Greystone

Diploma in Business
Communications Co-op
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CO-OP WORK PLACEMENT
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DESCRIPTION

In this workplace-centered course, students will learn how to gather information and

CONTRIBUTE TO EFFECTIVE maintain effective working relationships and networks, with particular focus on developing
WORKPLACE RELATIONSHIPS communication skills and understanding how to best represent an organization’s goals, values
and culture in daily interactions.
ORGANIZE PERSONAL WORK In this workplace-centered course students will learn to efficiently organize their own work schedules,
PRIORITIES & DEVELOPMENT to monitor and obtain feedback on work performance, and to maintain required levels of competence.
WRITE BASIC DOCUMENTS In this workplace-centered course, students will learn how to plan, draft, review and finalize basic
documents.
CUSTOMER RELATIONSHIP In this workplace-centered course, students will learn how to identify customer needs and monitor
MANAGEMENT service provided to customers to ensure customer satisfaction.
TEAMBUILDING SKILLS In this workplace-centered course, students will learn how to be effective and proactive members of
& INNOVATION an innovative team.

DOCUMENT DESIGN & PRODUCTION

In this workplace-centered course, students will learn how to design and produce various business
documents and publications. Students will become familiar with selecting and using a range of
functions on a variety of computer applications.

WORK PLACEMENT SKILLS

In this course, students will prepare for the Canadian workplace. This course is very useful to students
registered in a co-op program. It rapidly prepares students to apply for jobs and ensures their résumés
and cover letters are to the business standard. Additionally, it helps students through the process of
applying for a tax file number (SIN).

CO-0P WORK EXPERIENCE

During the co-op work placement, students will put their skills into practise in a local workplace in a
position related to their specific program objectives. Students will be required to complete job tasks
as assigned to them by the employer. In addition, students are required to provide regular feedback
(monthly, mid-term and final) on their work experience to Greystone College using prescribed
reporting forms.

THE NEXT STEP

This course follows up with students after their work experience term. It provides the student with a
new perspective of their goals and achievements and prepares them to take the next step when they
leave the program.

The Co-op Work Experience could include entry-level positions in the following areas

Office Administrator

Liaison Officer

Planning Officer

Team Leader

Customer Relationship Officer
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