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Official Course Description:  
 

Life exists after graduation. In this course, promoting interaction on multiple levels helps to define effective ways to support students as they move 
from personal learning to professional practice. With an emphasis on ethical practice, students learn how to establish networks and partnerships 
and foster collaborative sharing of ideas and concepts to support development within the field by exploring how to establish a career office.  

 

 

 
Course Objectives:  

• Assess personal and professional strengths, interests, skills, and preferences for the establishment of a career in upon graduation.   

• Analyze industry resources and job market trends that can be utilized in career decision making and goal setting when exploring future career pathways. 

• Apply tools, techniques, and strategies learned to the career planning and job acquisition process. 

• Analyze and summarize key issues for employees as they develop a career, including those charged with leading academic institutions.  

• Identify and summarize some of the critical roles, responsibilities, and functions within higher education administration.  

• Explain the importance of maintaining ongoing professional development and assess methods that align with careers goals.  

• Formulate a plan for the development of professional networking avenues to foster collaboration and sharing among peers. 
 
Meet Your Guide: 
 
 
Getting to Know You: 



You are about to make a transition from being a college student to a college graduate. While this is an exciting time, it is also a time you should be prepared for and ready to begin 
with the development of a strategic plan. This class will help you prepare for this important transition. To begin our class, let's learn more about your initial career goals and plans. 
 

• What has your experience been helping others make the transition from being a college student to a college graduate? 

• What were the most rewarding and challenging aspects of this transition? 
 
 
NOTES: 
 
For planning purposes:  
 

Program Outcomes M.Ed. in Higher Education Administration  
1. Establish a solid knowledge of the role, scope and trends within the field of higher education and the dynamics of functions within colleges and universities.  
2. Recognize the scope of diversity in higher education and the goals and intended outcomes for academic achievement.  
3. Coordinate roles of faculty, administrators, students, and external constituents in higher education.  
4. Synthesize and validate the importance of information, knowledge, and points of view established in theories, standards, principles, and evidence-based research to make data-informed decisions and select 
resources.  
5. Adapt intellectual processes to a range of circumstantial settings including ethical dilemmas, self-assessment, and cultural awareness impacting issues, concepts, and critical and creative endeavors.  
6. Employ strategies which effectively articulate the complexity of a situation to enhance understanding and meaning as a way to build relationships and resolve problems.  
7. Critically analyze perceptions, compare cultural distinctions, and identify critical components of systems influencing civic and global responsibilities within a higher education setting.  
8. Formulate performance expectations to foster continued personal and professional growth required to support principles of academic learning.  
9. Demonstrate habits of the mind leading to tangible changes and solutions to critical problems, enhance experience for self and others, and empower collective decisions while practicing ethical choices 
necessary for leadership in higher education.  
10. Measure the critical components of essential frameworks established to manage policies, utilize resources, and evaluate decisions to establish and maintain organizational culture.  
 
 

 Module 1 Module 2 Module 3 Module 4 Module 5 

Module Titles 
 

Career Preparation Career Targeting Career Development Higher Education 
Administration Practice 

Professional Development 



Module 
Introductions 
 

The transitory time, when 
individuals progress from being 
a college student to a college 
graduate, is often filled with the 
emotions of excitement, 
apprehension, and uncertainty. 
This is also a time when 
preparation for some type of 
career transition needs to begin, 
whether it will involve targeting a 
new career pathway, a new job, 
or advancement within an 
existing career pathway.  
 
For this first module, you will 
learn about tools and techniques 
essential for supporting others 
as they begin their career and 
professional development. The 
process begins by conducting a 
personal and professional self-
assessment. Then it continues 
by building a list of transferrable 
skillsets, creating a resume and 
professional portfolio, and 
crafting a personal branding 
strategy. All of these strategies 
will help prepare you to help 
others market their skills and 
talents in a competitive job 
market. 
 
  
 

The process of self-assessment 
and self-discovery is now useful 
in the next part of the process for 
career development, during the 
transitional period from college 
student to college graduate. 
Once skillsets have been 
identified, and a personal 
branding strategy has been 
established, a person is now 
ready to establish a career target 
and decide upon a specific 
career pathway.  
 
You will first learn methods in 
this module that will allow you to 
help others conduct occupational 
research necessary to make 
important career decisions. Once 
a career target has been 
established, you can then help 
others how to conduct industry 
research, institutional research, 
and informational interviews as a 
means of gaining important 
information about potential 
employers and institutions. The 
strategies for developing a 
resume and cover letter, as 
presented in the prior module, 
can now be used for the list of 
targeted employers. 
 
The final aspect of career 
development addressed in this 
module includes strategies and 
techniques to help others be 
prepared for a job interview, 
along with tips for negotiating a 
job offer once it has been 
received from an employer.  
 
   

Every organizational leader 
faces challenges, and those who 
are in leadership positions within 
the field of higher education 
administration are no exception. 
The purpose of this module is to 
explore some of the most 
important issues that are critical 
for career development. The 
topics covered include 
maintaining an ethical practice, 
reputation management, 
personality traits such as 
trustworthiness, emotional 
intelligence, leadership 
effectiveness, and diversity. 
 
 

Within higher education 
administration there are specific 
roles, functions, and 
responsibilities. It is important for 
students to understand how 
these roles and functions work 
together as they may be asked 
to work with one or more of them 
during their career in higher 
education administration. This 
module will explore many of 
these roles, including 
department chairs, academic 
advising, academic affairs, 
student affairs, academic deans, 
and other administrative 
departments that manage 
distance learning programs and 
faculty development.  
 

The completion of a degree 
program does not signal the end 
of a student's learning, 
especially for a student who is 
working in the field of higher 
education administration. While 
some institutions may have 
specific requirements for 
ongoing professional 
development, it is a good 
practice for students to 
implement ongoing professional 
development as a regular 
practice, to remain current in the 
industry and competitive in the 
job market. This module will 
address forms of professional 
development, faculty mentoring, 
traditional and social networking, 
and the value of attending 
conferences.  



Course 
Objectives 
 
 

• Assess personal and 
professional strengths, 
interests, skills, and 
preferences for the 
establishment of a career upon 
graduation.  

 
  

• Analyze industry resources and 
job market trends that can be 
utilized in career decision 
making and goal setting when 
exploring future career 
pathways. 

• Apply tools, techniques, and 
strategies learned to the career 
planning and job acquisition 
process. 

 

• Analyze and summarize key 
issues for employees as they 
develop their careers, including 
those charged with leading 
academic institutions.  

 
  

• Identify and summarize some 
of the critical roles, 
responsibilities, and functions 
within higher education 
administration.  

• Explain the importance of 
maintaining ongoing 
professional development and 
assess methods that align with 
careers in higher education 
administration.  

• Formulate a plan for the 
development of professional 
networking avenues to foster 
collaboration and sharing 
among peers. 
 

Module 
Objectives 
 

• Discover personal and 
professional knowledge, skills, 
and abilities through self-
assessment; establishing a 
foundation for the development 
of career pathways upon 
graduation. 

• Prepare a list of transferrable 
skillsets for the resume as part 
of an initial career development 
plan. 

• Summarize the purpose of 
creating a professional portfolio 
and describe how this strategy 
can improve career opportunity 
prospects.  

• Design a personal branding 
strategy for the purpose of 
effectively marketing skills and 
talents to potential employers. 

• Identify a specific career target 
to focus on as a goal for 
graduation.  

• Summarize the importance of 
industry research and sources 
to be utilized.  

• Explain the importance of 
institutional research and 
essential information to obtain. 

• Summarize the process of 
conducting highly productive 
informational interviews. 

• Describe the process of 
preparing for a winning job 
interview. 

• Develop strategies for 
effectively negotiating a job 
offer. 

• Summarize what it means to 
maintain an ethical practice 
and describe unethical 
behaviors that must always be 
avoided.  

• Develop a plan for personal 
and professional reputation 
management. 

• Define and describe key 
personality traits, including 
trustworthiness and credibility, 
that must be managed as part 
of ongoing career 
development.  

• Describe emotional intelligence 
from an individual and 
leadership perspective, and 
explain why it is a vital 
characteristic of career 
success.   

• Summarize strategies that can 
be implemented for leadership 
effectiveness. 

• Explain the complex issues 
that make up diversity in the 
workplace and how it must be 
managed within academic 
institutions. 

 
  

• Compare and contrast the 
roles, responsibilities, and 
functions of department chairs, 
academic advising, academic 
affairs, student affairs, 
academic deans, and other 
administrative departments 
supporting all other institutional 
functions. 

• Assess and summarize the key 
roles and responsibilities within 
the type of higher education 
institution selected for the 
student's career pathway. 

• Describe the purpose and 
forms of traditional networking 
and how it enhances career 
development. 

• Explain the development and 
use of online academic social 
networking, and how it can be 
of benefit to the student's 
chosen career. 

• Identify and describe other 
forms of online professional 
social networking that may be 
of benefit to the student's 
chosen career.  

• Describe the purpose and 
potential benefits of attending 
professional conferences.  

• Describe and identify relevant 
professional memberships for 
the field of higher education 
administration.  

• Assess faculty mentoring 
programs and how these 
programs have been effectively 
implemented by institutions.  

• Compare and contrast faculty 
development programs for 
traditional and online 
institutions. 

• Evaluate formal and informal 
forms of professional 
development for the purpose of 
maintaining ongoing career 
development. 



Journal 
Articles/Books 
(EBSCO/PQ) 
 

Self-Assessment: A Tool to 
Boost Career Prospects – 
Chethana G Krishna 
 
Krishna, C. G. (2014). Self-
assessment: A tool to boost 
career prospects. IUP Journal of 
Soft Skills, 8(1), 45-56. EBSCO 

• Define KSAs and the 
importance for career 
development. 

• Conduct a self-assessment 
based upon what you have 
learned in this article and 
describe how this has led to a 
greater self-awareness. 

 
Resumes and Portfolios for 
New Graduates: How to 
Showcase Potential – Michelle 
A. Riklan 
 
Riklan, M. A. (2014). Resumes 
and portfolios for new graduates: 
How to showcase potential. 
Career Planning & Adult 
Development Journal, 30(2), 60-
67. EBSCO 

• List the skills that most 
companies state they look for 
in job candidates.  

• Describe the purpose and use 
of a portfolio as part of career 
preparation. 

 
Personal Branding and Social 
Media for Students in Today's 
Competitive Job Market – 
Karen M. Hood, Marcel Robles 
and Christopher D. Hopkins 
 
Hood, K. M., Robles, M., & 
Hopkins, C. D. (2014). Personal 
branding and social media for 
students in today's competitive 
job market. Journal for Research 

How to Get the Most Out of an 
Informational Interview – 
Rebecca Knight 
 
Knight, R. (2016). How to get the 
most out of an informational 
interview. Harvard Business 
Review Digital Articles, 2-7. 
EBSCO 

• How do you prepare for an 
informational interview? 

• How do you conduct the 
informational interview? 

 
Job Search Skills 101: Helping 
Students Get the Job – John 
M. Pucillo 
 
Pucillo, J. M. (2011). Job search 
skills 101: Helping students get 
the job. Tech Directions, 70(8), 
18-20. EBSCO  

• Explain what to do before, 
during, and after an interview. 

• What are three types of 
interview questions? 

 
How to Ace the New Job 
Interview –  Daniel Bortz 
 
Bortz, D. (2014). How to ace the 
new job interview. Money, 43(9), 
90. EBSCO 

• What are the four types of 
tests that are replacing the 
traditional job interview? 

• What are the five methods of 
sabotaging yourself during a 
job interview? 

 
Behavioral Expression of Job 
Interview Anxiety – Amanda R. 
Feiler and Deborah M. Powell 
 
Feiler, A., & Powell, D. (2016). 
Behavioral expression of job 

Encouraging Positive 
Workplace Behavior: Ethics 
on the Job – Geetu Sharma 
 
Sharma, G. (2013). Encouraging 
positive workplace behavior: 
Ethics on the job. CLEAR 
International Journal of 
Research in Commerce and 
Management, 4(10), 54-57. 
EBSCO 

• What is the difference between 
ethics and morality? 

• What are examples of common 
workplace ethics? 

• What are examples of 
inappropriate workplace 
behaviors? 

 
Why Personal Online 
Reputation Management is 
Necessary Today – Susan P. 
Joyce 
 
Joyce, S. P. (2016). Why 
personal online reputation 
management is necessary 
today. Career Planning & Adult 
Development Journal, 32(2), 77-
80. EBSCO 

• What is a digital footprint and 
how does it relate to personal 
online reputation 
management? 

• Describe personal reputation 
management problems and 
methods of addressing those 
issues. 

 
Does Personality Have a 
Different Impact on Self-Rated 
Distraction, Job Satisfaction, 
and Job Performance in 
Different Office Types? –  
Aram Seddigh, Erik Berntson, 

Leadership in Higher 
Education: Examining 
Professional Development 
Needs for Department Chairs – 
Trellys A. Riley and Carolyn 
Russell 
 
Riley, T. A., & Russell, C. (2013). 
Leadership in higher education 
examining professional 
development needs for 
department chairs. Review of 
Higher Education & Self-
Learning, 6(21), 38-57. EBSCO 

• Explain the path to the role of 
the Department Chair as 
described in the article, along 
with basic functions, duties, 
and tasks.  

• Describe how a Department 
Chair serves as more than an 
academic manager and acts 
as a university leader. 

 
Managing Academic Advising 
Services Quality: 
Understanding and Meeting 
Needs and Expectations of 
Different Student Segments – 
Junyong Kim and Lori 
Feldman 
 
Kim, J., & Feldman, L. (2011). 
Managing academic advising 
services quality: Understanding 
and meeting needs and 
expectations of different student 
segments. Marketing 
Management Journal, 21(1), 
222-238. EBSCO 

• What are the basic needs for 
and expectations of academic 
advising services? 

• What were the primary 
recommendations for 
academic advising service 

Developing and Sustaining 
Effective Faculty Mentoring 
Programs – Joselynn Fountain 
and Kathryn E. Newcomer 
 
Fountain, J., & Newcomer, K. E. 
(2016). Developing and 
sustaining effective faculty 
mentoring programs. Journal of 
Public Affairs Education, 22(4), 
483-506. EBSCO 

• Provide examples that 
illustrate the difference 
between informal and formal 
faculty mentoring. 

• Explain how mentoring 
contributes to faculty 
development as summarized 
by the results presented.  

 
Why Do Academics Use 
Academic Social Networking 
Sites? – Hagit Meishar-Tal and 
Efrat Pieterse 
 
Meishar-Tal, H., & Pieterse, E. 
(2017). Why do academics use 
academic social networking 
sites?. International Review of 
Research in Open & Distance 
Learning, 18(1), 1-22. EBSCO 

• What are the two academic 
networks profiled and what are 
the similarities and differences 
between the two sites? 

• Based upon the findings 
presented in this paper, what 
are the primary reasons why 
these sites are used? 

 
Academics Doing it 
Differently: Wooing, Hooking 
up and Spinning Stories – 
Narelle Lemon, Megan 
McPherson, and Kylie Budge 
 



in Business Education, 56(2), 
33-47. EBSCO 

• Explain the role of personal 
branding in career 
development.  

• Describe the personal 
branding process and an 
effective strategy new 
graduates should follow for 
career development. 

 
Get a Better Job Now – Kristen 
Bahler and Martha White 
  
Bahler, K., & White, M. C. 
(2017). Get a better job now. 
Money, 46(2), 76-83. EBSCO 

• What are the important 
elements necessary to build 
your own brand? 

• What is the point of soul-
searching, in relation to 
starting a job change? 

 
How the LinkedIn Profile 
Should (and Should Not) Align 
with the Resume – Laura 
Smith-Proulx 
 
Smith-Proulx, L. l. (2016). How 
the LinkedIn profile should (and 
should not) align with the 
resume. Career Planning & Adult 
Development Journal, 32(2), 
120-125. EBSCO 

• What is an effective overall 
LinkedIn strategy? 

• What is the difference between 
a LinkedIn summary and a 
resume summary? 

 
 

interview anxiety. Journal of 
Business & Psychology, 31(1), 
155-171. doi:10.1007/s10869-
015-9403-z EBSCO 

• What is the importance of the 
Behavioral expression of 
interview anxiety model? 

• What two interpersonal 
dimensions predict hiring and 
selection outcomes? 

 
Smiling in a Job Interview: 
When Less Is More – Mollie 
Ruben, Judith Hall and 
Marianne Schmid Mast 
 
Ruben, M. A., Hall, J. A., & 
Schmid Mast, M. (2015). Smiling 
in a job interview: When less is 
more. Journal of Social 
Psychology, 155(2), 107-126. 
doi:10.1080/00224545.2014.972
312 EBSCO 

• What are immediacy behaviors 
that job applicants should be 
concerned about during a job 
interview?  

• Describe the correlation 
between applicant immediacy 

behavior and job interview 
outcomes.  

 
15 Rules for Negotiating a Job 
Offer – Deepak Malhotra 
 
Malhotra, D. (2014). 15 rules for 
negotiating a job offer. Harvard 
Business Review, 92(4), 117-
120. EBSCO 

• What are the rules for 
negotiating a job offer? 

• What is the most important rule 
for negotiating a job offer? 

 

Loretta G. Platts, and Hugo 
Westerlund 
 
Seddigh, A., Berntson, E., Platts, 
L. G., & Westerlund, H. (2016). 
Does personality have a different 
impact on self-rated distraction, 
job satisfaction, and job 
performance in different office 
types?. Plos ONE, 11(5), 1-14. 
doi:10.1371/journal.pone.015529
5 EBSCO 

• What are the five traits that 
make up the Big Five model of 
personality traits? 

• What were the findings of the 
study, as related to personality 
and the impact on distraction, 
job performance, and job 
satisfaction? 

 
The Relevance of Emotional 
Intelligence for leadership in a 
Higher Education Context – 
Dominique Rene Parrish  
 
Parrish, D. R. (2015). The 
relevance of emotional 
intelligence for leadership in a 
higher education context. 
Studies in Higher Education, 
40(5), 821-837. 
doi:10.1080/03075079.2013.842
225 EBSCO 

• What is the link between 
emotional intelligence and 
leadership in higher 
education? 

• What are the most important 
emotional intelligence traits 
needed for academic 
leadership? 

 
Attachment Style, Leadership 
Behavior, and Perceptions of 
Leader Effectiveness in 

quality improvements as a 
result of this study? 

 
How We Transitioned to a 
Comprehensive Professional 
and Graduate Student Affairs 
Office – Wendy C. Cox, 
Bradford Wingo, and Aaron J. 
Todd 
 
Cox, W. C., Wingo, B., & Todd, 
A. J. (2015). How we 
transitioned to a comprehensive 
professional and graduate 
student affairs office. Medical 
Teacher, 37(5), 417-421. 
doi:10.3109/0142159X.2014.929
100 EBSCO 

• What was the transformation 
made as described in this 
article? 

• What lessons were learned? 
 
 
The Changing Role of Deans 
in Higher Education--From 
Leader to Manager – Eystein 
Arntzen 
 
Arntzen, E. (2016). The 
changing role of deans in higher 
education: From leader to 
manager. Universal Journal of 
Educational Research, 4(9), 
2068-2075. EBSCO 

• What are the three levels of 
managing someone? 

• What are the responsibilities of 
a dean? 

 
The Role of Academic Deans 
as Entrepreneurial Leaders in 
Higher Education Institutions 
– Shannon Cleverley-
Thompson 
 

Lemon, N., McPherson, M., & 
Budge, K. (2015). Academics 
doing it differently: Wooing, 
hooking up and spinning stories. 
Journal of Perspectives in 
Applied Academic Practice, 3(2), 
15-25. EBSCO 

• How is Twitter being utilized by 
those who work in higher 
education? 

• What is the recommended role 
of social media for academics 
in this paper? 

 
How to Get the Most Out of a 
Conference – Rebecca Knight 
 
Knight, R. (2015). How to get the 
most out of a conference. 
Harvard Business Review Digital 
Articles, 2-6. EBSCO 

• Describe the strategies that 
should be implemented to 
receive the maximum benefit 
from a conference. 

• What are the principles to 
remember? 

 
Faculty Professional 
Development and Student 
Satisfaction in Online Higher 
Education – Robert Todd 
Kane, Melanie Shaw, Sangho 
Pang, Witt Salley, and J. Blake 
Snider 
 
Kane, R., Shaw, M., Pang, S., 
Salley, W., & Snider, J. B. 
(2016). Faculty professional 
development and student 
satisfaction in online higher 
education. Online Journal of 
Distance Learning 
Administration, 19(2), 1-12. 
EBSCO 



Academic Management – 
Rehema Underwood, David 
Mohr, and Michelle Ross 
 
Underwood, R., Mohr, D., & 
Ross, M. (2016). Attachment 
style, leadership behavior, and 
perceptions of leader 
effectiveness in academic 
management. Journal of 
Leadership Education, 15(4), 
100. EBSCO 

• Explain attachment style and 
how it related to academic 
management.  

• Describe the four styles of 
adult attachment. 

 
Diversity Identity 
Management: An 
Organizational Perspective – 
Brooklyn M. Cole and Manjula 
S. Salimath 
 
Cole, B., & Salimath, M. (2013). 
Diversity identity management: 
An organizational perspective. 
Journal of Business Ethics, 
116(1), 151-161. 
doi:10.1007/s10551-012-1466-4 
EBSCO 

• How is diversity incorporated 
into an organization's identity?  

• What is diversity identity 
management? 

 

 

Cleverley-Thompson, S. (2016). 
The role of academic deans as 
entrepreneurial leaders in higher 
education institutions. Innovative 
Higher Education, 41(1), 75-85. 
EBSCO 

• What are the highest 
entrepreneurial characteristics 
for academic deans as noted 
in this study? 

• What are factors that can 
enhance an academic dean's 
ability to engage in 
entrepreneurial activities? 

 
 
 
 
 
 

 

• Summarize the purpose of the 
study as described in this 
paper, along with the 
outcomes. 

• Describe faculty professional 
development and training 
practices noted. 

 
 
 
 
 
 
 
 
 
 

 



Presentations 
 
 
   

Part 1: Personal and 
Professional Self-Assessment 
American College of Education 

• Before you begin to think about 
your career pathway and the 
job you would like to target 
upon graduation, you need to 
conduct a personal and 
professional self-assessment. 
This establishes a baseline of 
the strengths you will rely upon 
for your search, and help you 
determine areas that need 
further development as you 
work towards your career 
goals. 

• This presentation will provide 
you will tools, strategies, and 
techniques for conducting a 
thorough self-assessment.  

 
Part 2: Transferrable Skillsets 
American College of Education 

• Once you have conducted a 
self-assessment, you can then 
create a list of your top skill 
sets that will be applicable and 
transferrable to the job and 
career that you are going to 
target within the field of higher 
education administration.  

• This presentation will guide 
you through the process of 
taking the results of your 
assessments and narrowing a 
lot of information into specific 
skill categories that can be 
used to develop a resume. 

 
Part 3: Development of a 
Resume and Professional 
Portfolio 
American College of Education 

• The next step in an effective 
career preparation strategy is 

Part 1: Developing a Career 
Target 
American College of Education 

• By this module, you will have 
established a personal 
branding strategy that is 
reflected in your resume and 
professional portfolio. Now it 
time to focus on establishing a 
specific career target and 
specific career pathway within 
the field of higher education 
administration. This 
presentation will provide a 
step-by-step approach for 
development of a career 
target, taking into 
consideration your 
transferrable skillsets. 

 
Part 2: Conducting Career 
Research 
American College of Education 

• The next step in establishing a 
career target is to conduct 
research to develop a list of 
potential academic institutions 
to contact for employment 
information and opportunities. 
This presentation will share 
strategies for conducting 
industry and institutional 
research. 

 
Part 3: Preparing for a Job 
Interview 
American College of Education 

• Securing a job interview does 
not mean that you are easily 
going to secure the position 
you have sought. You will likely 
be one of many candidates 
who are being interviewed and 
that means you must be 
prepared. This presentation 
will provide strategies to help 

Part 1: Establishing an Ethical 
Practice and Reputation 
Management 
American College of Education 

• Every person's career must 
have an ethical underpinning. 
This forms the basis of 
respect, trust, and credibility 
within the workplace. This 
presentation will address the 
establishment of an ethical 
practice, including managing 
your reputation, and common 
unethical behaviors that must 
be avoided.  

 
Part 2: Developing Essential 
Personality Traits 
American College of Education 

• How you develop your 
personality on the job is also 
essential for career 
development. This 
presentation will address the 
development of personality 
traits such as trustworthiness 
and credibility, which are also 
directly related to maintaining 
an ethical practice.  

 
Part 3: Developing Leadership 
Effectiveness 
American College of Education 

• A leadership role within higher 
education administration 
requires an ongoing 
commitment to growth and 
development. Even those who 
are natural leaders will likely 
find that their skills must be 
improved upon and refined 
over time. This presentation 
will address leadership 
effectiveness from the 
perspective of qualities such 

Part 1: Higher Education 
Administration: Top 
Administrative Roles 
American College of Education 

• This presentation will provide 
an overview and description of 
the top higher education 
administration positions, 
including roles such as 
president, provost, and dean. 

 
Part 2: Higher Education 
Administration: Colleges and 
Departments 
American College of Education 

• This presentation provides an 
overview of the structure and 
roles found within colleges and 
departments for traditional 
universities. 

 
Part 3: Higher Education 
Administration: Faculty and 
Ranking 
American College of Education 

• This presentation will provide 
an overview of the traditional 
faculty ranking system within 
traditional universities, along 
with typical responsibilities for 
each role. Also addressed will 
be the role of adjunct faculty. 
 

Part 4: Higher Education 
Administration: Academic 
Affairs and Other Departments 
American College of Education 

• This final presentation will 
provide an overview and 
description of the academic 
affairs department for a 
traditional university, along 
with other departments that 
play a vital role for universities. 

 

Part 1: Traditional, Academic, 
and Professional Networking 
American College of Education 

• Professional development 
activities can include more 
than individual activities. 
Networking, or meeting other 
professionals, is vital to 
sharing resources and ideas. 
This presentation will 
summarize strategies and 
techniques for conducting 
ongoing professional 
networking. 

 
Part 2: Career Development 
through Professional 
Conferences and 
Memberships 
American College of Education 

• Another strategy for career 
development, and more 
specifically meeting other 
professionals and acquiring 
updated knowledge, is to 
attend conferences and join 
professional organizations. 
This presentation will provide 
an overview of the importance 
of and methods for adding this 
to your professional 
development plan.  

 
Part 3: Faculty Mentoring and 
Faculty Development 
Programs 
American College of Education 

• One possible aspect of 
working in the field of higher 
education administration is 
working with and developing 
faculty. This presentation will 
share methods used by 
academic institutions for 
faculty development, including 
faculty mentoring.  



the development of a resume 
and professional portfolio.  

• This presentation will not be a 
resume writing lesson and 
instead, it will be focused on 
establishing a purpose and use 
for the resume. The same 
strategy will be applied for use 
of a professional portfolio. 
 

Part 4: Development of a 
Personal Branding Strategy 
American College of Education 

• The final component for career 
preparation that is examined in 
this module is the development 
of a personal branding 
strategy. This strategy brings 
together all aspects of the self-
assessment, transferrable 
skillsets, resume, and portfolio 
into one cohesive message 
that represents how you will 
present yourself to potential 
employers.  

• This presentation will discuss 
how to develop a personal 
branding strategy.  

 

you become an outstanding 
and well-prepared candidate 
for any job interview.  
 

Part 4: Negotiating a Job Offer 
American College of Education 

• When you receive a job offer, 
the natural inclination may be 
to accept it without speaking 
up. However, a job offer 
presents a possible opportunity 
for further negotiations with 
this employer and you will 
learn strategies for doing so in 
this presentation.  

 

as emotional intelligence and 
attachment style.  
 

Part 4: Managing Diversity 
American College of Education 

• There is no question that we 
live and work in a very diverse 
society. Within higher 
education, diversity is a very 
important and sensitive issue 
that must be proactively 
addressed and managed. This 
presentation will discuss 
issues concerning diversity 
and method of effectively 
managing it.  

 

 
Part 4: Formal and Informal 
Professional Development 
American College of Education 

• This presentation will 
summarize types of formal and 
informal learning, as a means 
of helping you formulate a 
professional development 
action plan for the final report 
due by the end of the class.  

 



Discussion 
Prompts/ 
Questions 
 
(Introduction in the 
prompt to set the 
stage; use 2-3 
sentences) 
 

Personal Branding for Career 
Preparation 
Becoming a college graduate 
does not guarantee that students 
will find employment in their 
chosen field, unless they have 
taken time to prepare to enter 
into and compete in a 
competitive job market. One 
method of becoming competitive 
is to develop a personal brand 
and apply it to all aspects of the 
career development process.  
 

• Explain the role personal 
branding for career 
development and the 
important elements needed to 
build a brand. 

• How would you describe your 
personal brand? How will your 
brand help you gain a 
competitive edge in a 
competitive job market? 

 
Develop an original response, 
and comment on the posts of at 
least two classmates.  
 

Preparing for a Job Interview 
In the previous module, you 
identified your top knowledge, 
skills, and abilities. You also 
developed a personal and 
professional brand. For this 
module, you are deciding upon a 
specific career target and that 
will allow you to begin a job 
search. It is important that your 
career preparations continue 
and that you are adequately 
ready for a job interview. 
 

• Summarize how you will 
conduct industry and 
institutional research 
necessary to begin initial 
preparations. Will you utilize 
informational interviews? 

• When you are contacted by a 
potential employer, describe 
how you will prepare for an 
interview. Contrast the 
different strategies you will 
use for interviews conducted 
by phone and in person.  

 
Develop an original response, 
and comment on the posts of at 
least two classmates.  

 

Developing an Ethical Practice 
One of the most important 
aspects of starting a new career 
and establishing yourself as a 
new employee is developing an 
ethical practice. An ethical 
practice includes developing 
important personality traits and 
characteristics. Along with 
working in an ethical manner, it 
is important to consider how you 
are managing your reputation on 
the job and online.  
 

• Describe how you will 
maintain an ethical practice in 
your targeted career. What 
would be considered 
unethical behaviors?  

• What is your plan for 
managing your professional 
reputation? Will you have a 
different strategy for 
managing your reputation on 
the job and managing it 
online? 

 
Develop an original response, 
and comment on the posts of at 
least two classmates.  
 

Higher Education 
Administration: Roles and 
Responsibilities  
For this module, you are learning 
about many of the roles and 
functions that are found within 
academic institutions. For 
example, some of the top roles 
within administration may include 
President, Chancellor, Vice 
President, Provost, Dean, etc. 
For this discussion, we are going 
to focus instead on a very 
important function within every 
academic institution, academic 
advising services. To prepare for 
this discussion, please review 
the assigned article, Managing 
academic advising services 
quality: Understanding and 
meeting needs and expectations 
of different student segments.  
 

• One of the critical implications 
of the findings presented was 
about core areas noted for 
academic services. When you 
consider the many positions 
within higher education 
administration, who is 
responsible for ensuring that 
these core areas are properly 
address by academic services 
and providing support for this 
team? 

• Consider your experience as 
an online student and the role 
that academic advising 
services played in your 
degree program experience. 
What would your expectations 
and recommendations be, 
based upon your experience, 
for a potential employer or 
academic institution? 

 

Online Professional 
Networking 
For anyone who is interested in 
developing their career, 
especially someone who is 
starting a new career pathway, 
professional networking should 
not be overlooked. This is not 
just a method of collecting 
business cards and contact 
information, rather it is about 
developing partnerships, 
fostering collaboration, and 
sharing ideas, resources, and 
ideas with other professionals. 
For this discussion, we are going 
to discuss non-traditional or 
online professional networking. 
Please review the following 
assigned article: Why do 
academics use academic social 
networking sites?. There is 
another article to review as well, 
Academics doing it differently: 
Wooing, hooking up and 
spinning stories. 
 

• There are two academic 
networking websites 
noted in the first article, 
Academia.edu and 
ResearchGate. Discuss the 
use of these two websites by 
academics and are they of 
benefit for anyone working in 
the field of higher education 
administration? Discuss your 
use of these websites if 
applicable. If you have 
utilized either of these 
websites, what were the 
advantages and 
disadvantages? 

• The second article 
discusses the use of 
Twitter, which is primarily 



Develop an original response, 
and comment on the posts of at 
least two classmates.  
 

a social networking 
website. Many academics 
utilize Twitter as a 
professional networking 
website. Discuss the 
benefits and challenges of 
utilizing websites such as 
Twitter for academic 
social networking. Are 
there any other 
networking websites you 
would recommend? 

 
Develop an original response, 
and comment on the posts of at 
least two classmates.  
 



Assignments 
(100 each; unless 
noted otherwise) 
(See example for 
format) 
Notate Peer 
Review, Signature 
Assessments, and 
DLCs 
 

Analysis 
Personal and Professional Self-
Assessment 
The starting point for career 
preparation is the identification 
of personal and professional 
knowledge, skills, and abilities 
through self-assessment. This is 
how a student becomes 
marketable and gains a 
competitive edge upon 
graduation.  
 
Part I. 
 
Step 1: Review the assigned 
article, Self-assessment: A tool 
to boost career prospects.  
 
Step 2: Conduct a self-
assessment based upon 
questions utilized in this article. 
 
Part II. 
 
Step 3: Utilize this self-
assessment to develop a list of 
the top knowledge, skills, and 
abilities you possess. This list 
should be relevant for use in 
your career development plan. 
 
Step 4: Write a two-page paper 
explaining how your list of 
knowledge, skills, and abilities 
will be incorporated into your 
personal branding strategy, and 
how self-assessment has helped 
you to better begin the career 
development process. In 
addition, create your list as a 
separate attachment to submit 
with your paper. 
 
 

Application 
Developing a Career Target 

By this module, you should have 
a strong self of sense, with 
regards to your personal and 
professional strengths. You 
should also understand how 
these strengths may allow you to 
be a competitive candidate in the 
job market. Now for this module 
you will choose a specific career 
target as another step in your 
career development plan.  
 
Part I. 
 
Step 1: Decide upon a specific 
career pathway. A career 
pathway can include a specific 
starting job or position that you 
plan to target. If you are 
presently employed in this field, 
your pathway may be an 
advancement to another 
position.   
 
Step 2: Conduct industry 
research to gain data about your 
targeted career pathway and job, 
including required knowledge, 
skills, and abilities. In addition, 
what companies or institutions 
would you consider learning 
more about as part of your 
career development strategy? 
 
Part II. 
 
Step 3: Review the assigned 
article, 15 Rules for Negotiating 
a Job Offer. Summarize the rules 
into a strategy that you will use 
when offered a job.  
 
Step 4: Write a three-page paper 
that summarizes your career 

Application 
Developing Leadership 
Effectiveness and Managing 
Workplace Issues 
A career in higher education 
administration will likely require 
you to lead others, and whether 
or not your initial role is a 
leadership position, you can 
cultivate leadership qualities that 
will serve as ongoing career 
development. One such quality 
is emotional intelligence, which 
can benefit you as an employee 
and as a leader. Another aspect 
of leadership is managing key 
issues that can be found in any 
organization, including academic 
institutions. An example of one 
of those issues is diversity, 
which is a sensitive and 
important issue that must be 
addressed in a proactive 
manner.  
 
Part I. 
 
Step 1: Review the assigned 
article, Attachment Style, 
Leadership Behavior, and 
Perceptions of Leader 
Effectiveness in Academic 
Management.  
 
Step 2: Develop a 500-word 
response that explains 
attachment style and how it 
relates to becoming an effective 
leadership. In addition, analyze 
your own leadership style based 
upon what you have learned 
from this article. Are there any 
areas of development that 
require your attention? 
 
Part II. 

Application 
The Role of Faculty in Higher 
Education  
With a career in higher education 
administration, you will likely 
work with faculty in various roles. 
Faculty are the core of a 
traditional university. A university 
will be divided into colleges and 
then each college is divided into 
departments, with each 
department led by a department 
chair. Faculty are then assigned 
to a specific department and 
given a rank. Among the faculty 
in a traditional university are 
adjunct faculty. Adjuncts have 
played a greater role during the 
growth of online schools, 
especially for-profit schools. For 
this assignment, you are going 
to examine the role of faculty for 
both types of institutions and the 
increased use of adjunct faculty.  
 
Part I. 
 
Step 1: Conduct research and 
summarize the type of faculty in 
traditional universities.  
 
Step 2: Conduct research to 
learn about the structure of 
faculty within online schools, 
especially for-profit online 
schools. Summarize similarities 
and differences between faculty 
at both types of academic 
institutions. 
 
Part II. 
 
Step 3: Conduct research about 
adjunct faculty and summarize 
current issues concerning hiring 
practices for this faculty group.  

Reflection 
Professional Development Plan 

This course has been designed 
to help you make the transition 
from a college student to a 
college graduate, and more 
importantly, establish a career. 
Now for this last module and 
final assignment, you will be 
asked to develop a plan for 
ongoing professional 
development. This should be 
considered only an initial plan for 
your professional development. 
You should continually update it 
as your career pathway expands 
and you find new developmental 
opportunities.  
 
Part I. Faculty Development 
 
Step 1: Review the articles: 
Developing and sustaining 
effective faculty mentoring 
programs and Faculty 
professional development and 
student satisfaction in online 
higher education to gain insight 
into faculty development.  
 
Step 2: This section is optional 
and will depend upon the career 
pathway you have chosen within 
the field of higher education 
administration. If you will be 
working directly with faculty 
development, whether in a 
traditional or non-traditional 
(online) academic institution, 
conduct further research into the 
types of faculty development 
programs provided by these 
institutions. Summarize your 
findings for your final report.  
 
Part II. Networking 



pathway and career target. In 
addition, provide a summary of 
the industry and institutional or 
organizational research you 
have gathered. Finally, outline 
your list of rule for negotiating a 
job offer once you have received 
one from a potential employer.  
 
  
 

 
Step 3: Review the assigned 
article, The relevance of 
emotional intelligence for 
leadership in a higher education 
context.  
 
Step 4: Within the findings of this 
article, there were specific 
emotional intelligence traits 
identified as being applicable for 
academic leadership. In a 500-
word essay, summarize these 
traits and apply them to your 
own ability to lead others. What 
are your strengths at present? 
Do you have any areas of 
development that you would like 
to continue to work on?  

 
Part III. 
 
Step 5: Review the assigned 
article, Diversity Identity 
Management: An Organizational 
Perspective.  
 
Step 6: There are many articles 
that address diversity and 
diversity management. This 
article presents a view of 
diversity that is referred to as 
diversity identity management, 
and presents it from an 
organizational perspective. In a 
500-word essay, summarize the 
topic of diversity identity 
management and apply it to 
academic institutions. Is it 
applicable in the same manner? 
Why or why not? As a leader in 
an academic institution, how will 
you address and manage 
diversity? 
 
 

 
Step 4: Write a report that 
summarizes all three steps listed 
above and provides a conclusion 
about the insight you have 
gained. How will this influence 
your work in higher education 
administration?  
 
 

 
Step 3: Conduct research into 
traditional forms of networking 
for career development and 
summarize your findings. In 
addition, summarize what you 
have learned about online 
professional networking from the 
discussions this week.  
 
Step 4: Create one summary 
that describes the benefits and 
challenges of traditional and 
online professional networking. 
Describe which form of 
networking will best meet your 
professional development 
needs.   
 
Part III. Conferences, 
Memberships 
 
Step 5: Begin by reviewing the 
assigned article, How to get the 
most out of a conference. For 
your chosen career pathway, 
conduct research and determine 
which professional conferences 
and memberships would be of 
value for your ongoing 
professional development.  
 
Step 6: Provide a list of the 
name and a summary of the 
potential benefits for the 
professional conferences and 
memberships that you have 
selected for your list.  
 
Part IV. Informal, Formal 
Professional Development 
 
Step 7: Informal learning occurs 
outside of the classroom. For 
this step, conduct research and 
determine if there are journals, 



online websites, or other 
resources that would be of value 
for your ongoing professional 
development. Formal learning 
consists of learning within the 
classroom. If you plan on 
continuing your education in any 
form, please include that in your 
summary. This could include 
obtaining any type of 
certification.   
 
Step 8: Please provide a 
summary of any resources your 
plan to use for your informal 
professional development, along 
with any additional plans you 
have for your formal professional 
development.   
 
Part V. Final Report and 
Reflection 
 
Step 9: For your final report, 
please summarize how you 
prepared for your career 
transition in Module One, how 
you targeted a job in Module 
Two, how you planned for 
starting a career in Module 
Three, what you learned about 
higher education administration 
in Module Four, and what you 
have decided upon for 
professional development in this 
module. There is not a minimum 
word count and instead, the 
expectation is for your work to be 
substantive in scope and 
analysis.    
 
Step 10: Please devote your 
conclusion to a summary of your 
experience with this class and 
how it has shaped your career 
and professional development.   



 

  
 

Learning Objects 
(Optional) 
 

Title 

• Description 
 

Title 

• Description 
 

Title 

• Description 
 

Title 

• Description 
 

Title 

• Description 
 

Quizzes, Etc. 
 

     

 
Focus: 
(Optional) 
 

Ex: Engagement:  Mini-video on what it means to be engaged and engaging others 

Thinking Skill: 
Creative Thinking 
(Optional) 
 (as an example) 
(delivered in mini-
presentations and linked 
from Student Commons) 

Ex. Point-of-view Ex. Welcoming Environments  Ex.  Reality Ex. Perspectives 
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