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UNIVERSITY OF MASSACHUSETTS DARTMOUTH 
Earle P. Charlton College of Business and Industry 

Department of Management 
Fall 2019 

COURSE MGT 401 Applied Organizational and Career Management 
Online 

 
PROFESSOR Dr. Jacqueline Einstein; jeinstein@umassd.edu 

Phone: 508-999-9188  
Office: CCB 221  
Email: All course-related emails should be sent through MyCourse website 

 
COURSE DESCRIPTION 

The course presents a dual track approach and serves as a Capstone for MGT-Leadership; 

 An application-focused summary of topics for launching and developing a career as a 
business professional. 

 An examination of fundamental management functions and application of key 
concepts and competencies to an existing company. 

Exercises and assignments will develop proficiency in skills that boost understanding and 
effectiveness of organizational and career management.  

 
COURSE OBJECTIVES 

• Demonstrate competencies needed for modern careers 
• Develop a plan and materials for launching one’s career after graduation 
• Articulate career objectives and personal traits/needs 
• Explore key organizational aspects to help evaluate one’s fit in the company 
• Demonstrate an understanding of effective and efficient management processes 
• Assess situations regarding planning, organizing, directing and controlling aspects of 

management functions 
• Apply management concepts to company/ organization project 
• Develop ability to persuasively present recommendations on course-related issues 

 
COURSE MATERIALS 

Required Materials and Resources: 
There are two (2) required text books for this course and you will be required to the use the 
MyCourse website for assignments and all correspondence with the professor. 

 
1. Career Development & Planning, 5th ed., Robert C. Reardon, Janet G. Lenz, 

Gary Peterson, James P. Sampson, Jr. Kendall Hunt, Dubuque, IA, 2017 
ISBN: 978-1-5249-1299-4 

2. Principles of Management, adapted from a work produced and distributed under a 
Creative Commons license (CC BY-NC-SA) in 2010. 
This is a free textbook and the PDF is available on MyCourses site. 

3. MyCourses Website: https://login.umassonline.net/dartmouth.cfm 
Please use this for all course related communication. This is also where your 
assignments will be submitted. Use the Calendar tool for due dates. 
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Competencies 

  
Contact Hours 

The student will be introduced to:   
 How organizations approach management by examining the 

various components including planning, organizing, leading 
and controlling. (A manager’s perspective and approach) 

4 4 

 How to develop and manage a personal portfolio and decision 
model to be used for job hunting and career planning. 
(Individual’s perspective and approach) 

5 9 

The student will understand:   
 Project management by applying organizational and 

management concepts 
6 15 

 Factors for maintaining career mobility 3 18 
The student will be able to:   

 Identify personal traits, needs and interests 
Identify likely positions, industries, companies, career tracks 
Articulate career objectives 
Understand person-job fit and person-organization fit  
Implement interviewing skills 
Apply networking techniques 
Synthesize key management concepts through organization 
exposure, organization project deliverable  

3 
3 
3 
3 
3 
3 
6 

 
 
 
 
 
 
 
42 

 

Class format, Online. Students are expected to know how to use MyCourse/ Blackboard in order to 
successfully manage the course requirements Tutorials are available on MyCourse and there is assistance 
provided from the HelpDesk online. Specific Student Support resources are listed in the MyCourse site. 
 
The class format is a combination of experiential activities, quizzes, project preparation, and video 
presentations related to organizational management and career concepts. Students are expected to read all 
assigned readings and prepare and submit necessary material for each assigned topic. The time committed to 
this course is expected to be equal or slightly more than the time committed to a regular f2f course. The key 
difference is that you are able to manage your time online to fit your schedule. I am available to provide 
clarification on the materials and to be a resource to you. My goal is to help you achieve life-long learning in 
this course. 
 
Course Policies:   

1. Written Assignments: All written material will be evaluated both on content and presentation.  This 
includes turning papers in on time, the absence of spelling and grammatical errors, and adhering to the 
required formats (assignments will have specific structures and will be typewritten).  Late papers will be 
marked down.    

2. Email Messages: PLEASE USE MYCOURSE MESSAGES TO COMMUNICATE. Help me understand 
the purpose of your communication and reply to you quickly being sure you do the following when 
sending an email message: 
Subject Line: Course number and Topic (Example: MGT401 Question on Portfolio). Do NOT just reply 
to a previous email I have sent without changing the subject line (unless you are truly replying about 
that email). 
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Course Policies (con’t):   
3. Participation: Learning is most effective when the students are actively involved and responsible for the 

experience. This is your class—your learning experience—make the most of it by: 
• Reading all assignments 
• Asking any questions you may have on the assigned material. 
• Turning in assignments on a timely basis. Points are deducted for late assignments. 
• Making effective use of the textbooks and other course materials (assessments, videos etc).  

 
University Policies: 
Academic Honesty:  As noted in the UMass Dartmouth Student Handbook.  “All UMass Dartmouth students 
are expected to maintain high standards of academic integrity and scholarly practice.  The University does not 
tolerate academic dishonesty of any variety, whether as a result of a failure to understand proper academic 
and scholarly procedure or as an act of intentional dishonesty.  A student found guilty of academic dishonesty 
is subject to severe disciplinary action, which may include expulsion from the University.  A high standard of 
academic integrity promotes the pursuit of truth and learning and respect for the intellectual accomplishments 
of others. These are values that are fundamental to the mission of this University.  Such values are 
undermined by academic dishonesty.  Academic dishonesty is defined as attempting to obtain academic credit 
for work that is not one’s own. Examples include: (1) copying another student’s answers on an examination; (2) 
obtaining, or attempting to obtain, the answers to an examination in advance; 3) submitting a paper that was 
written by someone else; (4) submitting a paper that includes phrases, sentences and paragraphs that were 
copied verbatim, or almost verbatim, from a work written by someone else, without making this clear without 
indicating that these words were someone else’s through the use of quotation marks or other appropriate 
citation conventions; (5) collaborating on a homework assignment when this has been expressly forbidden by 
the professor; (6) using unauthorized materials in completing assignments or examinations; (7) submitting the 
same paper for more than one class without the express permission of the instructors involved. This list of 
examples should not be considered exhaustive.  For complete standards, please refer to the undergraduate 
catalogue or student handbook.  
http://www.umassd.edu/policies/activepolicylist/academicaffairs/academicintegritypolicyandreportingform/ 

  
Work Incomplete: As noted in the UMass Dartmouth General Catalog, a grade of “work incomplete may be 
given only in exceptional circumstances at the instructor’s discretion and at the student’s request made no 
more than 48 hours after the final examination or last class. The student must be passing at the time of the 
request or must be sufficiently close to passing for the instructor to believe that upon completion of the work 
the student will pass the course.  If the work is not completed within a year of recording of the I, the grade will 
become an F(I). “I” grades cannot be changed to W. 
 
Evaluation Policy: Your work will be given the 
following weights: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Late penalty: 5 points for each day late. 

Career Management  
Portfolio Assignments  
• Five (5) parts 
• See Portfolio Rubric for details 

 

  25%  

Career Planning Paper (CASVE)  
 

  15% 

Guest speaker and other assignments   10% 

Organizational Management  
Concept Quizzes (on-line) 
Organization paper concept assignments 

  15% 
  15% 

Final Organization paper   20% 
 
TOTAL 

 
100% 

http://www.umassd.edu/policies/activepolicylist/academicaffairs/academicintegritypolicyandreportingform/
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~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
Career Management (50% of final grade) 
 
Portfolio Assignments (Individual): In order to enhance your career tool kit, the portfolio represents a variety 
of assignments designed to help you explore your strengths and interests, develop your career network, and to 
learn more about your chosen career field. Details on each part of the portfolio assignment will be disclosed in 
a separate instruction sheet. The total of the portfolio assignments are worth 25% of your final grade and builds 
throughout the course of the semester with a variety of activities. Refer to the Portfolio Rubric for information 
on grading each section:  

• Introduction and Resume 
• Self-Directed Search (SDS) assessment and analysis 
• Career Development Chapter summaries, quizzes or assignments  
• Establishing and building a profile for LinkedIn, writing your summary and making connections  
• Big Interview practice https://umassd.biginterview.com/register  

 
 
Career Planning Paper (Individual): Using the approach presented in “Career Development and Planning” 
text and the CASVE model you will present a written plan (6-8 pages) compiling what you have learned about 
yourself and the academic and career options available to you. The Career Planning Paper rubric outlines how 
your plan will be evaluated; this is worth 15% of your final grade. 

 
Guest Speaker video assignments: There will be videos assigned from guest lectures with related 
assignments. This will be worth 10% of your grade. 

 
Organizational Management (50% of final grade) 
 
Concept Quizzes: There will be quizzes on the reading materials for Principles of Management  
(PDF text) assigned chapters. This is worth 15% of your final grade 
 
Organization paper Concept assignments: Using a Fortune 500 company (recommended) or other* 
company of your choice, you will apply each of the POLC concepts, building toward your Final paper 
assignment. There are six (6) assignments; the initial proposal and one for each concept group. This is worth 
15% of your final grade. 
  
Final Organization paper: You will apply the organization concepts to a Fortune 500 or other company*, of 
your choice and prepare by submitting assignments related to the concepts; planning, leading, organizing and 
controlling. This is worth 20% of your final grade. 

*You will need to have access to information about the management concepts in this course if you choose 
“other company”; that is why a Fortune 500 company is recommended. 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
 
 
Please note that many of the topics that we will cover relate to both your own career management as well as 
the organizational management concepts covered. I encourage you to draw comparisons, include these in your 
analyses.  
 
How do these concepts, presentations and class exercises relate to your career interests? 
 
This class is designed to be an application of concepts that you have learned in other courses so feel free to 
draw on those experiences to enhance your learning experience. 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

https://umassd.biginterview.com/register
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MGT 401 Fall 2019 Online 
PRELIMINARY SCHEDULE OF ACTIVITIES: Due dates on MyCourse. Weeks run Mon-Sun 

 
MGT= Organizational Management (PDF Text, found on MyCourse) 

CD= Career Development (Reardon et al text); Your career management 

Topics Week Class Agenda 

Two Sides of the 
Fence: Career and 

Organization 

Week 1 
 

Intro and Course Overview / 
Two sides of the fence Career (CD) and Organization (MGT) 

• CD Read Career Development (CD) Chapter 1:  
Intro to Career Development  

• CD Introduction and Submit Resume (Portfolio) 
• Due Next 

CD Read Chapter 3, summary due next week  
MGT Read CH 1 Intro to Principles of Mgt (PDF text);  
online quiz  

Building Blocks 
Career Model;  

POLC and Planning 

Week 2 
 

• MGT Quiz CH 1 Functions of management  
• CD Introduce Self Directed Search tool; Due Week 4 
• CD Chapter 3 Summary Due (Portfolio) 
• Due next:  

MGT Proposal for Final Organization project 
MGT Read CH 4 Mission, Vision, and Values  
        Course Responsibility Acknowledgement Due 

Week 3 
 

• MGT Quiz CH 4 Mission, Vision and Values 
• MGT Proposal due: Final Organization Project,   

first assignment 
• CD Chapter 4 Summary (Portfolio) 
• Due next: 

MGT Read CH 5 and 6, Strategizing and Goal Setting 
CD Read Ch 2 Knowing myself 
   

Week 4 
 

• MGT: Quiz CH 5-6 Strategizing & Goal Setting  
• MGT CH 4 Mission, Vision and Values assignment 
• CD Complete Self-Directed Search due (Portfolio); 
• Due next: 

MGT Read CH 7-8 
                  

POLC:Organizational 
Structure, Culture 

Week 5 
 

• MGT Quiz CH7-8 
Organizational Structure, Change, and Culture  

• MGT CH 5-6 Strategizing and Goal Setting 
assignment 

• CD Chapter 5 Summary (Portfolio) 
• Due next:  

MGT Read CH 10 
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Career Planning 
Model; 

POLC: Leadership 
Week 6 

 

• MGT Quiz CH 10 Leading People and Organizations  
• MGT CH 7-8 Organizational Structure Change, 

Culture assignment 
• CD Review of CASVE model;  

CASVE Career Plan overview 
• Due Next:  

MGT Read CH 15 
                  

 
Exploring POLC: 

Control;  
Social Media 
Networking 

Week 7 
 

• MGT Quiz CH15 Essentials of Control  
• MGT CH10 Leading People and Organization 

assignment 
• CD View LinkedIn Video; Tricia White 
• CD LinkedIn Assignment Due (Portfolio) 
• Due Next: 

MGT CH 15 Control project benchmark assignment 
CD Debra Parent, Guest Speaker videos 

 
 

Week 8 
 
 

•  MGT CH15 Essentials of Control assignment 
• CD View Debra Parent videos 
• CD Debra Parent assignment 
• Due next:  

CD Big Interview videos and assignment 
Career Tools: 

Presenting yourself 
to an Employer and 
Career Strategies 

 
Distinguished Guest 

Speakers 
 

Interviewing 
 

Career Plan 
 
 
 
 
 

Week 9 
 

• CD View Big Interview videos 
• CD Big Interview Assignment (Portfolio) 
• Due next:  

CD Karen  Medeiros, Guest Speaker videos 

Week 10 
 

• CD View Karen Medeiros videos 
• CD Karen Medeiros assignment 
• Due next: 

 CD Career (CASVE) Plan 

Week 11 
 

•  CD Career (CASVE) Plan due 

• Due next: 
Amy Cuddy Video and assignment 

 
Week 12 

 
 

• CD Amy Cuddy Video assignment  
• Due Next: 

MGT Final Company project 
 

Project Work Week 13 
 

 
• MGT Final project Work 

 
 

Written Organization 
Project Due  

 
Week 
14&15 

 
 

 
• MGT Final Project due 12/9 
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Career Planning Paper Rubric (CASVE) 
 
Rating Scale 
 2 = Completely met, or exceeded, the requirement and did an extraordinary job!  
 1.5 = Met most, to all, of the requirement. 
 1 = Met some of the requirement.  
 0.5 = Met very little, if any, of the requirement.   
 0 = Clearly does not meet any of the requirement. 
 
 
CRITERIA RATING 
Content 

 Applies CASVE to student’s situation and includes 
comparison to career statement beginning of semester. 

 Highlights use of class activities/ discussion, career 
center and other resources; integrates course content 
(i.e. SDS, guest speaker videos) 

 Addresses stimulus questions posed clearly and 
thoroughly. 

 Thoughtful reflection of the Organization Project 
experience (i.e. learnings, applying organization 
concepts. 

 Explains how the Portfolio assignments can be applied 
in career search (i.e. interviews, cover letters, stories). 

 
 
2 1.5 1 0.5 0 
 
 
2 1.5 1 0.5 0 
 
2 1.5 1 0.5 0 
 
2 1.5 1 0.5 0 
 
 
2 1.5 1 0.5 0 

 
_____/10x50%=  _____ 

Organization   
 Clearly stated introduction. 
 Creative, sophisticated, cohesive organization 
 Uses CASVE headings. 
 Transitions are used to bridge ideas together. 
 Concludes effectively. 

 
2 1.5 1 0.5 0 
2 1.5 1 0.5 0 
2 1.5 1 0.5 0 
2 1.5 1 0.5 0 
2 1.5 1 0.5 0 
 

_____/10x30%=_____ 
Mechanics  

 Evidence of comprehensive proofreading; writing is free 
of spelling and grammar errors. 

 Proper sentence structure and word choice. 
 Appropriate length 
 Citations and reference list properly cited using APA 

format. 
 Follows institutional rules for access and use of 

information resources; demonstrates understanding of 
plagiarism 

 
 
2 1.5 1 0.5 0 
2 1.5 1 0.5 0 
2 1.5 1 0.5 0 
2 1.5 1 0.5 0 
2 1.5 1 0.5 0 
 

_____/10x20%=_____ 

 
Total 

 
            _____/100 
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Portfolio Assignments Rubric  
 

This is a combination of five (5) activities to build your Career Tool Kit. 
  
ASSIGNMENT RATING 
Introduction and Resume 
 

 

 Intro statement about you, your career plan and 
course expectations  

 Submit your resume 

50  25  0 
 

50  25  0                                                                                                    
 

_____/100x20%=_____ 
  
Self Directed Search 

 Ch 2 Self Directed Search and Analysis 
-- Complete SDS assessment  
-- Complete related analysis assignment 

 

 
 

50  25  0 
50  25  0                                                                                                    

 
_____/100x20%=_____ 

Career Chapter Summaries 
 Ch 3   Summary 
 Ch 4   Summary 
 Ch 5   Summary 
 Career Quiz Ch 1-5 

 

 
20  10  0 
20  10  0 
20  10  0 
40  20  0 

 
_____/100x20%=_____ 

 
LinkedIn  

 Setting up LinkedIn account/ establish 
connections* 

 Creating a summary  in your LinkedIn profile 
* including Professor Jackie Einstein 
 

 
50  25  0 
50  25  0 

 
_____/100x20%=_____ 

The Big Interview 
 Review required videos on Big Interview link 

o Summarize key takeaways 
o Outline your interview story 

 Conduct a mock interview online using Big 
Interview based on your career plans  

o Provide feedback and self-critique 

 
50  25  0 
 
 
50  25  0 

                             
_____/100x20%=_____ 

 
Total 

 
        ______/100 
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Organization Written Project Rubric  
(Concept Assignments and Final) 

 
Rating Guide 
 2 = Completely met, or exceeded, the requirement and did an extraordinary job!  
 1.5 = Met most, to all, of the requirement. 
 1 = Met some of the requirement.  
 0.5 = Met very little, if any, of the requirement.  
 0 = Clearly did not meet any of the requirement. 

CRITERIA RATING 
Content 

 Addresses assignment with creativity and 
sophistication and includes clear introduction. 

 Presence of relevant, well-defined and authoritative 
claim or clear statement of the issues. 

 Demonstrates application of appropriate concepts 
from Principles of Management text (POLC). 

 Use of appropriate sources (textbook, articles, other 
sources) to support recommendations. 

Notes: 
 
 
 

 
 
2 1.5 1 0.5 0 
 
2 1.5 1 0.5 0 
 
4 2.5 1 0.5 0 
 
2 1.5 1 0.5 0 

 _____/10x50%=  _____ 
 

Organization   
 Creative, sophisticated, cohesive organization. 
 Addresses well-defined audience. 
 Transitions are used to bridge ideas together. 
 Refined style appropriate to the assignment. 

Notes: 
 
 
 
 

 
2 1.5 1 0.5 0 
2 1.5 1 0.5 0 
2 1.5 1 0.5 0 
2 1.5 1 0.5 0 

_____/8x25%=_____ 
 
 
 

Mechanics  
 Evidence of comprehensive proofreading; writing is 

free of spelling and grammar errors. 
 Proper sentence structure and word choice. 
 Citations and reference list properly cited using APA 

format. 
 Follows institutional rules for access and use of 

information resources; demonstrates understanding 
of plagiarism. 

Notes: 
 
 
 

 
2 1.5 1 0.5 0 
 
2 1.5 1 0.5 0 
2 1.5 1 0.5 0 
 
2 1.5 1 0.5 0 
 

_____/8x25%=_____ 
 
 
 

 
Total 

 
            _____/100 
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STUDENT COURSE RESPONSIBILITY AGREEMENT (Complete online) 
 
 
I, _________________________________________________________________, do affirm that I 
have received a copy of the course syllabus, have read and understood the syllabus, and agree to 
abide by all requirements set forth in the syllabus.  I understand that failure to satisfy all course 
requirements will result in a final course grade that could include failure (“F”) or administrative 
withdrawal (“W”).   
 
 
Electronic 
Signature:____________________________________________________________________ 
(Type your name and submit for acknowledgment credit) 
( 
 
Date:____________________ 
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