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I.   COURSE DESCRIPTION IN ABET FORMAT 

 

II.    ASSESSMENT RESULTS FOR CURRENT AND PAST THREE PERIODS 
 

 

          III.   HOMEWORK ASSIGNMENTS 

Summary of Topics covered by Homework  

Original Homework Questions & Master Solution/grading scheme used   

    Above Average  (Graded original work ) 

  Average       (Graded original work ) 

  Below Average  (Graded original work ) 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Course Description 

in ABET Format  
 

 

1. Course number and name: GNEG 1010: Engineering Professionalism and Career 

Development  

 

2. Credits and contact hours: 0 credit hours and 1 contact hour 

3. Instructor’s or course  

coordinator’s name: 

 

Curtis Fields and James Gordon 

 

4. Text book: Title: None 

 

                   Author:  

                   Publisher, Year & Edition:  

  a. Other Supplemental material  

5. Specific course information  

 a. Brief description of the content of the 

course (catalog description) 

This course prepares students for a professional career in 

engineering. The primary emphasis is on soft skills, career 

development, career planning, and expected workplace 

behaviors in the engineering field. Exercises and activities 

in this class help students immediately apply 

professionalism and career concepts to more fully take 

advantage of internships, co-ops, and build relevant 

connections between their academic studies and their 

professional careers.  

 b. Prerequisites or  

     Co-requisites 

Co-requisites: 

CHEG 1101, COMP 1101, CVEG 1101, ELEG 1101 or 

MCEG 1101 

 c. ** Indicate whether a required, elective, 

or selected elective (as per definition 

provided) course in the program 

 

 

 

 

 

 

 

 

 

Required 

6. a. Specific goals for the course specific 

outcomes of instruction (e.g. The student 

will be able to explain the significance of 

current research about a particular topic.)   

 

Students will be able to : 

 

b. Explicitly indicate which of the student outcomes 

listed in Criterion 3 or any other outcomes are 

addressed by the course.  

 

The specific goals for the course specific outcomes listed 

on the left column will address the following student 

learning outcomes: 

 1. Create a professional resume.   



  

 

No outcomes were measured for this course.  

 

 

  

 2. Write a professionally formatted email.  

 

 3. Perform an interview.  

 

 4. Perform an elevator pitch. 

 

No outcomes were measured for this course. 

7 Brief list of topics to be covered 

 

Resumes                                                      (4 hours) 

Cover Letters                                              (1 hours) 

Elevator Pitches                                         (1 hours) 

Job/Internship Searches                             (2 hours) 

Time Management/Organization              (1 hours) 

Interviews                                                  (3 hours) 

Career Planning                                        (3 hours) 

Corporate Culture                                     (1 hour)   

Personal Branding                                     (2 hours) 

Soft Skills                                                  (4 hours) 

Goal Setting                                               (3 hours) 

   



 

 
II ASSESSMENT RESULTS FOR CURRENT AND PAST THREE PERIODS 

 

 

Program Outcomes Assessed in this course: No outcomes are assessed for this course.   
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Title of Assignment:  HOMEWORK (RESUMES) 

 

 

TOPICS COVERED IN RESUMES 

  

1. How to create a professional resume for the Engineering industry  
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Instructions  

You will need to create a resume from scratch and submit it as a Word document. 

Below are some basic guidelines. These are not all-inclusive, see the deductions section for more 

details. 

 

1. Do NOT use a template or a PDF 

2. Must use Times New Roman font 

3. The smallest font size allowed is 12 

4. No margins below .5  

5. Only 1 font color is allowed (black) 

6. You should only include College level education (anything from an Associate Degree level 

upwards) 

7. This document can only be 1 page  

a. Be careful- even a blank 2nd page is unacceptable  

8. There should not be anything in the header or footer of the document 

9. The entire document should be either single spaced or double spaced 

10. Good formatting is a must 

a. A blank line of space between each major section 

b. A blank line of space between each job/volunteer experience 

c. No paragraphs  

d. No bullet points longer than 2 lines 

e. No cliffhangers (aka one or two words hanging below a full sentence) 

f. Good punctuation, grammar, and spelling are a must 

g. Consistency (ex: if you have periods at the end of most bullet point sentences, then 

all of them must have periods at the end of them or vice-versa) 

h. Do not include a summary, objective statement, or mission/personal statement  

i. Skills listed under a Skills section should only be hard skills. No soft skills listed in 

that section (ex: do not include “leadership”, “fast learner”, “time management”, 

etc.) 

j. Job/volunteer/leadership headings should follow the format seen in the sample 

resume. 

k. Education should follow the format seen in the sample resume. 

 

Point Deductions  

1. 5% will be deducted for each grammar, spelling, or punctuation errors (this includes 

capitalization, spacing, and indentation errors) 

2. 5% will be deducted for each inconsistency (aka you had all periods but missed adding one 

on a bullet point) 

3. 5% will be deducted for each cliffhanger  

4. 5% will be deducted for each bullet point that is longer than 2 lines 

5. 5% will be deducted each time you write a paragraph instead of a bullet pointed sentence 

6. 5% will be deducted for each job/volunteer/leadership role not using the sample resume 

format for the heading 



7. 5% will be deducted for each time a state is not abbreviated  

8. 5% will be deducted for listing a language under skills if you are not fluent in it 

9. 5% will be deducted for listing a job title as a bullet point under a job entry  

10. 10% will be deducted if you do not use the sample resume format for education 

11. 10% will be deducted if you add a summary, objective, or mission/personal statement 

12. 5% will be deducted if you add high school education 

13. 10% will be deducted if you use a different font color  

14. 5% will be deducted if you use a different font style than Times New Roman 

15. 5% will be deducted for each blank space you should have added between sections or 

jobs 

16. 5% will be deducted for each soft skill added under the Skills section 

17. 5% will be deducted if you use margins any smaller than .5 

18. 5% will be deducted if you use any other spacing format than single or double 

19. 5% will be deducted for each time you use the first person (I, me, we, my, etc.) 

20. 5% will be deducted for each incorrect tense usage (for example using past tense on a job 

that you currently work for would be incorrect) 

21. 5% will be deducted if you use an email address other than Gmail, Outlook or your PV 

student email address 

22. 100% will be deducted if you put your references on the resume (aka you get a 0) 

23. 100% will be deducted if you use a template or use a PDF  

24. 100% will be deducted if you have more than 1 page (and that includes a blank 2nd page) 

25. 100% will be deducted if you do not put your name on the resume 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ABOVE AVERAGE  
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Grade: 90% 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

AVERAGE  
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Grade: 70% 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

BELOW AVERAGE 
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Grade: 0% 
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Title of Assignment:  HOMEWORK (PROFESSIONAL EMAILS) 

 

 

TOPICS COVERED IN PROFESSIONAL EMAILS 

 

 

1. How to create a professionally formatted email  
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Instructions 

Write up 2 professional looking emails. They should be put into one Word Document. Each 

email will go on a separate page (so you should have 2 pages). 

 

You will need a Thank You Email, thanking an interviewer for their time in an interview.  

 

You will also need a Meeting Request Email, requesting an appointment time with someone in 

your company to discuss and plan the details for an upcoming event (make up whatever name 

you want for the event).   

 

Both emails will need to include the following: 

1. An email Subject Line that is appropriate (concisely tells them what the email is about) 

2. The name of who you’re sending the email to (Dear Ms./Mr. Blank) 

3. A signature line with your contact information (example below) 

 

Sincerely,  

Generic Namely  

000-000-0000  

email@email.com 

 

4. Spacing (no large blocks of unbroken text) 

5. Correct grammar, spelling, and punctuation 

6. Size 12 Font, Times New Roman 

 

The Meeting Request Email should also include the time-zone when you mention potential 

meeting times. Our local time-zone here in Texas is CST (Central Standard Time).  

 

Point Deductions  

You can lose points for the following: 

1. 5% will be deducted for each grammar, punctuation, or spelling error (this includes 

spacing, indentation, and capitalization errors) 

2. 10% will be deducted if you only have a single block of text 

3. 10% will be deducted if you do not use size 12 font 

4. 10% will be deducted if you do not use Times New Roman font 

5. 5% will be deducted if you do not include a Subject Line  

a. Side note on subject lines: the first letter of each major word should be capitalized 

in a Subject Line. For example: “Request a Meeting For Tomorrow” or 

“Emergency Meeting of Great Importance” 

6. 5% will be deducted if you do not include a full signature line with contact information  

7. 5% will be deducted if you have multiple font sizes 

8. 5% will be deducted if you have multiple font types  

9. 5% will be deducted if you do not include the time zone (where appropriate)  

10. 100% will be deducted if you use the exact wording from the samples (aka: if you 

“borrow” wording from the sample letter) 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ABOVE AVERAGE  

 

 
 



 

 
 

 

 

Grade: 100% 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

AVERAGE  
 



 

 
 

 

 

Grade: 85% 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

BELOW AVERAGE  

 
 



 

 

 

 

 

 
 

 

Grade: 50%
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Title of Assignment:  HOMEWORK (JOBS IN YOUR MAJOR) 

 

 

TOPICS COVERED IN JOBS IN YOUR MAJOR 

 

 

1. Find and identify types of jobs within their field of study (major) 
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Source Sites 

www.myplan.com 

www.onetonline.org  

 

Instructions 

Use the above Source Sites to: 

 

1. List your major 

2. Come up with a list of 10 job titles you could have with your major 

3. Come up with a list of 5 skills/abilities (hard or soft) people in this major need 

4. Come up with the average starting salary for an entry level position in this major 

a. Indicate whether this is the average for Houston, Texas, or the US as a whole 

b. Use O*Net’s “Wages and Employment Trends” section near the bottom of the page 

on the job you are interested in 

c. Put in Texas for “State Wages” and then click Go 

d. This will take you to a page with charts and a breakdown of average salary for the 

US, Texas, and various regions in Texas 

e. To get the rough average starting salary, use the lowest number on the chart for a 

given area which will be called “Annual Low (10%)” 

f. Be sure to list what the specific job title was (Mechanical Engineer, Software 

Programmer, etc.) so I can verify the starting salary 

 

 

Be sure to list which site you found each item on. See below for a short example.  

 

 

Example 

Marketing Major 

 

Job Titles 

1. Marketing Specialist (myplan.com) 

2. Sales Agent (myplan.com) 

3. Marketing Manager (O*Net) 

4. Advertising and Promotions Manager (O*Net) 

 

Skills and Abilities 

1. Critical Thinking (O*Net) 

2. Communications and Media (myplan.com) 

3. CRM Software (O*Net) 

4. ERP Software (O*Net) 

 

Average Salary 

http://www.myplan.com/
http://www.onetonline.org/


$43,230/year is the average entry level starting salary for a Sales Agent in the Houston area 

(O*Net) 

 

Point Deductions 

1. 5% will be deducted for each time you do not list your source 

2. 10% will be deducted if you do not list your major 

3. 5% will be deducted for each skill or job title you do not list  

4. 20% will be deducted if you put average salary instead of average starting salary (aka: 

Lowest 10%) 

5. 10% will be deducted if you do not put the specific job the starting salary is for  

6. 10% will be deducted if the document is not in Times New Roman 

7. 10% will be deducted if the document is not in size 12 font  

8. 10% will be deducted if you do not put a blank line of space between each section 

9. 5% will be deducted each time you use a site other than the 2 source sites provided 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ABOVE AVERAGE  

 

 
 



 

 
 

 

 

Grade: 100% 
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BELOW AVERAGE  

 
 



 
 

 

Grade: 10% 
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Title of Assignment:  HOMEWORK (JOB SEARCH) 

 

 

TOPICS COVERED IN JOB SEARCH 

 

 

1. Find specific job/internship listings within field of study (major) 
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Source Sites 

www.monster.com 

www.indeed.com 

www.careerbuilder.com 

www.linkedin.com 

www.usajobs.gov   

 

Instructions 

1. Use the above websites to find 5 jobs you could apply for with a degree in your current 

major. 

2. You must use at least 3 different sites (for example you could use Monster, Indeed, and 

CareerBuilder but you could not use just Monster for all 5 jobs). 

3. List the name of each job along with the company name and the link to the page. 

 

See below for an example of one entry (the link is expired, but you don’t need it to understand 

how the entry is laid out). You will need 5 entries like this and they should be numbered. There 

should also be a blank line of space between each entry. 

 

 

Example (the below link does not work, this is only a sample) 

1. Marketing Specialist, Zimmer Biomet 

https://job-openings.monster.com/marketing-specialist-658607-virtual-office-al-us-

zimmer-biomet/219140946  

 

 

Point Deductions  

1. 5% deduction for using a job site not from the above Source Site list 

2. 5% deduction each time you do not include the company name 

3. 5% deduction each time you do not include the job title 

4. 5% deduction for each time you do not include a source (website) 

5. 10% deduction for not using Times New Roman 

6. 10% deduction for not using 12-point font 

7. 10% deduction for not having a blank line of space between each entry 
 

 

 

 

 

http://www.monster.com/
http://www.indeed.com/
http://www.careerbuilder.com/
http://www.linkedin.com/
http://www.usajobs.gov/
https://job-openings.monster.com/marketing-specialist-658607-virtual-office-al-us-zimmer-biomet/219140946
https://job-openings.monster.com/marketing-specialist-658607-virtual-office-al-us-zimmer-biomet/219140946


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ABOVE AVERAGE  

 

 
 



 

 
Grade: 100%
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Grade: 50% 


