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Course Syllabus 
BUS 200-100 

Professional Development Two 
CRN 24027, 1 Credit Hour 

Spring B 2022 
 

Contact Information 
Instructor: Jaclyn T. Badeau, CPA, CGMA, MBA, EQ Certified 
E-mail: jaclyn.badeau@eku.edu 
Phone: 859-622-1410 
Office: BTC 234 
Office Hours: By appointment 
 

Catalog Course Description  
Professional Development Two (1) Credit Hour.  In this course, students focus on professional 
appearance and introductions, income planning and taxes, job application materials and building a 
network, as well as passion and perseverance.  Each student will begin a professional portfolio 
showcasing career skills, which will continue to be developed over the next two courses in the 
professional development series.   
 

Course Prerequisites 
Pre-requisite: BUS 100 (with a grade of “C” or better) 
 

Required Materials 
 Digital Text*: Creating Career Success (2014). ISBN: 9781285687285 
 Digital Text*: Contemporary Mathematics for Business & Consumers (2020). ISBN: 

9780357026571 
  Cengage MindTap*: You will use for your Career Portfolio starting in Module 1 and the 

Microsoft Office sections within Module 2. Follow the instructions to access within the Start 
Here Section and within the respective modules. 

 Pathbrite*: This is where you will setup and build you career portfolio.  You can access it by 
using Cengage MindTap (above). Follow the instructions to access within Module 1. 

 Internet Access: This is an online course. Students must have access to a properly configured 
computer and a reliable internet connection. 

 Blackboard Access: Students must have a login to Blackboard and log in daily to participate in 
this course. All assignments will be submitted using Blackboard. 

 EKU Undergraduate Catalogue 
 

*All readings will be preloaded into the course. Follow the directions provided within the Modules for 
additional information. 
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Student Learning Objectives 
By the end of the course, students will be able to:  

 Build a professional portfolio and enhance professional development skills. 
 Practice critical thinking and critical reading elements. 
 Understand the continued importance of professional networking through student organization 

involvement and attending professional networking events. 
 Identify the steps for setting career goals and explore a range of career options. 
 Identify and develop critical personal and professional proficiencies for the workforce. 
 Understand co-op and internship process requirements. 
 Create a cover letter and résumé. 
 Understand the interview process. 
 Begin building a network of peers and business professionals. 
 Develop information literacy and awareness of available library resources. 
 Use electronic communication appropriately and with professional etiquette. 
 Understand income planning and taxes. 

 

How Can You Get the Most Out of this Course? 
Take an active role in your education by connecting each assignment or class meeting—virtual or in-
person—to your intrinsic motivations for attending college. Intrinsic motivation comes from within. 
Never forget why you are here. Never lose sight of what you hope to become. Practice active learning 
by participating in class discussions, building community with your peers, and applying the academic 
skills you learn in other courses. Active learning rooted in intrinsic motivation will help you excel in 
every course you take at EKU. 

Online, Self-Study Course 
This course is designed as an online, self-study course where the student is able to study for this 
class at convenient times (within limits, of course), and complete the graded assignments from any 
computer with internet access. There are many completion deadlines throughout the term as 
outlined below. Since this course is self-study, it is for those individuals who are self- motivated, 
disciplined, and very comfortable with learning new material on an individual basis. 

Note: If you need classroom type instructor explanation of the course material, please enroll in a 
classroom-based BUS 200 course and attend class on an EKU campus. 

Course Structure 
This 8-week course is divided into 8 “modules,” or content areas organized around a central theme or 
project. Many of your courses at EKU will be organized in a modular format. Assignments, readings, 
and other course content can be found in the “Modules” tab in Blackboard. You will need to review the 
content in the “Start Here” tab prior to beginning Module 1. Subsequent modules will open weekly or 
at the discretion of the instructor. Questions about the course should be posted in the virtual office / 
group chat established at the beginning of the semester or emailed directly to the course online 
facilitator(s) or the instructor. 
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Assignment Descriptions 
 

Career Portfolio* 
The purpose of creating a Career Portfolio throughout this course is to enhance your 
career development. Organizing your job search materials is a great way to start your 
career education, but a Career Portfolio does more than help you keep track of the 
materials you need for a job search. A Career Portfolio can actually help you improve 
your career by raising your awareness of your assets and areas for growth. All 
assignments have a rubric you can consult for further information.   
 *Creating Career Success Chapter 1 

Quizzes 
You have unlimited opportunities to pass each quiz with a perfect score before their due dates 
at the end of each module. Your quizzes will be taken directly in Blackboard. You are 
encouraged to open the quiz and find the answers as you read your materials. 

Reflection Journals 
Reflection Journals are like Discussion Boards, but they are less formal and meant to be a 
conversation between just you and the instructor/online facilitator. You might discuss more 
private matters, such as things you are discovering about yourself. You will not make 
comments on your peers’ journals; peers will not see yours. Consult the “Reflection Journal 
Rubric” with each assignment for details. 
 
EKU Business Competency Assignments 
College graduates need to understand the following competencies to maximize their success 
in the workplace: functions of business, sustainable innovation, interactive communication, 
authentic professional brand, and systems thinking.  Your assignments will allow you to 
review, measure, and create a development plan to build these competencies. All assignments 
have a rubric you can consult for further information.   

Discussion Boards  
Discussion Board posts are conversations between you, your peers, and the instructor/online 
facilitators. The topic of conversation will usually be centered on a theme in the module’s 
readings. Posts should contain a clear beginning, middle and end, be on-topic, and you should 
proofread your posts to eliminate obvious grammatical and stylistic errors. You will reply to a 
minimum of two classmates in addition to your own posts. Consult the “Discussion Board 
Rubric” included with each assignment for details.  
 

Course Policies 
 

Grading 
Your current grade in the class can be found in the “Course Grade” column in the Blackboard grade 
center at any time. Please check your grades regularly and contact your instructor/facilitator if there are 
any discrepancies. More specific instructions and rubrics for each assignment may be found on 
Blackboard under each weekly module. Be sure to read the rubric used to grade your work and any 
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instructor feedback so you can continually improve.  
 
Your final grade will be determined based on the following grade components and weights:  
 
 

Weekly Assignments: # Points % of Grade 
(approximate) 

Career Portfolio 330 57% 
Quizzes   130 22% 
Reflection Journals 60 10% 
EKU Business Competency 
Assignments 

50 9% 

Discussion Boards  10 2% 
Total 580 100% 

  
 

Weekly Assignments 
All weekly assignments are due by 11:59pm on Sunday unless otherwise noted within the assignment 
itself. Note: the last day of the semester ends on a Thursday. 
 

Late Assignment Policy 
Late assignments will only be accepted in the event of a University Excused Absence.  If you encounter 
extenuating circumstances, you should contact your instructor as soon as possible to discuss your ability 
to complete assignments. 
 

Grading Scale 
The grading scale is as follows:  
A = 90% to 100% | B = 80% to 89% | C = 70% to 79%. | D = 60% to 69% | F = 0% to 59% 
 
 

Attendance Policy 
Online participation is critical to success in this class; therefore, you are required to log into 
Blackboard on or before Thursday, March 24 and complete your initial discussion post.  If for any 
reason you are unable to complete this assignment, you must email me before the time the assignment 
is due, or you will be dropped from the class.   
 
This course is 100% on-line with students expected to use EKU's Blackboard course management 
system for all coursework. This is an asynchronous class which means that there are no designated 
meeting times or live lectures. This class will consist of weekly assignments as outlined. Students are 
expected to complete all assignments by their dates due. 
 
You are responsible for learning and you will own your learning experience. I am responsible for 
guiding and facilitating your learning. Overall, an online class is designed with the expectation that 
students are the driving force behind their learning. I have designed this course and carefully 
curated the material to assist you in mastering the material. An asynchronous class can be challenging 
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but is very manageable if you are able to create a system that works for you. 
 
The primary reason that students receive poor grades in this class is failure to submit assignments. IF 
you keep up with announcements daily and complete the assignments on time, and you should do well 
in this class. 

Important Dates 
Add/drop deadline: 3/24/2022 
Mid-term grades submitted: 4/18/2022 
Last day to withdraw (no fee): 4/22/2022 
Last day to withdraw (with fee): 5/1/2022 
 75% tuition refund: 3/28/2022 
 50% tuition refund: 3/31/2022 
 25% tuition refund: 4/3/2022 
Class ends: 5/12/2022 

 
  

 

Technological Support / Requirements 
The first place you should call for IT support is the IT service desk at 859.622.3000. You can also get 
support and help improving your computer skills from The Geeks at 859.622.GEEK (4335) or 
geeks@eku.edu. Inform the instructor via e-mail if these issues are interfering with your work.  
 
To be successful in this course, you will need: 

1. A working computer system with the latest version of Firefox or Chrome. Other browsers are 
not 100% compatible with Blackboard features. Blackboard will work with other browsers, but 
EKU's IT only recommends (and supports) Firefox. 

2. Access to a reliable moderate-to-high speed Internet connection for viewing the videos and 
films. 

3. Access to Microsoft Word. EKU provides Microsoft 360 Plus for students. If you haven't 
accessed your version of the software, you can find instructions on how to install the 
applications free on the EKU IT site using this link: Microsoft 360 Plus for EKU Students, 

4. A PDF viewer. We recommend Adobe Reader. If you don't have the Adobe Reader application, 
click here for access to a free download. 

5. Basic computer skills, including word processing, emailing, navigating Blackboard and the 
EKU library website, and viewing videos. 

  
If your current computer/internet connection does not meet these requirements, please make alternate 
arrangements to access the course through the EKU labs at the main or satellite campuses, a public 
library, or a friend or family member's house. You will not be able to succeed in this course without 
access to adequate technology. 
 

Feedback/Communication  
For general questions, use the virtual office. For questions of a more confidential nature, send an email 
to your online facilitator/instructor. The instructor will respond to your email within 48 hours, 
excluding weekends and other official holidays.  
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Official Email  
An official EKU email is established for each registered student, each faculty member, and each staff 
member. All university communications sent via email will be sent to this EKU email address. Keep in 
mind that the preferred method of contact is email. 
 

How to Send an Email to a Professor  
1. Begin with a proper salutation such as “Dear Dr. Xyzabc” (Avoid “hi, hello, hey, hey there, hi 

there … etc.’’ or “Ms./Mr. Xyzabc”)  
2. SUBJECT LINE – INCLUDE CLASS NAME AND CRN SECTION # 
3. Explain briefly why you are contacting the professor.  
4. Sign your message with your full name and with a proper ending such as “Sincerely.” (Avoid 

“thanks, best, regards, etc.”)  
5. Check your grammar and punctuation.  
6. Check your grammar and punctuation, again. Please make sure that your sentences are 

complete, and your words are correctly spelled. 
 

Virtual Office / Group Chat 
This is the classroom meeting place used throughout the course to answer general questions about the 
course. Students may post a question in the Virtual Office at any time. Posting them here will allow 
others with similar concerns to see the responses. Students are expected to read the entries posted here 
and are encouraged to respond to classmate posts. The online facilitator/instructor will respond to 
questions and/or comments within 48 hours, excluding weekends and other official holidays. Nothing 
in this discussion forum will be graded. 
 

Instructor Feedback 
Your quizzes will be graded immediately upon submission.  You will receive specific feedback on 
your other assignments. The instructor will use the Announcements tool in Blackboard to communicate 
changes to the course and other course information. 
 

Sensitive Content Statement 
Students should be aware that this course may contain graphic materials or controversial subject 
matter. Students who feel uncomfortable reading or viewing this material should contact the instructor 
for additional information or alternatives. 
 

University Policies for Accessibility, Academic Integrity, 
Discrimination/Harassment and Student Rights Under Title IX 
Please review the policies published at https://academicaffairs.eku.edu/syllabi. 
 

EKU Student Tutoring Services / Resources 
As a student at EKU, you have access to completely free tutoring services: Student Success Center, 
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Noel Studio, as well as tutoring services offered by different programs. 
 

The Student Success Center 
The Student Success Center, located on the ground floor of the library, provides free assistance for all 
EKU students.  You can visit the Student Success Center for tutoring in over 150 subjects, as well as 
other services including mentoring, workshops, advising, studying, computer use, and with any 
questions related to your college experience. Drop-in visits are welcome, and no appointment is 
necessary. Visit www.successcenter.eku.edu for more information.  
 

Noel Studio  
EKU’s Noel Studio for Academic Creativity is a free resource offering writing, communication, and 
research support for undergraduate and graduate students from any major or class. Through the Noel 
Studio, all EKU students have access to consultations—one-on-one, individualized meetings focused 
on your writing and communication questions. Consultations are available both in-person (on the EKU 
Richmond campus) and online (via Zoom). Students can ask for help at any stage of the 
communication process—from brainstorming to final revision, and every point in between! You can 
schedule consultations at times that are convenient to you and at times of the semester that are most 
beneficial, usually before major assignments are due. 
 
While you can schedule a consultation with the Noel Studio at any point in the communication-
development process, even if you don’t have anything substantial yet, your consultation will be most 
helpful if you take the time to: 
 

 Prepare questions/ideas/strategies in advance: Identify specific questions/ideas/strategies that 
will guide your research and thinking about the project while you're in the online consultation. 

 Prepare to participate in the consultation: Noel Studio online consultations are designed as 
collaborative experiences to encourage student learning. Thus, you will actively discuss your 
project with the consultant and take part in invention techniques and activities. 

 Allot time to revise and reflect after you leave the online consultation: Identify the possibilities 
raised during the online consultation that are helpful to you and leave enough time to reflect on 
and incorporate feedback and suggestions from the consultation. 

 Revise and rethink: Noel Studio online consultations are intended to support multiple learning 
styles. Use the online consultation to rethink critical aspects of your project. 

 
The Noel Studio will help with writing or communication projects in any subject, including traditional 
essays, research papers, and proposals; out-of-class projects such as scholarship applications, graduate 
school applications, and business letters; multimedia such as digital narratives, videos, podcasts, and 
online portfolios; and oral presentations, conference talks, and panel presentations. After each 
consultation, you will receive verification of your visit and a summary of what was discussed via a 
"Record of Consultation." 
 
Learn more about consultations at https://studio.eku.edu/about-consultations; schedule your own 
consultations by following the directions at https://studio.eku.edu/schedule-appointment. Have 
questions or need help scheduling? Stop by the Noel Studio (located in the Crabbe Main Library), call 
the Noel Studio at (859) 622-7330, or use the chat box at studio.eku.edu! 
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Library Support  
EKU Libraries is your hub for the free resources (both print and electronic) you will need to be 
successful in this course and at EKU, and our services and collections are fully accessible for both on-
campus and distance/online students. EKU Libraries offers places for individual and group study as 
well as professional research guidance, virtual or in person, from one of our many qualified and 
friendly EKU librarians.  
 
Tight on time or taking classes online or at a distance? A library staff member can pull an item from 
our shelves and put it on hold for you to pick up at our Main Desk, and we can also mail items to off-
campus students. For more information or if you have questions, please review our FAQ on Checking 
Out Books. 
 
You can get help with research in a variety of ways. We offer walk-up help, or you can visit our Ask 
Us page to search our Frequently Asked Questions (FAQ) section, chat with a live librarian, or 
schedule a research appointment either in person or via Zoom. 
 

Financial Aid 
Federal Financial Aid must be earned by attending and successfully completing coursework. Students should be 
aware that withdrawing from the University or ceasing to attend classes can result in the following: 

 A balance owed to EKU for the Federal Financial Aid received for that term that was not earned 
 Loss of future financial aid eligibility 

Learn more on the EKU Financial Aid website.  
 
 


