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	Instructor: Holly Eubank

Office: Career Center, Room SS-282

Phone: (805) 965-0581 Ext. 2942

E-mail:  workexperience@sbcc.edu
Fax: (805) 892-3663

Website: www.sbcc.edu/careercenter



Spring 2012
Course Description: General Work Experience 290 is a Credit/No Credit course designed to assist students in acquiring and improving good work habits, attitudes and career awareness in actual job settings. Students must have a volunteer or paid employment position prior to enrolling in the course, however, jobs held by students do not need to be related to their educational goals or college major.  Students may use hours from two separate jobs as long as all required paperwork is completed for both sites.

Length of Course:  General Work Experience 290 courses start at two different times during the semester. Students have the option of enrolling in full-semester length courses (January 22 – May 11) or enrolling in the short courses (April 2 – May 11).  For both the full semester course and the short course, students may count the number of hours worked starting from the first day of the semester.  Course requirements and assignments are identical for full-semester courses and short courses. 

General Work Experience Units:  Units are based on the number of hours you work during the semester.  You must complete your hours in order to receive credit for this course.  If by the withdrawal date for the course you anticipate you will not complete the necessary hours, you have the option of dropping the course and adding a short course for a lower number of units.   Students can take up to 3 units per semester for a total of 6 Work Experience units overall.

	Section
	Hours Needed: Paid/Volunteer

	 59054 (1 unit)
	75/60 hours

	59055 (2 units)
	150/120 hours

	59056 (3 units)
	225/180 hours


  Full Semester Course (January 23 – May 11)
  

Short Course (April 2 – May 11)
	Section
	Hours Needed: Paid/Volunteer

	 58844 (1 unit)
	75/60 hours

	58845 (2 units)
	150/120 hours

	58846 (3 units)
	225/180 hours


To receive credit for this course, students must do all of the following:

· Attend an Orientation Meeting or watch the online Orientation Video by the assigned deadline.

· Attend a Mid-Term Meeting or watch the online Mid-Term Video by the assigned deadline.

· Complete and turn in all assignments by the assigned deadlines.

· Work the minimum hours required (determined by section and whether you are paid or volunteer).
Please note that late work will not be accepted and the meetings or videos are mandatory.  Not attending meetings or watching the video may result in not receiving credit for the course.  

SBCC Students with disabilities who are requesting accommodations should use the following SBCC procedure:  contact the DSPS office, submit documentation of your disability to the DSPS office, communicate with a DSPS specialist regarding options for services and accommodations, and reach written accommodation agreement not only with the DSPS specialist but also with your instructor.  SBCC requests you complete this process at least ten working days before your accommodation is needed, in order to allow DSPS staff and SBCC instructors time to provide your accommodation.

Course Outline

1. Mandatory Orientation Meeting
Full Semester Course Orientations (January 23 – May 11)
Short Course Orientations (April 2 – May 11)
	Date
	Time
	Room

	Monday, February 6
	12:45-1:30pm
	ECC-16

	Friday, February 10
	10:00-10:45am
	A-160

	Date
	Time
	Room

	Monday, April 2
	12:45-1:30pm
	ECC-16

	Friday, April 6
	10am-10:45am
	A-160


Orientation Lecture: Overview of course and assignments and writing a Learning Objectives Plan.

DUE:  Student Profile Sheet

2. Mandatory Mid-Term Meeting 

Full Semester Course Mid-Term (January 23 – May 11)
           Short Course Mid-Term (April 2 – May 11)
	Date
	Time
	Room

	Friday, March 16
	10:00-10:45am
	A-160

	Monday, March 19
	12:45-1:30pm
	ECC-16

	Date
	Time
	Room

	Monday, April 23
	12:45-1:30pm
	ECC-16

	Friday, April 27
	10am-10:45am
	A-160


Mid-Term Meeting Lecture: Writing a Final Report and How to Write a Resumé.

DUE:  Learning Objectives Plan and Employer Orientation Sheet

Note: Bring your timecard as we will be checking progress on hours.
**If you are not able to make one of the scheduled Orientation or Mid-Term Meetings, you may watch them online at www.sbcc.edu/careercenter or on video at the Career Center or the Learning Resource Center.  If you watch either meeting on video, please be sure to turn your assignments in by the designated due date.

3. Final Paperwork

1. Student Profile Sheet (Due at the Orientation Meeting)
2. Learning Objectives Plan (Due at the Mid-Term Meeting)
3. Employer Orientation Sheet (Due at the Mid-Term Meeting)
DUE: On or before Friday, May 11 at 12 noon
4. Student Time Report (must be signed by supervisor)
5. Supervisor Rating Form (must be signed by supervisor)
6. Final Report (must be signed by supervisor)
7. Business Skills Video Worksheets

8. Resume 
Please be sure to make photocopies of all your assignments before turning them in.  All forms must be submitted on or before May 11 at 12 noon by turning them in to the Career Center in the Student Services Building, Room 282 or by mailing them to:  



Career Center, General Work Experience Program
Santa Barbara City College, Attn: Holly Eubank
721 Cliff Drive

Santa Barbara, CA  93109
Course Assignments

To receive credit, you must complete all assignments in this packet and submit them on or before the due dates. If you lose a form, you may download another syllabus from the website: www.sbcc.edu/careercenter.  Assignments must be received at the Career Center by hand delivery or mail on or before the due date of Friday, May 11th at 12 noon.  Late assignments will not be accepted.  Please note that there are forms that must be signed by your supervisor and you must make a copy of the assignments for your records before you submit them. 
</div>1. Student Profile:  Please fill out the information required on the Student Profile Sheet and submit it on or before the due date. It is important that you provide your supervisor's name, address and phone number so that we can communicate with your supervisor. 
2.  Employer Orientation Sheet:  Ask your employer to read and sign the Employer Orientation Sheet.
3. Work Experience Learning Objectives Plan: Prepare a Learning Objectives Plan with the help of your supervisor. This plan requires you to identify three behaviors, attitudes or skills you want to improve or develop. More detailed information and examples of learning objectives will be provided at the Orientation Meeting.  

4. Student Time Report: Submit a completed, signed Student Time Report reflecting your work hours at the end of the course. For both the full semester length and short courses, you may start counting your hours from the beginning of the semester (January 22) through the end of the course (May 11).  Be sure to have your supervisor review and sign your timesheet before turning it in to the Career Center.  
5. Supervisor Rating Sheet: Your supervisor must evaluate your performance by using the attached Supervisor Rating Sheet. All criteria must be addressed, and additional comments are optional.  The Supervisor Rating Sheet must be signed by your supervisor and submitted together with the other assignments on or before the due date.

6. Final Report: Complete a Final Report that describes the extent to which the three objectives from the Work Experience Objectives Plan were met. We will review how to write the Final Report in the Mid-Term Meeting.  This form must be turned in to the Career Center on or before the due date. 
7. Business Skills Video: The Business Skills Videos focus on specific proficiencies required in the work environment and are designed to help you improve your job performance. Brief descriptions of all the videos are in this packet.  The videos are available in the Learning Resource Center (located in the library building on the West Campus) and your SBCC Student ID Card is required to check out the video.  Please write your name and the section number of the Work Experience course in which you are enrolled on the cover sheet of the worksheets before turning them in. In order to receive credit for the Business Skills Video, you must fill out the worksheets that accompany it and turn them in on or before the due date.
8. Resumé: You are required to complete an up-to-date resumé.  Please remember to make an electronic copy for your own records. We will review how to write a resumé in the Mid-Term Meeting and further assistance is provided at the Career Center.  Your resumé must be turned in to the Career Center on or before the due date.
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Please check the section you are enrolled in:

Full-Semester Course
Short Course
( 1 unit (58844)
( 1 unit (59054)

( 2 units (58845)
( 2 units (59055)

( 3 units (58846)
( 3 units (59056)

           (  I will attend either one of the in-class orientation meetings or I will watch the orientation video online.
Student Profile Sheet

Due Date: Orientation Meeting

Personal Information
Mailing Address
________________________________________          Home Phone __________________________________

City/State/Zip
________________________________________          Work Phone __________________________________

E-Mail Address
________________________________________          Print Your Name 

Type of job:   (  Paid Employment    (  Volunteer    (  Internship
Educational Information

Career Goals (e.g. nurse, accountant, etc.) ________________________________________________________________________

What is your major (if you have one)?  _________________________________     


Why are you taking General Work Experience?  (check all that apply)


(
To improve my work skills


(
I need the units for full-time student status


(
I need the units for transfer to CSU


(
I need the units for an Associate of Arts degree


(
Other ___________________________________

Have you taken General Work Experience before?


(
Yes      What semester?  ______________  What year? ___________ For how many units? ___________


(
No
Job Information

Name of Employer or Company_________________________________________________________________________________

Job Title ___________________________________________________________________________________________________

Address where you work________________________________________ City_____________________ State & Zip____________

Name of Supervisor___________________________________________________________________________________________

Phone number and e-mail of Supervisor___________________________________________________________________________
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Please check the section you are enrolled in:

Full-Semester Course
Short Course
( 1 unit (58844)
( 1 unit (59054)

( 2 units (58845)
( 2 units (59055)

( 3 units (58846)
( 3 units (59056)

Employer Orientation Sheet

Due Date:  Mid-Term Meeting

Dear Employer,
Thank you for participating in the SBCC Work Experience program and supporting a student’s education!

General Work Experience 290 is a course designed to assist students in acquiring and improving good work habits, attitudes and career awareness in actual job settings. Jobs held by students do not need to be related to their educational goals or college major.  In this course, students gain units by the hours they work or volunteer.  There are assignments they are required to complete where they will set goals to achieve, which require your participation and signature.  Students are responsible for getting the assignment information to you.  The assignments are as follows:

· Learning Objectives Plan (student and employer complete and sign)
· Student Time Report (must be signed by supervisor)
· Supervisor Rating Form (must be completed and signed by supervisor)
· Final Report (student and employer complete and sign)
If time allows, a staff member from the SBCC Career Center may contact you during the semester to arrange a convenient time to come by to visit the student’s work site.  During this short visit, we will follow up on the student’s work performance and progress in achieving their goals as well as introduce you to some helpful resources SBCC offers.  If you have any questions or concerns, please feel free to contact Holly Eubank, Work Experience Instructor, at (805) 965-0581 x2942 or workexperience@sbcc.edu.

Non Discrimination Policy

The Santa Barbara Community College District and Santa Barbara City College, in compliance with California State law and regulations, Titles VI and VII of the U.S. Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Americans with Disabilities Act (ADA), Section 504 of the Rehabilitation Act of 1973 and the Age Discrimination Act, does not discriminate on the basis of race, color, religion, sex, ancestry, marital status, age, physical or mental disability, status as Vietnam-era veteran, sexual orientation, ethnic group identification, creed or national origin in any of its policies, procedures, or practices.

(  I have read the above and agree to participate in the Work Experience program.

Supervisor's Signature _______________________________________    Date ______________________
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  Please check the section you are enrolled in:

Full-Semester Course
Short Course
( 1 unit (58844)
( 1 unit (59054)

( 2 units (58845)
( 2 units (59055)

( 3 units (58846)
( 3 units (59056)

Learning Objectives Plan 

Due Date: Mid-Term Meeting
This form must be signed by your supervisor.  You will use this to write your Final Report so be sure to keep a photocopy.   The purpose of work experience is to encourage students to view their jobs as learning opportunities with an emphasis on seeking ways to become better, more effective employees.  Each semester that a student is enrolled in General Work Experience, it is necessary that new learning objectives be identified on his/her job. These objectives must be specific, measurable, and achievable during the course period.  The achievement of these stated objectives will determine, in part, whether credit will be granted for work experience.

Memo of Understanding:  A training agreement exists between Santa Barbara City College, an employer, and an SBCC student in the form of a contract containing at least three learning objectives which are specific, measurable, and achievable during the course period.  Santa Barbara City College, cooperative education function, agrees to grant work experience credit to a student enrolled under the rules, regulations, policies, practices, and procedures as adopted by the college.  Student agrees to abide by all the above and further agrees to abide by all rules, regulations, policies, practices, and procedures of the employer.  The student will apply him/herself to the job and give full value for job assignment.  Employer recognizes that employment is partly a learning experience for the student and therefore agrees to provide continuous opportunity for the employee/student to increase his/her knowledge and skills on the job.

1.
Skills to be learned/behavior to be improved/knowledge development objectives:
_____________________________________


_______________________________________________________________________________________________________


_______________________________________________________________________________________________________


Activities to accomplish objectives:
_________________________________________________________________________


_______________________________________________________________________________________________________


_______________________________________________________________________________________________________


_______________________________________________________________________________________________________

2.
Skills to be learned/behavior to be improved/knowledge development objectives:
_____________________________________


_______________________________________________________________________________________________________


_______________________________________________________________________________________________________


Activities to accomplish objectives:
_________________________________________________________________________


_______________________________________________________________________________________________________


_______________________________________________________________________________________________________

3.
Skills to be learned/behavior to be improved/knowledge development objectives:
_____________________________________


_______________________________________________________________________________________________________


_______________________________________________________________________________________________________


Activities to accomplish objectives:
_________________________________________________________________________


_______________________________________________________________________________________________________


_______________________________________________________________________________________________________


Supervisor's Signature _________________________  

 Student’s Signature  _____________________________

Tips for Writing Learning Objectives 

The purpose of general work experience is to encourage students to view their jobs as learning opportunities with an emphasis on seeking ways to become better, more effective employees.  The achievement of these stated objectives will determine, in part, whether credit will be granted.

A learning objective is a specific goal you set for yourself to be accomplished within a pre-determined period of time. Learning objectives can focus on specific behaviors, skills, or attitudes you want to improve or develop.  You should establish your work experience learning objectives in consultation with your supervisor.  Some students ask their supervisors what skills, attitudes, or behaviors would be most beneficial to develop. At the end of the semester, the learning objectives will be reviewed by the work supervisor and the college instructor.

When establishing your learning objectives, you should be able to answer the following questions:

· What am I trying to accomplish?  

      You should identify your learning objective and clearly state what you are planning to achieve. 

· How can I accomplish this objective?  
You need to state what you will do to accomplish the objective.  For example, if you are going to learn a new computer software application, you could say that you are going to purchase the software, read the manual, and practice using the software in order to learn how to use it. 

· How can I evaluate the completion of this objective?  

For general work experience a statement from you and your supervisor saying whether or not you accomplished your objectives will be your method of evaluation.

· What is the completion date of this objective?  

You need to indicate by which date you will have completed your learning objective.

Once you have answered these questions, formulate your written learning objectives. 

Examples of Learning Objectives

1. 
Skills to be learned/Behavior to be improved/Knowledge development objectives:                         


 
I will take initiative on projects without having to be asked to do something for my supervisor.                                          



Activities to accomplish the objective:                                                                                     


 
I will ask my supervisor how I can help him/her or take initiative to complete a project without having to be asked.

2. 
Skills to be learned/Behavior to be improved/Knowledge development objectives:                         



I will improve my customer service skills.                                



 Activities to accomplish the objective:                                                                                                                    



I will greet each customer and ask how I may assist them.

3. 
Skills to be learned/Behavior to be improved/Knowledge development objectives:                         



I will improve my punctuality by not being late more than ________ times during the semester.                                                                                                                 

Activities to accomplish the objective:                                                                                      

I will wake up earlier, arrive 10 minutes before I am scheduled to work, keep a written daily calendar, etc.    
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Please check the section you are enrolled in:

Full-Semester Course
Short Course
( 1 unit (58844)
( 1 unit (59054)

( 2 units (58845)
( 2 units (59055)

( 3 units (58846)
( 3 units (59056)

Student Time Report

Due Date: Friday, May 11 at 12:00noon
This form must be signed by your supervisor.
**Hours may only be completed during the semester: January 23 – May 11, 2012.

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday
	Total Hours

	Week 1


	
	
	
	
	
	
	
	

	Week 2


	
	
	
	
	
	
	
	

	Week 3


	
	
	
	
	
	
	
	

	Week 4


	
	
	
	
	
	
	
	


	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday
	Total Hours

	Week 5


	
	
	
	
	
	
	
	

	Week 6


	
	
	
	
	
	
	
	

	Week 7


	
	
	
	
	
	
	
	

	Week 8


	
	
	
	
	
	
	
	


	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday
	Total Hours

	Week 9


	
	
	
	
	
	
	
	

	Week 10


	
	
	
	
	
	
	
	

	Week 11


	
	
	
	
	
	
	
	

	Week 12


	
	
	
	
	
	
	
	


	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday
	Total Hours

	Week 13


	
	
	
	
	
	
	
	

	Week 14


	
	
	
	
	
	
	
	

	Week 15


	
	
	
	
	
	
	
	

	Week 16


	
	
	
	
	
	
	
	


By signing below, we verify that the total number of hours worked during the semester was:   __________
____________________________________________


__________________________________________

               Supervisor's Signature





       Student's Signature
To obtain credit for General Work Experience 290, the total number of hours must meet or exceed the minimum requirements for the section in which you are enrolled:

Full Semester Course
	Section Number
	     Units  (paid or volunteer)

	58844
	     1 (75/60 hours/semester)

	58845
	     2 (150/120 hours/semester)

	58846
	     3 (225/180 hours/semester)


Short Course

	Section Number
	     Units  (paid or volunteer)

	59054
	     1 (75/60 hours/semester)

	59055
	     2 (150/120 hours/semester)

	59056
	     3 (225/180 hours/semester)
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Please check the section you are enrolled in:

Full-Semester Course
Short Course
( 1 unit (58844)
( 1 unit (59054)

( 2 units (58845)
( 2 units (59055)

( 3 units (58846)
( 3 units (59056)

Supervisor Rating Sheet

Due Date:  Friday, May 11 at 12 noon
Memo of Understanding: A training agreement exists between Santa Barbara City College, an employer, and an SBCC student in the form of a contract containing at least three learning objectives which are specific, measurable, and achievable during the course period.  Santa Barbara City College, cooperative education function, agrees to grant work experience credit to a student enrolled under the rules, regulations, policies, practices, and procedures as adopted by the college.  Student agrees to abide by all the above and further agrees to abide by all rules, regulations, policies, practices, and procedures of the employer.  The student will apply him/herself to the job and give full value for job assignment.  Employer recognizes that employment is partly a learning experience for the student and therefore agrees to provide continuous opportunity for the employee/student to increase his/her knowledge and skills on the job.

To the Supervisor:  Please take a few minutes to complete this evaluation and sign your name on the signature line.  Additional comments are optional.  Please use the reverse side of this form for additional comments. Thank you.  

Student has worked a total of ________ hours this semester. At the beginning of the course, the student communicated his/her stated learning objectives to me:   ( Yes    ( No  

The student has been able to accomplish his/her stated learning objectives:   ( Yes    ( No    ( Don't know

	Rating Criteria
	Always
	Almost 

Always
	Usually
	Seldom
	Not 

applicable

	Attitude: Conveys a positive attitude in the workplace
	
	
	
	
	

	Attendance: Adheres to his/her work schedule in a dependable, reliable manner
	
	
	
	
	

	Punctuality: Reports to work on time
	
	
	
	
	

	Cooperation: Works cooperatively with co-workers and supervisors
	
	
	
	
	

	Performance: Accurately and quickly performs all work duties
	
	
	
	
	

	Motivation: Takes an interest in the job
	
	
	
	
	

	Rules/Regulations: Consistently observes company policies
	
	
	
	
	

	Communication: Effectively communicates with clients, co-workers, supervisors
	
	
	
	
	

	Criticism: Responds well to constructive criticism
	
	
	
	
	

	Responsibility: Works responsibly with a minimum amount of supervision
	
	
	
	
	

	Initiative: Takes the initiative to move from one task to another as needed
	
	
	
	
	

	Goals: Student is consistently striving to meet stated learning objectives
	
	
	
	
	


Supervisor's Signature  _________
_______________________
Date _____________________
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Please check the section you are enrolled in:

Full-Semester Course
Short Course
( 1 unit (58844)
( 1 unit (59054)

( 2 units (58845)
( 2 units (59055)

( 3 units (58846)
( 3 units (59056)

Final Report

Due Date: Friday, May 11 at 12 noon
This form must be signed and approved by your supervisor.

Describe your progress toward accomplishing your three learning objectives:

1.  _________________________________________________________________________________________________________


_________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________
________________________________________________________________________________________
_________________________________________________________________________________________________________

2.  _________________________________________________________________________________________________________


_________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________
________________________________________________________________________________________
_________________________________________________________________________________________________________

3.
  _________________________________________________________________________________________________________


_________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________
________________________________________________________________________________________
_________________________________________________________________________________________________________


________________________________________________
__________________________________________________


                         Supervisor's Signature
                              Student's Signature
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Students enrolled in General Work Experience 290 must watch one Business Skills Video.  Each video has work sheets which must be completed in order to receive credit. The Business Skills Videos and worksheets are available only at the Learning Resource Center in the Library Building (on the West side of campus).  To check out the video and get the work packet, bring your Student ID card, provide the staff member with the call number of the video you want to check out, and request both the video and the work sheet that accompanies the video. Please be sure to write your name and the section number of the Work Experience course you are enrolled in on the cover page of the work packet.

Description of Business Skills Videos

FISH!  Catch the Energy, Release the Potential.
Call # 01461

Work, work, work.  That’s all we seem to do.  How is it possible to actually have fun on the job and still do great work???  Seem impossible?  Not for the “fish mongers” at Pike’s!  Learn from them how to spruce up your work life and provide great customer service.  It’s all in the attitude.

Getting Good Answers to Tough Interview Questions

Call # 01463
This video series covers the interview process and how you can prepare great answers for those tough interview questions.  This video highlights how knowing your strengths & skills and researching the company will help you be successful in landing the job you want!  

Good First Impressions
Call # 01464
In this video, we’ll explore the importance of first impressions. You’ll learn about key characteristics to create a good first impression, what to say and what not to say.  Learn how to win over your interviewer with words, attitude and a professional appearance.

Informational Interviewing and Networking

Call # 01466
In this video series, we’ll explore how talking with people who do the work that you’re interested in can help you choose the right career.  You’ll learn how to set up and complete an informational interview and how it can expand your professional network.

Interview Follow-up
Call # 01469
In this video, you’ll look at how to follow through on your interviews.  It will cover topics such as how to reflect on your skills, interests and values and what you’ve learned during the interviews.  It will also discuss the importance of sending thank you letters, staying healthy and upbeat and keeping in touch with your support network.
Interviewing Strategies
Call #01468
This video series highlights successful interviewing strategies to stand out as a prospective employee and land the job you want!  This video covers topics such as: preparation & practice for the interview, researching the organization & position, knowing your strengths and skills, how to handle difficult questions, and the “do’s” & “don’ts” of interviewing.

Overcoming Barriers to Employment
Call #01467
In this video series, we’ll explore how diversity in the workplace is important to the success of an organization.  Learn how to overcome barriers to employment and in the workplace.  Learn how to protect yourself from illegal discrimination at work and how to support your colleagues who are different from you.

What Employers Want: 

Skills & Attitudes

Call # 01465
This video series highlights skills and attitudes which will help you be successful in the workplace.  Find out what you are doing right or wrong at work and how you can be on the path to promotion.  Learn what transferable skills are and how what you are doing now can help you land your dream job in the future!

You’re Fired! The 10 quickest ways to lose your job & how to avoid them
Call # 01462
This video series highlights the 10 top reasons employees are fired on the job and how you can avoid them.  Find out what you are doing right or wrong at work and how you can be on the path to promotion.  Learn how to be successful at work and how you can promote a healthy work environment.

Sexual Harassment & how to confront it

Call # 01470
This video series covers how the issue of how sexual harassment in the workplace is always wrong and how to confront a harasser.  Learn how to handle a hostile work environment or colleague or supervisor who is behaving inappropriately. 

Sample Resume

Jane Smith

123 Green Dr.

Goleta, CA 93117

(805) 555-5555

janesmith@gmail.com

OBJECTIVE 

Seeking an Accounting Assistant position where my excellent customer service and technical skills can help improve the company’s profitability.
SUMMARY OF QUALIFICATIONS 

· Detail-oriented, good with numbers.  

· Experience using QuickBooks and Excel. 

· Excellent customer service skills.

EDUCATION

Santa Barbara City College, Santa Barbara, CA      

Expected date of graduation:  May 2013
Pursuing Associate in Science degree in Accounting

Relevant Coursework:  

Introduction to Accounting 

Financial Accounting

Accounting with QuickBooks

Economics 

WORK EXPERIENCE  

Sales Associate, Bath & Body Works, Santa Barbara, CA
July 11 - present

· Greet customers and answer phones

· Manage cash register

· Count out drawers and do daily deposit 

· Re-stock merchandise

· Consistently exceed sales goals

Volunteer Tax Preparer, ABC Senior Center, Santa Barbara, CA
Jan. 11 - May 11
· Helped over 50 older adults fill out federal and state tax forms

· Checked forms for accuracy

· Organized files for the office

Cashier, Long’s Drugs, Goleta, CA
Feb. 10 - Dec. 10
· Provided friendly, efficient customer service

· Sold over $5,000 of merchandise a day

· Voted Employee of the Month, October 2008

Host, Brophy’s Restaurant, Santa Barbara, CA
July 09 - Jan. 10
· Greeted customers and escorted them to their tables

· Organized seating to maintain maximum efficiency and service

· Answered phones and took reservations
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Student’s Name______________________ K#: ________________________________








Student’s Name ___________________











Student’s Name ______________________





   Student’s Name _____________________





  Employer ___________________________





Student’s Name _____________________





Employer __________________________





Student’s Name _______________________





Employer Name _______________________





Deadline To View Video:   May 11, 12 noon











