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Course Overview

This syllabus outlines the Functional Academic General Employability and Occupational Preparation course, 
designed to equip students with essential academic and practical skills for successful entry into the adulthood 
and the workforce. The course focuses on developing functional literacy and numeracy, alongside key 
employability skills. Through practical exercises and real-world scenarios, students will enhance their ability to 
communicate effectively, solve problems, and work collaboratively.

Key Topics

The course covers the following key topics:

Functional Literacy: Reading comprehension, writing skills, effective communication.
Functional Numeracy: Basic math skills, data interpretation, budgeting.
Digital Literacy: Computer basics, internet navigation, email communication.
Problem-Solving: Critical thinking, decision-making, conflict resolution.
Teamwork & Collaboration: Communication, cooperation, leadership.
Workplace Readiness: Resume and cover letter writing, interview skills, workplace etiquette.

Learning Objectives

Upon successful completion of this course, students will be able to:

Demonstrate improved reading comprehension and writing skills.
Apply basic math skills to solve real-world problems.
Utilize computers and the internet effectively for communication 
and research.
Employ critical thinking skills to analyze and solve problems.
Collaborate effectively with others in a team setting.
Prepare a professional resume and cover letter.
Perform confidently in job interviews.
Understand and adhere to workplace etiquette.

Grading Scale:
A - 90-100
B - 80-89
C - 70-79
D - 60-69



Skills Developed

Academic Skills:

Reading Comprehension
Written Communication
Basic Mathematics
Data Interpretation
Digital Literacy

Employability Skills:

Problem-Solving
Critical Thinking
Teamwork
Communication (Verbal & Written)
Time Management
Professionalism

Assessment Methods

Student progress will be evaluated through a combination of assessment methods, including:

Campus Jobs: Building independence and tapering support as needed.
Assignments: Applying learned skills to practical scenarios with increased independence.
Presentations: Developing communication and presentation skills.
Group Projects: Fostering teamwork and collaboration.
Career Exploration: Demonstrating workplace readiness.
Mock Interviews: Practicing interview skills and receiving feedback.

Next Steps

Students are encouraged to review the syllabus thoroughly and actively participate in class discussions and 
activities. Regular attendance and completion of assignments are crucial for success in this course. If you have 
any questions or concerns, please do not hesitate to contact the instructor.


