ELSO 6620 Instructor: Nathan Lindberg

Preparing for the Professional Job Search Office Hours: by appointment
Wednesdays, 6-8:30 Office: 260 Caldwell Hall
Caldwell Hall, 250 nwl26@cornell.edu

ELSO 6620.01: Preparing for the Professional Job Search
Course Overview
This course introduces a series of professional job application steps, including giving
elevator pitches, networking, searching for jobs, interpreting job ads, attending job fairs,
making digital profiles, writing resumes and cover letters, interviewing, and becoming
familiar with relevant resources. By the end of this course, you will be aware of the
different dimensions of applying for professional jobs, including their cultural and
linguistic implications. This course will be useful for you to develop your job application
documents and skills.

Learning Outcomes

= Be familiar with job fairs and create a plan for attending them.

= Develop a narrative about yourself that you can use when applying for jobs.

= Learn strategies for oral networking, including making and practicing elevator
pitches.

= Learn strategies for online networking and developing your digital profile.

* Become familiar with and practice methods for writing cover letters and resumes.

= Become acquainted with job interviewing and approaches to answering questions.

= Become more familiar with resources at Cornell and beyond to help with the job
search.

Common Questions & Answers about the Course
What happens in a typical class?
In most classes, I’ll review a topic I introduced the previous week, you’ll have a
discussion about your questions about the topic, and then you do some related exercises.
Then you’ll report on progress for your weekly goals. Finally, I’ll introduce topic for next
week.

How to get the most from your ELSO course: To maximize benefits of your ELSO
course, I expect you to apply what you have learned to the job search. Allocating
approximately five hours a week to practicing skills and strategies outside of class can
greatly enhance your experience. This time may be spent:
o Setting goals to challenge yourself to use specific strategies and approaches from
ELSO courses.
e Trying out resources introduced in class.
o Practicing job search strategies (e.g., practicing your elevator pitch, rehearing
interviewing narratives, setting up information interviews),
o Keeping track of your progress.

What platforms will we use?
We will use Canvas, where I will post assignments, class material, and announcements.



What do I need to do to pass this class?

Come to class; work diligently; submit your homework on time; and miss no more than
one class. Then you will pass. If you must miss a class, tell me beforehand when possible.
If not possible, tell me afterwards and ask what we did. If you miss more than two
classes, you risk failing. You should contact me and explain your situation.

How can you reach me?

Email is the most reliable way to reach me (nwl26(@cornell.edu). I will answer emails
within 24 hours (but usually sooner) from Monday to Thursday, during regular academic
weeks. From Friday-Sunday, I’ll still check emails, but maybe not as often. I am happy to
meet with you in person or on Zoom. Email me and we can set up a meeting time. I will
also keep Zoom office hours. You’ll vote on when you want my office hours.

Generative Al: Generative Al tools (e.g. ChatGPT, Al-enhanced Grammarly) are
powerful, and are being increasingly used by writers to assist with brainstorming,
identifying appropriate vocabulary, and editing. Use of these tools is also leading writers
to grapple with questions related to style and voice (how can writers preserve their
individual style/voice when using these tools?), ethics (when is it acceptable to use these
tools and when is it not?), privacy (how do these tools use the text we upload?), and skill
development (how can we use these tools be used to promote learning rather than hamper
it?). In ELSO courses, we explore with students the affordances and limitations of these
new and quickly changing tools.

Note to Students with Disabilities. If you have a disability-related need for reasonable
academic adjustments in this course, provide me with an accommodation notification
letter from Student Disability Services. You are expected to give two-days’ notice of the
need for accommodations. If you need immediate accommodations or physical access,
please arrange to meet with me within the first two class meetings.



Job Search: Mondays 6-8:30; Jan. 20-March 11

Topics Homework
1.| Jan. e Overview of the job search and the class e Post a question about job interviews
21 e Building community with your classmates by Friday, 11 a.m.

¢ Discussion: Finding a job e Comment on two classmate’s

e Discussion: Applying for a job questions by Monday, 11 a.m.

e Introduction to the job interview e Post your weekly goal by Friday, 11

e Your question about job interviews a.m.

e Post your goals for next week

2.| Jan. e Review the job interview e Post a question about resumes by
28 e Discussion: Your questions about the job Friday, 11 am...
interview e Comment on two classmate’s
e Practice answering interview questions questions by Monday, 11 a.m.
e HW: Record your answer to an interview ¢ Post your weekly goal by Friday, 11
question a.m.

e Report on your weekly goals ¢ Record an answer to an interview

e Briefly about resumes question and prepare to show it to a

e Optional Resume Feedback small group of your classmates

e Questions about resumes

3.| Feb. 4 | e Review job interview e Post a question networking by Friday,
o With a small group, show your recording of 11 am.
you answering a job interview question e Comment on two classmate’s

e Discussion: your resume questions questions by Monday, 11 a.m.

e Report on your weekly goals ¢ Post your weekly goal by Friday, 11

o Introduction to networking a.m.

e Questions about networking e Submit 1Stj0b interview recording,
summary of classmate’s feedback,
recording of your revised answer

4.| Feb. e Review of networking e Post a question about finding the right
11 ¢ Discussion: Addressing your questions about job by Friday, 11 a.m.
networking e Comment on two classmate’s

o Exercise: Writing a cold call interview questions by Monday, 11 a.m.

o Weekly goal report ¢ Post your weekly goal by Friday, 11

¢ Introduction to finding the “right” job a.m.

¢ Questions about finding the right job e Submit a job ad for a job you want to
apply for and are qualified for

5.| Feb ¢ Review of finding the right job e Post a question about narratives and
18 ¢ Discussion: Your questions about the right job cover letters by Friday, 11 a.m.

e Exercise: Using GenAl to find the right job e Comment on two classmate’s

e Exercise: Your online presence questions by Monday, 11 a.m.

e Weekly goal report e Post your weekly goal by Friday, 11

o Introduction to narratives and cover letters a.m.

e Questions about narratives and cover letters

6.| Feb. e Review narratives and cover letters e Post a question about career fairs by
25 ¢ Discussion: your questions about narratives Friday, 11 a.m.
and job interviews e Comment on two classmate’s

o Exercise writing a cover letter with GenAl questions by Monday, 11 a.m.

e Weekly goal report e Post your weekly goal by Friday, 11

¢ Introduction to career fairs am.

e Questions about career fair

7.| March | e Review career fairs
4 ¢ Discussion: Your questions about career fairs
e Evaluate the class




¢ Final weekly goal
e Discussion: Next steps




