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Career Success & Advancement — CCIM 400 
 

Section 33 — Fall 2025 — Weeks 11-15 — Tuesday / Thursday — 2:00-3:15 p.m. 

 

Instructor Information 

Dr. Adam J. Kuban 
Art & Journalism Building (Office #385) 

Ball State University, Muncie, IN 

 

Office Hours:  

Monday / Wednesday / Friday: 12:00 – 1:00 p.m.1 

Please contact me so we can arrange an appointment. I’m happy to meet with you. 

 

General Course Information 

This section of CCIM 400 meets every Tuesday and Thursday throughout weeks 11-15 of the 

Fall 2025 semester from 2:00-3:15 p.m. in room 261 in the Letterman Building (unless I specify 

otherwise). This is an on-campus, in-person section of the course. 

 

This 5-week, 1-credit-hour course is designed to provide CCIM students an overview of the job 

search process and how to best complete a job application to get in front of human eyes. It will 

focus on the transition from college to career, including how to calculate living expenses and 

negotiate salary. It will also include information about being a lifelong learner and how graduate 

school could be a good option for some students. Grad school programs, qualifications and 

assistantships will also be discussed. 

 

Required Texts & Materials 

Students enrolled in CCIM 400 do NOT have any required texts. However, you will view 

supplemental online texts and resources via links in Canvas. 

 

You also should have access to personal storage space. There are numerous options: Google 

Drive, Dropbox, Microsoft OneDrive, external devices, etc. You should get in the habit of saving 

your work in multiple locations in the event of computer hard-drive failure. 

 

Intended Course Outcomes 

Over the duration of this abbreviated course, you and I will work together to try to achieve the 

following outcomes. Additionally, I have aligned these Intended Course Outcomes with the 

established workplace competencies identified by the National Association of Colleges & 

Employers (NACE) in the table below: 

 

 
1 Rarely do students take advantage of my designated office hour(s). As such, I encourage you to contact me in advance 
to arrange an appointment. 

https://www.bsu.edu/academics/collegesanddepartments/sjsc/about-us/faculty-staff/news-writing-and-reporting-concentration-faculty/kubanadam
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Student Learning Outcomes:  NACE Workplace Competencies: 

Seek, identify, apply, and interview for 

professional communications-related jobs.  

Career and Self-Development; 

Communication 

Complete a competitive job application.  Career & Self-Development 

Use social media & networking sites such as 

LinkedIn and Cardinals Connect to identify & 

connect with employers who seek job candidates. 

Career and Self-Development; 

Technology 

Calculate personal living expenses to negotiate 

hiring & salary needs.  
Critical Thinking 

Analyze the climate of the workplace to see if it 

is the right fit for the job applicant. 

Career and Self-Development;  

Critical Thinking 

 

 

University Policies & Resources 

Class Format:  This course functions primarily as a seminar, which can include guest speakers, 

discussions, presentations and assignments to check for comprehension and/or application. 

Instruction will occur as necessary, but the overarching intent is to maintain a forum where ideas 

and insights reign supreme so as to facilitate personal exploration and understanding.  

 

Punctual attendance is expected and required in this course. Through your enrollment, you 

have thus contracted to be here, and I expect you to accept and fulfill that responsibility.  

 

Prerequisites:  Completion of CCIM 300 (Career Development). 

 

Academic Integrity:  Honesty, trust, and personal responsibility are fundamental attributes of the 

university community. Academic dishonesty and other forms of academic misconduct threaten 

the foundation of an institution dedicated to the pursuit of knowledge and will not be tolerated. 

To maintain its credibility and reputation, and to equitably assign evaluations of scholastic and 

creative performance, Ball State University is committed to maintaining a climate that upholds 

and values the highest standards of academic integrity.  

 

Academic integrity violations include giving or receiving an unfair academic advantage 

(cheating), presenting someone else’s ideas or work as your own (plagiarism), and falsifying 

academic records. Unless otherwise indicated, you must work independently by yourself. 

https://www.naceweb.org/career-readiness/competencies/career-readiness-defined/
https://bsu.smartcatalogiq.com/en/2023-2024/undergraduate-catalog/courses/ccim-coll-comm-info-media/300/ccim-300/
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Check with me if you are unsure whether something constitutes academic dishonesty. Examples 

of academic-integrity violations include but are not limited to:    

 

• Using resources not authorized by me / the faculty member (including devices, AI tools, 

hidden notes, and open books)   

• Using commercial study websites to find answers to graded assignments (e.g., Chegg, 

Course Hero, StudyPool, OneClass, etc.).   

• Without the instructor’s written permission — giving away, buying, or selling: graded 

assignments, class notes, exams, study guides, or other course materials to other students 

or to third-party vendors (e.g., Course Hero, Chegg, 24HourAnswers, etc.).  

• Working with another person on any assignment other than authorized group projects.   

• Sharing or allowing others to access your files, whether done with permission or not.   

• Reusing your own work from another semester, course, or section.   

• Sharing answers with others during exams (e.g., passing notes, texting, whispering, 

gesturing)   

• Discussing exam questions and answers with students who have not taken the exam.   

• Soliciting others to complete work for you.  

 

You’re strongly encouraged to read the Student Academic Ethics Policy for more information. 

 

As you work on and submit your assignments this semester, please know that using generative 

AI tools to complete your assignments can be a violation of Ball State’s Academic Ethics Policy 

— unless the AI use is explicitly approved by the faculty member. In this course, students may 

NOT submit any work generated by an AI program (such as ChatGPT, etc.) as their own. 

Doing so is considered plagiarism. For any assignment(s) where AI use is permitted, I will have 

guidelines for that use. Work created outside of those guidelines will be considered an Academic 

Ethics Policy violation. If a student’s grade is adversely affected by an academic ethics violation, 

faculty are required to report the violation to the Office of the Vice Provost for Academic Affairs 

who oversees the Student Academic Ethics policy and maintains records of its violations.  

 

More information about the reporting process is available here. 

 

BSU & Disability Statement:  We are committed to ensuring that all members of the community 

are welcome through valuing the various experiences and worldviews represented at Ball State 

University and among those we serve. We promote a culture of respect and civil discourse. If 

you need course adaptations or accommodations because of a disability, please contact me / the 

instructor of record as soon as possible. Ball State’s Disability Services Office coordinates 

services for students with disabilities; documentation of a disability needs to be on file in that 

office before any accommodations can be provided. Disability Services can be contacted at 

765-285-5293 or dsd@bsu.edu. 

 

Freedom of Expression: In this course, we are committed to fostering a learning environment 

that values intellectual diversity, encourages free expression, and promotes open inquiry. As 

members of the Ball State Community, we treat each person in the Ball State University 

community with civility, courtesy, compassion, and dignity and respect, and we learn from 

differences in people, ideas, and opinions. Please review Ball State University’s Statement on 

https://www.bsu.edu/-/media/www/departmentalcontent/vice%20provost/files/student%20services/academic%20integrity/student%20academic%20ethics%20policy%20final.pdf?la=en&hash=E3D2FDC06E9EA61AF93F9B3B0427AEA32E651A76
https://www.bsu.edu/about/administrativeoffices/vice-provost/student-services/academic-integrity
mailto:dsd@bsu.edu
https://www.bsu.edu/about/freedom-of-expression/freedom-of-expression-statement
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Freedom of Expression, the resources on Ball State’s Freedom of Expression webpage, and Ball 

State’s Beneficence Pledge.  

 

Learning Center: The Learning Center offers free tutoring for many courses. We also provide 

writing and study skills tutoring. Students can make appointments for virtual (Zoom) or in-

person (NQ 350) appointments. To make an appointment, visit my.bsu.edu and click on 

“Navigate” in the Additional Tools section or just download the Navigate Student app. For more 

information, visit the site, call 765-285-1006 or send an email: learncenter@bsu.edu. 

 

Counseling Center: The Ball State University Counseling Center offers free and confidential 

services to all students. The Counseling Center is located in Lucina Hall, Room 320. To schedule 

an appointment, call 765-285-1736. Ball State also offers a 24/7 Crisis Line, which can be 

reached at 765-285-HOPE (4673). The Crisis Line is a mental health resource for those who are 

struggling with any mental health concerns, including thoughts of self-harm and/or suicide.   

 

The Ball State Counseling Center sees students for a variety of reasons, some of which include 

homesickness, relationship concerns, anxiety, and depression. At your first appointment, you will 

work with a therapist to create a plan that will connect you with resources that best fit your 

needs. All Ball State students also have access to several on-demand, self-help resources through 

a variety of different platforms. All of these resources, including a direct link to the website, can 

be found here. 

 

Basic Needs Hub: If you are having difficulty affording enough food, do not have a safe and 

reliable place to sleep, and/or are experiencing an emergency or crisis, help is available through 

the Basic Needs Hub. The Basic Needs Hub has information, resources, and its personnel 

provides individualized support to students. To talk with a supportive staff member about your 

experience, receive one-on-one assistance, or learn more about resources, you can submit this 

Basic Needs Assistance Form.   

 

Add/Drop or Withdrawal:  According to Ball State University policy, registration matters and/or 

withdrawal from a course remains your responsibility.  

 

Dropping or withdrawing from the course may affect your financial aid. Please visit the 

Scheduling & Registration web page for additional information. 

 

Absences for University Activities:  The University expects its departments and programs that 

take students away from class meetings to schedule such events in a way that will minimize 

hindrance of orderly completion of course requirements. Such units must provide a written 

statement to the students describing the activity and stating as precisely as possible the dates of 

the required absence. The involved students must deliver this documentation to the instructor, 

preferably before the absence but in no event later than one week after the absence. 

 

Grade Disputes:  A student who wishes to dispute a final course grade must first try to resolve 

the matter with me. Per university protocol, I must have your request in writing. I have five 

business days to respond to you, and if we ultimately cannot resolve the issue, then the student 

may dispute the grade — again, in writing — with the School director. The student must provide 

https://www.bsu.edu/about/freedom-of-expression/freedom-of-expression-statement
https://www.bsu.edu/about/freedom-of-expression/faculty-toolkit
https://www.bsu.edu/about/beneficence
https://www.bsu.edu/about/beneficence
https://bsu.navigate.eab.com/app/#/
https://www.bsu.edu/academics/collegesanddepartments/universitycollege/learningcenter
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Flinktr.ee%2Fbsucc&data=05%7C02%7Cjmccoy%40bsu.edu%7C6dcb4a9457db4dfd813308dd23642572%7C6fff909f07dc40da9e30fd7549c0f494%7C0%7C0%7C638705635597777478%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=ogvyI09E9J4eKXDjTCphMilOrQEZL0A1HRdf7yekhtY%3D&reserved=0
https://www.bsu.edu/about/administrativeoffices/dean-of-students/basic-needs-hub
https://cm.maxient.com/reportingform.php?BallStateUniv&layout_id=30
https://www.bsu.edu/about/administrativeoffices/registrar/students/registration-activities/withdraw-from-classes


 5 

a substantive “supporting argument.”  Please view Section 6.7 of the Student Rights and 

Community Standards Code for supplemental information. 

 

Student Rights:  It is your responsibility to be familiar with your rights and responsibilities as a 

student at Ball State. Please visit the links embedded within this syllabus and the Student Code to 

keep yourself informed and knowledgeable. This code includes appendices that contain Ball 

State's policies on academic dishonesty, policy and procedures for appealing final grades, student 

leaves for funerals, etc. 

 

Evaluation 

 

65% In / Out of Class Exercises & Assignments 
 

35% Aggregate Attendance / Participation Points 
 

 

Be sure you keep electronic and hard copies of all your work! 

 

Specific point values will be made known in Canvas. This course will be graded on a +/- basis, 

and I will utilize the university grade scale shown below to calculate final grades.  

 

100-94% A   93-90% A- 

89-87% B+   86-84% B   83-80% B- 

79-77% C+   76-74% C   73-70% C- 

69-67% D+   66-64% D   63-60% D- 

 

 

Evaluation Component Descriptions 

The notes below represent an honest effort to inform you with more details about aspects 

pertinent to the course in order to achieve the intended course outcomes. Please note that you 

will find specific assignment details in Canvas. Parameters may change as the semester 

progresses based on class needs and/or time constraints. 

 

A reminder of the intended course outcomes: 

 

1. Seek, identify, apply, and interview for professional communications-related jobs; 
2. Complete a competitive job application; 
3. Use social media & networking sites such as LinkedIn and Cardinals Connect to identify 

& connect with employers who seek job candidates; 
4. Calculate personal living expenses to negotiate hiring & salary needs; 
5. Analyze the climate of the workplace to see if it is the right fit for the job applicant. 

 

In / Out of Class Exercises & Assignments:  I will assign exercises related to course content 

throughout the five-week term. In-class exercises (as applicable) will be announced during class, 

and in some cases — but not all — I will establish a deadline for them. Those with a deadline are 

https://www.bsu.edu/about/administrativeoffices/associateprovost/student-services/grade-appeal
https://www.bsu.edu/about/administrativeoffices/student-conduct/policiesandprocedures
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to be completed within the timeframe of the class period and turned into me (or via Canvas as 

applicable) before you leave. I will also assign several related out-of-class exercises, i.e., 

homework.  

 

Pay attention to my feedback! This is how you improve, so if you don’t know how to access our 

comments and/or annotations in Canvas, then you need to ask. 

 

Aggregate Attendance / Participation Points:  Development (and eventual mastery) of 

knowledge and skills does not happen immediately. Thus, I am willing to allocate a certain 

percentage of your overall course grade toward your presence, punctuality and constructive 

participation in our class sessions. 

 

As previously mentioned, you must come to class in order to achieve the intended course 

outcomes.  

 

Simply put, I do not determine whether your absence is ‘excused’ or ‘unexcused’ — You’re 

an adult, so you determine when you need to miss class. Sometimes things happen that are more 

important than class, and I get that; however, whenever you miss (& for whatever the reason), be 

aware that I *will move forward* with the anticipated content.  

 

You earn points for each class session for punctual arrival and constructive participation. 

Specifically, I plan to note class attendance when we begin, and for each session, you earn four 

(4) points for each punctual arrival, four (4) points for general presence — i.e., just being there 

— and two (2) points for constructive participation relevant to the day’s goals.  

 

NOTE: Due to the large(r) enrollment for this course, I will typically document attendance c/o a 

blank sheet of paper at or near the start of each class session (Monday, Wednesday, & Friday). 

You should sign *only* your name — please make sure it’s legible! — as this paper meanders 

through the classroom. It is your responsibility to find it or me if you arrive late for class; if you 

fail to sign the paper, then you forfeit your points for that day’s class session. 

 

You cannot replenish missed participation points from an absence unless it results from a 

documented University-related function. 

 

As it pertains to in-class assignments, if we do one when you miss class, then I will require 

documentation of that absence — this basically permits me to work with you to reinstate those 

points. If you don’t have documentation, then you’ll forfeit those assignment points (as well as 

the day’s participation points). If you miss a class and we don’t have an in-class assignment that 

day, then no documentation is necessary, but you’ll still forfeit the participation points unless the 

absence stems from a documented University-sponsored activity. 

 

If you must physically miss class, then the expectation is that you will attempt to join us 

virtually. I consider it your responsibility, though, to make arrangements with a peer to ‘host’ 

you via their technology. As the instructor, I need my computer to run the class, so I will be 

unable to assist you in this regard. You should be able to click on ‘People’ from the vertical 

menu option in Canvas as a way to initiate contact with somebody from class. 
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I will try to remember to check for virtual attendance; however, as previously explained, I 

consider it your responsibility to communicate your intent to attend virtually whenever 

applicable, and I consider it your responsibility to coordinate in advance with your colleagues to 

arrange technology logistics. I do not require you to activate your video if you join us virtually. 

 

Please note: This is an on-campus, in-person course, so the overarching expectation is that 

you’re physically in class each time we meet. While I allow virtual attendance as outlined above, 

I have a limit: Each student gets up to 2 class sessions where they can attend virtually and 

earn the aforementioned points for Professionalism & Punctuality. Beyond the two classes, 

if you must attend virtually, then you can still do that — and you’re encouraged to do so; 

however, you’ll forfeit the daily points. I reserve the right to adjust this limit based on extreme 

circumstances outside your control that you’ve communicated to me in advance. 

 

In the event that you cannot join us virtually, then as previously mentioned, you should be able 

to work remotely from the weekly modules in Canvas so you don’t fall behind. 

 

Even if you must quarantine and/or work remotely, I will notice, for instance, your assignments 

submitted on time or late or missed altogether. I also notice when you continue to make the same 

mistakes on subsequent assignments after I’ve given you feedback to fix them.  

 

These details matter. 

 

Course Schedule 

If you are absent, then it becomes your responsibility to obtain the day’s notes and any 

assignment(s). 

 

We will make adjustments to this schedule. As such, you should follow the content order & 

deadlines listed in the weekly modules in our Canvas site. 
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