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RESUME WRITING - POSITION INQUIRY & INTERVIEW

COLLEGE OF SAN MATEO
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N242

DIRECTIONS:
This is a written assignment.  It is important to you that it looks professional.  Therefore, the total assignment must be typewritten on high-grade bond paper.  No obvious erasures, strike-overs, or white-out is acceptable on your finished product.

1.  Write a letter of inquiry (cover letter) using any acceptable format of a formal 

      letter.  Use a real advertisement for a nursing position and attach this to the letter.     

      Use the suggestions in class, from a reference book, internet etc., in formatting this    

      letter.  Pay attention to correct spelling and grammar.

2.  Write a resume using the suggestions given in class and from other acceptable 

       published choices. 

3.  Write two (2) questions that you plan to ask your interviewer during your 

      interview.  

4.  Be sure that all materials that are submitted have accurate spelling of all words, 

      use of proper grammar, and are written clearly and concisely.

5.  The format must be in an acceptable form/format for presentation to your 

      potential employer. 

6.  Have a peer critique your resume using the “Resume Critique form.” 

7.  Submit to the clinical instructor your letter (with advertisement), resume, 

      questions and Resume Critique Form on the date due. 

No points, however this must be completed and turned into your clinical instructor for credit.

RESUME CRITIQUE FORM

DIRECTIONS:
Rate the resume on the points shown below.  Score from a low of one (1) to a high of three (3)  in each of the categories.  At the bottom of the page, determine the total rating points by adding up the score given in each category.  The highest possible score is 30.  Write comments for each category receiving a score of less than three (3).  

	CATEGORY
	1
	2
	3
	COMMENTS

	OVERALL APPEARANCE:  Do you want to read it by the fact that it is nice to look at?
	
	
	
	

	LAYOUT:  Does it look professional; neatly typed, margins are equal, print is clear?
	
	
	
	

	LENGTH:  Would shortening it “tell the same story?”
	
	
	
	

	REEVANCE:  Has extraneous material been eliminated?
	
	
	
	

	WRITING STYLES:  Is it easy to get an idea of the applicant’s qualifications?
	
	
	
	

	ACTION ORIENTED:  Do sequences and paragraphs begin with action verbs.
	
	
	
	

	SPECIFICITY:  Does it avoid generalities and focus on specific information about experience, projects etc?
	
	
	
	

	ACCOMPLISHMENTS:  Are accomplishments and problem-solving skills emphasized?
	
	
	
	

	COMPLETENESS:  Is all important information included?
	
	
	
	

	BOTTOM LINE:  Would you invite this applicant for an interview?  Why or Why not?
	
	
	
	


RATING POINT TOTAL:
____________
This critique belongs to: 
_____________________________________

This resume was critiqued by: _____________________________________
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HEALTH FAIR PRESENTATION

Purpose:  This project is a result of the goal to integrate community-based nursing experiences into the Nursing curriculum at College of San Mateo.  As a team, a group of Senior Nursing Students will present the community with a health concern topic at the annual Health Fair.   The team will use critical thinking skills, teaching skills, group think and communication skills.  They will incorporate leadership principles, including delegation, to carry out this project.  The development and implementation of this presentation allows the student group to interact with the college (and county) community at a primary prevention level.

Rationale:  Due to the challenging and ever changing healthcare delivery system, nurses today are providing patient care in a variety of areas outside the inpatient-care setting.  The community is at risk for many healthcare problems, potential and actual, that require more information about health promotion and illness prevention.  A significant way to promote health and prevent illness is through teaching.  Teaching may include concepts of disease process, diet, signs and symptoms of illness, etc..  By giving nursing students the opportunity to work as a team, critical thinking and problem solving skills are refined.  Subsequently, this results in a dynamic effort to sort through nursing decisions and consider realistic outcomes.  Ultimately, at the end, the aggregate population gains from new knowledge and feels a sense of empowerment and independence. 

Definition: The Health Fair project is designed for the team (group members) to apply professional nursing behaviors in assessing, identifying a problem, planning, implementing, and evaluating the effectiveness of the topic presented.  Communities are comprised of individual persons, families, and groups of people who share the same environment (Klainberg, Holzemer, Leonard and Arnold, 1998).  Within the community, there are aggregates, a group that shares both common values and beliefs, and interacts with one another in specific ways (Klainberg, et al., 1998).  

Each team will determine a health need (problem), develop outcomes, plan and implement the health topic presentation. After the Health Fair the students will evaluate the efficacy of their presentation.

This approach requires a collective effort by all the team members.  Everyone must participate in seeing that the presentation implemented is a high quality standard and professional.  Together the group will decide “who will do what.”  The group will need to designate a leader who will facilitate and delegate to team members.  Individual team members will work as data collectors/researchers, liaisons (students to meet with community or aggregate leaders), writers and graphic designers, etc., just to name a few of the roles.  All members are expected to participate and assume professional behaviors, consistent with the RN role.  Once the project is complete, the team will present the health care topic at the annual college health fair. 

Team member responsibilities:  Includes, but are not limited to, the following:

* Liaison(s):  Contacts resources helpful in presenting information.

* Researcher(s)/Data Collector(s):  Compiles health topic information 

* Presentation Developers:  Develops the actual presentation display.

* Writer(s):  Takes data collected by other team members and completes the 

   written format

* Presenter(s):  All students in the group will present at the Health Fair.


Objectives:  The student group will:

1. Collect data through multiple resources in developing the health topic presentation.

2. Develop a theme or concept for the presentation.
3. Collaborate in designing the presentation.

4. State 2 learning objectives for the aggregates (health fair participants).

5. Implement the health topic presentation using creative displays.

6. Evaluate the effect of the health fair presentation.

7. Present the outcome of the health fair presentation to the theory class peers (if time permits).

8. Compose a scholarly paper that includes at least 4 citations within the text (refer to APA guidelines in the student handbook).

References

Klainberg, M., Holzemer, S., Leonard, M., Arnold, J. (1998).  Community health nursing:

     An alliance for health.  New York. McGraw Hill.

Health Fair

Grading Criteria

· Develops a minimum of 2 objectives for the health topic presentation.  (0.25 points) 

· Designs creative techniques in presenting the health topic. (1 point)
· Develops a method in determining if the objectives were met (evaluation). (1 points)
· Provides a typewritten summary stating the contribution of each team member.  (0.25 
points)
Submits a type written paper that states the process involved in implementing the team teach to include:  
· Group process - How did leadership develop? What group roles evolved? What were the strengths of the group? What were the problems experienced?  Be honest about this and demonstrate in writing how problems occurred, addressed and resolved.

· Presentation - Describe the planning process the group used in developing the presentation.  Identify the objectives the group developed (what was the purpose of the presentation?  What did the group intend the aggregates to learn from the presentation?  Discuss how the group evaluated the effectiveness of the presentation

 (2 points)
· The information presented in is accurate (review accuracy with instructors!)  (0.25 points)
Total points = 5

Additional Criteria:
· Must be typewritten with no “white-out” or “penned in areas”.

· Must have a minimum of 2 citations in the body of the text.

· Includes a reference page.

· Use APA guidelines for in text and reference page citations.

· Abbreviations must be written out in full with the abbreviation in parenthesis.  All subsequent abbreviations may then be used.  For example:  College of San Mateo (CSM)…. The current population at CSM

· For every 5 grammatical, spelling, APA or unprofessional corrections, 1 point will be deducted.

· For every day late after the due date, 1 point will be deducted.

· There will be no “re-dos” or extra points allotted for this project.
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RN LEADING EXPERIENCE 

PURPOSE:
The role of the RN leader is important in patient care.  With the health care industry changing and the growing aging population, the long-term, acute and sub-acute areas within the care facilities are requiring RNs to care for patients/residents who are acutely ill and trying to manage their chronic diseases.  As the RN leader you will be effective in bringing many areas together that support the patient’s/resident’s rights for quality care, health maintenance, health promotion and health restoration.  The RN leader accepts the responsibility to effectively use staff, through delegation and supervision, to meet the patient needs and the goals of the organization.  The RN leader uses a repertoire of skills to accomplish these goals:  Assigning and delegation patient/resident care activities, giving and receiving of report, time management, communication at all levels, conflict resolution, supervising and evaluating health care workers effectiveness, evaluating patient/resident’s progress and in conducting a patient care conference.  The purpose of this project is to prepare you for your future role as a RN leader.  You will be responsible for developing an assignment tree that incorporates all aspects of patient/resident care and the matching of staff resources to meet these patient/resident care needs so you can implement the role of  leader.

OBJECTIVES:


1.  Visually diagram an assignment tree in preparation for your RN leader experience.

2.  Use the assignment tree as a basis for implementing your RN leader role.

3.  Conduct a Patient/Multidisciplinary Care Conference.

4.  Complete and submit a daily analysis of your Delegation and Supervisory skills.

5.  Critique and analyze your RN leading experience.

EXPECTATIONS:


1.  Review the agency guidelines for the RN role.

2.  Review the agency guidelines/job descriptions for all levels of the nursing staff (LVN, CNA) 

3.  Implement your role as RN leader over a four day period.

4.  During one day of the RN leading experience conduct a care conference based one or the entire patient group you are responsible for.  This may already be an established meeting (multidisciplinary and/or discharge) in your agency that you can use as your “platform”.  Otherwise you will need to gather your team members and instructor and develop your own care conference for a single, appropriately selected patient.

5.  It is recommended that you be responsible for a group of patients/residents with the support of at least two team members.  These members may include your peers and/or all levels of the nursing staff.  Designate who your team members will be and the accompanying patient/resident assignment.  Use a unit RN to be your primary resource person.  Remember, you will ultimately be accountable and responsible for a group of patients/residents.  During your time at the agency you will be expected to administer directly and delegate successfully the safe care for a group of patients/residents.

6.  Prior to implementing the role, have a typewritten (computer generated) assignment tree available that delineates all aspects of patient care for a group of patients as well as how you will utilize the staff to help you accomplish these care needs and bolster continuity of care.

7.  Analyze your delegation and supervisory skills with each leadership day.

8.  Consult with your instructor and staff to see how they organize the implementation of care activities.

9.  Note:  Not all clinical agencies operate the same; the assignment is flexible and can accommodate a variety of patient care delivery patterns.

RN LEADING EXPERIENCE

CRITERIA
CRITERIA:


1.  Assignment tree clearly includes the following aspects:  This is due on the first day of your scheduled RN leading and over the entire four day experience and will include a patient care conference.

· Visual diagram of the scheduled role and responsibilities of the RN leader.  Document key activities.

· Include in the diagram staff patient/resident assignments and responsibilities.

· A time management schedule is included.

· Use the assignment tree as a basis to implement the role.

· A Patient Group Care Conference is scheduled to occur during one out of the four day experience.

2.  A typewritten critique is due by no later than the following Tuesday after the four day experience has been implemented.  With this written assignment you will include:

· Strengths of the tree.

· Areas of the tree that need to be strengthened.

· Evaluation of your strengths or accomplishments performed in the RN leader role.

· Identification of two areas requiring strengthening in your performance of the RN leader role and specifically how you could strengthen these areas.

· Include the Assignment tree (s) created as part of the RN leading experience.


3.  Complete the Delegation/Supervisory Grid after each day you are the RN leader and submit these with the critique.

Additional Criteria:
· Must be typewritten with no “white-out” or “penned in areas”.

· Must have a minimum of 3 citations in the body of the text.

· Includes a reference page.

· Use APA guidelines for in text and reference page citations.

· Abbreviations must be written out in full with the abbreviation in parenthesis.  All subsequent abbreviations may then be used.  For example:  College of San Mateo (CSM)…. The current population at CSM

· For every 5 grammatical, spelling, APA or unprofessional corrections, 1 point will be deducted.

· For every day late after the due date, 1 point will be deducted.

· There will be no “re-dos” or extra points allotted for this project.

POINTS AVAILABLE:  
10 points

Delegation/Supervisory

 Skills Analysis
Complete the table below after each shift you are assigned as leader.  Complete and fully analyze your delegation/supervisory skills.  Submit every analysis with your RN Leading Paper.

NAME:  _______________________________________

DAY # _________________
	Did you …..


	Yes/No
	If No, what is your action plan for improvement?

	· Have a clear shift plan prepared?


	
	

	· Give initial direction to the team members?


	
	

	· Provide team members with assignment/responsibilities (tree)?


	
	

	· Give a report to the caregivers – SBAR format?

	
	

	· Feel confident in assigning tasks?


	
	

	· Feel comfortable after delegating the shift?
	
	

	· Check in with the team members and ask for feedback?
	
	

	· Were your plans based on critical thinking?
	
	

	· Were you accountable?
	
	

	· Did you effectively evaluate the delegated care?
	
	

	· Were the team members clear about their roles?
	
	


Adapted from Ruth I. Hansten, RN, MBA, PhD, FACHE Expert Nurse Delegation Skills: Teamwork at the Bedside Webinar (Nursezone.com) Retrieved March, 2011

Additional Comments/Reflection on the day:   
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RN LEADER ASSIGNMENT TREE AND CRITIQUE

GRADING CRITERIA SHEET

NAME:_______________________________________

INSTRUCTIONS:
Please submit this grading criteria sheet with your project.  Your instructor will assign you points based on the following criteria.

Assignment tree 

1.  Visual diagram of the scheduled role/responsibilities of the RN leader and team members.  Key assignments and activities of all staff members are documented.  Patient information is organized in a logical and prioritized fashion.  Include all variations as these may change day to day or week to week.  
(1 point)


Earned points ___________

2.  A time management schedule is created for each clinical day the RN Leader role is fulfilled. Include each time schedule developed as these are certain to change.
 (0.5 point)


Earned points___________

Critique 

1.  Strengths of the tree. 
(0.25 point)


Earned points___________

2.  Areas of the tree that need(ed) to be strengthened. 
 (1 point)

Earned points___________

3.  Evaluation of your strengths or accomplishments performed in the team leader role. 
 (1 point)

Earned points___________

4.  Identification of two areas requiring strengthening in your performance of the team leader role and specifically how you could strengthen them. 
 (1 point)


Earned points___________

5.   An analysis of the RN Leader’s Delegation/Supervisory Skills is completed after each leadership day.

(1 point)

Earned points___________

Instructor evaluation of the RN leader
6.  RN leader demonstrated effective leadership skills in managing a group of personnel and patients. **Rubric on next pg. **
Day 1
Needs Improvement
Satisfactory
Good

Excellent



(0.5)

        
(1)

 (1.5)        
  (2)


Day 2
Needs Improvement
Satisfactory
Good

Excellent



(0.5)

        
(1)

 (1.5)        
  (2)


Day 3
Needs Improvement
Satisfactory
Good

Excellent



(0.5)

        
(1)

 (1.5)        
  (2)


Day 4
Needs Improvement
Satisfactory
Good

Excellent



(0.5)

      
  (1)

 (1.5)        
  (2)


RN Leader average score over 4 leading days =  _________________

Comments:
RUBRIC – Leading Experience

NEEDS IMPROVEMENT

· Assignment tree - has been attempted but is lacking specific information
· Roles/responsibilities – are delineated, but one or more roles is not clearly specified
· Patient information:  Current medical diagnosis, significant history, priority problems and goals are identified, “to do list”, etc.. 

· Prioritizes the patient assignment – may need some help 

· Delegates initially, but has difficulty through the day

· Communicates, but is hesitant when approaching others

· Relies on the RN (50% or more of the time)

SATISFACTORY

· Assignment tree – has most of the information needed 
· Roles/responsibilities – are delineated and clear
· Patient information:  Current medical diagnosis, significant history, priority problems and goals are identified, “to do list”, etc.. 

· Prioritizes the patient assignment

· Communicates to RN/staff the expectations of the day

· Delegates throughout the day – appropriate according to roles

· Plan for the day is organized and can be understood by others (faculty, staff)

· Shares responsibility with the RN (less than 50% of the time)

GOOD

· Assignment tree – All information is present
· Roles/responsibilities - are delineated and clear

· Patient information:  Current medical diagnosis, significant history, basic care plan, “to do list”, etc.. 

· Prioritizes the patient assignment

· Communicates to RN/staff the expectations of the day

· Plan for the day is organized and can be understood by others (faculty, staff)

· Takes on more responsibility than the RN (student relies on the RN during difficult times only)

· Supervises –reviews documentation, gives appropriate direction 

· Delegation – appropriate according to roles, ongoing, elicits feed back, follows up routinely

· Can articulate the d/c plans for each patient

Excellent

· Assignment tree – All information is present
· Roles/responsibilities - are delineated and clear

· Patient information:  Current medical diagnosis, significant history, basic care plan, “to do list”, etc.. 

· Prioritizes the patient assignment

· Communicates to RN/staff the expectations of the day

· Plan for the day is organized and can be understood by others (faculty, staff)

· Supervises –reviews documentation, gives appropriate direction 

· Delegation – appropriate according to roles, ongoing, elicits feed back, follows up routinely

· Can articulate the d/c plans for each patient

· Resolves conflicts (applies principles of negotiation)

· Team can articulate the expectations given by the RN leader

· Works well under stressful conditions 

· Performs the role of the RN with staff observing only and performing those skills that are out of the student’s scope

STUDENT CONDUCTED PATIENT CARE/MULTIDISCIPLINARY CONFERENCE

PURPOSE  The purpose of this assignment is for the student RN leader to gain knowledge and practice in leading an effective working conference and participate in a work group process.  

As a patient care manager you will need to identify those patients under your supervision that could benefit from such a conference.  Some characteristics such as language/communication barriers, complex diseases or lack of supportive relationships (Wiwialowski, 2004) place a patient at an increased risk of not responding to treatment effectively.  If the patient is newly admitted to the unit, has developed additional health problems or has long-term care needs that require further evaluation, you may strategize to focus your patient care conference on one or more of these patients. 

During one of your RN leading days you are expected to present a patient or a group of patients during a patient care and/or multidisciplinary conference (please refer to your instructor for the most appropriate venue in which you will conduct this conference).  Some agencies have a multidisciplinary team that meets to discuss patient care issues, especially those concerning discharge.  Other agencies will have this type of meeting outside of the time you will be on clinical. As the RN leader, you are expected to update care plans, manage and participate in patient care conferences and be responsible for knowing the disposition of all the patients under your care (directly or indirectly).  This will help you in your role as a new graduate staff nurse, where you will be expected to manage patient care using your management and group process skills.  

OBJECTIVES  

By the end of the RN leading experience the student RN leader will:

1. Select/present patient(s) that meet the criteria for a patient care/multidisciplinary care conference.

2. Plan a patient care conference on one or more patients under your supervision.

OR

3. Participate in the unit multidisciplinary meeting; presenting the group of patients the student RN leader is responsible for.

4. Deliver accurate patient care information to the group.

5. Facilitate the group processes in discussion.

6. Assist the group in problem solving.

7. Assess (through evaluation) his/her effectiveness as a manager of patient care through the conference process.

EXPECTATIONS
Please refer to your instructor for more details. If you present a patient(s) that meets the criteria for a patient care conference you are expected to arrange and invite the attendees to join.  For more information on Patient Care Conferences, refer to the Wywialowski (2004) text book, Chapter 14.
STUDENT -CONDUCTED PATIENT CARE TEAM CONFERENCE

GRADING CRITERIA SHEET

Student Name:_________________________________________

Instructions:
Please have this form available for each participant on the day of your team conference, have each member evaluate the conference.  Your grade will be determined by your instructor only.  You may keep all the evaluations for feedback.

Conference
Did the conference focus on the patients’/residents’ current and/or anticipated discharge needs?    (0.25 point)

Earned Point:_______

Were the care plans reviewed and updated?  (0.25 point)

Earned Point:_______

Did the student leader propose changes or additions to the care plan that would provide an improved continuity of care?        (0.25 point)

Earned Point:_______

Were resources and options identified to meet patient/resident care needs?

(0.25 point)

Earned Point:_______  

About the Leader

Did the leader remain poised and demonstrate an ability to speak in public?  (0.25 point)

Earned Point:_______

Did the student leader identify priority patient/resident needs as intended?   (0.5 point)

Earned Point:_______

Did the student leader guide and facilitate the discussion and help the group to problem solve?  Please describe how so, or not. (0.5 point)

Earned Point:_______

What specific suggestions would you share to help the leader improve?

242:  Performance-based Competency Assessment 
Purpose
Nursing is a profession that requires life-long learning in the cognitive, affective, and psychomotor domains.  Health issues and technological changes impacting health care are occurring at tan alarming speed.  Health care organizations in our community have implemented Performance-Base Competency Development Systems as one method to assure competency in practice.  It is our commitment to prepare you for your entry role into practice and to be familiar with competency assessment.  Therefore, as educators, it is critical that we use “active learning methods that enhance ability to synthesize data, choose among interventions for effective problem management, and differentiate the relative priority of patients’ needs”.  (delBueno, 1994)

The primary purpose of competency assessment is to identify individual learning and practice needs.  As you are developing and building your professional role, it is important to expose you to clinical simulations which will give you the opportunity to apply critical-thinking skills, problem-solving skills, decision-making skill, technical skills, and assessment skills in a safe environment.  This will help you identify how well you are able to apply knowledge and skills to a situation and to offer immediate feedback, offering a formal way to acknowledge your achievement.

Objectives  
By the end of the competency day, the student will be able to:

1. Apply a variety of skills learned in N242 and throughout the nursing program to a simulated clinical situation.

2. Respond verbally and in writing to a given simulated clinical situation.

3. Using a simulated clinical situation, receive immediate feedback from the instructor regarding competency demonstrated in the situation.

4. Develop an individualized developmental plan to apply as a new graduate nurse.

Guidelines

This day is already scheduled as the last (or second to last) clinical day for the course.  Therefore, your participation is required as part of your clinical schedule.  We will use the CSM skills lab.  You will be given specific instructions regarding time and equipment needed during lecture.

Role of the Instructor

1. Assesses student performance.  Does not implement coaching or teaching during the simulation

2. Evaluates student performance in relationship to the simulation guidelines.

3. Gives feedback to student (group) regarding performance identifying strengths and areas benefitting from strengthening.

SIMULATION CLINICAL SCENARIO
This is it, your last simulation/video session!  You will be scheduled for a time frame in which you, along with other team members, will participate in a simulated scenario that involves your quick action and attention.  The roles will be distributed at the time of the scenario session and you will be expected to act accordingly.  The Nursing roles will vary from group to group, however you can expect some certainty that there will be a nurse reporting off from one shift and giving SBAR formatted report to the oncoming nurse.  There will be a rapid response team nurse as well and possibly another nursing role.  Some areas to review and repair in advance are:

· SBAR reporting; giving and receiving report

· Order transcription

· Rapid response/Code Grey protocols

· NIH Stroke Assessment
