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Students are advised to keep course outlines in personal files for future use. 

Shaded headings are subject to change at the discretion of the department – see course syllabus available from instructor  
 

TASK 051    Upgrading and University Preparation  0 
COURSE NAME/NUMBER  FACULTY/DEPARTMENT  UCFV CREDITS 

Personal and Workplace Essentials 
COURSE DESCRIPTIVE TITLE 

 
 

CALENDAR DESCRIPTION:  

This course covers a wide variety of effective communication strategies, including appropriate assertive behavior. It 
provides students the opportunity to define their strengths and abilities in preparation for selecting realistic goals and 
introduces students to the world of computers including the Internet, e-mail, and word processing. 
 

 

PREREQUISITES: Admission to the Workplace TASK Program   
COREQUISITES:  
PRE or COREQUISITES:  

 
SYNONYMOUS COURSE(S): SERVICE COURSE TO: (department/program) 
(a) Replaces: TASK 01, 03, 05        
(b) Cross-listed with:              
(c) Cannot take:       for further credit.  

 
TOTAL HOURS PER TERM: 120  TRAINING DAY-BASED INSTRUCTION: 
STRUCTURE OF HOURS:    Length of course: 7 weeks, 4 days a week 
Lectures: 45 Hrs  Hours per day: 4.5 hours 
Seminar: 45 Hrs    
Laboratory: 30 Hrs  OTHER:  
Field experience:       Hrs  Maximum enrolment: 16  
Student directed learning:       Hrs  Expected frequency of course offerings: Every year  
Other (specify):             Hrs  (every semester, annually, every other year, etc.) 

 
WILL TRANSFER CREDIT BE REQUESTED? (lower-level courses only)  Yes  No 
WILL TRANSFER CREDIT BE REQUESTED? (upper-level requested by department)  Yes  No 
TRANSFER CREDIT EXISTS IN BCCAT TRANSFER GUIDE:  Yes  No 

 
 

COURSE IMPLEMENTATION DATE: September 2010 
COURSE REVISED IMPLEMENTATION DATE:  
COURSE TO BE REVIEWED: February 2014 
(four years after UPAC approval) (month, year) 

Course designer(s): Alyson Seale and Darlene Carson  
Department Head: Dr. Sue Brigden   Date approved: Nov 10, 2009  
Supporting area consultation (Pre-UPAC)   Date of meeting: Feb. 5, 2010  
Curriculum Committee chair: Dr. Sue Brigden   Date approved: Nov 13, 2009  
Dean/Associate VP: Dr. Karen Evans   Date approved: Jan. 25, 2010  
Undergraduate Program Advisory Committee (UPAC) approval   Date of meeting: Feb. 26, 2010  
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LEARNING OBJECTIVES:  

Upon successful completion of this course, students will be able to: 
1. practice effective communication skills (questioning, listening, non-verbal) 
2. define importance of body language 
3. demonstrate listening skills 
4. demonstrate assertive behaviors 
5. distinguish between aggressive, passive, and assertive behavior 
6. apply critical-thinking techniques (pros and cons, plus and minus) 
7. practice problem-solving techniques 
8. practice memory skills 
9. demonstrate expressing feelings in an appropriate way 
10. respect other’s property and personal space 
11. handle anger and stress through self control  
12. give and take constructive criticism 
13. define own individual strengths and weaknesses 
14. identify own needs and values  
15. identify factors/people who contributed to the formation of his/her values  
16. identify differences between healthy and non healthy risks 
17. define leisure activities and the importance of them 
18. define own strengths and abilities,  
19. select realistic short- and long-term goals based on the components of the Healthy Life Wheel 
20. set realistic goals 
21. identify personal interests and skills 
22. make rational decisions 
23. Demonstrate appropriate hygiene, appearance, attire 
24. Identify appropriate attire for different situations: social, work, recreational 
25. list the basic parts of a computer system (system unit, monitor, keyboard, mouse, removable drive, hard disk 

drive and printer) 
26. demonstrate the ability to properly start and shut down a computer system 
27. demonstrate the ability to start and close a program 
28. describe function of a removable drive 
29. describe some common uses of computers 
30. create a new word processing document, edit a document and print a document 
31. save and retrieve a document  
32. use tools such as a spell checker or grammar check 
33. explore the basics of the Internet/World Wide Web 
34. send email with an attachment  
35. use the internet to research information 

METHODS: (Guest lecturers, presentations, online instruction, field trips, etc.) 

Student oral presentations, videos, lectures, computer lab hands-on instruction, individual and group exercises, in 
class assignments. 

METHODS OF OBTAINING PRIOR LEARNING ASSESSMENT RECOGNITION (PLAR): 

 Examination(s)   Portfolio assessment   Interview(s)  
 

 Other (specify): Hands-on computer session with the instructor providing evidence of module objective, plus 
completion of two word processing documents assigned by the instructor and processed in a UFV computer lab 
with the instructor present.  Must display competence with email by sending/receiving email via instructor. 

 
 PLAR cannot be awarded for this course for the following reason(s):       

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

Instructor-cenerated materials; Employability Skill Manual; Life’s Greatest Lessons – 20 Things that Matter by Hal 
Urban 
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SUPPLIES / MATERIALS: 

Removable drive (storage device), a printer card  

STUDENT EVALUATION: 
[An example of student evaluation for this course might be:] 

Assignments 50% 
Quizzes 20% 
Demonstration of skills in practical settings and situations 30% 

COURSE CONTENT:  
[Course content varies by instructor. An example of course content might be:] 

1. Communication and Assertiveness 
2. Beliefs and values 
3. Goal setting 
4. Clothing and Hygiene 
5. Computer Basics 

 


	OFFICIAL UNDERGRADUATE COURSE OUTLINE INFORMATION

