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PART A: COURSE-SPECIFIC INFORMATION 
 
1 STAFF CONTACT DETAILS 
Lecturer-in-charge:  Iris Rattley 
School of Management 
Level 5, West Wing, Australian School of Business 
iris.rattley@unsw.edu.au 
Consultation: By appointment 
 
2 COURSE DETAILS 

2.1 Teaching Times and Locations 
Lectures start in Week 1(to Week 12). 
The Time and Location are: Quadrangle G045 every Wednesday between 6 -7.30pm  

 
Tutorials start in Week 2 (to Week 13).  
The Time and Location are: Quadrangle G045 every Wednesday between 7.30-9pm.  
 

2.2 Units of Credit 
The course is worth 6 units of credit. 
There is no parallel teaching in this course. 
 

2.3 Summary of Course  
This course aims to provide an understanding of the strategic role that effective career 
planning and management plays in a successful career and life. Because successful 
career management has been empirically linked to intrinsic and extrinsic career 
satisfaction, career management skills should be learned, practiced and carefully 
managed. To do so necessitates first an understanding of the extant career literature 
and how you can apply it to your career path. To that end, concepts, techniques, tools, 
and processes are explored, with an emphasis on linking theoretical and empirical 
research with practical lifelong skill development. Topics covered include self-
assessment, decision making, personality, and non-work considerations, career 
pathways, intra-personal awareness, inter-personal awareness and communication, as 
well as lifelong learning and career management as empowerment. These topics are 
investigated through a critical examination of the relevant theoretical and empirical 
literature and contemporary Australian business practices. 
 

2.4 Course Aims and Relationship to Other Courses 
The overarching goal of this course is to help you develop a deeper understanding of 
theory and research in the area of career development and planning and to 
demonstrate how such knowledge is pertinent for the effective management of your 
own career. The course operates under the assumption that an in-depth understanding 
of career issues will help you become a successful employee and/or leader, and will 
assist you with your long-term career goals and aspirations. 
 
Because there are no prerequisites for this course, this course is open to all students 
at    UNSW. If you are from a faculty other than the Australian School of Business 

mailto:noa@unsw.edu.au
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(ASB), you should check with your faculty student centre to see how this elective fits in 
with your specific program. 
 

2.5 Student Learning Outcomes   
 

ASB Postgraduate Coursework Program Learning Goals and Outcomes 
 

1. Knowledge: Our graduates will have current disciplinary or interdisciplinary knowledge 
applicable in local and global contexts. 
You should be able to identify and apply current knowledge of disciplinary or interdisciplinary theory and 
professional practice to business in local and global environments. 
 
2. Critical thinking and problem solving: Our graduates will have critical thinking and problem 
solving skills applicable to business and management practice or issues.  
You should be able to identify, research and analyse complex issues and problems in business and/or 
management, and propose appropriate and well-justified solutions. 
 
3. Communication: Our graduates will be effective communicators in professional contexts.  
You should be able to: 

a. Produce written documents that communicate complex disciplinary ideas and 
information effectively for the intended audience and purpose, and 

b. Produce oral presentations that communicate complex disciplinary ideas and information 
effectively for the intended audience and purpose. 

 
4. Teamwork: Our graduates will be effective team participants.  
You should be able to participate collaboratively and responsibly in teams, and reflect on your own 
teamwork, and on the team’s processes and ability to achieve outcomes. 
 
5. Ethical, social and environmental responsibility: Our graduates will have a sound awareness of 
ethical, social, cultural and environmental implications of business issues and practice.  
You should be able to:  

a. Identify and assess ethical, environmental and/or sustainability considerations in business 
decision-making and practice, and  

b. Consider social and cultural implications of business and /or management practice. 
 

 

For more information on the Postgraduate Coursework Program Learning Goals and 
Outcomes, see Part B of the course outline.  
 
 
The following table shows how your Course Learning Outcomes relate to the overall 
Program Learning Goals and Outcomes, and indicates where these are assessed (they 
may also be developed in tutorials and other activities): 
 
 

Program Learning 
Goals and Outcomes 

Course Learning Outcomes Course Assessment 
Item 

This course helps you to 
achieve the following 
learning goals for all 
ASB postgraduate 
coursework students: 

On successful completion of the course, 
you should be able to: 

This learning outcome 
will be assessed in the 
following items: 
 

1 Knowledge 
 
 
 

Explain some of the theories of career 
choice and development, and current 
issues in the career literature. 
Demonstrate an understanding of your 
own values, personality, and goals etc. 

1, 2, 3a+b, 4 

2 Critical thinking Use career knowledge to analyse current 2, 3a+b, 4 
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and problem 
solving 
 

issues and provide insight and solutions. 
Use career and self-knowledge to 
analyse your own career situation and 
future and provide insight and solutions. 

3a Written 
communication 
 

Construct written work which is logically 
and professionally presented. 

1, 3a+b, 4 

3b Oral 
communication 
 

Communicate ideas in a succinct and 
clear manner. 

2 

4 Teamwork  
 

Work collaboratively to complete a task. 2 

5a.   Ethical, 
environmental 
and 
sustainability 
responsibility 

Not specifically addressed in this course.  

5b.  Social and 
cultural 
awareness 

Demonstrate an awareness of socially 
and culturally originating differences in 
values, goals, and career priorities for 
individuals. 

2 

 
 
3 LEARNING AND TEACHING ACTIVITIES 

3.1 Approach to Learning and Teaching in the Course 
This course is uniquely focused on you as an individual.  I provide guidance and 

facilitation of the content area, aiming to assist you, the student, to gain the knowledge 
and skills that will enable you to continuously enhance your career and life experiences. 
I support a learner-centred teaching philosophy which focuses on the individual students’ 
experiences, abilities, and competencies. My role is to encourage, facilitate, and help 
sustain this process.  

I expect you, the student, to be responsible for your own learning. I will assume 
that you have devoted time and effort reading the assigned material, and that you will 
actively participate in the lectures and tutorials with questions that you wish to address, 
insights, and personal experiences that you wish to share.  
Maximising your learning requires that you read the assigned materials and actively 
participate in discussions and structured exercises. 
 
 
4 ASSESSMENT 

4.1 Formal Requirements 
In order to pass this course, you must: 

 achieve a composite (i.e., overall ) mark of at least 50 for the course;  
 fully complete and submit all assessment tasks (including all self-assessments)  
 attend at least 80% of the lectures and tutorials 
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4.2 Assessment Details 
 
 Assessment 

and hurdle 
requirements 
(by date due) 

Weight Length Due  

1 Reflective 
Report 

20% 1,500 
words 

Due in week 6 tutorial 

2 Team 
Presentation 

20% 30 mins Group presentations and discussion in 
tutorial, Week 8 and 9 

3a Formative 
feedback – two 
themes 

Must 
attempt  
to pass 
(Hurdle) 

 Due in week 11 tutorial 

 

3b Self-assessment 
portfolio and 
report 

40% 3,000 
words 

Due in week 13 tutorial 

4 Job application 10% 1 – Cover 
letter, CV 
and job 

ad 

Submit between the 20th of March and 
the 4th of June 

 

5 Attendance 10% N/A Lecture and tutorials throughout the 
course. Below 80% attendance students 
will not be eligible for attendance marks  

 

4.3 Assessment Format 
 
Cover sheet:  The School of Management’s Assignment Cover Sheet MUST be signed 
and attached to all assessments. An assignment with no cover sheet will not be 
accepted. Cover sheets are located next to the assignment drop-box on Level 5, 
School of Organisation & Management, West Wing, Australian School of Business.  
 
Word count limit (e.g. 1500) (+/-10%) - excluding Cover Sheet, Appendix, and 
References. You must disclose the Word Count on the first page of your assignment. In 
addition to the hard copy, you are required to submit an electronic version of your 
assessments turn-it-in (via Blackboard) by the due dates 
 
Assignments must be stapled or bound (no paper clips or pins). 
 
Other details - Assignments should include: 
• Your name and student number 
• The report name 
• Double spaced and a standard a 2.5 cm margin on each side 
• Each page should be numbered (incl. appendices)  
• Word count 
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Assignment files are to be named as follows: 
Surname_Firstname_SID_Assignmentname.doc   
E.g., Jane Jones would submit her Self Assessment portfolio as:  
Jones _Jane_z3012549_SelfAssessmentPortfolio.doc 

4.4 Assignment Submission Procedure 
 
4.4.1 Hard copy submission 
A hardcopy of all assignments should be submitted in the tutorial class on the date 
due. All assignments that are not handed in at tutorial time, need to be handed in, 
stapled and with an ASB cover sheet, to the assignment box on level 5, West Wing, 
ASB building no later than 5pm on the due date. 
 
4.4.2 4.4.2 Turn-it-in 
A soft copy of all assignments must be uploaded into Turn-it-in using the link on Black 
Board. Soft copies must be submitted by the beginning of the tutorial time on the due 
date. For example, the self-assessment portfolio report is due by 7.29 pm on the 4th of 
June 2014 that will be the cut off time for uploading the soft-copy. Assignments will not 
be marked if a soft copy has not been uploaded. Please make sure that you have 
attached the final version of your assignment. It is recommended that you leave a 
margin of time for uploading so you can trouble-shoot if there are any technical issues. 

4.5 Late Submission 
Late submission of an assessment without prior (i.e., at least 24 hour) written 
permission from a lecturer is NOT acceptable. The tutor will DEDUCT 10% from the 
overall mark for each 24 hour cycle for which an assessment is late without written 
permission. Note that as your tutorial time is from 7.30pm to 9pm on Wednesday, one 
late twenty-four hour cycle begins at 7:31pm Wednesday until 7:30pm Thursday. You 
must submit both a soft copy via turn-it-in and hand in a HARD COPY to your tutor – 
submitting an email version does not circumvent the late penalty. It is strongly 
suggested that you do not submit assignments late! 

4.5.1 Assessment 1: Reflective Report 
 

Purpose: 
Assignment 1 serves several purposes but is primarily an opportunity for you to reflect 
on your career development and choices thus far in light of the theories of career 
choice and development we will explore in weeks 1 and 2.  Reflecting on “how you got 
here” can also shed light on factors such as your decision making style, values, and 
priorities, which will be referred to in later parts of the course.  This report is also an 
opportunity for you to submit and receive feedback on your reflective report writing prior 
to your major assignment (the Self-Assessment Portfolio). 
 
Details:  
The first assignment is a reflective report requiring you to articulate the factors that 
have led you to where you are in your studies and career. 
 

ASSESSMENT 1:  Reflective Report (20%) 
   1500 words 
Due:    Week 6 tutorial  
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Look at your Structured Autobiography and reflect on how you got to where you are.  
Some important influences and events may not be listed in your Structured 
Autobiography, e.g. you may have been influenced by chance events/your parents/your 
friends, etc.  The exact events or influences you choose to include in section 2 of your 
report is up to you but should be able to tell a reasonably cohesive story. 
 
You need to include at least two academic references in your report. 
  
Required Format:  
1. Where am I now? (less than 150 words) 

Write a brief introduction that outlines your current situation in terms of 
studies/work/your career. 

2. How did I get here? (approx. 850 words) 
Describe and analyse the events and influences that shaped the process of getting 
to where you are, making reference to your Structured Autobiography and Personal 
Timeline. 

3. Reflection and lessons learned (approx. 500 words) 
Reflect on the factors described above and identify two lessons learnt. 

4. Reference list and appendices 
You must cite all work properly throughout your report in Harvard style and provide a 
reference list. For details of this formatting style, please refer to Part B (1) of this 
course outline. You must also include copies (or originals) of the Structured 
Autobiography (assessment tool) that you have referred to in the report in the 
appendix. 

A source of that may be of interest on how to reflect and how to write a reflective report 
can be found on: http://www.lc.unsw.edu.au/onlib/reflect.html  
 
Note: All report content will be treated in strict confidence and with great 
respect. 
 

REFLECTIVE REPORT MARKING CRITERIA 
Key Criteria Grade 

1. Has included a succinct introduction outlining their current situation /2 

2. Description and analysis of how they got here: 
• Clearly describes events or influences 
• Progression of events or influences is reasonably cohesive/complete 
• Demonstrates an analysis of events and influences 

/5 

3. Two lessons learned: 
• Has derived two lessons 
• Lessons are reasonably based on section 2 of the report 
• Quality of reflection and insight 

/8 

4.  Written construction and presentation is clear, concise and logical (e.g. At least 2 
academic readings are used and integrated in discussing the experiences; Harvard 
style referencing; no spelling errors; work is edited; written expression is clear; all 
student details are clearly presented; all sections of the assignment are present; 
paragraphs are well developed; content conveyed clearly). 

/5 

5. Late penalty       yes/no -  
Total /20 

http://www.lc.unsw.edu.au/onlib/reflect.html
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4.5.2 Assessment 2: Team Presentation 

 
THE LIST OF READINGS FOR EACH TOPIC CAN BE FOUND AT THE END OF 
THIS COURSE OUTLINE. 
 
Purpose:  
The purpose of Assignment 2 is twofold: firstly, for you to have a deeper understanding 
of current research in career management and appreciate how research can inform 
managerial practice, personal development, and career management. Secondly, for 
you to improve your presentation skills such that you have experience in delivering 
useful information in an understandable and engaging way, can lead or participate in a 
group of people thinking critically about an issue, and can facilitate group discussion. 
 
Details: 
You will be assigned to a team of three or four students. The teams and their 
presentation week will be allocated by the tutor at the week 3 tutorial. Each team will be 
allocated a week to present, either week 8 or 9. The list of readings for each week 
can be found at the end of this course outline. 
 
Your core articles will be the TWO readings assigned to your team by your tutor. 
You will also be required to identify ONE more article of your own choosing to add 
depth to your understanding of the topic area (making a total of 3 articles). The 
additional article may be sourced from newspapers, periodicals, or journals. It should 
be related to the topic of the research articles and may provide a real-world perspective 
of the issues explored. 
 
NOTE: The additional article must be obtained from an established source. Websites, 
online blogs etc. are NOT acceptable. If you are unsure if your articles fit the required 
criteria, consult with your tutor before your presentation – before mid-semester break at 
the LATEST. You will also be required to submit a copy of your additional article as well 
as any PowerPoint slides and discussion questions to your tutor on the day of your 
presentation. 
 
Required Format: 
Length: Your team will have 30 minutes allocated to your entire presentation. The 
presentation needs to include audience engagement (e.g. discussion, experiential 
learning). 
 
The aim of the presentation is to communicate your message clearly to your audience, 
so that they leave the presentation with a deeper understanding of the important 
aspects of the topic. 
 
The presentations needs to: 

1. Present an overview of the topic area 
a. Define the topic area and key constructs 
b. Define the scope within which you will focus your presentation 
c. Identify current issues in the topic area 

ASSESSMENT 2:  TEAM PRESENTATION (20%) 
Due:   2 groups presenting per tutorial – Weeks 8 and 9 
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2. Present the key take-aways from the articles 
3. Identify the relevance of the issues and key take-aways to people in their early 

career stages 
4. Include audience engagement 
5. Include a reference slide and acknowledge all sources used. 

 
Tips:  
 
When choosing the information to present consider what are the 2 or 3 key issues or 
take-aways that the audience must know to truly understand the article and topic area. 
Try to relate this content to your audiences’ interests and experience.  
 
Consider – what is the added value that the audience member will receive as a result 
of this presentation. 
 
The audience engagement should aim to add more depth to the understanding of your 
fellow students of the topic area. Your goal is to give a ‘glimpse’ into what the research 
says about your topic area and, therefore, you should focus more on the practical 
implications or recommendations for an individual’s career and for 
organisations. Think of some intelligent questions or scenarios related to your topic 
that will get the class talking and thinking. Sometimes it is quite difficult to get the class 
talking. You may be as creative as you like. In the past, some groups have successfully 
utilised short case studies, mini-debates, and discussion in small groups as techniques 
to encourage class discussion. Remember, it is fine to call on your classmates 
personal experiences, but do not solely rely on it – they may not have had any of the 
experiences you ask about and may be unwilling to share about sensitive issues in 
front of the class. 
 
A source of that may be of interest on how to lead a discussion can be found on: 
http://www.lc.unsw.edu.au/onlib/disc.html  
 
 
Marking: You will be marked collectively on the quality of information about your topic 
area, the way you chose to present this (including whether the whole team actively 
participated in the presentation and discussion, any PowerPoint, overheads, props etc 
you used), and your ability to lead the class discussion. You do not need to have all the 
answers, in fact you will probably have a few questions for the class to think about. 
However, you need to demonstrate that you understand the key issues and have 
reflected on some reasonable alternatives, implications, and explanations. 
 
The group presentation is worth 20 marks. All group members will be assigned the 
same overall group mark. 
 
EMPIRICAL RESEARCH PRESENTATION AND DISCUSSION MARKING CRITERIA 

 
Key Criteria Grade 

1. Topic was introduced clearly and accurately. /2 
2. Key issues and main take-aways from the articles were identified and 

clearly communicated. 
/5 

3. Identified relevance to early career.  /2 

4. Audience engagement was effective. The interaction with the audience 
increased the depth of understanding of key issues as well as interest in 
the topic area  

 
/5 

http://www.lc.unsw.edu.au/onlib/disc.html
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Key Criteria Grade 
5. Chosen method of presentation was effective and well executed and 

creative (including visual aids, presentation style, group transitions). 
 

/3 
6. Time was used effectively /1 
1. All team members actively participated in the presentation and 

discussion 
/2 

Total /20 
 
 

4.5.3 Assessment 3: Self-assessment Portfolio and Report 

 
Given the detail that is required for the Self-Assessment Report (Assessment 3b, 
discussed below), you will have the opportunity to formulate two themes that can be 
discussed for formative feedback from your tutor and tutorial class during the week 11 
tutorials. This is after the tutorial workshop that explains the components of the Self 
Assessment Portfolio. No marks will be allocated; however, you will be given feedback 
that will allow you to improve on any major or minor issues. Although marks are not 
allocated, submission is compulsory and a requirement in completing the course. 
Remember that 40% is a big chunk of assessment. Make the most of the opportunity to 
check that you are on the right track! 
 

 
Purpose: To help you develop personal awareness such that you can determine a 
career path that will ‘fit’ you best. Early in the course you will be provided with 
assessment tools that will help to assess your values, interests, personality, and skills. 
You will then have an opportunity to reflect on the results from these tools and 
synthesize them into a meaningful report that will hopefully provide new insights and 
recommendations for your future. 
 
Required Format: 
Cover sheet:  The School of Organisation and Management’s Assignment Cover 
Sheet MUST be signed and attached to this assessment. An assignment with no cover 
sheet will not be accepted. Cover sheets are located next to the assignment drop-box 
on Level 5, School of Organisation & Management, West Wing, Australian School of 
Business.  
 
SUB SECTIONS 
The following five sections are required. Use sub-headings to assist the marker to 
follow your work.  
 
A. Demographic and background information 
This section establishes the focus of your case (you) and provides orientation to the 
marker. It should be comprehensive but relevant and concise, written in narrative form, 
and typically include your: 

ASSESSMENT 3b:  SELF ASSESSMENT PORTFOLIO AND REPORT (40%) 
   3000 (-/+ 10%) words 
Due:    Tutorial Week 13 

ASSESSMENT 3a: Formative Feedback (no marks allocated) 
Due:    Tutorial Week 11 
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 Name, gender, age, and marital status.  
 Current work status and previous work history and feelings related to this. 
 Parents and siblings, their occupation/profession, nature of the relationship with 

them. 
 School history (academic achievement; view of schooling, etc). 
 Hobbies and leisure activities. 

 
B. Assessment procedures 
List the ten mandatory assessment tools, the date each one was completed, and where 
to find it in the Appendix. The assessment tools are listed below, for your reference:   
 

1. Structured Autobiography 
2. Ideal Job Description(IJD)  
3. Interview with Significant Others (ISO)  

*minimum of two interviews: one from a significant other; one from the 
workplace – either a supervisor or co-worker  

4. Self Evaluation Scales (SES)  
5. Locus of Control Scale (LOC) 
6. Holland’s Vocational Choice (HVC)  
7. Career Anchors (CA) 
8. Work Values Inventory (WVI)  
9. Big Five Personality Questionnaire 
10. Zimbardo’s Time Perspective Inventory 
 

C. Theme elicitation and Thematic analysis 
You will be required to collate all of the results from the self assessments and organise 
them into a minimum of 6 key themes. Themes should be developed from and 
supported by evidence (i.e., from the results of your self-assessments). For each 
theme, there must be (at minimum) 3 sources of evidence from your different self 
assessments. In order to do this you must understand how to properly score and 
interpret the self assessments. Lectures and tutorials will help with this. Note: ALL ten 
assessment tools must be referred to in your report. We do not want you to rely solely 
on a small portion of the tools; the aim is to apply and compare multiple types of 
evidence. 
 
Themes, and their sources of evidence, must be clearly labelled. You must not simply 
regurgitate self-assessment results but also show that you have analysed and reflected 
on the themes that have emerged. Incorporating cognitive awareness (i.e., “what I have 
learned”), emotional awareness (i.e., “how do I feel about what I learned”), and giving 
personal examples or commentary, are some examples of good ways to show insight 
and understanding. The aim is to achieve ‘deep learning’ by applying information and 
knowledge to your life experience. Describing information is different to reflecting and 
implementing.  
 
When conducting the thematic analysis, you will need to link relevant themes 
together in order to interpret the themes as a coherent whole. Whilst not all themes will 
have a clear link, you should examine whether a pattern(s) is emerging from your 
themes, and discuss this in the context of your results. It is important to examine how 
themes relate and interact with each other rather than just looking at individual themes. 
Using a car engine as a metaphor, think of the themes as individual parts of the motor. 
In order for the motor to work the parts need to interact. Understanding or identifying 
each part separately will only give us a limited understanding of the motor and very 
limited problem solving capacity if the car does not ‘start’ in the morning... 
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In addition, you need to link your themes with theories and research findings that you 
have learned about career development. This is a critical part of your analysis and 
should be incorporated throughout the discussion of the themes to demonstrate your 
understanding of the link between research and practice. You can discuss theory or 
findings from assigned readings and/or articles researched by you. They must be 
referenced properly and consistently in Harvard format (i.e.do not cite “Week 5 
Lecture” or “Course Reading Week 2”). For details of these formatting styles, please 
refer to Section 7 of this course outline.  
 
The following table is an example of something that may facilitate theme elicitation and 
analysis. This summary table may help you identify your strengths and growth 
areas/weaknesses that would result in possible developmental learning opportunities. 
You are NOT to include this in your report; it is only for your own benefit. 
 

Self-
Assessment 

My 
Strengths 

Growth 
areas / 

weakness 

Develop-
mental 

opportunities 

Barriers 
to 

change 

Relevance 
to my 

experiences 

Relevant to 
theme + 

relationship 
to theme 

Work Values 
Inventory 

      

Big 5 
Personality 

      

Career 
anchors 

      

 
You may also like to read:  
Chapter 3 of “Career Management and Work-Life Integration” from Harrington, B., & 
Hall, Douglas, T. (2007). Career management and work life integration: Using self-
assessment to navigate contemporary careers. Los Angeles: Sage Publications.  
  
This chapter may give you some further ideas about how to elicit and analyse themes. 
 
D. Recommendations 
Just as important as understanding what your results mean is the demonstration that 
you understand their implications – the “so what?”. On the basis of the themes you 
have elicited and analysed, describe a range of solutions, goals, or recommendations 
that are appropriate and specific. These solutions should be related to your career 
choices and possibilities, in addition to any self-development you may require to 
progress in your career. You can use theories and research theories to guide and 
justify some of your recommendations. Make sure they are directly related to your 
background, the assessments completed, and the themes that you have elicited. 
Ensuring that you have an in-depth thematic analysis will strengthen the quality of your 
recommendations. 
 
E. References and Appendix 
You must cite all work properly throughout your report in Harvard style and provide a 
reference list (NOT a bibliography). For details of these formatting styles, please refer 
to Section B (1) of this course outline. You must also include copies (or originals) of 
each of the assessment tools that you have completed. You can refer to your Appendix 
throughout your report however it will not be directly marked – do not treat it as a way 
to cheat on the word count! 
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Note: All information you provide in this self-assessment exercise will be treated 
as confidential.  
 

SELF-ASSESSMENT PORTFOLIO REPORT MARKING CRITERIA 
 

Key Criteria Grade 

1. Provides comprehensive and relevant background information about 
self. 

/3 

2. Themes are: 
• Accurately defined 
• Described based on at least 3 self-assessment results 
• Analysed based on self-assessment results 

/12 

3. Relevant themes are linked and discussed together to develop an 
overall interpretation of self. 

/5 

4. An appropriate range of theory (from course readings, journal articles) 
from the course is used and integrated in discussing the relevant 
themes 

 

/5 

5. Generates suggestions, recommendations, and inferences from the 
data and highlights specific points upon which to proceed for their 
career. 

 

/10 

6.  Written construction and presentation is clear, concise and logical (e.g. 
Lists all the assessment tools and the date/s these assessments were 
completed; The referencing is accurate and in the Harvard format; no 
spelling errors; work is edited; written expression is clear; all student 
details are clearly presented, all sections of the assignment are 
present, paragraphs are well developed, content conveyed clearly). 

/5 

7. Late penalty       yes/no -  
Total /40 
 
 

4.5.4 Assessment 4: Cover Letter and Resume 

 
There will be three in-class workshops run by UNSW Careers and Employment Office. 
One of these workshops is ‘Writing a Successful Resume and Cover Letter’, run in the 
Week 3 tutorial. This assignment must be completed after the in-class workshop and 
by the last tutorial at the latest. 

The CV is your first communication with many potential employers. It is important that 
you convey yourself in a manner that is appropriate to the role, company, industry and 
that it reflects your skills clearly. In this short report you are asked to: 

1. Find a job ad that you are interested in applying for (attach it at the beginning of the 
report).  If you are not looking for a job at the moment, choose a job ad you would 
be interested in applying for if you were looking. 

2. Attach your CV which has been constructed based on the information presented in 

ASSIGNMENT 4: COVER LETTER AND RESUME (10%) 
Due:  After the Resume workshop (Week 3 tutorial) and by the last tutorial 
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the workshop and on UNSW Careers website.  

MARKING CRITERIA FOR COVER LETTER AND RESUME  
Key theme Grade 

1. The CV is adapted to the requirements of the job ad. /3 

2. Suggestions from the UNSW Careers Resume Checklist and ‘Writing 
a Successful Resume and Cover Letter’ have been applied to the CV /5 

3.  Clarity of writing style and formatting. /2 
Late penalty                               yes/no  
Total /10 
 
  
 
 
 
 
 
 
 
 
 
 
 
5 COURSE RESOURCES 
All the resources for this course are available on the course website on UNSW 
Blackboard at: 
https://moodle.telt.unsw.edu.au/login/index.php 
 

5.1 Course readings 
Most lectures have at least one required reading set for them. These have been 
chosen to enhance your understanding and elaborate on some of the concepts 
discussed in the lecture. The readings are listed below. Most of them have been posted 
on Moodle for you. If you have trouble downloading them, they can be found through 
the library databases or catalogue. Note that some readings may be added by the 
lecturer after the semester has commenced. 
 

5.1.1 Readings for lectures 
 
Week 1 
Hall, D T, 2002. The Study of Careers (Chpt 1). Careers In and Out of Organizations. 
1st ed. California: Sage. pp.3-16 
 
Hall, D T, 2002. Protean Career Contract (Chpt 2). Careers In and Out of 
Organizations. 1st ed. California: Sage. pp.17-46 
 
Supplementary reading: 
Sullivan, Sherry E. and Yehuda Baruch. 2009. Advances in Career Theory and 
Research: A Critical Review and Agenda for Future Exploration. Journal of 
Management Vol.35. No. 6. pp.1542-1571. 
 

Quality Assurance 
The ASB is actively monitoring student learning and quality of the student 
experience in all its programs. A random selection of completed assessment tasks 
may be used for quality assurance, such as to determine the extent to which 
program learning goals are being achieved. The information is required for 
accreditation purposes, and aggregated findings will be used to inform changes 
aimed at improving the quality of ASB programs. All material used for such 
processes will be treated as confidential. 
 

https://moodle.telt.unsw.edu.au/login/index.php
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Week 2 
Bright, J.E., Pryor, R.G., Wilkenfeld, S., & Earl, J. 2005.  The role of social context and 
serendipitous events in career decision making.  International Journal for Educational 
and Vocational Guidance, Vol 5, pp. 19-36. 
 
Chen, C.P. 2005. Understanding career chance.  International Journal for Educational 
and Vocational Guidance, Vol 5, pp. 251-270. 
 
Week 3 
Drucker, P. F., 2005 (January). Managing Oneself. Harvard Business Review. pp.100-
109. 
 
Gosling, J., & Mintzberg, H. 2004. Reflect yourself: Take time out of your busy day to 
reflect on yourself and where your team is headed.  HR Magazine, Vol 49, no. 9. 
pp.151-156. 
 
Week 4 
Judge, T. A., Higgins, C. A., Thoresen, C. J. and Barrick, M. R. 1999. The Big Five 
Personality Traits, General Mental Ability and Career Success Across the Life Span. 
Personnel Psychology, Vol. 52, pp. 621-652. 
 
Week 5 
Judge, T. A. and Bretz Jr., R.D. 1992.  Effects of work values on job choice decisions.  
Journal of Applied Psychology, Vol 77, No. 3. pp. 261-271. 
 
Schein, E.H. 1984.  Culture as an environmental context for careers.  Journal of 
Occupational Behavior, Vol 5, pp. 71-81. 
 
Week 6 
O’Rourke IV, J.S. 2004. Listening and Feedback (Chpt 7). Management 
Communication: A Case-Analysis Approach, New Jersey: Prentice Hill. pp. 188-193. 
 
Sonnentag, S., & Kleine, B.M. 2000.  Deliberate practice at work: A study with 
insurance agents.  Journal of Occupational and Organizational Psychology, Vol 73, 
pp87-102. 
 
Week 7 
Zimbardo, P. G and Boniwell, I. Balancing Time Perspective in Pursuit of Optimal 
Functioning (Chap 10) in P. Alex Linley and Stephen Joseph (Eds) Positive Psychology 
in Practice. Honoken: NJ John Wiley & Sons, Inc. pp. 165-178 
 
Jackson, W.H. 2006 Time perspective and motivation. [ONLINE]. Retrieved 09 July 
2011 from 
http://internet.cybermesa.com/~bjackson/Papers/Jackson2006TimePerspectiveMotivati
on.pdf 
 
Week 8 
No Readings 
 
Week 9 
No Readings 
 
 
Week 10 

http://internet.cybermesa.com/~bjackson/Papers/Jackson2006TimePerspectiveMotivation.pdf
http://internet.cybermesa.com/~bjackson/Papers/Jackson2006TimePerspectiveMotivation.pdf
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Australian Bureau of Statistics.  2012.  Women in Leadership [ONLINE]. Retrieved 6 
February, 2014 from: 
http://www.abs.gov.au/AUSSTATS/abs@.nsf/Lookup/4102.0Main+Features30Dec+201
2 
 
Week 11 
Korunka, C., Kubicek, B., Schaufeli, W.B., & Hoonakker, P. 2009.  Work engagement 
and burnout: testing the robustness of the Job Demands-Resources model.  The 
Journal of Positive Psychology, Vol 4, Issue 3, pp. 243-255. 
 
Maslach, C. 2003. Job burnout: New directions in research and intervention.  Current 
Directions in Psychological Science, Vol 12, No. 5, pp. 189-192. 
 
Week 12 
Boehm, J.K. & Lyubomirsky, S., 2008. Does happiness promote career success? 
Journal of Career Assessment, Vol. 16. pp.101-116 
 
Christensen, C.M., 2010, How will you measure your life? Harvard Business Review, 
July-August, pp.1-6. 
 
 

5.1.2 Core Readings for Empirical Research Presentations  
 

TOPIC 1: Career Success 
Seibert, S., Kraimer, M.L., & Crant, J.M., 2001. What do proactive people do? A 
longitudinal model linking proactive personality and career success. Personnel 
Psychology, 54, pp.845-874. 
 
Singh, R., Ragins, B.R. & Tharenou, P., 2009. What matters most? The relative role of 
mentoring and career capital in career success. Journal of Vocational Behaviour, 75, 
pp. 56-67. 
 
TOPIC 2: Work-family balance 
Clark, S. C., 2001. Work Cultures and Work/Family Balance. Journal of Vocational 
Behaviour, Vol. 58. pp. 348-365. 
 
Greenhaus, J. H., Collins, K. M., & Shaw, J. D., 2003. The Relation Between Work-
Family Balance and Quality of Life. Journal of Vocational Behaviour, Vol. 63. pp.510-
531. 
 
TOPIC 3: Decision making and careers 
Bazerman, M. and Chugh, D., 2006. Decisions Without Blinders, Harvard Business 
Review, Vol. 84 no. 1. pp.88-97. 

 
Hammond, J. S., Keeney, R.L. and Raiffa, H., 2006. The Hidden Traps in Decision 
Making. Harvard Business Review,Vol. 84 no. 1. pp.118-126 
 
TOPIC 4: Politics in the workplace 
Poon. J. M. L., 2003. Situational Antecedents and Outcomes of Organizational Politics 
Perceptions. Journal of Managerial Psychology, Vol. 18. pp.138-155 
 

http://www.abs.gov.au/AUSSTATS/abs@.nsf/Lookup/4102.0Main+Features30Dec+2012
http://www.abs.gov.au/AUSSTATS/abs@.nsf/Lookup/4102.0Main+Features30Dec+2012
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Vigoda, E. 2000. Organizational Politics, Job Attitudes, and Work Outcomes: 
Exploration and implications for the public sector. Journal of Vocational Behaviour, Vol. 
57. pp.326-347. 
 

5.2 More on course resources 
 
Required Material:  
All readings will be made available on the Blackboard website. 
 
Required Self-Assessment Tools: 
You will be required to complete a series of assessment tools that will be the basis for 
your self-assessment report. A Self-Assessment workbook will be distributed in the 
first lecture.  Interpretation and scoring will be done in both lectures and tutorials. It is 
YOUR responsibility to ensure you have collected the workbook and that you  
complete the Self-Assessment tools when indicated in the course schedule. If you are 
away you must follow up with your tutor. 
 
Miscellaneous Handouts: 
Additional handouts may be distributed in lectures and tutorials. You are responsible 
for reading and incorporating, where feasible, these additional materials into your 
learning and skill acquisition. 
 
Office Consultation: 
Your lecturer/tutor has one designated hour per week for consultation, and may also 
be available for a one-off consultation outside this time. Take the opportunity to see 
your tutor as this consultation time can be effective in answering questions that you do 
not feel comfortable voicing in the lecture or tutorial. It is best to email them prior to 
confirm your appointment. 
 

Additional Reference Material 
Relevant Books: 
No text and/or group of selected readings could encompass all of the relevant theory, 
research, and practitioner literature surrounding career planning, career entry, career 
management, and career development. Students are encouraged to investigate 
additional books in their exploration of this subject.  The following books may be of 
interest: 

Baruch, Y. 2004. Managing careers: Theory and practice. England: Pearson Education. 

Bright, J., & Earl, J. 2004. Resumes that get short-listed. Australia: Allen. 

Brown, D. 2007. Career information, career counseling, and career development (9th 
ed.). Boston: Pearson. 

Feldman, D. 1988. Managing careers in organizations. Glenview, Scott, Foresman. 

Gentile, M. C. 2010. Giving voice to values: How to Speak Your Mind When You Know 
it’s Right. Yale University Press. 

Greenberg, J. 1995. Behavior in organizations: Understanding and managing the 
human side of work. Englewood Cliffs, N.J.: Prentice Hall. 

Harrington, B. & Hall, D. 2007. Career management and work-life integration: Using 
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self-assessment to navigate contemporary careers. Los Angeles: Sage publications. 

Johns, G. 1988. Organizational behavior: Understanding life at work. Glenview: Scott, 
Foresman. 

St John, R. 2007. 8 to Be Great: The 8-Traits That Lead to Great Success. Train of 
Thought Arts Publishing. 
 
Reardon, R. C., Lenz, J. G., Sampson, J. P and Peterson, G. W. 2009. Career 
Development and Planning: A Comprehensive Approach. 3rd Edition. Cengage 
Learning, OH. 
 
Zimbardo, P. and Boyd, J. 2008. The Time Paradox: The New Psychology of Time 
That Will Change Your Life. Free Press, NY 
 

Relevant Periodicals: 
Some topics in career planning are reasonably dynamic and the relevant material in 
books may date quite quickly. It is therefore important to read and explore around the 
prescribed text/readings and to monitor relevant periodicals (both practitioner as well 
as academic journals). I strongly recommend that you use the following journal 
resources: 

 Academy of Management Journal 
 Academy of Management Learning and Education 
 Administrative Science Quarterly 
 Applied Psychology: An International Review 
 Australian Journal of Career Development 
 British Journal of Management 
 Canadian Journal of Career Development 
 Career Development International 
 Career Development Quarterly 
 Human Resource Management 
 Human Resource Management Journal 
 Journal of Applied Psychology 
 Journal of Applied Social Psychology 
 Journal of Behavioral Decision Making 
 Journal of Business and Psychology 
 Journal of Management Education 
 Journal of Career Assessment 
 Journal of Career Development 
 Journal of Counseling Psychology 
 Journal of Management 
 Journal of Management Studies 
 Journal of Organizational Behavior 
 Journal of Occupational and Organizational Psychology 
 Journal of Vocational Behavior 
 Organizational Behavior and Human Decision Processes 
 Personnel Psychology 

 
 
6 COURSE EVALUATION AND DEVELOPMENT 
Each year feedback is sought from students and other stakeholders about the courses 
offered in the School and continual improvements are made based on this feedback.  
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UNSW's Course and Teaching Evaluation and Improvement (CATEI) Process is one of 
the ways in which student evaluative feedback is gathered. In this course, we will seek 
your feedback through end of semester CATEI evaluations and ongoing input from 
class and written interactions
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7 COURSE SCHEDULE 
Week Day Main lecture 

topic 
Lecture reading and 

preparation 
Tutorial topic Tutorial readings and 

preparation 
Assessment (due 
in tutorial unless 

otherwise 
specified) 

1 5 
March 

Introduction 
and course 
overview 

Prep: 
 
Readings Week 1 
 

No tutorial   

2 12 
March 

Career 
Influences and 
Chance 

 
 

Prep: 
 
Readings Week 2 
 

Self-assessments I Prep: 
-  Complete the 
Structured 
Autobiography and 
Locus of Control and 
bring to tutorial 

 

3 
 
 

 

19 
March 

Resume 
workshop 
 

Prep: 
 
Bring a copy of your most 
recent resume 
 

Self-assessments II 
and assignment to 
teams 
 

Prep: 
Readings Week 3 

- Complete Interviews 
with significant 
others and Ideal Job 
Description  and 
bring to tutorial 

 

4 
 
 
 
 
 

26 
March 

Personality Prep: 
- Complete the Big Five 

Inventory and bring to the 
lecture 

 
Readings Week 4 

Self-assessments III Prep: 
-  Complete Holland’s 
Vocational Choice and 
bring to tutorial 
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5 
 

2 April Culture and 
Values 

Readings Week 5 Self-assessments IV 
 

Prep: 
- Complete Work 

Values Inventory and 
Careers Anchors  
and bring to tutorial 

 

6 9 April Interview 
workshop 

 Self-Assessments V 
Communication, 
Practice, Feedback 

Prep: 
Readings Week 6 

- Complete Self 
Evaluation Scale  and 
bring to tutorial 

REFLECTIVE 
REPORT DUE 

7 16 
April 

Time and Time 
Management 

Prep: 
Readings Week 7 
- Complete the ZTPI and 

bring to the lecture 
 

Goal Setting Prep: 
None 

 

 18 
April – 

27 
April 

BREAK 
 

8 30 
April 

Networking 
Workshop 

 
 

Team presentations I 
 
 

Prep: 
Come prepared to either 
give your presentation or 
engage in group 
discussion. 

PRESENTATIONS 

9 7 May Self-
Assessment 
Portfolio 1 

Prep: 
- Bring all self-

assessments to class 

Team presentations 
2 
 

Prep: 
Come prepared to either 
give your presentation 
or engage in group 
discussion. 

PRESENTATIONS 

10 14 May Social Issues 
and Careers 1 
 

Prep: 
 
Readings Week 10 

Power and Trust   
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11 21 May Stress and 
burnout 

Prep: 
 
Readings Week 11 

Self-Assessment 
Portfolio 2 
 

Prep: 
Bring your two themes 
to class 

 
TWO THEMES 

DUE 
 

12 28 May Social Issues 
and Careers 2 

 
 

Prep: 
 
Readings Week 12 
 

Happiness and 
success 

  

13 4 June No lecture 
 

 Launch Party  SELF-
ASSESSMENT 

PORTFOLIO DUE  
(Cover Letter and 
Resume also due 

by today) 
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PART B: KEY POLICIES, STUDENT RESPONSIBILITIES AND 
SUPPORT  
 
1 PROGRAM LEARNING GOALS AND OUTCOMES  
 
The Australian School of Business Program Learning Goals reflect what we want all 
students to BE or HAVE by the time they successfully complete their degree, 
regardless of their individual majors or specialisations. For example, we want all our 
graduates to HAVE a high level of business knowledge, and a sound awareness of 
ethical, social, cultural and environmental implications of business. As well, we want all 
our graduates to BE effective problem-solvers, communicators and team participants. 
These are our overall learning goals for you. 
 
You can demonstrate your achievement of these goals by the specific outcomes you 
achieve by the end of your degree (e.g. be able to analyse and research business 
problems and propose well-justified solutions). Each course contributes to your 
development of two or more program learning goals/outcomes by providing 
opportunities for you to practise these skills and to be assessed and receive feedback. 
 
Program Learning Goals for undergraduate and postgraduate students cover the same 
key areas (application of business knowledge, critical thinking, communication and 
teamwork, ethical, social and environmental responsibility), which are key goals for all 
ASB students and essential for success in a globalised world. However, the specific 
outcomes reflect different expectations for these levels of study. 
 
We strongly advise you to choose a range of courses which assist your development of 
these skills, e.g., courses assessing written and oral communication skills, and to keep 
a record of your achievements against the Program Learning Goals as part of your 
portfolio.  
 

 
ASB Postgraduate Coursework Program Learning Goals and Outcomes 

 
1. Knowledge: Our graduates will have current disciplinary or interdisciplinary knowledge 
applicable in local and global contexts. 
You should be able to identify and apply current knowledge of disciplinary or interdisciplinary theory and 
professional practice to business in local and global environments. 
 
2. Critical thinking and problem solving: Our graduates will have critical thinking and problem 
solving skills applicable to business and management practice or issues.  
You should be able to identify, research and analyse complex issues and problems in business and/or 
management, and propose appropriate and well-justified solutions. 
 
3. Communication: Our graduates will be effective communicators in professional contexts.  
You should be able to: 

a. Produce written documents that communicate complex disciplinary ideas and information 
effectively for the intended audience and purpose, and 

b. Produce oral presentations that communicate complex disciplinary ideas and information 
effectively for the intended audience and purpose. 

 
4. Teamwork: Our graduates will be effective team participants.  
You should be able to participate collaboratively and responsibly in teams, and reflect on your own 
teamwork, and on the team’s processes and ability to achieve outcomes. 
 
5. Ethical, social and environmental responsibility: Our graduates will have a sound awareness of 
ethical, social, cultural and environmental implications of business issues and practice.  
You should be able to:  
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a. Identify and assess ethical, environmental and/or sustainability considerations in business 
decision-making and practice, and  

b. Consider social and cultural implications of business and /or management practice. 
 
 
2 ACADEMIC HONESTY AND PLAGIARISM 
 
The University regards plagiarism as a form of academic misconduct, and has very 
strict rules regarding plagiarism. For UNSW policies, penalties, and information to help 
you avoid plagiarism see: http://www.lc.unsw.edu.au/plagiarism/index.html as well as 
the guidelines in the online ELISE and ELISE Plus tutorials for all new UNSW students: 
http://info.library.unsw.edu.au/skills/tutorials/InfoSkills/index.htm. 
 
To see if you understand plagiarism, do this short quiz: 
http://www.lc.unsw.edu.au/plagiarism/plagquiz.html. 
 
For information on how to acknowledge your sources and reference correctly, see: 
http://www.lc.unsw.edu.au/onlib/ref.html. 

For the ASB Harvard Referencing Guide, see the ASB Referencing and Plagiarism 
webpage (ASB >Learning and Teaching>Student services> Referencing and 
plagiarism). 
 
 
3 STUDENT RESPONSIBILITIES AND CONDUCT 
 
Students are expected to be familiar with and adhere to university policies in relation to 
class attendance and general conduct and behaviour, including maintaining a safe, 
respectful environment; and to understand their obligations in relation to workload, 
assessment and keeping informed.  
 
Information and policies on these topics can be found in the ‘A-Z Student Guide’: 
https://my.unsw.edu.au/student/atoz/A.html. See especially, information on ‘Attendance 
and Absence’, ‘Academic Misconduct’, ‘Assessment Information’, ‘Examinations’, 
‘Student Responsibilities’, ‘Workload’ and policies such as ‘Occupational Health and 
Safety’. 
 

3.1 Workload 
 
It is expected that you will spend at least nine to ten hours per week studying this 
course. This time should be made up of reading, research, working on exercises and 
problems, online activities and attending classes. In periods where you need to 
complete assignments or prepare for examinations, the workload may be greater. 
 
Over-commitment has been a cause of failure for many students. You should take the 
required workload into account when planning how to balance study with employment 
and other activities.  
 
We strongly encourage you to connect with your Moodle course websites in the first 
week of semester. Local and international research indicates that students who engage 
early and often with their course website are more likely to pass their course. 
 

http://www.lc.unsw.edu.au/plagiarism/index.html
http://info.library.unsw.edu.au/skills/tutorials/InfoSkills/index.htm
http://www.lc.unsw.edu.au/plagiarism/plagquiz.html
http://www.lc.unsw.edu.au/onlib/ref.html
http://www.asb.unsw.edu.au/learningandteaching/studentservices/resources/Pages/referencingandplagiarism.aspx
http://www.asb.unsw.edu.au/learningandteaching/studentservices/resources/Pages/referencingandplagiarism.aspx
https://my.unsw.edu.au/student/atoz/A.html
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3.2 Attendance 
 
Your regular and punctual attendance at lectures and seminars is expected in this 
course. University regulations indicate that if students attend less than 80% of 
scheduled classes they may be refused final assessment.  

3.3 General Conduct and Behaviour 
 
You are expected to conduct yourself with consideration and respect for the needs of 
your fellow students and teaching staff. Conduct which unduly disrupts or interferes 
with a class, such as ringing or talking on mobile phones, is not acceptable and 
students may be asked to leave the class. More information on student conduct is 
available at: https://my.unsw.edu.au/student/atoz/BehaviourOfStudents.html 
 

3.4 Occupational Health and Safety 
 
UNSW Policy requires each person to work safely and responsibly, in order to avoid 
personal injury and to protect the safety of others. For more information, see 
http://www.ohs.unsw.edu.au/. 
 

3.5 Keeping Informed 
 
You should take note of all announcements made in lectures, tutorials or on the course 
web site. From time to time, the University will send important announcements to your 
university e-mail address without providing you with a paper copy. You will be deemed 
to have received this information. It is also your responsibility to keep the University 
informed of all changes to your contact details. 
 
 
4 SPECIAL CONSIDERATION AND SUPPLEMENTARY 

EXAMINATIONS 
 
You must submit all assignments and attend all examinations scheduled for your 
course. You should seek assistance early if you suffer illness or misadventure which 
affects your course progress.  
 
General Information on Special Consideration: 

1. All applications for special consideration must be lodged online through 
myUNSW within 3 working days of the assessment (Log into myUNSW and 
go to My Student Profile tab > My Student Services channel > Online Services 
> Special Consideration). You will then need to submit the originals or certified 
copies of your completed Professional Authority form (pdf - download here) and 
other supporting documentation to Student Central. For more information, 
please study carefully in advance the instructions and conditions at: 
https://my.unsw.edu.au/student/atoz/SpecialConsideration.html. 

https://my.unsw.edu.au/student/atoz/BehaviourOfStudents.html
http://www.ohs.unsw.edu.au/
https://my.unsw.edu.au/student/academiclife/ProfessionalAuthority.pdf
https://my.unsw.edu.au/student/atoz/SpecialConsideration.html#Supportingdocumentation
https://my.unsw.edu.au/student/atoz/SpecialConsideration.html
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2. Please note that documentation may be checked for authenticity and the 
submission of false documentation will be treated as academic misconduct. The 
School may ask to see the original or certified copy.  

3. Applications will not be accepted by teaching staff. The lecturer-in-charge will 
be automatically notified when you lodge an online application for special 
consideration. 

4. Decisions and recommendations are only made by lecturers-in-charge (or by 
the Faculty Panel in the case of UG final exam special considerations), not by 
tutors. 

5. Applying for special consideration does not automatically mean that you will be 
granted a supplementary exam or other concession. 

6. Special consideration requests do not allow lecturers-in-charge to award 
students additional marks. 

 
 
5 STUDENT RESOURCES AND SUPPORT  
 
The University and the ASB provide a wide range of support services for students, 
including: 
 

• ASB Education Development Unit (EDU) 
http://www.asb.unsw.edu.au/learningandteaching    Click on ‘Student Services’. 
Academic writing, study skills and maths support specifically for ASB students. 
Services include workshops, online resources, and individual consultations. 
EDU Office: Room GO7, Ground Floor, ASB Building (opposite Student 
Centre); Phone: 9385 5584; Email: edu@unsw.edu.au. Visit us on Facebook:  
www.facebook.com/educationdevelopmentunit. 

• ASB Student Centre http://www.asb.unsw.edu.au/requests 
Advice and direction on all aspects of admission, enrolment and graduation. 
Ground Floor, West Wing, ASB Building; Phone: 9385 3189 

• Moodle eLearning Support: For online help using Moodle, follow the links 
from www.elearning.unsw.edu.au to Moodle / Support for Students. For 
technical support, email: itservicecentre@unsw.edu.au; Phone: 9385 1333. 

• UNSW Learning Centre (www.lc.unsw.edu.au) 
Academic skills support services, including workshops and resources, for all 
UNSW students. See website for details. 

• Library training and search support services  
http://info.library.unsw.edu.au/web/services/services.html  

• IT Service Centre: Technical support for problems logging in to websites, 
downloading documents etc. https://www.it.unsw.edu.au/students/index.html 
UNSW Library Annexe (Ground floor). 

• UNSW Counselling and Psychological Services  
http://www.counselling.unsw.edu.au Free, confidential service for problems of a 
personal or academic nature; and workshops on study issues such as ‘Coping 
with Stress’ and ‘Procrastination’. Office: Level 2, Quadrangle East Wing; 
Phone: 9385 5418. 

• Student Equity & Disabilities Unit http://www.studentequity.unsw.edu.au 
Advice regarding equity and diversity issues, and support for students who have 
a disability or disadvantage that interferes with their learning. Office: Ground 
Floor, John Goodsell Building; Phone: 9385 4734. 

http://www.asb.unsw.edu.au/learningandteaching
mailto:edu@unsw.edu.au
http://www.facebook.com/educationdevelopmentunit
http://www.asb.unsw.edu.au/currentstudents/resources/forms/Pages/default.aspx?utm_source=Student%2BCentre&amp;utm_medium=marketing%2Bmedium&amp;utm_campaign=requests
http://www.elearning.unsw.edu.au/
mailto:itservicecentre@unsw.edu.au
http://www.lc.unsw.edu.au/
http://info.library.unsw.edu.au/web/services/services.html
https://www.it.unsw.edu.au/students/index.html
http://www.counselling.unsw.edu.au/
http://www.studentequity.unsw.edu.au/
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