 6 students, it is recommended that you bring your class to the center for an informal tour

· Workshop requests made by some departments will require a survey of students to ensure that there is not a duplication of services before workshops will be granted. (COM, PSY classes)

	DATE OF REQUESTED VISIT:
	
	DAY OF WEEK:
	
	TIME:
	

	CLASSROOM OR  LOCATION:
	
	NAME OF INSTRUCTOR OR CONTACT PERSON:
	

	CURRICULUM/COURSE OR AGENCY:
	
	Number of Students/PARTICIPANTS:*
	

	HAVE YOUR STUDENTS/PARTICIPANTS HAD A BASIC ORIENTATION TO CAREER SERVICES?
	YES
	NO

	PLEASE INDICATE THE TOPIC/s YOU WOULD LIKE THE TRAINING SESSION TO COVER:  

Please note that Resume writing and Interviewing Skills Workshops require a full class period.  Mock Interviews require multiple class periods or a block of instructional time with the ability to conduct interviews at the rate of 4 students per hour.

	Review of Career Services Resources

Time Required: 10-minutes
	
	
	

	Job Search Strategies     Time: 15-minutes
	
	Resume/Cover letter critique for entire class (by appointment only prior to assigning to students)
	

	Resume Writing     Time: 50-minutes
	
	Cover letters           Time: 20-minutes
	

	Interviewing  Skills     Time: 50-minutes
	
	Labor Market Information     Time: 15-minutes
	

	Developing a Career Portfolio   Time: 20-minutes
	
	Mock Interviews:  I provide the mock job announcement, resume critique, questions and rating sheets-allow 1 hour per interviewer for 4 students
	


Comments:
_____________________________________Approved   date___________

Cc:
Career Services Desk Staff-WS

