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Co-op Student Learning Objectives

Student Introduction
My name is Henry Lo and I am a coop student studying at the University of British Columbia. For my first work term, I am working at UBC Office of Learning Technology (OLT) as an OLT Help Desk Support Assistant. My supervisor is Anne-Rae Vasquez, the Program Administrator, Production and Web Designer. My tasks include assisting with Productions Assistant and Learner’s Support supervisor Andrea Oppermann.
My duties include checking and responding to email requests from instructors and students involving troubleshooting browser issues or basic technical problems and forwarding any emails to the appropriate web programmers or course developer if the enquiry needs escalation or is related specifically to an online course. My duties also include researching and reporting on new technologies as advised by the Structural Designer and maintaining Help Desk Support.
My coop term is from August 31st, 2009 to Dec 15th, 2009 during which I will work full-time from 8:30am to 4:30pm Monday to Friday.
 Objectives

During my time working at the Office of Learning Technology, I hope to learn invaluable skills in an office environment and improve on my technical skills. Listed below are the learning objectives I hope to achieve working at OLT.

Formal Writing and Communication Skills 
Working in an office environment, I want to improve on my formal writing and communication skills. As this position requires replying to students and professor s, I want to be able to write emails in a clear and coherent fashion. In addition, I want to improve on my communication skills: conversing with co-workers, supervisors, and employees in an effective and professional manner. I feel that working for OLT will allow me to improve on all aspects of these skills. 

Technical Skills: Web design

Aside help desk assistance; I intend to improve on my web designing skills. I currently have basic experience and knowledge with HTML and PHP, which I learned outside of school. I hope to improve my knowledge of the many different languages used for website design and gain knowledge of coding practices and methodologies through tasks in editing online course webpage for OLT.

Researching and Reporting

This position also involves researching and reporting on new projects as advised by the Senior Programmer. Performing this task allows me to improve my research skills, which is vital in the work place and for my studies. When given one with a strict time constraint, I am also able to practice my organization and time management skills when researching and prioritize my tasks according to importance. In addition, reporting on specific topics of research gives me insight and practice when it comes to the format and styles required when writing documents in a professional environment.

Problem Solving and System Comprehension Development
Helping students and professors with issues regarding distance learning allows me to improve my problem solving ability. Through solving these problems, I can see from the eyes of the web developer and administrator and understand how web components function. In addition, working with the OLT system will give me an understanding of how complex web systems operate, and allow me to learn future systems with ease.
Transferable skills for future work terms
During your coop work term, one must have qualities besides those that are technical, as they are the skills that allow you to learn and continuously improve. Listed below are the qualities I feel are the most important to be successful during your work term.

Determination

Determination is the most important quality when working or when given a task. Having the determination to complete a task with the upmost quality not only allows you to learn more about what you are doing, it shows your employer that you are hard working and committed to your work. 

Flexibility 
Many times, the job description does not include all the responsibilities of the position. Many times, as with most work places, other potential responsibilities may arise. Being able to be flexible and being able to adapt to different situations is the most important aspect of effectively handling a task. If you are able to be flexible and handle multiple tasks, it not only adds your value to your supervisor; it gives confidence to him or her that you can handle any future tasks given to you.
Relationship

A very important aspect when working in a company is work relationships. Having good relationship with your fellow colleagues is important because you will be communicating with them on a daily basis. When you encounter a problem, your coworkers can help guide you in the right direction. In order to work happily during the work term, it is important to establish a good working relationship with your colleagues in the first week.

Organized
On any work term, they must know what they want to learn and accomplish during their work term because this is the time for students to gain knowledge in a professional environment outside of school. One must have foresight. Having a plan and goals to accomplish on a daily basis at work and during your work term can improve your organization skills. When working, they must know how to manage their time so that at the end of the day, they have completed their tasks or reached the goal they have set for the day.
Conclusion

While working for the Office of Learning Technology, I will achieve the learning objectives I have set out for myself.  I hope to gain knowledge of web development and design, practice my problem solving skills, and be determined and motivated in completing any task given to me. I will bring the attitude and qualities I mentioned above to work every day and strive to learn and improve at every task I tackle.
What expectations does your supervisor have for you in regards to your professional and/or personal growth during this work term?

· Have a process of communication with Production Assistant (Learners Support) Andrea in place, to streamline the Distance Learning team’s learner support needs.

· Work with Senior Web Programmer on existing projects (to completion) and document process.
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