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1.0
Introduction
The aims of this brief Study Guide are to suggest techniques of study which encourage organisation and improve your confidence. With experience, you will devise your own preferred techniques of study and research. What follows is advice of a general kind which should help you to overcome some of the difficulties people commonly faced and to encourage you to experiment until you find the methods which suit you best. It is particularly directed at those study skills which are used throughout the Programme. This includes not only traditional lecture and tutorial note taking skills but also provides suggestions for the development of skills associated with fact-finding, report writing, presentations, visual aids, meetings and group working.

Although much of what follows may strike you as obvious, it is worth reiterating because on a degree course you have to be prepared to study difficult material, take more personal responsibility for your learning and actively organise your own efforts. Many students forget this and lacking an awareness of study skills, get into difficulties that could very easily be overcome.

2.0
Lectures, Tutorials and Seminars
The first things to remember about lectures are easy. Arrive in time, be properly equipped and sit near the front of the room. Once you are actually there the first thing to do is write the date, the name of the lecturer and the title of the lecture at the top of the page. If you always do these things then you are off to a good start.

Lectures are basically a one-way flow of information from the lecturer to the students. This is delivered at the lecturer’s pace. They afford the student with not much opportunity to think, which often means, unfortunately, that it is very easy to fall into the trap of sitting in a lecture very passively writing down everything the lecturer says. This is the worst technique a student can adopt. The key to getting the most from a lecture is to actively think about the material that is being presented. You will then be in a position to generate short notes about a subject that you actually understand. These types of notes are the only ones that are going to be of any use to you in the future.

One of the most important aspects of a good lecture technique is to recognise the structure of what is being said and try to reflect that structure in your own notes (The Lecturer will tell you what the Learning Outcomes of the lecture are at the start and you should use this to help structure and guide your notes) These two skills are very important in Higher Education as you must remember that Higher Education is certainly not simply about the acquisition of sets of facts. It is about the development of intellectual skills which will enable you to use a limited set of facts usefully and innovatively. In the pursuit of such skills it is useful to discuss a lecture with your colleagues, but it is essential that you supplement your lecture notes with private study. Below are some useful pointers to getting the most from attending a lecture:

· Before the lecture spend five minutes reading over last lecture’s notes. This will bring back to mind the current subject.

· You must be up to date with all of the required background reading and work.

· Listen for, and reflect on the structure   of the lecture.

· Keep notes short and clear. You will probably only be able to write down a third of what is being said so make sure that it is the right third.

· Keep thinking about what is being said throughout the lecture.

Everyone’s concentration wanders to an extent (though if you are actively thinking about the 
material this will lessen), so if you miss something catch up after the lecture from colleagues.

· It is most important that you read and supplement lecture notes after the lecture in order to cement the information presented in the lecture. If you do not do this then what you did learn from the lecture will be forgotten very quickly.

Tutorials are basically small groups of people who will work together on a specific subject Seminars usually involve a slightly larger group, but the purpose and approach is similar to a tutorial. The aim of a tutorial is to give students the opportunity to apply questions and problems to the current topic, as well as to have the opportunity to hear and evaluate the views and solutions of other people in the group. Tutorials should encourage Intellectual thought about topics.

Tutorials help no one though if the members of the group are not actively committed to the group. This means members have certain responsibilities to the whole group:

· Members of the group should endeavour to attend the tutorials.

· (Members should be prepared to take the initiative for discussion away from the tutor, as a tutorial should not develop into a mini-lecture.

· (Members should be prepared to contribute to the group with questions and suggestions.

· Members should have done some preparation on the topic beforehand, otherwise there will be nothing to discuss.

The most common feeling that people have in a tutorial situation (you are certainly not alone!) is that of being afraid to contribute in case other people think that their point or question is inadequate in some way. In fact this is probably what most people are thinking and you will be doing everyone a favour by raising the point. Everyone will gain from every contribution made.
Successful tutorials are fun and valuable. They allow you to develop many interpersonal skills and are the most constructive learning environment available - so use them to your advantage.

3.0
Listening
We spend nearly half of our daily lives listening, but this does not mean that we are good listeners. Although we hear sounds all around us, It’s easy to hear without really listening: “I didn’t listen to the exact words, but I did hear them quarrelling”. Your listening skills will be necessary in lectures but also in tutorials, discussions with staff and with others on the course, formally and informally. You must learn to actively listen, not merely passively hear what is said.

3.1
Why Study Listening?

Hearing, which is only one part of the listening process, refers to the physical act of receiving sounds. It is a passive process that occurs even when we’re asleep. Listening, on the other hand, is hard work. It means not only hearing but also paying attention and understanding.

We have probably all had the annoying experience of telling what we thought was a fascinating story, only to discover that our ‘listener’ may have heard our message, but did not really listen to it. Effective listening is not a natural ability, but some people do it very well, even establishing reputations as good listeners. “You know, whenever I have a problem, I talk to Jim. He really listens to what I have to say”. There are also trained professionals, such as psychiatrists and social workers, whose jobs are to listen to the thoughts and feelings of their clients. Unfortunately, however, trained listeners and people like Jim are in the minority. The majority of us owe it to ourselves and others to improve our listening skills. To achieve that goal, we must seriously study and practise the art of listening.

3.2
Four Stages of the Listening Process

The listening process, involves four stages: hearing, attention, understanding, and remembering. The stages occur in sequence, but are generally performed with little awareness, often in rapid succession.

· Hearing

As we mentioned earlier, the term hearing is often incorrectly used to mean listening. In fact, hearing is but one stage of the complex process of listening.

Hearing refers to the response caused by sound waves stimulating the sensory receptors of the ear. This is purely a physical response. Therefore, the reception of sound waves, which we know as hearing, does not mean that there is any conscious perception of what is being heard. In other words, you must hear to listen, but you need not listen to hear. The perception necessary for listening depends on attention.

· Attention

Our senses are constantly bombarded by countless stimuli from the world around us. However, your brain screens these stimuli and permits only a select few to come into focus. This selective perception is known as attention, an important requirement for effective listening.

Strong stimuli such as bright lights, sudden noises, or sharp bumps in the road are certain attention getters. For example, you may unconsciously tilt your head to bring your ear closer to the source of a faint noise, or squint you eyes to make out a distant street sign. These postural adjustments are aided by physical changes in sensory receptor organs. Such receptor adjustments might include tensing of the ear’s tympan muscle for better response to weak sounds or dilation of pupils of the eyes to help you see better in a dark room.

· Understanding

Hearing and perceiving a sound are still are not enough for meaningful messages to be received. The next step is understanding the symbols you have seen and heard. To do this, you must analyse the meaning of the stimuli you have perceived. Italian and French, though beautiful and expressive languages, are only collections of pleasant sounds until we learn to understand the meaning of the word symbols.

When we talk about symbolic stimuli, we are talking not only about words, but other sounds (applause, a fog horn, a siren), and sights (a blue uniform, a skull and crossbones, a flashing red light) which have symbolic meanings as well. The meanings attached to these symbols are a function of our past associations and of the context in which the symbols occur. Thus we usually associate a siren with an emergency, but feel no alarm when the same siren is sounded at midnight on New Year’s Eve. For successful interpersonal communication, the listener must understand the intended meaning and the context assumed by the sender.

· Remembering

This last stage of the listening process, remembering, is often omitted by communications analysts as inessential to the process. Yet remembering is important to the listening process because it means that an individual has not only received and interpreted a message, but has also added it to the mind’s storage bank. Of course, anyone listening to the court testimony of eyewitnesses to a car accident will immediately realise that what is remembered may be quite different from what was originally seen or heard. Just as our attention is selective, so is our memory.

3.3
Giving Effective Feedback

The only real way to check if people have really listened is to secure feedback. Feedback is often so spontaneous that you are unaware of giving or receiving it. Nevertheless, there are ways to consciously make your feedback more effective. One method is to focus on observations rather than inferences. For example, consider the following situation: A young woman passes a friend whom she has dated several times. She says hello, but her friend walks right on by. The next time she sees him, she asks, ‘Hey, are you mad at me? You ignored me the other day when I saw you down town”. She has assumed a negative motive behind the man’s action, although he may simply have been pre-occupied. The woman’s feedback to her friend would gave been more productive if she had relayed the facts, and only the facts, as she understood them; “Hey, I saw  you the other day and called to you, but you didn’t reply’. This would permit the man to make an honest response perhaps rather than a defensive one.

Another method for increasing the effectiveness of your feedback is to use description rather than judgement. The captain of a basketball team would be more helpful in coaching his players if he or she said, ‘You’re not running for the ball and you’re moving too slowly, as opposed to, “You’re really getting lazy’.

It is also important to give immediate feedback. We often delay our responses to problems and conflicts and wait for emotions to die down. It is better to deal with anger or hurt when it occurs, when you are in touch with your reactions. Feedback at the time is more specific and accurate than it can be, say, two months later. Yet some times extreme emotions make you over-react or respond in ways you regret later on. Again, your feedback should be appropriate to the situation, as best as you can control it.

Limiting feedback is another means of increasing its effectiveness, particularly in a one-to-one situation in which you are the listener. Constantly nodding or interjecting comments in such situations is interfering, at best, and may show superficiality and insincerity, at worst. Thus it is necessary to guard against over responding. A smile or nod of agreement to particularly significant statement does more to show that you understand than continuous ““ “uh-uh’s”.

The act of using conscious feedback techniques may sometimes seem unnatural. However, it is important to remember that effective feedback does improve the communication process. Awareness of the feedback mechanism and the messages you are transmitting is an asset to communication.

4.0
Making Notes
You will have to make two kinds of notes during your time at APIIT, firstly, notes from lectures and secondly, notes from books or the Internet.  Both are equally important, and both present similar kinds of problems.

The most obvious problem is what actually needs to be included in written notes, and what can safely be left out. The most frequent mistake students make here is to try to write everything that is said or read down, usually trying to write this in prose. The result of this tactic is often to miss many of the important points that really need to be written down.

There are only two rules you must remember in writing good notes and they are:

1.
Get down only the main ideas of the discussion.

2.
Preserve the structure of what is being said.

This is because the idea of making notes in the beginning is to have only enough of the subject on paper to bring it clearly back to mind later, and recording only the key ideas and their organisation will do this much more effectively then recording every detail in a total jumble.

In the quest for good notes it is essential that you use a good recording technique. This technique should aim to outline information rather than to just summarise it. Quite often lectures and books will give a sketched outline of the discussion by including sub-headings - use these sub​headings as pointers to structure, and try not to get bogged down In details. While actually writing outline notes try to make full use of other structure aids such as good indentation, capital letters and numbered points.

Although you have heard this before (and ignored it then too!), it is absolutely essential that you review, re-write and add to your notes shortly after you make them. Never be happy with your original notes. Any details you missed get from colleagues or lecturers, add to the discussion with further reading - and re-write your notes in a more organised and legible fashion.

Have you understood what you have read? Spend time answering that question and:

-
You’ll find you begin to concentrate better during the reading stage:

-
You’ll have the chance to remedy misunderstanding;

5.0
Reading
Reading is a learned skill. You are reading to acquire information and understanding and this will involve you in a process of learning from and evaluating the work of other people.

Reading textbooks requires an active skill which differs from reading to take your mind off things. In reading textbooks you need to concentrate. So be purposeful, look for the main ideas at each level of the exposition. DONT make notes at this stage: they’ll slow you down, break your concentration and tempt you to copy the language and phrasing of the author. DON’T underline parts of the book: you might later discover you’ve missed the important points (and the book may not be yours to deface!). READ STRAIGHT THROUGH and then go back and make notes about what you have read.

Initially you will find your comprehension is very low. But persevere and do not compromise on speed. As you practice, the process becomes authentic and comprehension improves - if you concentrate.

5.1
Selective Reading

This means returning to interesting, important and difficult passages and reading them at your normal speed.

By including comprehension and summary questions the examiners are testing whether you have been trained in the essential skills of summing up and re-expressing someone else’s writing without changing the meaning. But before you engage in summarising, you have to learn to be an effective and efficient reader.  Let us now look at some techniques designed to improve reading skills and levels of retention.

5.2
Skimming

The object of skimming is to cover material quickly to get the gist of what it says. It provides a complete (albeit an outline) sketch of the whole, which enables you to decide whether further reading is necessary.

If further reading is required, skimming allows you to identify the relevant passages and provides a framework for this re-reading. Skimming, therefore, not only saves time but also aids comprehension, because the parts you read thoroughly are put into context.

The skim is to sweep your eyes over a page looking at the words in blocks rather than individually. It requires serious concentration and lots of practice. Force yourself to skim by moving your fingers quickly down the page and making your eyes keep up with them. Do not go back if you feel you have missed something: mark the place Instead. Similarly, mark passages that look as if they will be worth reading properly.

If you would like to increase your normal reading speed, try first to overcome any bad habits like reading word for word and mouthing of the words being read as they will slow you down. It usually makes more sense to read a phrase rather than individual words.

5.3
Summarising 

The step-by-step routine in summarising is shown below.

· Label

Study the title. If there is not one, sum up the theme in a few words.

· Absorb

Scan the passage for the gist, Then re-read carefully.

· Select

Underline or highlight key points, leaving out details, examples. etc.

· Translate

Jot down key points in your own words, but without distorting the sense. Use the notes you made while reading plus any summary provided by the author as the basis for - but not an alternative to your own summary.

· Draft

Write a rough version, using complete sentences. Use double spacing.

· Count

Mark the number of words in each line in the right margin, and then add up the total

5.4
Record Searching

There are a number of methods which exist by which you can obtain the information required. These include observation, record searching, questionnaires, observation and interviewing.

There methods should not be looked upon as independent activities but as integrated, it is important that the approach taken is appropriate to the situation.

For example, looking at company files, ledgers, catalogues, card files etc. These show how the data is processed and recorded and reinforce information gained during the interview.

· Record Content

You should beware of:

(a)
Entries placed under incorrect headings.

(b)
Entries never made although headings for them exist.

(c)
Entries made where no heading exists.

Most libraries now have computerised databases available. Sources of information pertaining to an enormous number of topics can be made available in a matter of minutes. Rather than you having to undertake a manual search for the needed sources of information, the computer can make the search.

When using a computerised database, key words or phrases are entered into the computer. Only key words or phrases found in the directory can be entered into the system. After the search is completed, the computer produces a printout of the text citations contained in the database.

5.5
Observation

This may be planned or unplanned.

· Planned Observation

​This involves watching an activity being executed over a period of time and is useful for checking facts. It cannot be carried out for long without irritating those being observed and exhausting the Analyst’s concentration.

· Unplanned Observation

This is a sixth sense that the Analyst acquires. It does not usually provide any new facts but gives a great deal of information about staff morale, relations between members of staff, efficiency etc. The clues picked up by observation should always be followed up by questioning.

5.6 
Fact Recording

It is normal to record facts in some way rather than rely on memory. The reasons for recording are:

1. 
Completeness - to supplement memory and point out omissions.

2. 
Understanding - writing facts down clarifies them.

3. 
Communication - to other members of the system team, to users.

5.7 
Categorising the Data

If the formal report contains primary data that must be tabulated before they are usable, you will have to determine appropriate categories for use in tabulating the data. To illustrate, assume that a questionnaire contains an item that asks respondents to list the number of books they have read during the past year. To give more meaning to the responses, you should consider developing categories. The categories in this example might be:

0-3 books; 10-12 books, etc. 

If you choose not to present the data in a category format, the number of respondents who have read no books, 1 book, 2 books, 3 books, etc. will all need to be listed.

Unless systematic categorisation is used, questionnaire items having more than eight to ten possible responses may become very cumbersome when presented in the report. In many instance, the categories are determined at the time the questionnaire is developed. The same categories are then used in tabulating the data.

During interpretation, you give meaning to the data. The mere presentation of facts and data does nothing to help the reader benefit from the report. But once the facts and data have been given meaning, you are likely to benefit substantially from their inclusion. To illustrate, assume that a report writer states that the sales volume of a certain product increased £10,759 over last year’s sales. This statement lacks meaning. Unless you know the percentage amount of Increase or the base sales figure, this statement is virtually useless. You can also misinterpret information, causing the reader to draw inappropriate conclusions.

5.8   
Summaries

As managers become more senior in business or public administration, the more information they are expected to absorb and respond to. It is, therefore, essential that they are saved the time consuming, temper-fraying chore of ploughing through pages of indigestible closely printed text. They need to be able to see quickly what a document is about, whether it is relevant to them, and what the main ideas are. Often, they will demand that lengthy documents are filtered and boiled down by someone else in the organisation. Summary questions in exams cast you in the role of that someone else.

In order to convey information effectively to others you first have to assess why they need it, what they already know and how they might want it presented. Your job is to select only the relevant facts or ideas, guided by your own understanding (comprehension) of what the writer intended to communicate and you skill with language. You must always be aware of the need for information to be communicated and absorbed quickly and accurately so that the right decisions are made and the appropriate action taken. For example, a concise, clearly presented summary of a 400 page report about a subject to be discussed at a meeting, circulated beforehand, will ensure that those who have not read the full report will nevertheless grasp the main issues.

5.9
Making Notes from Research

Notes provide a brief written record of larger pieces of work, e.g. an article, a chapter in a book, a talk or a television programme. Making notes keeps your mind active as you read. It makes you think and concentrate - so you learn and remember better. Don’t forget, however, that there may be alternatives to note taking you may wish to use, e.g. underlining in a book.

The important things to remember in note taking are:

-
The main ideas and themes must be clear;

-
Avoid detail and repetition;

-
Your notes must mean something to you so wherever possible use your own words;

If for some reason, you cannot mark the text you are working from, use a separate piece of paper. Make notes as you read; if you don’t, you will quickly forget the point. Remember, a thought not recorded is a thought lost.

5.9.1
How to make notes 

· Linear note-making

This is the traditional type of note making which most of us are familiar with. Headings and sub-headings are used, with lettering, numbering and indentations used for sections and sub-sections.

You will find that linear notes can be useful for summarising existing information but may not be so useful as generating new ideas round a topic.

· Patterned note-making

Traditional linear notes look very neat but may not show adequately the relationships between the Ideas and themes in the subject you are noting. A useful alternative to linear notes is patterned notes which link together key ideas. The basic unit is a ‘spray’ of Ideas.

· Uses for patterned notes:
For recalling things or for generating new Ideas;

For making your own notes from written or  spoken material
· Tips for patterns:

Use only Key Words - don’t waste time on unnecessary words.
Arrange for printed words on the lines, which link up the various parts of the pattern.

6.0
Report Writing
The commission and production of reports play a crucial part in achieving the aims, which organisations set themselves. The more important decisions become, the more it is likely that specialist reports will be required by decision makers to ensure that the process of decision making is informed and impartial. During this Programme you will be required to write and submit several reports of various types.

6.1
What Is a Report?

Every report is expected to communicate useful information. Information is more than vague ideas, feelings, opinions, and prejudices; it is a verifiable fact or at least the conclusions of recognised specialists. The information in a report may come from a variety of sources: direct observation and experience, tests and experiments, surveys involving interviews or questionnaires, unpublished records or reports, and published materials. What makes such information useful is the kind of conclusions or recommendations that it leads to. Primarily, information in a report is not introduced to amuse, to entertain, or even to educate.  It is always intended to have a specific use for its reader: to facilitate work he/she is doing or to help him/her make important decisions.

The report has a limited audience. It is directed to an individual or group to whom the writer feels a definite responsibility. Every real report is aimed at some specific audience to whom the writer feels responsible and should be determined by the needs of that audience.

The tone and emphasis of every report are expository rather than persuasive. Of course the good report is both interesting and convincing to its readers, but it is not selling or propaganda. The good report writer avoids exaggeration and emotional appeals, but alms for accuracy and applies test of logic to inferences. A good report is essentially objective, that is, it relies on verifiable evidence and personal feelings, which can be substantiated.

Reports differ in length, and therefore in form, because length naturally influences form. Routine daily reports are often made by check marks on a printed questionnaire. Somewhat less routine reports or minor matters may appear as memos or brief letters.

6.2
Starting to Write a Report

Before writing a report you should ask:

1.
“Who will read my report?” is a question you must answer before you answer several other questions:

2.
“How long should it be?” Does the reader want full details or a brief summary? Will a memo or a letter be enough, or should you employ a formal report? Does your reader want full explanations of methods and complete statistical evidence, or will he/she be satisfied with general statements which are subject to verification if necessary? You must know your reader to answer these questions well.

3.
‘What kind of language is appropriate?” Can you use normal technical terminology, or must you translate into everyday language? How much must you define? Does your reader expect a personal, informal style or an objective, formal report?

Readers certainly differ. A report which satisfies one may prove inadequate for another, but at least we may generalise to this extent:

Every reader is looking for something useful to them - they want to get it as easily as possible, and they wants to be rid of this report and free to go on to something else. The less time readers are forced to devote to your report, the happier you will make them.

You should then list the contents of the report, organise them satisfactorily for the audience and then ensure the content covers all the grade required.

6.3
Style of Report Writing

Reports should be written in plain functional language. Avoid jargon and cliché, and keep within a rough maximum of thirty words a sentence; otherwise you will lose your readers in the fog.

There are two important skills you must develop for report writing:

6.3.1
Matching the grammar of introductory phrases 

in sub-headings with that of subsequent points

 Example: the reprographic facilities in Room 30 could be improved by:

(a)
Providing one additional machine for short runs (or the provision of...);

(b)
Widening the gangway between the large photocopies and the paper stack (or the widening of...);

(c)
Removing the store cupboard (or the removal of ...).


Not


The reprographic facilities In Room 30 could be improved:

(a)
by providing one additional machine for short runs.

(b)
the gangway between the large photocopier and the papers stack is not wide enough.

(c)
also the store cupboard should be moved out.

The second version contains only a sample of the most common and irritating mistakes in grammar and punctuation that make examiners twitch.

Recommendations are usually introduced by the word ‘that’:

 It is, therefore, recommended that:

(a)
One additional machine for short runs be purchased at a cost

(b)
The width of the paper stack be reduced by l.5m;

1)    The store cupboard be moved into the    corridor.

Note that readers often prefer to be offered alternative courses of action (options), so (a) could be: ‘either one additional machine for short runs by purchased at a cost of $     or ‘two more desk-top machines be provided in the sales department’.

6.3.2
Using impersonal neutral constructions:

e.g. 42 members of staff returned completed questionnaires. or: 42 questionnaires were completed and returned.

not

We got 42 completed questionnaires back from members of staff.

or:

members of staff gave us back 42 questionnaires filled in.

It was evident that .... not: I could easily see that

The figures show ....not: You can see from the figures

Layout
- Leave a margin each side of the page;

- Leave a clear line between sections;

- Use a consistent scheme of headings numbers and indentations.

- Clarify statistics with diagrams where appropriate. Graphic presentation helps the reader 
more quickly grasp the significance of the material; that is, it is not to be used as a primary 
means of presenting material, but to support or further explain the material presented in 
the written sections of the report.

Some indication of the types of reports can be seen by this not complete list.

1.
Regular and routine report

Sales report

Progress report

Safety inspection report

Production report etc.

2.
Occasional reports 

                 Accident report

Disciplinary report etc.

3.
Especially commissioned reports

Investigatory report

Market research report

Product diversification report etc.

6.4
Format of Reports

The format of written reports varies considerably. Some may run to hundreds of pages, such as those produced by Royal Commissions. Others may be quite short and set out on an A4 memorandum sheet. Some may be produced as a succession of paragraphs while the rest may be shown under a series of headings and sub-headings with lists, tables and diagrams.

The choice of format of a report is very important. Therefore, before producing a report the report-writer should decide carefully which layout will best relay the message.

In some circumstances the powers of persuasion and emphasis of a direct oral report may outweigh the advantages of producing a written document - particularly when a time-factor is an over-riding consideration. A report may best be delivered orally at a meeting, where the information may easily be verified, confirmed, questioned and examined.

In many cases, however, the complexity of report data requires that it be transmitted in a written form, so that recipients can keep a record for reference, and have repeated access to it and thus assimilate it more easily.

The following checklist provides a guide to the components which, in various combinations, form the parts which go to make up the whole of a range of different report formats:

· Component Check List

1.
Title

2.
Author

3.
Identity of report’s commissioner

4.
Date

5.
Reference

6.
Contents

7.
Status e.g. Confidential

8.
Background/history/introduction/terms of reference (TOR)

9.
Method/procedure

10.
Information/findings/data input

11.
Conclusions

12.
Recommendations/suggestions for action

13.
Footnotes

14.
List of References/Bibliography

15.
Appendices

16.
Index

17. Circulation List

Many reports contain an executive or management summary early on, usually after section 7 or 8. The reason for this is partly to enable the busy reader to read the main conclusions/meaning of the report early without the necessity of reading all the report. This approach also gives the reader the opportunity to gain an overview of the report before reading the detail. A synopsis or abstract often substitutes for this for similar reasons and also for easy references in libraries and abstracts.

7.0
Oral Presentation Techniques
Oral communication simply refers to the use of speech. Oral communication can take place in many Instances: for example, addressing a meeting, speaking from the floor of a meeting, or putting across ideas to colleagues. The ability to present effectively orally is an important skill in most business situations. It is a skill much used in the learning context of this Programme.

7.1
The Importance of Preparation

It is important to have a plan for presentation. You may be able to speak simply using headings that you have first noted down. You may also first write out in full what you want to say but the danger is you will tend to direct your eyes to your notes rather than to your audience (one way of losing your audience’s attention). Keeping your eyes on your audience is advantageous because you are able to sense their mood and so change your style of delivery to mach it. In preparing for your materials, make sure that keywords stand out, by using different lettering or a different colour. Keep your headings clear of the main text but see that you have enough key words so that even if you lose the thread of what you wanted to say, you can take it up again and still give an effective presentation.

7.2
Subject Matter

If you are given the opportunity to choose the subject matter, then select a topic which you have interests in. Research work has to be done if you do not have the necessary knowledge. If you are planning to make any assertions, then make sure you have the appropriate evidence and quotations.

7.3
Revising your Notes

If you have prepared your notes some time before the time at which you are due to speak, you should check them through again to make sure that you have not missed any important points and that the arrangement will allow you to make the presentation interesting. When it is near to the time you will be speaking, read them through again so that the contents will be fresh in your mind. Remember the spoken word is not the same as the written word read out.

7.4
Timing

Make sure you allow yourself adequate time for an effective conclusion by taking note of the time when you will need to begin your summing up.
(I)
Introduction

Before giving the actual speech, you should start by introducing yourself and your organisation, what you are going to talk about and why. If you are speaking from the floor in a meeting, and if a motion has been proposed, then say whether you are supporting or opposing it.

(II) 
Main Body

Your earlier preparation should enable you to arrange your points in a logical way. In the actual delivery, stand upright but in a relaxed way. Speak up and don’t mumble. You should vary your pace and note when you speak, otherwise your audience will find it boring. Try to avoid distracting mannerisms like rattling money or fiddling with spectacles. Glance at your notes when necessary but do not read: key words and phrases should be prominent enough that you don’t have to search for them.

Always look for audience reaction to what you are saying. If a member of the audience wants to ask a question, respond positively. You should capitalise on questions by giving effective answers but you must be careful not to be thrown too far off your timing.

(III) 
Conclusion

Summarise the important points you have been intending to put across. If the aim is to convince your audience of something that should be done, then end on a call for action - ask your audience to support or oppose the motion or amendment, contribute to a fund etc.

7.5
Oral Presentation Checklist

· Did the talk have a title and was it made clear at the outset how much of the subject would be covered?

· Was the Introduction sufficient to enable the listener to follow the theme of the talk?

· Did the speaker try to create interest in his subject?

· Was enthusiasm for the subject displayed?

· Was material presented well or badly?

· Was material arranged in a logical sequence or was it disjointed?

· Did the speaker show a knowledge of the subject?

· Did the talk have a beginning, a middle and an end?

· Did the speaker show any defects in presentation?

· Was the speaker fluent? (i.e. were such expressions as ‘er-’. ‘you know’, etc. avoided?)

· Was the overall pace too fast or two slow?

· Were there variations of speed?

· Was there a variety of intonation and style?

· Were there any distracting mannerisms?

· Did the speaker try to display confidence?

· Did the speaker try to establish eye contact with audience?

· Did the speaker try to use any visual aids to assist in his or her presentation?

· Was the speaker capable of competently handling questions from members of the audience?

Visual aids have a very important role in any presentation and should be carefully integrated with the spoken material. A good visual aid helps to break the monotony of oral delivery, maintains audience interest, highlights the spoken word, allows time for assimilation, assists retention of Information, and can be used to help the speaker to marshall the subject matter; communication experts emphasise that people learn more from looking than from listening (‘I hear and I forget: I see and I remember’).

The number of aids available is enormous. The list includes:

(   Static Board - blackboards and whiteboards

· Flip charts

(   Magnetic board

· Physical objects

· Models and experiments

· Overhead projector

· Digital projector

· Slide projector

· Films

· Monitors,TV and digital recorders

The principal thing to remember is that visual aids should be just that:

Visual and aids - visual, in that they make use of the most effective channel of communication of all, not just by providing the audience with something to look at, but wherever possible providing them with pictures rather than words to look at; and aids, in that they should help, not hinder, the speaker in getting his message across and help, not hinder, the audience In receiving and understanding the speaker’s message.

Visual aids used badly are time wasting, distracting, expensive, inflexible, at best confusing, at worst catastrophic and humiliating!

Visual aids used well are time-saving, essential, interesting, entertaining, memorable, and invaluable.

So if you are to avoid the traps and make them work for you, rather than against you, you need to know what is available, what are the problems, what are the most suitable applications and how to manage them effectively.

These include the traditional blackboard, or chalkboard, and its more modern descendant, the whiteboard or marker board which is usually a plasticised laminate surface on which you can write with felt-tipped pens. Whiteboards are cleaner to use, allow a more varied use of colour and tend to show up visuals more clearly than blackboards, but they can reflect the light and sometimes retain traces of the pen colours. In every other respect black and white boards have the same applications, advantages and disadvantages.

7.5.1
Flip Charts

These are usually pre-prepared on large sheets of paper or card and then used either singly or in sequence, to present Information to small groups of people. The term is also used to describe the large sheets of paper, clipped together on a stand, used to write up Information provided by the audience which can then be referred to later, or removed and stuck up on the walls for reference purposes. 

Useful For:

*
Providing background Information during a presentation when used singly.

*
Building up an increasing amount of Information or revealing the successive stages of a story, when used in sequence.

*
Useful way of preparing a complete presentation which is to be repeated.

*
Visuals are not rubbed off each time as with black and white boards so they can be kept for future reference.

Disadvantages:

*
Whatever the mechanism for clipping the sheets together at the top, there is a problem with folding each sheet back: they are liable to start falling back after about the sixth sheet, so you need to be familiar with particular the flip chart you will be using and you should rehearse the sequence right through.

*
Temptation to make drawings and letterings too small for audience to see the details.

7.5.2
Overhead Projector

Known as OHP for short, the OHP is intended to remove the problem of subjecting the audience to a view of the back of the speaker as he/she writes on a board or flip chart. He/she can face the audience throughout the presentation, even while pointing to the visual aid as he/she should point on the transparency rather than on the screen.

In theory, it has all the advantages and flexibility of many other methods and in the hands of an experienced speaker, it is effective and easily controlled; but in practice it has numerous traps which await the inexperience amateur. However, practice will pay dividends in that you will inevitably have to use it sooner or later because it has become so popular, and familiarity will enable you to take advantage of its possibilities and operate it in a confident and controlled manner.

7.5.3    Digital Projector

Can be used to project any computer image.  Very effective but can be affected by ambient light.  There is also a limitation introduced in relation to the flexibility to change sequence during a presentation. Much the most adaptable and professional approach but inexperienced users often try to put too much into a slide or make slides too “busy”

7.5.4
Slide Projector
Very commonly used and frequently mis-used. It can be used on its own or in conjunction with tape recorder, where the slides are either changed by means of remote control button controlled by the speaker or an assistant, or automatically by means of a synchronised sound tape which has been electronically pulsed. Commercially produced tape/slide presentation can be bought ready-made but the speaker can, of course, use his/her own slides.

Useful For:

*
Showing real photographs (35mm) of people places or objects.

*
Showing visuals of diagrams, plans or charts which would be too complicated to produce on chalkboards or be seen on flip charts or an OHP screen.

*
Slides provide the clearest and most colourful reproduction of any projected aid.

*
They add reality to your presentation.

*
If you are good at photography the slides are fairly cheap and easy to make compared with using film, for instance.

*
They can magnify details which is impossible with non-projected aids.

*
Bringing the real living world into your presentation.

*
Providing an entertaining as well as instructive dimension to your presentation.

*
Showing processes which would be impossible to reproduce by means of any other visual aid.

*
The potential problems are almost too numerous to mention.

*
Normally the room has to be darkened or blacked out.

*
If you want to point to a detail on a slide, you have to point to the screen, you will, therefore, be in danger of obscuring it.

*
Slides are easily damaged or lost.

7.5.5
Monitors, Television and Digital Recordings

At the moment we are living through a technological revolution which means that the speaker will have access to an increasingly sophisticated range of monitors and television recording apparatus. Just as the range and sophistication is increasing, so the expense of this equipment is tumbling.

In principle, using a VCD/DVD or similar to play back either television film you have hired, bought or filmed, is now very simple. Similarly, digital still and video cameras because they allow instant control of picture and lighting for instance, as you can see the picture you are filming while you are filming it. In addition, you can check instantly how successful you have been and, therefore, do a retake immediately if necessary.

8.0  
Meetings
A meeting is ‘the coming together of at least two persons for any lawful purpose’ No business or industrial organisation can get along without a large number of meetings (unfortunately!). Meetings, when properly run, are probably the most valuable of a company’s means of communication. They are certainly necessary if we are to promote:

(a)
Understanding and acceptance of the company’s policies and procedures;

(b)
Correct understanding and tolerance of people’s needs and desires; ‘two way’ exchange of constructive suggestions and ideas; intelligent co-operation.

But meetings do cost; the cost of time taken by those who help to prepare for the meeting and produce the necessary documentation and the cost of lighting, heating, ventilating and perhaps even renting the meeting room. It is imperative, therefore, that we use the time spent in meetings profitably, and that the leader and participants achieve the objective of every meeting arranged.

-
To make decisions or form policies.

-
To inform or instruct somebody.

-
To consult or exchange Information and Ideas.

-
To persuade influence actions and policies.

-
To solve specific problems.

-
To negotiate or bargain for example in the case of union/management meetings.

You will become involved in many formal and informal meetings on the Programme. It is important you practice the skills of chairing meetings, and participating in them. You must realise the need to plan and prepare for a meeting and must use the listening and note taking skills discussed earlier to benefit most from them.

9.0   
Group Work
Much of the work on the degree will involve you working with others on the programme, just as happens in most employment.  You will work with groups of people you like, others you may not.  It may be a formal group for a case study or an informal self-help group.  You must understand the role of group work and plan to make best use of it.

9.1
Situations Suited to Group Working

The following situations are more suited to group working than to individual effort; these are also the benefits of working in a group:

1.
New thinking is needed about complex problems in order to benefit from the depth and breadth of input and energy of the group.

2.
Strengths, weaknesses, opportunities and threats need to be identified.

3.
Specialists need a mechanism to co-ordinate their work.

4.
Collective decisions need to be made.

5.
Social, not authoritarian, methods are needed to maintain standards.

6.
People need the companionship of others to sustain morale.

9.2
Role of Individuals in the Group

1. All individuals must have a clear perception of their group’s purpose and they are pulling in the same direction.

2.
Members must interact, that is, they must be aware of their colleagues and be involved with them at all levels. This implies well-developed communication skills where Individuals must be acquainted with any special slang or shorthand that their group members use.

3.
Members must strive to achieve cohesiveness by acting and thinking in the same way as a result of shared experience and commitment to common purposes.

4.
Every group, given time, develops a code of practice which may include the ways in which discussions take place, the types of arguments that are permitted or rejected, etc. Group members should adhere to these common standards.

9.3
Constraints of Group Working

1.
The main concern of an individual in a group is to find a place in relation to others. Feelings and thoughts are usually kept hidden in the early stages as no one wants to expose their vulnerabilities.

2.
With contact and shared experience, some of the barriers begin to drop and the real personalities begin to emerge. Serious disputes may be fought out covertly or openly. There are two issues around which conflict occurs:

(i)
Control and dominance are a source of infighting as two or more members strive to be recognised as boss.

(ii)
Values and principles are a potential bone of contention as there is a need to respect each other’s stance. This results in a ready source of interpersonal struggle.

3.
Sometimes, individuals react against efforts of the group leader to control; that is, the authority and/or competence of the leader is challenged. This will result in the formation of sub-groups (alliances and cliques) especially when infighting mounts. If the group’s task is difficult or dangerous, then animosities and arguments are often expressed, resulting in a lack of commitment to the whole.

9.4
Motivating Group Members

Winning (and aspiring to win) is motivating. It gives the group hunger to sustain performance and improve, and mobilises energy in pursuit of a need.

Someone whose job is keeping the factory floor clean is unlikely to be concerned about the well being of shareholders. The floor cleaner will be motivated by the team of maintenance staff. Group leaders must find ways of relating the alms and objectives of the organisation to each member of their group.
The best groups are built on the personalities and motives of the members. Just as successful families are vehicles for the satisfaction of deep emotional and domestic needs, so work groups should satisfy the hopes and aspirations of their members. Such needs can be categorised into three:
-
The need for achievement (i.e. winning)

-
The need for power (i.e. being significant)
-
The need for affection (i.e. close relationships)
10.0
Independent Learning
Question: What is Independent Learning?

Answer: Learning which you undertake without the presence of APIIT Lecturers. 

· Examples

· Activities specified by lecturers

· Social activities, travel etc.

· Personal hobbies and interests

· Sport

· Television and other entertainment

· Pleasure Reading, etc.

· Misconceptions about Independent Learning

· Easy

· Not real learning like lectures

· Doesn’t need to be organised

· Something I do when forced to

· Truths about Independent Learning

· Essential if you want high marks 

· It is the reason why you don’t have lectures all day-use your “free time”, go to the library, prepare your work, THINK!

· Employers value people who can act independently and can think and adapt

· APIIT Ways of Defining Learning

Contact Time (Lecturer present)

· Lectures

· Other Supervised Learning

Tutorials

Seminars

Lab work

Practicals

Case studies
Presentations

Role plays

Quizzes

Group Projects in class

Individual projects and assignments in class etc.

Independent Learning Time (Lecturer not present)

· Students undertaking tasks set by us requiring an output we manage, for example:

Lab work

Practicals


Case studies
Revision

Learning logs
REFLECTION

Research

Library work 

Guided reading
Virtual learning

Preparation for presentations

Writing essays, reports, assignments and completing exercises out of class

· Independent Learning versus Teacher Led Learning by Level of Study

Level
 
    Learning Approach



Teacher 
Independent



 Led

   0

   1

   2

   3


· Benefits of Independent Learning

-  Enables more constructive use of lecture   time

-  Develops thinking, creativity and originality

-  Encourages independence and a capability to deal with the unpredicted

-  Lays the foundation for life long learning

-  Learning without reinforcement through - reflection, practice, debate and application is soon forgotten

-  Broadens learning resources, not just dependent on what the lecturer knows

-  Better for higher order learning

11.0
Revising for Exams
The following tips are suggested:

1 Plan your revision sessions in a schedule   which shows what you will do when, allowing yourself time off to relax and unwind as well.

2 Talk it over with friends on your course

3 Make yourself patterned notes for each topic

4 Test your recall with mind maps for key words

5 Check your knowledge against the Learning Outcomes you have been given 

6 Check date, time and location well in advance 

7 Check the length of exam, number of questions and marks available before the exam

8 Before the exam work out how long you should spend on each question, as follows:

Take the total time of the exam and remove  :-

a) 10 minutes “panic” time

b) 10 minutes to decide which questions you want  to do

c) planning time of 10 minutes for each question

Your writing time for each question is then the total time less a, b and c.

12.0
Tips for the Exam Hall
· Arrive early 

· Bring spare pens and anything else permitted in the exam

· Bring a small clock

· Sit down and start when told, do not look around at your friends

· If there is a choice of question do your best one first  

· If you find them all difficult choose which ones to do by crossing out those that seem the most difficult

· Monitor your time against the clock based on the time per question you have calculated available for each question

· Do not be tempted to spend longer on a question

· Do not do more questions than asked

· Always try to do the number of questions asked even if you find some difficult

· Always do a plan for each substantive answer, do not cross it out, if you run out of time the examiner may take it into account.  For longer answers it also serves as a useful contents list for the examiner

· Make sure you answer all sections of a question, even where there is no clear sectionalising of a question it usually contains some sections which can be drawn from the phrases used in the question

· If you do run out of time before answering all questions then put down notes against you plan
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