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Personal Management Skills

COURSE DESCRIPTIVE TITLE

CALENDAR DESCRIPTION:
This module covers all aspects of effective communication including appropriate assertive behaviour.

PREREQUISITES:
Admission to the TASK Program

COREQUISITES:

SYNONYMOUS COURSE(S) SERVICE COURSE TO:

(a) Replaces: N/A N/A
(Course #) (Department / Program)

(b) Cannot take: N/A for further credit N/A
(Course #) (Department / Program)

TRAINING DAY-BASED INSTRUCTION

TOTAL HOURS PER TERM:

STRUCTURE OF HOURS: LENGTH OF COURSE: N/A
Lectures: 30 hrs.
Seminar: 30 hrs. HOURS PER DAY: N/A
Laboratory: hrs.
Field Experience: hrs.
Student Directed Learning: hrs.
Other (Specify): hrs.
Combination of Lecture and Lab Hours: 30 YES/NO
MAXIMUM ENROLMENT: 16
EXPECTED FREQUENCY OF COURSE OFFERING: Once per year
WILL TRANSFER CREDIT BE REQUESTED?: (Lower-level courses only) YES NO X
WILL TRANSFER CREDIT BE REQUESTED?: (Upper-level requested by department) YES NO X
TRANSFER CREDIT EXISTS IN BCCAT TRANSFER GUIDE: YES NO X
AUTHORIZATION SIGNATURES:
Course designer(s): Chairperson:
Bonnie Hamilton (type name in this field)
Course reviewed by: (Curriculum Committee)
(type name in this field)
Department Head: Dean:
Trudie Archie Karen Evans

PAC Approval in Principle Date: (type date in this field) PAC Final Approval Date: 2002 10 30
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LEARNING OBJECTIVES / GOALS / OUTCOMES / LEARNING OUTCOMES:
TASKO3 - PERSONAL MANAGEMENT SKILLS

Upon successful completion of the program the student will be able to:

demonstrate appropriate assertive behaviour and communicate effectively with peers and co-workers

Objectives:

epractice effective communication skills (questioning, listening, non-verbal)

«define importance of body language

edemonstrate listening skills

edemonstrate assertive behaviours

«distinguish between aggressive and non-assertive behaviour

«apply critical thinking techniques
(pro's and con's, plus, minus,
interesting)

«design and practice problem solving
techniques

epractice memory skills

edemonstrate a sense of pride and
higher self-esteem

*exhibit a positive self image

sOovercome shyness

eaccept authority

etake risks and live with
consequences

«define leisure activities and the
importance ot them

«distinguish between inappropriate
and appropriate sexual behaviours

eexpress feelings in an appropriate
way

erespect others property and personal
sphere

*handle anger and stress by self
control

egive and take constructive criticism

*make rational decisions

METHODS:

discussions

role plays

scenarios

group pair and share

teams

presentations

PRIOR LEARNING ASSESSMENT RECOGNITION (PLAR):

Credit can be awarded for this course through PLAR YES NO

METHODS OF OBTAINING PLAR:
N/A

TEXTBOOKS, REFERENCES, MATERIALS:
[Textbook selection varies by instructor. An example of texts for this course might be:]

See Resource Materials, Appendix |




SUPPLIES / MATERIALS:
Pen, pencils and notepaper for each classes.

STUDENT EVALUATION:

[An example of student evaluation for this course might be:]
Attendance - 50% CR/NCR

Participation - 25% CR/NCR

Assignments - 25% CR/NCR
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TASKO3 - Personal Management Skills
COURSE NAME / NUMBER

COURSE CONTENT:

[Course content varies by instructor. An example of course content might be:]
Students participate in a significant number of scenarios where they are able to practice communicating effectively with employers, co-workers, and other authority

figures.




