CCIM 300 – Spring 2026 Syllabus
CCIM Career Development
	Instructor: 	Raphael Kwaning
	Semester: Spring 2026

	Days: 		Mondays, Wednesdays, and Fridays (MWF)
	

	Time: 		11:00 a.m. to 11:50 a.m.
	

	Office Hours:	M 2:00pm to 3:00pm or by appointment
	

	
	


Course Description 
This course provides students with the skills needed to clearly articulate their experiences, skills, and showcase their creative work to potential employers. Students will gain the skills and confidence they need to start successful careers in the communication industry by developing career-focused résumés and cover letters, creating a polished professional portfolio, getting hands-on experience with finding internships, and preparing for interviews.
Course Objectives: 
After successful completion of CCIM 300, students will be able to:
1. Create a career-focused résumé emphasizing the experiences and skills most appropriate for a communication-related career.
2. Create a professional cover letter for an internship or a full-time communication-related career.
3. Create a professional portfolio of creative works and/or writings.
4. Seek, identify, apply, and interview for internships.
5. Demonstrate effective communication by pitching creative ideas to specific audiences.
NACE Competencies for a Career-Ready Workforce
This course emphasizes the following NACE competencies:
· Career & Self Development — Proactively develop oneself and one’s career through continual personal and professional learning, awareness of one’s strengths and weaknesses, navigation of career opportunities, and networking to build relationships within one’s organization.
· Communication — Clearly and effectively exchange information, ideas, facts and perspectives with people inside and outside of an organization.
· Critical Thinking — Identify and respond to needs based upon an understanding of situational context and logical analysis of relevant information. 
CLASS FORMAT: Course content primarily will be explored through a hands-on, workshop format. To facilitate your learning, you must be prepared to participate fully in all class discussions and activities.
ACADEMIC DISHONESTY: Academic dishonesty is taken very seriously by this university and in this department. Students are expected to follow the university’s code of behavior regarding all academic matters. All academically dishonest behavior will be acted upon swiftly. Any student found engaging in academic misconduct, whether intentionally or out of ignorance, will be dealt with severely. Penalties can include receiving a failing grade on the assignment/activity in question, a failing grade in the course, or expulsion from the university. For specific information about the university's policies related to academic dishonesty or for descriptions of behaviors that qualify as “dishonest,” please consult the online version of the “Code of Student Rights and Responsibilities” on the university’s website.
COURSE + INSTRUCTOR EVALUATION: I welcome students’ constructive feedback. However, given that we only have five weeks together, you need to provide that feedback early and often. You also will have an opportunity to participate in a formal assessment of the course and its instructional process at the end of the class through the university’s online evaluation process.
ACCOMMODATIONS:  If you need course adaptations or accommodations because of a disability, please contact me BSU’s office of Disability Services. 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.
WRITING CENTER: One key to improving your writing is getting feedback and revision suggestions on your text during the writing process. The Writing Center at Ball State offers free writing feedback sessions (online or face-to-face) to all students. They work with students on essays, reports, reflections, research projects, web content, lesson plans, slideshows, poster presentations, resumes, and other digital or print texts. Students can make an appointment by going to www.bsu.edu/writingcenter, stopping by Robert Bell 295, or by calling 765-285-8370.
LEARNING CENTER: The Learning Center offers free tutoring for many courses. We also provide writing and study skills tutoring. Tutoring is delivered in-person in NQ 350 or online via Zoom: you decide!
To make an appointment, visit this link. The Learning Center also has drop-in tutoring (no appointment necessary) for math, chemistry, and biology. Check our website for more information. Testing accommodations for students with disabilities are available for students who have received the appropriate documentation from Disability Services. Tests may be administered in the Learning Center. For more information about all of our programming, visit bsu.edu/learningcenter or call 765-285- 1006. Email us at learncenter@bsu.edu. Follow us on Instagram and Twitter: BallStateLC
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, you can contact us at 765-285-1736. Ball State now 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.  
At the Ball State Counseling Center, we see 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. We assist students with getting connected to therapy at our Center as well as connecting students to self-help resources, other on-campus resources, and community-based resources. All Ball State students also have access to several on-demand, self-help resources through a variety of different platforms. All of these resources can be found via the Canvas page. 
Course Policies
ATTENDANCE: Regular attendance is vital to your success in this course. Therefore, you should make attending this class a priority. Please arrive to class on time. If a student is more than 10 minutes late for 3 class sessions, that will be regarded as one absence. 
Students are allotted 1 no-call/no-show absences without penalty. Each class missed from the 2nd will result in a 25-point deduction from your final grade. No warnings or reminders will be issued on the number of absences. If you want to know how many absences you have, check the Attendance grade on Canvas or you can ask me. Also, if you are tardy 3 times that will count as 1 absent
LATE WORK: Late work will result in a loss of 10% per calendar day. For instance, if you submit an assignment 3 days past the deadline, you will receive 30% off. This deduction is capped at 50%. Assignments will not be accepted after day five. 
SUBMISSION OF ASSIGNMENTS: All work is to be typed and in proper APA 7 format (Times New Roman, Double-spaced, 12pt., with one-inch margins, APA citations). Work will be submitted on Canvas as a Word document unless otherwise noted at the time of assignment or in your journal. Assignments will not be accepted by email.
TECHNOLOGY: You are expected to use technology respectfully. Please remember to put your phone on silence upon arrival to class. Computers/tablets may be used for class purposes only. Avoid distracting/disruptive activities.
AI: As you work on and submit assignments this semester, know that unethical use of AI tools to complete your assignments is a violation of Ball State’s Academic Ethics Policy unless the AI use is explicitly approved by the faculty member. In general, students may not submit any work generated by an AI program as their own. Doing so is plagiarism. In courses and assignments where AI use is permitted, faculty will have guidelines for that use. Work created outside of those guidelines will be considered an Academic Ethics Policy violation. 
Information on citing AI: https://apastyle.apa.org/blog/how-to-cite-chatgpt
GRADING/EVALUATIONS: Your final letter grade will be determined by how many points you earn in the course using the scale below. A few of your assignments will include an ungraded strategy for transparency and purpose.
Grading Scale
Course grades can be interpreted using the scale below.
	Course Grading Scale

	Percentage of Points Earned
	 Letter Grade

	90 - 100
	A

	80 - 89
	B

	70 - 79
	C

	60 - 69
	D

	0 - 59
	F

	
	



