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About this module
ECCM 1101: Early Childhood ECCM 1101: EARLY CHILDHOOD COMMUNICATION AND STUDY SKILLS has been produced by School of Early Childhood. All ECCM 1101s produced by the School of Early Childhood courses are structured in the same way, as outlined below.

How this module is structured

The module overview

The module overview gives you a general introduction to the course. Information contained in the course overview will help you determine:

· if the course is suitable for you.

· what you will already need to know.

· what you can expect from the course.

· how much time you will need to invest to complete the course.

The overview also provides guidance on:

· study skills.

· where to get help.

· activity icons.

· units.

We strongly recommend that you read the overview carefully before starting your study.

The module content
The module is broken down into units. Each unit comprises:

· An introduction to the unit content.
· Unit outcomes.

· new terminology.
· core content of the unit with a variety of learning activities.
· unit activity
· a reflection
· a unit summary.
Resources
For those interested in learning more on this subject, we provide you with a list of additional resources at the end of this module; these may be books, articles or web sites.

Your comments
After completing ECS 1101: communication and study skills we would appreciate it if you would take a few moments to give us your feedback on any aspect of this course. Your feedback might include comments on:

· module content and structure.

· module reading materials and resources.

· course assignments.

· course assessments.

· course duration.

· course support (assigned tutors, technical help and technical help)

Your constructive feedback to the department and the school will help us to improve and enhance this course. Please send such feedback through the School Quality Assurance team
Course overview
Welcome to Early Childhood ECS 1101: COMMUNICATION AND STUDY SKILLS- ECS 1101: First Edition 
This module introduces you to communication, study skills, academic writing skills, listening and speaking skills, library skills, culture and communication.

ECS 1101- Communication and study skills
Is this course for you? 
Communication and study skills course is intended for students who are pursuing a Bachelor of early Childhood Education. The course provides trainee teachers with the background to early childhood communication and also equips them with study skills necessary for academic progression. Teaching of communication skills to children between 0 and 6 should be integrated in play. A child uses language to explore the world and teachers should thus acquire the skills that will help them maximise on the learners’ language potential. The course further equips the trainee teachers with skills and knowledge on how to create an enabling environment suitable for mental and physical development for ECE learners.
Course outcomes

By the end of ECS 1101: COMMUNICATION AND STUDY SKILLS FIRST EDITION 2021 you are expected to;
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Outcomes
	· explain the concept of early childhood communication and its barriers
· discuss effective listening and speaking skills
· explain various library skills
· apply academic writing skills in their academic work.

· explain the importance of citation and referencing
· explain how plagiarism can be avoided
· Write academic essays as expected
· explain the link between culture and communication


Timeframe
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How long?
	You are expected to complete this course in three residential
Three (3) weeks of contact sessions
You are expected to complete 10 hours of self-study per week


Study skills
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	As an adult learner your approach to learning will be different to that from your school days: you will choose what you want to study, you will have professional and/or personal motivation for doing so and you will most likely be fitting your study activities around other professional or domestic responsibilities.
Essentially you will be taking control of your learning environment. As a consequence, you will need to consider performance issues related to time management, goal setting, stress management, etc. Perhaps you will also need to reacquaint yourself in areas such as essay planning, coping with exams and using the web as a learning resource.

Your most significant considerations will be time and space i.e. the time you dedicate to your learning and the environment in which you engage in that learning.

We recommend that you take time now—before starting your self-study—to familiarize yourself with these issues. There are a number of excellent resources on the web. A few suggested links are:

· http://www.how-to-study.com/
The “How to study” web site is dedicated to study skills resources. You will find links to study preparation (a list of nine essentials for a good study place), taking notes, strategies for reading text books, using reference sources, test anxiety.

· http://www.ucc.vt.edu/stdysk/stdyhlp.html
This is the web site of the Virginia Tech, Division of Student Affairs. You will find links to time scheduling (including a “where does time go?” link), a study skill checklist, basic concentration techniques, control of the study environment, note taking, how to read essays for analysis, memory skills (“remembering”).

· http://www.howtostudy.org/resources.php
Another “How to study” web site with useful links to time management, efficient reading, questioning/listening/observing skills, getting the most out of doing (“hands-on” learning), memory building, tips for staying motivated, developing a learning plan.

The above links are our suggestions to start you on your way. At the time of writing these web links were active. If you want to look for more go to www.google.com and type “self-study basics”, “self-study tips”, “self-study skills” or similar.


Need help? Please do not hesitate to contact the following
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                 Help

	                        Mr. Joshua Zulu

                        Mobile: 0978176214
                        Email: jzulu3668@gmail.com
              


Assessments
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Assessments
	You will be expected to write one (1) assignment, one (in-class test) and a written final examination. Assignments are to be submitted to respectful tutors for marking in line with deadlines given. 



Getting around this module
Margin icons

While working through this ECCM 1101 you will notice the frequent use of margin icons. These icons serve to “signpost” a particular piece of text, a new task or change in activity; they have been included to help you to find your way around this ECCM 1101.

A complete icon set is shown below. We suggest that you familiarize yourself with the icons and their meaning before starting your study.
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	Activity
	Assessment
	Assignment
	Case study
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	Discussion
	Group activity
	Help
	Note it!
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	Outcomes
	Reading
	Reflection
	Study skills
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	Summary
	Terminology
	Time
	Tip
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	Computer-Based Learning
	Audio
	Video
	Feedback
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	Objectives
	Basic Competence
	Answers to Assessments
	


Unit 1

INTRODUCTION TO COMMUNICATION
Introduction
This unit introduces you to the concept of early childhood communication. It suggests means of promoting communication skills in the early childhood learners by explaining and discussing the various characteristics of communication and its functions. In addition, it also discusses the different levels of communication, elements of communication, and barriers to effective communication and further suggests ways of overcoming such barriers.

Specific Outcomes
By the end of this unit you are expected to;
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Specific Outcomes
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Terminology

	· explain the concept of communication
· discuss ways of developing communication skills in early childhood learners
· discuss barriers to early childhood communication
· explain ways of overcoming barriers to communication in early childhood learning.
· Communication: The transmission of information, ideas and opinions from one person to the other.

· Barriers: Obstacles that prevents movement or access

· Stereotype: A widely held image or idea of a particular type of person or thing.


What is Communication?
The word communication originates from a Latin word communis or communicare, which means ‘to share’ or ‘to make common’. According to Juliana (2016: 2) communication is defined as the act of conveying intended meaning to another person through the use of mutually understood signs and language. Apart from that, communication is also said to be the transfer of information from one person to another. This may be vocally, written, visually and also through non-verbal language (using body language, gestures, pitch and tone of the voice). Communication has to be a meaningful and interactive process. For this to be achieved, there are basic steps that are to be achieved. These are: forming of communicative, message composition, message encoding and transmission of signal, reception of signal, message decoding and finally interpretation of the message by the recipient.
Characteristics of Communication
From the definition of communication you can see that communication is a complex process that involves a number of things. Communication may have many features but the ones we will present here are those that may be closely associated to the learning process. Let us now look at the characteristics of communication.
Communication involves at least two persons:
The first important characteristic of communication is that there must be a minimum number of two persons because no single individual can have an exchange of ideas with himself. Therefore, a communicative activity should always have the sender of information and the receiver. In the classroom situation communication occurs mainly between you (the teacher) and the learners and vice versa.
Communication is a two way process
As already explained, communication involves two or more people. This means that when a message is sent, the receiver must be able to understand that. If the message has not been understood by the receiver it mean the process of communication may not be complete. This essentially means that communication is a two way process. It does not merely means sending and receiving messages. It is not complete unless and until the message has been understood by the receiver in the same sense.
                                         Communication has a purpose
This is one of the most important features of communication. The process of communication should be propelled by the need to transmit a particular message.  The sender of the message should ensure that the message is packaged appropriately. This is so because the basic purpose of communication is to create an understanding. The receiver should understand the message sent and should respond accordingly. As teachers it is important to understand that it matters how you package information for your learners because if not properly packaged, the learners may not understand the message.
                                        Communication is a continuous Process
You need to understand that communication is a process. For a teacher, communication should not just start and end with teaching but should also include being able to follow a learner’s progress and equally being concerned with other issues that may affect the learners at both school and at home.
                                        Communication is conversational
The communication process has to be conversational and interactive. In the process of communicating, both the sender and the receiver have to progress logically together. In the classroom situation, the teacher should ensure that the learners do not remain behind but are carried along in the process of communication.
                                        Communication is an exchange of ideas

Communication cannot be thought of in the absence of exchange of ideas. As teachers it is important for you to know that communicating with learners involves an exchange of ideas and feelings. Learners will always have interesting ideas about a number of things. Therefore, it is important that you allow them to express themselves because this helps in building their self confidence. They also get excited about the idea of you wanting to learn from them.
 Functions of Communication
Having looked at the characteristics of communication, we now move to yet another important aspect of communication. Have you ever asked yourself why human beings communicate? We indicated earlier that communication must have a purpose. If this is the case, it means that communication has functions it serves in peoples’ lives. Human beings will always communicate for various reasons. Below is a list of some of the functions of communication.
· To educate and transmit knowledge
· Communication can be used to solve problems
· Communication builds one’s self confidence
· Communication can be used to establish and strengthen relationships
· Communication can also be used to entertain

Forms of Communication 
Let us now go the forms or types of communication. It is important for you to remember that both people and animals communicate in different ways. However, all forms of communication can be categorized as either verbal or nonverbal. Let us now look at the different forms of communication.

Verbal Communication 

Verbal communication involves using speech to exchange information with others. We usually communicate verbally in face-to-face conversations such as; meetings, interviews, conferences, speeches, phone calls etc. Much of the communication that takes place between people is both verbal and non-verbal; that is, it is based on language and gestures.

Non-Verbal Communication 

Non-verbal communication is a type of communication that employs gestures, emotions and body language. Although verbal communication is important, spoken words make up only a small part of communication. The majority of communication is nonverbal. The amount of communication that is nonverbal shows why it is so important to pay close attention to people’s actions as well as their words. Nonverbal communication is made up primarily of facial expressions and body language. Therefore paying attention to such aspects these helps to fully understand what the speaker is saying and also become a good communicator. Failure to understand nonverbal aspects of communication may make one miss out on part of the message. In order for you to understand nonverbal communication, pay attention to the following aspect;

· eye contact

· pace or speed of speech

· posture or body position

· signs or gestures


LEVELS OF COMMUNICATION

Intrapersonal Communication
As the term, ‘intra’ means ‘within’, so the communication that takes place within a person is called intrapersonal communication (Surbhi, 2016). Some examples of intrapersonal communication include thinking, writing notes to remind yourself of things you need to do, and talking to yourself. In this level of communication, you are both the person 'sending' and 'receiving' the message. Because you play this dual role, the chances of misinterpretation or miscommunication are essentially non-existent. After all, most people do not have barriers to clear communication with themselves! 
	

	 


Interpersonal Communication 

Interpersonal Communication is a one to one communication between two or more persons, wherein exchange of ideas, information or messages takes place through a channel (Surbhi, 2016). Talking with another individual, exchanging text messages or emails, gestures, video conferencing are all examples of interpersonal communication. In order for interpersonal communication to be considered successful, the person receiving the message has to receive and comprehend the message that the sender intended to send. As teachers it is vital to understand that learning can only take place if teachers and learners are able communicate clearly and quickly with one another. The interpersonal communication between learners and teachers has to be effective. 
Group Communication 
The term "group communication" refers to the messages, ideas and feelings that are exchanged by group members. These messages, whether verbal or nonverbal, are important to groups because it is through the exchange of messages that group members participate, maintain the group identity, determine goals, motivate participation, and do the many things that keep the group intact. For example, a soccer team can be considered to be a group, but one would not expect a soccer team to exist or compete with other soccer teams without exchanging messages. Teachers should understand that both the teacher and the learners are part of the group that should have a common goal and that every member of group treated equally.
Mass Communication

Mass communication is the imparting or exchanging of information on a large scale to a wide range of people.
BARRIERS TO EARLY CHILDHOOD COMMUNICATION
Having looked at the various aspects of communication, it is also important for you to be aware that there are factors that may hinder the process of effective communication. Therefore, in this section we are going to look at barriers to effective communication and how a teacher can ensure that those barriers are overcome. Like already stated, effective communication cannot be achieved unless the environment is made conducive for communication. The following therefore, are some of the barriers that may hinder effective communication: 
Physiological Barriers 
Physiology is the state of human body and mind. Physiological barriers of communication occur due to the physical condition of sender or receiver which might even be physical disabilities. Some of the physiological barriers include ill health, poor eye sight and hearing difficulties. It is important for you to know that learners’ personality may be affected by physiological barriers (mainly negative). This can best be handled by working on developing a positive perception as certain physiological features contributing to barriers may not be curable.  
Physical Barriers
Physical barrier is the environmental and any natural condition that acts as a barrier in communication in sending message from sender to receiver. Organizational environment or interior workspace, design problems, technological problems and noise are some of the physical barriers. Therefore, it is important for a teacher to understand the learning environment so that he/she ensures that it is conducive for learning. 
Cultural Barriers 

Culture prescribes behavior. Humans can adapt to different culture once we come to accept it and appreciate that cultures are different so that we can be recognised by others and that no specific connotations need to be attached to one culture or the other. Because learners may come from different cultural backgrounds, it is important for a teacher to be liberal in his/her approach and should help pupils understand and appreciate the culture of others.
Language Barriers 

Language that describes what we want to say in our terms may present barriers to others who are not familiar with our expressions. The use of jargon for instance may be a barrier to communication in that others may be excluded from a conversation. To avoid this, a teacher should ensure that simple and straight forward language when communicating with the learners. Facial and body expressions should also be in tandem with the message being put across. 

Interpersonal Barriers 

This may occur when individuals refuse to be in contact or associate with others. Withdrawal is an absence of interpersonal contact and it may hinder effective communication. It happens when one refuses to be in touch with others. 

Psychological Barriers  

There are 3 types of psychological barriers would be discussed as they are the most common ones. 

a) Perceptual Barriers: We all see the world differently. The experiences, ideas and emotions make us to look at world differently. Perceptual barriers can significantly alter our understanding and thus affect our communication. They are deep rooted and work in conjunction with our experiences. It is important for a teacher to adopt a positive approach towards all learners in the classroom.
b) Emotional Barriers: One of the other chief psychological barriers to open and free communication is the emotional barrier. It is comprised mainly of fear, mistrust, and suspicion. As mentioned earlier the roots of our emotional mistrust of others lie in our childhood and infancy when we were taught to be careful what we said to others.
c) Experiential barriers: Experiential barriers on the other hand become barriers by virtue of not having experienced them leading to altered interpretation and comprehension.  Our experience shapes our view of the world. For example, when children experience trauma at the hands of trusted adults (especially family members) their emotional link with the adult world is severed, creating distrust. They are left with three companions: guilt, fear and feelings of inferiority. 
 Stereotypes 

Stereotypes are widely circulated ideas or assumptions about particular groups. Stereotypes are usually negative attitudes which people use to justify discrimination of conflict against others. The effects of stereotyping are seen as gross over simplified and over generalized descriptions. They operate to overestimate differences existing between groups and under estimate differences within groups.  

Stereotypes distort reality since the over estimation between groups and under estimation within groups bear little relation to the truth. According to Pennington (1986) “there are two characteristics of stereotypes 

· People are categorized on the basis of very visible characteristics e.g. race, nationality, sex, dress and bodily appearance;  
· All members of a particular group are assumed to have the same characteristics.  

          

    Activity 
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	1. Explain why it is important for a teacher to name and describe objects to early childhood learners.

2. Explain how a teacher can use a variety of grammar to help early childhood learners acquire communication skills. 



   Reflection
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	Reflection


1)  Think of factors that may hinder communication in an ECE classroom
2) Is it possible to eliminate such hindrances? Explain.
  Unit Summary
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Summary
	This unit has discussed the concept of communication, early childhood communication, characteristics, functions, levels and the barriers that can hinder effective communication. It is important for you as an early childhood teacher to develop the skill that will help you interact with the learners effectively in all subject areas. It is hoped that this will help you understand and handle communicative challenges you will face.
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	Reading


Hasson, G. (2012) Brilliant Communication Skills. Great Britain: Pearson Education.   

Unit 2

LISTENING AND SPEAKING
Introduction
Listeners must first hear what is said. Listening skills involve identifying and selecting relevant points recognized as having meaning; that are understood and held in short-term memory. These can be related to what has gone before and to what comes after. Any information considered important is selected and stored for future reference in the long term memory. Decoding (understanding) a message is generally easier for the listener if a person is speaking rather than reading something out loud. In addition the speaker's facial expressions, and the stress placed on words help the listener to understand the message.

Unit Outcomes

By the end of this unit you are expected to;
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Outcomes
	· explain the meaning of listening and speaking.
· discuss the different types of listening and speaking

· identify barriers to effective listening

· demonstrate understanding of good listening habits

· state the purposes of listening

· discuss good speaking and listening habits
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	Terminology


· Discriminate: to recognize a distinction or differentiate
· Dialogic: relating to dialogue 
What is listening?

Listening is the absorption of the meanings of words and sentences by the brain. Listening leads to the understanding of facts and ideas. To listen is to pay attention, or sticking to the task at hand in spite of distractions. It requires concentration, which is the focusing of your thoughts upon one particular problem.
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Fig. 2.1. (Shows learners actively engaged in a listening activity). Source: nahb.ca. (retrieved on 19th may, 2019)
Types of listening

There are so many types of listening. Let us now look at some of them:

Discriminative listening: 

This is the most basic type of listening whereby the difference between different sounds is identified. Meaning can be difficult to extract if the difference between respective sounds is not identified.

Comprehension listening

This is also known as content listening or full listening. It is important to know that in communication, some words are more important than some. To comprehend the meaning requires first having a lexicon of words at our fingertips and also all rules of grammar and syntax by which we can understand what others are saying.
Evaluative listening

This is where a listener seeks to assess the truth of what is being said. In evaluative listening or critical listening, we make judgments about what the other person is saying. This judgment is made in relation to our values, assessing them as good or bad, worthy or unworthy.

Critical listening

This type of listening requires significant real-time cognitive effort as the listener analyzes what is being said, relating it to existing knowledge and rules, whilst simultaneously listening to the ongoing words from the speaker.

Dialogic listening

Dialogic listening mean listening through conversation, engaged interchange of ideas and information in which we actively seek to learn more about the person and how they think.

Relationship listening

Sometimes people listen to others in order to develop or sustain relationships. Relationship listening is also important in areas such as negotiation, sales and also in the classroom. You need to help learners build relationships not only with you but with other learners also.  

Effective listening

Developing effective listening skills involves two specific steps (Hartley & Bruckman, 2002). These are: 

i. To develop the ability to recognize and deal with barriers that prevents you listening with full attention. To develop and use behaviors which help you to listen. Such behaviors can also serve to let the other person know that you are giving them your full attention.  

ii. A person who incorporates listening with concentration is actively listening. Active listening is a method of responding to another that encourages communication. Active listening is composed of six distinct components 

· Hearing: The physiological process of receiving sound and/or other stimuli. 

· Attending:  The conscious and unconscious process of focusing attention on external stimuli. 

· Interpreting:  The process of decoding the symbols or behavior attended to. 

· Evaluating:  The process of deciding the value of the information to the receiver. 

· Remembering:  The process of placing the appropriate information into short-term or long-term storage. 

· Responding:  The process of giving feedback to the source and/or other receivers. 
Barriers to Listening 
The following list identifies just some possible barriers to effective listening; noise, prejudice, having a closed mind, being inattentive, anxiety, subjective bias, cultural issues and interruptions. It is important that such barriers to listening are recognized and dealt with. With developing awareness, we can have more control over those barriers that are internal to ourselves, and can adopt and use more helpful listening behaviors.  
Effective Listening Tips
Listening effectively is hearing and understanding what a speaker is saying and how it applies to you, and then remembering it for future use and evaluation. There are ways to improve your listening skills for lectures. The following is a list of some basic techniques:  

1. Recognize how ideas are organized. Lectures usually begin with some type of introduction, followed by a thesis statement which is supported by additional information. Most professors bring closure to their lecture by summarizing what they have covered. Learn to identify the lecture style that is used by your professor.  

2. Become involved in what is being said. Be an avid listener. Constantly analyze what is being said.  

3. Cut through (or screen out) distractions. These may include; background noise, unusual accents, dialects, and language mistakes, speaker disorganization, emotion, or habits, unrelated material and your own inner voice.  

4. Organize statements into main points and supporting reasons. Using an outline form may be helpful.  

5. Discriminate between relevancies and irrelevancies. Remember that not all information is important.  

6. Maintain an active body state. Keeping alert and having eye-contact with the speaker will help you listen more effectively.  

In order to improve your listening skills, you will need to practice using the suggested techniques until they become automatic.
 SPEAKING SKILLS
What is speaking? 

Speaking can be defined as the act of making vocal symbols. It means to converse, or expressing ones thought and feeling in language. To speak often means to convey information. Therefore, speaking skills can be said to be;

i. Speaking skills are the skills that give us the ability to communicate effectively.

ii. This skill allows the speakers to convey his message in a passionate, thoughtful and convincing grammar.

iii. Speaking skills also helps to ensure that the speaker is not misunderstood by those listening.
Types of speaking
Description of speaking
Speaking is a productive skill that is more complicated that other skills and involves more than just pronouncing words. It requires the learners to combine their listening/reading comprehension with their ability to respond appropriately. There are three kinds of speaking situation in which we find ourselves in.

i. Interactive

ii. Partially interactive and 

iii. Non interactive.

Interactive speaking 
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Fig. 2.2 (Learners engaged in active speaking with the teacher). Source: etraining.communictydoor.org.au. (retrieved on 14th may, 2019)
Interactive speaking includes face to face conversations, telephone calls in which we are alternatively speaking and listening at the same time. In the classroom for example, it is important to embrace interactive learning because it makes learners active all the time. You need to, therefore, interact with the learners as often as you can because it allows learners to be a part of the classroom both physically and mentally.
Partially interactive speaking

This is the type of speaking in which the activity of speaking is dominated by one person but there are people listening to what is being said. The listeners do not interrupt the speaker but the speaker is able to see the listeners’ reactions, body language and expressions.

Non interactive speaking

Some speaking situations may be totally non interactive. The speaking activity is done by one person and there is no reaction at all from the listeners e.g. when recording a speech for a radio broadcast. This kind of speaking is not encouraged for a classroom situation especially for early graders.
How to improve listening and speaking skills in Early Childhood Learners
Like earlier stated, communication is a wide and complex process. Early childhood communication is more complex and demanding. Learning to communicate is key for early childhood learners to interact with the world and to have their needs met. Communication development for early childhood learners includes gaining the skills to understand and to express thoughts, feelings and ideas.  Therefore, there is need for you as a teacher to be strategic and have well set goals in your efforts to help children learn to communicate. Below are some of the strategies you can use to build communication skills in early childhood learners. 

Engage in conversations with learners

As early childhood educators you need to ensure that you engage in conversations with the learners in order to show them how we use words, share ideas and get information. The conversations have to be back and forth. As a teacher ensure that the learners are given opportunities to speak and share their ideas. This allows them to build greater complexity in their speech. The more input you expose your learners to, the more opportunities they will have to learn how to express themselves and understand what others are saying.
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Fig 1. 1. (A learner engaged in a discussion with the teacher).       Source: media.uzh.ch (retrieved on 12th may, 2019)
The picture above shows a teacher and learner engaged in a conversation with a learner deeply involved. What do you think the learner is trying to tell the teacher? Let us now look at some of the ways you can initiate conversations in your classroom. 
· You are encouraged to talk to the learners through routines (e.g., when washing hands, “We are washing our hands.”)
· Comment on children’s actions or objects and events (e.g., “Mutinta is drawing with a red crayon.”).
· Ask questions and pause for answers. Provide the answers for preverbal (children who can’t speak yet) children.
· Expand on children’s words. You need to expand on children words, ideas and concepts.  (e.g., “I heard you say, ‘water’. Would you like to drink water?”).
Engaging in the outlined activities with your learners will not only help them expand their vocabulary but also build their confidence to engage in conversations. 
Give names and descriptions of objects, activities and events

Commenting on actions or events for learners is a great way to give them examples of how to use language in everyday routines and activities. This involves talking about what you or a learner is doing, seeing, or thinking about. You should also describe what learners are doing or seeing. This kind of talk will provide your learners with examples of the kind of language that is used in everyday activities. Talking about actions or events may also help learner’s learn and understand which words go with which actions.
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Fig 1.2 (A teacher describing objects to a learner) Source: presencelearning.com(retrieved on 12th may, 2019) 
You can do this by:
· giving detailed descriptions of what you or the child is seeing or doing.
· commenting on daily routines like hand washing, eating, or gardening.
· modeling language for children by commenting on objects or events.
· Talking while demonstrating the different ways an object may be used.
Use a variety of words and grammar

Talking to learners is one of the most important ways teachers can help them learn to communicate and develop strong communication skills. By talking with them, you provide learners with language “input” that children can then use as models for how to talk. The more types of language input learners receive from you as a teacher, the more their language and communication skills can develop and grow over time. When you use different types of words and grammar in your speech to learners, they benefit by learning to use more complex and varied language.
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Fig 1.3 (Improving learners’ knowledge of words means marrying a word with its activity). Source: wikihow.com(retrieved on 12th may, 2019)
Classroom application 


· During playtime or mealtimes, you can introduce new vocabulary by using rare or uncommon words (e.g., “I have a big appetite. I am eating a lot of food today!”).

· You can repeat unfamiliar words in different contexts and on different occasions with meaningful contexts. (e.g., pictures, verbal explanations)
Engaging in activities and objects that interest children
Learners are often curious about the world around them. As a teachers can make the most of this natural curiosity by engaging learners in conversations about the objects or activities that have capture their attention. You also need to tune in and talk to learners about whatever is holding their attention. Use that as a teacher to support learner’s language development by responding to their interests. You can use these moments to support children’s language by initiating high-quality conversations that include rich vocabulary, give children information, or ask children to provide information.
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Fig  1.4 (It is easy to grab learners’ attention when they are engaged in activities that interest them). Source: kiccollege.ca (retrieved on 12th may, 2019)
· In the classroom, you need to pay attention to what the child is focused on and ask open-ended questions like “What…?”, “Why…?” and “How…?” after asking such questions you need to pause for a response from the learners. Provide the answers for preverbal children.
· Provide information about the object or activity the learner is focused on by commenting or describing the object or activity.
· You can also introduce the learners to new words related to the object of his or her focus. Explain the meaning of the new word.
· If possible, you provide a demonstration of the different ways the object the learner is focusing on may be used (e.g., “You’re rolling the blue ball. Let’s see if we can bounce the ball too.”).

Use interactive reading

Reading books to learners is one of the most effective ways to provide them with opportunities to develop both their language communication skills. Books often contain words that learners may not commonly hear in everyday conversations, along with pictures that help illustrate their meanings.  You can use books to start discussions with children about the stories and pictures presented and connect the stories and pictures to children’s lives.

The opportunities for helping learners develop their language skills with books are greatest when you help learners to become engaged by: 

· encouraging learner’s participation in the story. 
· expanding on learner’s responses
· giving feedback. 

By interacting with children in these ways, you will give learners a chance to practice listening and speaking skills that foster both language and communication development.
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Fig 1.5 (Interactive reading means allowing the learners to participate actively in the reading exercise) Source: kiccollege.ca (retrieved on 16th may, 2019)
How to carry out a reading activity in the classroom
· Point to and label objects or actions in the book.
· Use an expressive, animated voice when reading. If appropriate, use voices for the characters and imitate sounds or facial expressions presented in the book.
· Talk about familiar subjects like family life, faces, food, and toys.
· Ask open-ended questions (“Who”, “What”, “When”, “Where”, “Why”, and “How” questions).  For preverbal infants or toddlers, pause after asking the question. When appropriate, provide the answer.
· For new words, say the word to the child and ask him/her to repeat it.

· Make connections between the book and the child’s life (e.g., when reading a book that has a picture of a dog, “You have a dog that’s brown just like this one. What kinds of things does your dog like to do?”).

Praise and encourage children for their responses
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	       Activity


      Activity                                                                                               
1. Explain why interactive speaking helping learners acquire speaking skills.

2. Explain each of the three types of listening and further discuss how each type can be useful in a classroom.
 Reflection
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	Reflection


1. Think of what the difference is between listening and speaking.
2. What do you think could be the barriers to effective speaking?
Unit summary
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Summary
      Key reference
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	In this unit we have discussed listening and speaking. We have explained what listening is and discussed the various types of listening, barriers to listening and further suggested ways of improving listening of comprehension ability. Apart from that, we have also discussed speaking, the various types of speaking and suggested ways of improving one’s ability to speak effectively.

Rogers, N. (1982)   How to Speak Without Fear. London: Ward Lock.



Unit 3
INTRODUCTION TO STUDY SKILLS 
Introduction
To succeed in your studies at the university you must study. Studying is revising the notes you took during lectures, and reading text books with the aim of understanding better what you are reading. For better understanding, it is important that you as a student come up with a study plan that works best for you. We are going to discuss some of the study plans and study tips that will help you to study better and gain good grades at the end of your undergraduate studies. 

Specific Outcomes
By the end of this unit you are expected to;
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Outcomes
	· explain what studying is
· manage their time effectively

· discuss reading and the various types of reading

· explain effective reading


What is studying?
Studying can be defined as the application of the mind to the acquisition of knowledge, as by reading, investigation, or reflection.
Study tips:

· Draw up a study timetable and block in all activities, work, lectures, and any household or other responsibilities you may have. Include meal times and travel time. Be realistic. This should be an actual timetable, which is possible, not some ideal that can never be achieved. Make enough copies to cover all the weeks leading up to exams or assessment.  

· Work out your most effective study times. When do you study best? Morning, afternoon or evening?  

· Consider: Which subjects need the most study and revision? Estimate how many hours you think you need for each subject and try to match this with the hours available in your weekly planner.  

· Block in some study times, preferably 2-4 hours at a time, with 5-10 minutes’ break every 40-50 minutes.  

· Start at exam periods or due dates for assignments and work backwards, blocking in more study time in the relevant subject closer to the exam/due date. Make sure that you prepare for each exam over several days and don’t fill up the last few days too heavily. Also put in any events which may affect your study times, such as birthdays, social events and work functions.   
  READING SKILLS
What is reading?

Reading is defined as the process of looking at a series of written symbols and getting meaning out them. It means to construct meaning from text. Reading is a process that must include thinking before, during, and after reading. We read in order to meaning and understanding. The correct reading speed is the one that gets you that meaning and understanding. Reading is an art form and good readers do certain things that get them the meaning that the process is designed to extract.
Types of Reading 
There are different types of reading. Let us now look at each type of reading;
a) Skimming

This is a type of reading where a reader runs through a material quickly in order to take in just enough information to get a general idea or the main points. It provides an overview of the text. It is useful when one is looking at chapters/ sections, headings, summaries and opening paragraphs. The purpose of skimming is to allow the reader to check the relevance of the text. 

· Scanning

This is the type of reading where a reader looks out for a particular item. In this type of reading, material that is not relevant to the reader is skipped. The reader may see every item on the page but does not necessarily read what is on those pages because he/she ignores everything irrelevant.

· Intensive Reading

Intensive reading involves close study of the material in search of particular information. This occurs when the reader is focused on the language rather than the text. This type of reading is done slowly and attentively because the reader has to work on something he/she does not understand. 

· Extensive Reading

This is simply supplementary reading for enjoyment and generally to develop reading skills. Examples of extensive reading may be the reading of novels, magazines, short stories and newspapers.
              COMPREHENSION 
The National Institute for Literacy (2001) defined Comprehension as the ability to understand and get meaning from spoken and written language. Comprehension is a complex process involving knowledge, experience, thinking, and teaching (Fielding & Pearson, 1994). Effective comprehension instruction is necessary to help students understand, remember, and communicate with others about what is read to them and what they read.
How to improve your comprehension during reading 
The following are the ways you can improve your comprehension;
Begin from what you already know (activating prior knowledge). 

Always try to make sense of what you are reading (context). 

· Ask yourself questions; before, during and after reading.
· Predict and think about what will happen next in the text, or how your questions will be answered. 
· Read with a purpose. Know why you are reading to the learners and what you want to achieve. 
· Know that as a good reader you often REREAD parts of, or even, the whole text two or more times in order to make sense of what you are reading.
   WRITING SKILLS
                                        What is writing?

Writing can be defined as a thinking process that puts thought, ideas, and concepts into words using continuous prose. It can also be said to be the ability to put sounds down on graphic form according to the conventional sound-spelling. 

                                         What good writing entails:
                                           Any good writing should have the following; 

· Style: Style concerns the way thoughts are presented and expressed, economy of expression and choice of words. You should focus on these aspects of writing in the manner provided by the American psychological manual. There are many other books dealing with style which you can consult.

· Good presentation of Ideas You express your thoughts in single words, paragraphs or longer sentences .You should express your thoughts in orderly and clear way. You should provide continuity of words, concepts and the theme, from the beginning to the end. Misunderstanding and confusion arise due to: misplacement of words or phrase, abandonment of familiar syntax (i.e. the word order), clustering of ideas with wordiness and irrelevancies. Wordiness refers to the use of too many words to present one idea. Continuity in writing is achieved through the following techniques:

i. Use of punctuation marks. Punctuation marks cue the reader to pauses, inflections and subordination. You are advised to use a wide range of punctuation marks that are available but do not overuse or under use punctuation marks.

ii. Use of transitions – this is the way you move from one idea to other by providing some link. For example, you may use a pronoun for a noun. Look at the following two sentences: John Patrick was a well-known farmer in kaunga valley. John Patrick had lived in the kaunga valley for thirty years.

· Economy of Expression: Say only what needs to be said. You can tighten the essay, term paper or research project by eliminating redundancy, wordiness, jargon, evasiveness, circumlocution, and clumsiness. Make sure that you avoid Jargon and Redundancy.
Note Taking
Note taking is taking down notes from a spoken source while note making is making notes from any written source. When you attend lectures, your instructors will provide you with a lot of information some of which is essential and the other non essential. Sorting out these two types of information becomes an important part of note taking. What you write down constitutes what you understand. Not everything said should be written down. What you require is to capture salient points in the lecture. But how do you distinguish salient from irrelevant points. Salient points are shown by emphasis.  

                                  The Five Ways of Note Taking 

Professor Walter Paul of the Study Center at Cornell University describes five essential aspects of note taking. He characterized these as the five R's of note taking. Here they are: 

i. RECORDING. Get down the main ideas and facts. 

ii. REDUCING. To reduce is to summarize. Pick out key terms and concepts. 

iii. RECITING. Review lecture notes as soon after the lecture as possible. But you will also want to review your notes before an exam and from time to time during the semester to keep them fresh in your mind. Do so in your own words. That way you will know that you understand. 

iv. REFLECTING. Something that many students don't grasp is that ideas from college courses are meant to be thought about. It is easy to fall into the trap of reciting ideas by rote. One of the main purposes of a college education is to help you think. Then too, if you reflect about what you are learning, you won't be surprised when ideas turn up on examinations in an unexpected form.

v. REVIEWING. One of the real secrets of successful studying is being sure when, how, and what to review. But however you do it, reviewing is essential. Even the accomplished performer--the pianist or the stage performer knows that a review, no matter how well he or she may know the material, is essential to a professional performance. 

Effective Note taking
The following are some of the ways you can improve your note taking skills.

· Make systematic notes  

· Use an outline for your notes. 

· Be alert for signals of importance. 

· Write down examples. 

· Write down details that connect or explain. 

· Leave some blank spaces. 

· Take notes during discussions. 

· Review your notes as soon as possible. 

After taking notes: 
After taking notes make sure you do the following 

· Maintain a written record.  

· Try to Do Advance Reading (Preview) of the notes before the next lesson.
    Activity
1. Explain what the concept of style means in academic writing?
2. Identify the five ways of note taking and explain their advantages. 

Reflection
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	     Reflection


1. How can comprehension be improved in early childhood learners?
Unit summary
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            Summary

         Key references
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	This section has discussed note taking, an activity that will always be part of you as student. We have looked at a number of skills that can help you in both your studies and benefiting from the information lecturers will be giving you in various courses. 

Greetham, B. (2018) How to write better Esaays. London: Macmillan Publishers.



Unit 4

LANGUAGE AND ACADEMIC SKILLS
Introduction
Writing is an interpersonal type of communication that does not have an immediate feedback. It therefore requires a writer’s clarity of expression and reordering of words and sentences in order to be understood. Further, writing lives longer than the writer, and can be retrieved and referred to. We learn to read by reading, and we learn to write by writing. But we also learn to read by writing, and we learn to write by reading.

By the end of this unit you are expected to;
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Outcomes
	· discuss the concept of style 

· present their ideas clearly in writing 

· explain what academic writing is

· discuss informal and formal writing

· explain what is involved in academic writing


What is academic writing?
A general definition of academic writing is any writing done to fulfill a requirement of a college or university. The following is the list of documents where academic writing is used: Books, Translators, Reports, Essays, Research paper and Articles, Abstracts and Academic journal.
                              What is an Essay?
An essay is a written composition of moderate length, exploring a particular issue or subject. In your academic career you are going to be required to write a number of academic essays. Therefore, this chapter is aimed at equipping you with skills that will make you fulfill your academic writing with less difficulty.
Purpose of academic writing
The general purpose of academic writing is to present information that displays a clear understanding of a subject.

Characteristics of academic writing 

Let us now look at the characteristics of academic writing.

i. Planning-There is an amount of planning that has to be done before starting writing the paper in order to achieve organization; so it will be analytical and organized.

ii. Outline-A proper outline is a must for academic writing. An outline will not only help you to formulate your thoughts but will also sometimes make you aware of certain relationships between topics. It will help you determine the pertinent information to be included in your paper. 

iii. Tone-A formal tone has to be used in academic writing. You do not use slang words, jargon, abbreviation, or many clichés.

iv. Language-The language in your paper has to be clear and words need to be chosen for their precision. Pick the right words to explain the issue.

v. Point of view-The point of view in the third person, as the focus of the academic writing is to educate on the facts, not support an opinion.

vi. Approach-Deductive reasoning is a big part of academic writing as your readers have to follow the path that brought you to your conclusion. An analytical approach is important in academic writing.

Academic Writing Structure
The general purpose of academic writing is to present information that displays a clear understanding of a subject.

 Characteristics of academic writing 

Let us now look at the characteristics of academic writing.

i. Planning-There is an amount of planning that has to be done before starting writing the paper in order to achieve organization; so it will be analytical and organized.

ii. Outline-A proper outline is a must for academic writing. An outline will not only help you to formulate your thoughts but will also sometimes make you aware of certain relationships between topics. It will help you determine the pertinent information to be included in your paper. 

iii. Tone-A formal tone has to be used in academic writing. You do not use slang words, jargon, abbreviation, or many clichés.

iv. Language-The language in your paper has to be clear and words need to be chosen for their precision. Pick the right words to explain the issue.

v. Point of view-The point of view in the third person, as the focus of the academic writing is to educate on the facts, not support an opinion.

vi. Approach-Deductive reasoning is a big part of academic writing as your readers have to follow the path that brought you to your conclusion. An analytical approach is important in academic writing.
 Academic Writing Structure
An academic paper has three distinct section-the introduction, body and conclusion identify the focus of the essay.

i. Introduction-In the introduction, you must grab the readers attentions and identify the focus of the paper. You can do this by.

(a) A series of questions on the topic 

(b) A quote from a famous work or person

(c) Some interesting facts or information

(d) A definition of an important term

ii. Body-Write your work in clear paragraphs and arrange in chronological order. Each initial sentence should link the preceding paragraph to achieve coherence and cohesion.

iii. Conclusion-In concluding you emphasize the points. All the important points have to be tied together in one paragraph to remind the reader of what the paper talked about. 
Types of Essays  

There are 4 types of essays in writing namely: Narrative, Descriptive, Expository/Explanatory and Argumentative essay.

Narrative 

Narrative writing involves recounting events in an orderly manner. Narratives are mainly fictions or creative writing. Narratives are mainly used in Literature, history and writing stories. They may recount: 

· a series of events; a report 

· biography or autobiography 

· historical events  

· fiction or nonfiction 

Narrative writing is imaginative and subjective or factual and objective. 

Descriptive writing 

This is writing that is used to describe a person, a place or a thing or event. There are different types of descriptive writing e.g. 

· Static description describes something that is still/not moving 

· Cause and Effect describes how one thing causes the effect of another 

Descriptive writing can be either objective or subjective in content. A description of something contains full factual and quantifiable information about it. Such information may be personal, touching or sensory impressions and feelings. 

Descriptive writing is a domain of arts and history. 

Expository/Explanatory writing 
This is advanced description and focuses on explaining, defining and expounding on an idea. Such writing explains and analyses: 

· a process 

· an opinion or point of view 

· event(s) and phenomena 

· instructions and directions 

Argumentative Essays 

Argumentative writing is an academic writing which is also called persuasive writing. It is a rational effort to defend or refute a claim and does not have place for emotions, or anger. Most academic writing falls under this category.

Argumentative writing is done argumentatively. The writer collects all his/her points and presents them logically and constructively. The aim of an argumentative writing is to persuade the audience and convince them to accept the writers’ point of view. Argumentative essays are expected to be clear and coherent. The writer must be clear about his/her argument 

The process of writing 
1. Planning 

Involves gathering ideas and focusing on the topic: Topic selection, gathering ideas, extensive reading and interpretation. When planning one must ask him/her the following questions: what is the purpose of my writing? who is my audience? what are the special requirements of my writing task? 

2. Shaping: Considering how best to organize your ideas on pen and paper. Shaping involves: determining the tone, drafting a thesis statement and outlining ideas. 
3. Drafting: Involves developing the skeleton of your work. 

4. Revising 

5. Editing and proof reading 

Paragraphing 

A paragraph is a group of sentences that work together in unity to explain an idea. A paragraph is a group of sentences that work to develop a unit of thought.  
A paragraph is a selection of sentence which is related because they are all talking about the same thing, or are dealing with a single topic. 
Paragraphing permits you to subdivide material into parts and arrange those parts into a unified whole that effectively communicates its message. Paragraphs can be classified as: 
Topical paragraph
A topical paragraph is basically a paragraph made up of a group of sentences arranged around one main idea, or one topic. This is the type of paragraph you are most familiar with. Topical paragraphs are probably the only type most student think of as a paragraph.  They are also called developmental paragraphs or body paragraphs. They are usually found after the introductory paragraph and before the concluding paragraph. Topical paragraphs consist of a statement of a main idea and specific, logical support for that main idea. 

Characteristics of a topical Paragraph 

Must have a topic sentence which should appear early in the first few lines of the paragraph preferably the 1st, 2nd or 3rd line. The topic sentence tells you what the paragraph is about. Because there's only one topic developed in each paragraph, there should only ever be one topic sentence. The topic sentence of a paragraph is developed, or built on, by the addition of supporting information and details. 

Introductory, concluding and transitory 
Introductions 

 Introductions or introductory paragraphs perform very important functions.  First, they must attract the reader, influencing him/her to read the remainder of the essay.  Second, they must not only introduce readers to the essay topic but they must also limit that topic and identify the writer's attitude toward the topic.  Finally, they must provide readers with information regarding what is to be expected within the remainder of the essay.  

Ways of introducing Paragraphs

Some of the ways of introducing a paragraph are; presenting a roadmap for your essay, summary, provoking question, historical review etc.
Concluding Paragraph 

This should be the last paragraph in the essay. Its purpose is to bring the essay to a graceful end. The concluding paragraph gives the writer one final chance to leave a lasting impression on the reader.

Ways of writing a concluding paragraph: a concluding paragraph may; present a brief summary of the paper's main points, Restate the main idea of your essay, or your thesis statement, call for some sort of action, suggest results or consequences etc. 

It is important to have a strong conclusion, since this is the last chance you have to make an impression on your reader. The goal of your conclusion isn’t to introduce any new ideas, but to sum up everything you’ve written. Specifically, your conclusion should accomplish three major goals: 

Transitional paragraph 

The transitional paragraph marks a transition in the paper from one section to another, or from one thought to another, one sub-topic to another. It indicates to the reader either that there will be a change in idea or topic or that there will be a movement from a broad topic to a specific one. These types of paragraphs usually are small and consist of one double or multiple sentences which begins with a connector or a gerundive.

Example

Having explained the general importance of education, this research is now going to discuss the importance of education as the fourth pillar in humanitarian aid. 

A transitional paragraph tends to be a short paragraph in an essay that announces a shift from one section or idea to another. A transitional paragraph is most commonly used to summarize the ideas of one part of a text in preparation for the beginning of another part.

Terms and Concepts in Academic Writing (clue words)

In essay exams, every question contains a clue word. Clue words are the words that the lecturer uses to indicate what angle they want you to take when answering the question. Clue words tell you exactly what to do in your essay, so they are extremely important in essay exams. Examples of clue words are: ‘apply’, ‘discuss’, ‘identify’, ‘evaluate’, ‘simplify’, ‘differentiate’, ‘explain’ and many others. 

Note that knowing and understanding terms and concepts related to academic writing, and being able to apply them, will help you organize your thoughts and ultimately produce a better essay or paper. Important terms for you to know include:

Analyse

To analyse something means to find the main ideas and how they are related and why they important. The ultimate goal of an analysis is to breakdown the meaning of something or to solve a problem.


Apply

Relate information to real-life examples; ask how information "works" in a different context.

Argue

Academic argument is constructed to make a point, not to argue heatedly. The characteristics of academic argument include language that is:

· impersonal (no personal references)

· logical

· evidence-based (examples)

The purposes of academic argument are to:

· analyze an issue or a situation

· make a case for your point of view

· convince your reader or listener of the truth of something.

Comment on

Commenting on something means to discuss, criticise or explain the meaning of something as completely as possible.

Compare

To compare means to show both the differences and the similarities. Comparison ordinarily answers the question: What are the ways in which these events, words and people are similar?

Contrast

Means compare by showing the differences. Contrast ordinarily answers the question: What are the ways in which they are different?

Note that your instructor may also mean "compare and contrast" when he or she tells you to "compare." Ask questions to clarify what is expected. 

In a question of this sought, you need to try to find interesting and unexpected similarities and differences. That is what your instructor is hoping for; ideas he or she has not thought of yet.

Define

In here, you are being asked to provide the exact meaning of a word, term, expression (according to a school of thought, culture, text, individual) within the argument? This basically refers to giving the formal meaning by distinguishing it from related terms. This is often a matter of giving a memorised definition.
Generally, your definition is expected to conform to other people's understanding of how the term is used within a specific discipline or area of study. Your definition must distinguish the term you are defining from all other things. (For example, although it is true that an orange is a fruit, it is not a sufficient definition of an orange. Lemons are fruits too).

A clear definition of a term enables a reader to tell whether any event or thing they might encounter falls into the category designated.

Describe

Answer the questions such as: What does or did this look like, sound like, feel like?

Usually you are expected to give a clear, detailed picture of something in a description. If this instruction is vague, ask questions so you know what level of specificity is expected in your description. While the ideal description would replicate the subject/thing described exactly, you will need to get as close to it as is practical and possible and desirable.

Discuss

Usually you are asked to discuss an issue or controversy. Ordinarily, you are expected to consider all sides of a question with a fairly open mind rather than taking a firm position and arguing it.

Because "discuss" is a broad term, it is a good idea to clarify with your professor.

Evaluate/Critique

You are expected to answer the question: What is the value, truth or quality of this essay, book, movie, argument, etc…?

Ordinarily you are expected to consider how well something meets a certain standard. To critique a book, you might measure it against some literary or social value. You might evaluate a business presentation on the basis of the results you predict it will get.

Often you will critique parts of the whole, using a variety of criteria; for example, in critiquing another student's paper, you might consider: Where is it clear? not clear? What was interesting? Do the examples add to the paper? Is the conclusion a good one? 

Be sure you know exactly which criteria you are expected to consider in the assigned evaluation.

If there are no established criteria, make sure you have carefully developed your own, and persuade the reader that you are right in your evaluation by clarifying your criteria and explaining carefully how the text or parts of the text in question measure up to them.

Interpret

You are expected to answer the question: What is the meaning or the significance of this text or event, as I understand it?

You might be asked to interpret a poem, a slide on the stock market, a political event or evidence from an experiment. You are not being asked for just any possible interpretation. You are being asked for your best interpretation. So even though it is a matter of opinion, ordinarily you are expected to explain why you think as you do.

React

You are expected to go beyond summarizing, interpreting and evaluating the text. You attach meaning that is not explicitly stated in the text by bringing your own experiences and prior knowledge into the reading of the text. This kind of writing allows you to develop your understanding of what you read within the context of your own life and thinking and feeling. It facilitates a real conversation between you and the text.

Summarize

You are expected to:

· answer the question: What are the important points in this text?

· condense a long text into a short one

· boil away all the examples and non-essential details, leaving just the central idea and the main points.

A good summary shows your instructor that you understand what you have read, and actually clarifies it for yourself.

· A summary is almost always required preparation for deeper thinking, and is an important tool for research writing.

· If you're going to test whether you really understand main ideas, you'll need to state them in your own words as completely and clearly as possible. 

Grammar
Word classes (or parts of speech)
In the English language, words can be considered as the smallest elements that have distinctive meanings. Based on their use and functions, words are categorized into several types or parts of speech. There are mainly eight (8) major parts of speech in English grammar. These are; noun, verb, adjective, adverb, pronoun, preposition, conjunction, determiner and exclamation
Noun: A noun is a word that identifies: a person (man, girl, engineer, friend), a thing (horse, wall, flower, country) an idea, quality, or state (anger, courage, life, luckiness)
 Verb: A verb describes what a person or thing does or what happens. For example, verbs describe:
an action – jump, stop, explore
an event – snow, happen
a situation – be, seem, have
a change – evolve, shrink, widen
Adjective: An adjective is a word that describes a noun, giving extra information about it. For example:

an exciting adventure
a green apple
a tidy room 
Adverb: An adverb is a word that’s used to give information about a verb, adjective, or other adverb. They can make the meaning of a verb, adjective, or other adverb stronger or weaker, and often appear between the subject and its verb (She nearly lost everything.)
 Pronoun: Pronouns are used in place of a noun that is already known or has already been mentioned. This is often done in order to avoid repeating the noun. For example: 

Laura left early because she was tired.
Anthony brought the avocados with him.
That is the only option left.
Personal pronouns are used in place of nouns referring to specific people or things, for example me, me, mine, you, yours, his, her, hers, us, them, or them. They can be divided into various different categories according to their role in a sentence, as follows:
· Subjective pronouns
· Objective pronoun

HYPERLINK "https://en.oxforddictionaries.com/explore/pronouns" \l "subjective_pronouns"s 
· Possessive pronoun

HYPERLINK "https://en.oxforddictionaries.com/explore/pronouns" \l "subjective_pronouns"s 
· Reflexive pronoun

HYPERLINK "https://en.oxforddictionaries.com/explore/pronouns" \l "subjective_pronouns"s  
Preposition: A preposition is a word such as after, in, to, on, and with. Prepositions are usually used in front of nouns or pronouns and they show the relationship between the noun or pronoun and other words in a sentence. They describe, for example, the position of something, the time when something happens, or the way in which something is done.
Conjunction: A conjunction (also called a connective) is a word such as and, because, but, for, if, or, and when. Conjunctions are used to connect phrases, clauses, and sentences. The two main kinds are known as coordinating conjunctions and subordinating conjunctions. 

Determiner: A determiner is a word that introduces a noun, such as a/an, the, every, this, those, or many (as in a dog, the dog, this dog, those dogs, every dog, many dogs). The determiner the is sometimes known as the definite article and the determiner a (or an) as the indefinite article.
Exclamation: An exclamation (also called an interjection) is a word or phrase that expresses strong emotion, such as surprise, pleasure, or anger. Exclamations often stand on their own, and in writing they are usually followed by an exclamation mark rather than a full stop.
Identify the different types of paragraphs and explain why each type is important in an academic work. 

       Activity
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Activity
	1. Explain why it is important to paragraph your work when writing?
2. Why do you think is the importance essay planning in academic writing?
	


       Reflection
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	     Reflection


1. Think of the relevance grammar in the process of writing.
2. What do you think is the importance of a transitional paragraph in academic writing? 

Unit summary
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Key References
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	In this unit you learned In this section we dealt with academic writing, an important part of your academic career. We have discussed what is involved in academic writing and language required in and academic writing. Apart from that, we also discussed grammar where we discussed the different word classes and how each word class can be used. Different types of essays were also discussed and the writing styles in each of those essays were explained. It is expected that this section has helped you acquire the skills that will help you in your academic writing. 

Greetham, B. (2018) How to write better Esaays. London: Macmillan Publishers.



	
	


	
	


Unit 5

LIBRARY SKILLS
Introduction
A library is an organized collection of books and other literary material kept for reading, study and consultation. A Library is a collection or group of collections of books and other materials maintained for reading, study and research, organized to facilitate access by a specific clientele and staffed by librarians and other staff, trained to meet the needs of its users. A University student is expected to read study and research in the library. A good student visits the library often and knows how to access books in the library. 

	[image: image57.jpg]




	Outcomes


Upon completion of this unit you must be able to;
· explain how books are classified in the library

· explain the concept of plagiarism and its consequences

· discuss the concepts of referencing

· familiarise with the APA referencing system
· write references correctly

· apply in-text citation as expected
	
	


	
	
	

	
	
	

	
	
	


Sections of the library

i. Acquisition section; The acquisition section is responsible for acquiring the books that are found in the library.
ii. Circulation section: This is also called the lending section which deals with issue and return of the books as well as registration of smart cards. This section also levy a fine to defaulters, it also reserves books for issue and reminds defaulters to return.

iii. Reference section: This section contains reference works such as biographies, encyclopedias, hand books, maps, dictionary, and other materials which are generally intended for consultation. References books are not lent out; readers consult them within the library premises. 

iv. Periodical section: This section of the library deals with subscription of periodical such journals, Magazines and Newspapers.

v. Internet section: This is the section that offers internet facilities to library users either free or at a fee.

vi. Reserved book section: This is the section where the reserved books are kept. Reserved books are read inside the library and are not lent out. Most books in this section are prescribed by lectures to students.

vii. Bindery section: This section deals with in-house binding of library materials.

viii. Audio-visual section: This section contains films, audio cassettes, record and compact discs that library users can use.

ix. Reproductive section: This section houses Photostat facilities usually at a fee.

x. Special collection, archives or rare books collection: This section keeps institution documents and rare books, these materials are not lent out, they are supposed to be used within the special collection.

Role of information
When well organized and disseminated information can be effective in the following areas: 

· It can facilitate planning, decision-making and problem solving. 

· It enhances social economic cultural scientific and technological development. 

· Enables the development of the national economy. 

· It promotes recreation and leisure. 

· It helps to develop a cohesive nation of intelligent people in academia.

· It further facilitates research, study and teaching; and  

· Enables success in studies, assignments and the passing of examinations.
                              Types of information resources  
These are materials that are used as resources of information for reference, research, study and recreation. Information resources are found in form of books, newspapers, journals, internet etc. the following are some of the sources were you may be getting your information as an academician;   
i. Books: UNESCO defines a book as a non periodical literary publication consisting of 49 or more pages, covers not included. A collection of leaves of paper or other material, written of printed, fastened together in some manner with a cover. In the USA for a publication to be called a book it must consist of 24 or more pages. 

ii. Newspaper: These are serial publications usually printed on newsprint and issues daily, semi weekly or weekly containing news, editorial opinion, regular columns, letters to the editor, cartoons, advertisements and other items of current, often local interest to a general readership.  

iii. Periodical: These are publications with distinctive titles containing articles, stories or other short works usually written by different contributors, issued in soft cover more than once, usually at stated intervals. Periodicals are published by scholarly societies, University presses, government agencies, commercial publishing houses, private corporations, trade and professional associations and other organizations. Journals  

iv. Journals: These are periodicals devoted to disseminating current research and commentary on developments within a specific discipline sub discipline or field of study usually published in quarterly or bimonthly issues which Libraries bind into continuously paginated volumes. Most journal articles are longer than five pages and include a bibliography or a list of works cited at the end. Journal articles in science and social sciences usually include an abstract preceding the text, which summarizes the content. 

v. Abstracts: An abstract is a short statement of essential content of a book, article, speech, report and dissertation. It gives the main points in the same order as the original work. 

vi. Index: An index is a list of terminologies arranged alphabetically in the last pages of a book. It has page numbers which direct the reader to the specific page of a text on which the desired information can be found. 

vii. Archival Sources: This is an organized collection of noncurrent records of an institution, government, organization or corporate body. Archival sources are managed and maintained by a librarian with special training known as an archivist. 

viii. Serial Publications: A publication in any format issued in successively numbered or dated parts or issues, appearing at regular or irregular intervals and intended to be continued indefinitely. In our library the serial or periodical catalogue is known as a Kardex. 

ix. Patents: A patent is an official document issued by the government in response to a formal application process in which the applicant (usually the inventor) is granted the exclusive right to manufacture, use, and sell an invention for a specified number of years the document is assigned a patent number by the patent office for future reference.  

x. The Internet: This is a network which inter connects computers of all types throughout the world. It enables users to communicate via email, transfer of data and program files. The internet also enables users to find information on the World Wide Web and access computer systems such as catalogues and electronic databases. 

The Catalogue an important part of the library 

A Catalogue is a list of books periodicals, maps or materials in a specific collection, arranged in a definite order usually alphabetically, by author, title or subject. The purposes of a library Catalogue are:

· To enable a person to find any intellectual creation whether issued in print or non print, when one of the following is known; the Author, the Title and the Subject

· To show what the library has; by a given author, on a given and related subjects, in a given kind of literature

· To assist in the choice of a book; as to the edition, as to its character ( Literary or character)
 Classification of Books in the Library
The books in the Library may be classified using a number of systems. Let us now look at the systems that may be used to classify books in the Library.

The Dewey decimal classification (DDC)

The Dewey decimal classification (DDC), or Dewey Decimal System, is a method of books classification used in libraries. It was first published in the United States in 1876 by Melvil Dewey, and has been revised and expanded through 23 major editions, the latest issued in 2011. DCC is a system made up of ten classes, each divided into ten divisions, each having ten sections. For example, class 600 ("Technology") includes division 630 ("Agriculture and related technologies"), which includes section 636 ("Animal husbandry"). Practically, there are only 99 of 100 divisions and 908 of 1000 sections in total, as some are no longer in use or have not been assigned. The Decimal Classification introduced the concepts of relative location and relative index which allow new books to be added to a library in their appropriate location based on subject.  Libraries previously had given books permanent shelf locations that were related to the order of acquisition rather than topic.  

The classification's notation makes use of three-digit Arabic numerals for main classes, with fractional decimals allowing expansion for further detail. A library assigns a classification number that unambiguously locates a particular volume in a position relative to other books in the library, on the basis of its subject. The number makes it possible to find any book and to return it to its proper place on the library shelves the classification system is used in 200,000 libraries in at least 135 countries. 

List of Dewey Classes 

· 000 – General works, Computer science and Information 

· 100– Philosophy and psychology 

· 200– Religion 

· 300– Social sciences 

· 400– Language 

· 500 – Pure Science 

· 600– Technology 

· 700– Arts & recreation 

· 800– Literature 

· 900– History & geography 

Library of Congress Classification

The Library of Congress Classification (LCC) is a system of library classification developed by the library of congress. It is used by most research and academic libraries in the U.S. and several other countries. The classification was invented by Herbert Putnam in 1897, just before he assumed the librarianship of Congress. LCC has been criticized for lacking a sound theoretical basis; many of the classification decisions were driven by the practical needs of that library. Although it divides subjects into broad categories, it is essentially enumerative in nature. That is, it provides a guide to the books actually in one library's collections, not a classification of the world. 

LCC Classification
Letter                                              Subject area 

A General Works 

B Philosophy, Psychology and Religion 

C Auxiliary sciences of History 

D General and old world History 

E &  F                                      History of America, British, French 

G Geography, Anthropology and Recreation 

H Social Sciences 

J Political Sciences 

K Law 

L Education 

M Music 

N Fine Arts 

                                                           Language and Literature 

                                                            Science 

P Medicine 

Q Agriculture 

R Technology 

S Military Science 

T Noval Science 

Z 
                                            General Information 
Documentation 

What are documentation styles? 

A documentation style is a standard approach to the citation of sources that the author of a paper has consulted, abstracted, or quoted from. It prescribes methods for citing references within the text, providing a list of works cited at the end of the paper, and even formatting headings and margins. Using sources in your research paper is an important part of building and supporting your argument. Different academic disciplines use different documentation styles. It is important to note that different disciplines use different documentation styles. However the most commonly used documentation style by most universities is called the American Psychological Association (APA) The mechanics of citing are complicated, and vary in each format. Chalimbana University uses APA style of referencing. 

· American Psychological Association (APA) 

· University of Chicago Press (Chicago Manual of Style) 

· Modern Language Association (MLA) 

· Council of Science Editors (CSE) 

· American Chemical Society (ACS)

Citation and Referencing
What is Citation?

A citation occurs when you use a specific source in your work and then follow up with the proper bibliographic information to avoid plagiarism (academic theft). It is the way you tell your readers that certain material in your work came from another source. Plagiarism occurs when you use a specific source, but fail to indicate what you have borrowed, and/or fail to provide proper bibliographic information.
Citation is an important aspect in academic writing. This is so because it gives readers information necessary to finding that source again. It allows one to acknowledge the scholarly work of others who have written on the topic at hand (or related). It is a signpost which shows the location of your source (Source is the book or internet site or journal you have gotten your information from). Therefore, a good student need to cite whenever he/she uses other peoples works in an academic work. 

A citation can appear in different formats: within the text (in-text citation) at the bottom of the page (footnotes), or at the end of the paper (endnotes).  

Why is Citation Important 

Citation is important because it is the basis of academics, that is, the pursuit of knowledge. In the academic endeavor, individuals look at evidence and reason about that evidence in their own individual ways. That is, taking what is already known, established, or thought, they use their reasoning power to create new knowledge. In creating this knowledge, they must cite their sources accurately for three main reasons: 

i. Because ideas are the currency of academia: Citing sources is important because the core of academia is ideas. Citing enables us to credit other writers for their contributions. When a writer cites ideas, that writer honors those who initiated the ideas. 

ii. Because failing to cite is considered as plagiarism (Academic stealing). Using someone else's idea without giving credit violates that person's ownership of the idea. To understand this violation, envision the following scenario: You and your friend are discussing some ideas from class during lunch one day, and you make what you consider to be a particularly insightful observation. During class discussion that afternoon, your friend brings up your observation but neglects to point out that it is yours, not his. The professor compliments your friend on his clear and insightful thinking. You likely to feel that there's something unfair about your friend’s claim that your idea was his or her own. That sense of violation you feel, the sense that something valuable has been stolen from you, suggests why failure to cite sources hurts another person. 

iii. Because academics need to be able to trace the genealogy of ideas.  When other people read your work, they might see something that will be of interest to them and thus they would want to trace the originality and genuinity of the concepts and ideas.

How to cite 

According to the American Psychological Association (APA) style, there are two ways to communicate to your reader that you’ve used other peoples’ work: 

· In your text, you need to show that you’ve paraphrased or directly quoted someone else. 

· At the very end of your paper, you need to provide a list of all the articles, chapters, books, and websites that you’ve used within the body of your text. 

When to Cite 

· In-Text: within the text 

· When paraphrasing the work of other authors.

When you paraphrase someone else, you’re putting someone else’s work in your own words. To make that happen, you need to select only the most important information and do one or both of the following: 

· Completely change the original wording. 

· Completely change the order of the ideas and words. It is important to paraphrase because it shows your readers that you can extract an author’s ideas into a tight, compact sentence. While it does require more effort than directly quoting an author, it is an important skill that you have to demonstrate when you’re writing an academic paper. To signal to your reader that you have paraphrased an author, you need to indicate the author and the year that the article/ chapter/book/website were published.

Directly quoting someone else

When you directly quote someone else, you need to keep all or almost all of the original wording intact. Directly quoting others’ work is effective, especially when the original wording is powerful or when there is no way for you to reasonably paraphrase the original wording. 

To signal to your reader that you have directly quoted someone, you need to use quotation marks around the quoted words and you need to indicate the author, the year that the article/chapter/book/website was published, and the page number or URL where the quotation can be found. 

How to use direct quotation 

i. Use active voice, the use of the personal pronoun “I” instead of “this researcher” is acceptable. The use of “he” or “she” when presenting the work of other authors is discouraged.  

ii. Block quotations should be single spaced, not double spaced, and should be indented on the left (only) by 1/2 inch 

APA Guidelines 

a. Page margins are to be one inch for the top, bottom, and right side. The left margin is 1.5” in your thesis. 

b. Start page numbering on the first page of text (not the title page), with it and each subsequent page (including the reference list) numbered at the top right margin; 

c. Any tables or figures should be inserted into text, close to the place cited (but where they are not broken by a page break) if possible.  

d. Reference lists should be single spaced, with double spacing between citations and arranged alphabetically. 

In-text Citation

APA utilizes a system of brief referencing in the text of a paper, whether one is paraphrasing or providing a direct quotation from another author’s work. Citations in the text usually consist of the name of the author(s) and the year of publication. The page number is added when utilizing a direct quotation. 

i. One Author 

Style 1: Williams (2008) stated that…….

Style 2: It was stated that…… (Williams, 2008)
Reference: Williams, J. H. (2008). Employee engagement: Improving participation in Professionalism. Cambridge: CUP. 

ii. Two Authors

Style 1: Williams and Spence (2008) stated that……..

Style 2: it was stated that……. (Williams & Spence, 2008)

iii. Three to five Authors

Style 1: William, Spence, Kwok and Jimaima (2008) stated that……

Style 2: It was stated that…… (William, Spence, Kwok & Jimaima, 2008)

Reference: William, H., Spence, N., Kwok, W., Jimaima, H. (2008). Development in Zambia. Lusaka: ZEPH.

iv. Six or More Authors

Style 1: Kennard et al. (2008) stated that….

Style 2: It was stated that…… (Kennard et al, 2008)

References: List all authors

v. Corporate Authors

Style 1: Singapore International Foundation (2008) stated that…..

Style 2: It was stated that……. (Singapore International Foundation, 2008)
Subsequent citation: (SIF, 2007)

vi. Two or More Authors – Different authors

Style 1: Several studies (Fong, 2006; Nemeth & Kwan, 1987; Simonton, 2007)

Note: Arrange by author’s surnames.

vii. Two or more works- Same authors

Style 1: Several studies (McCrae & Costa, 1987, 2000)…….

Note: Arrange by year of publication

Referencing

Every academic paper is expected to have a record or list of reading sources referred to in the course of the research. This record is shown at the end of an academic paper. The common sources of information that are usually referred to are books, dissertations, articles, reviews and others.

The American Psychological Association (APA) system of writing the elements of each reference recognizes the following.

a. Book 

If you use material from a book, the order is

i. Author (surname first followed by initials)

ii. Year in brackets.

iii. Title should be underlined if hand written or in bold when typed or in italics.

iv. City of publication

v. Publisher

Example, 

1. Habwanda, C. Y. (2016) Farming in Chongwe. Lusaka: Insaka Press.

A book by two authors or more,

2. Habwanda, C. Y. and Jimaima, H. (2016) Farming in Chongwe. Lusaka: Insaka Press.

If you use articles from journals, the order is 

i. Authors name followed by initial

ii. Date of publication 

iii. Title of the article

iv. Name of the journal (italicized)

v. Number of the journal

vi. Volume number

vii. Issue number

viii. Page numbers cited.

Mutanuka, C. K. (2010). Farming in Barotseland. African Journal of Agriculture. 12(6) pp14-20.

Magazine Article

i. Author of the article

ii. Year, Month and date of the magazine (2003, June,12)

iii. Title of the Article

iv. Title of the magazine

v. Number of the issue

vi. Pages of the article

Online Articles

i. Author 

ii. Date (last updated)

iii. Title 

iv. Website

v. Date of retrieval

Mwiinga, C. (2015) Gender Issues in Literature. Retrieved June, 2016 from http:/www.discourse-in-society.org/teun.html.

Chapter in a book

i. Author

ii. Year

iii. Title of the chapter

iv. In (author of the book), title of the book.

v. City of publication

vi. Publisher 

Wodak, R. (2001). ‘What CDA is about- a summary of its history, important concepts and its developments’. In Wodak, R. & Mayor, M (eds) Methods of Critical Discourse Analysis. London: Sage Publishers.
   Activity

	[image: image58.png]



           Activity
	Compare the APA referencing style to other referencing styles that you have come across in your academic work.


Reflection
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	Reflection


In your own understanding why do you think citation and referencing is important in an academic work.

Unit summary
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Summary
	In this unit you learned This section has discussed the necessary library skills a university student should have. The various sections of the library have been discussed. These include the acquisition section, circulation, reference, periodicals, internet section and many more. Do you think this will now make it easy for you to find information for your academic assignments? 




	Key reference
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	Dwyer, J. (2012). Communication for Business and the Professions: Strategies and Skills. London: Macmillan Publishers.



Unit 6

PROFESSIONAL SKILLS
Introduction
In this unit you are going to look at Functional Writing. Let us start by explaining what functional writing is. Functional writing is writing that is geared towards a student’s academic and professional life. It is writing that equips a student with the necessary skills to write documents required in both academic and professional life such as: Formal correspondence; official letters, emails, memos, reports, curriculum vitae (CV), business plans among others

By the end of this unit you are expected to;
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	Outcomes


· explain the difference between formal and informal writing
· discuss functional writing
· explain the effective process of conducting meetings
· write a curriculum vitae

Formal letters 

Formal letters  are also called official or business letters and they fulfill official functions, such as applying for a job, apologizing to the headmaster, asking for permission to be away, applying for a place as a pupil, etc. it is important for us to train our learners to write as many types of formal letters as possible. Formal letters have the following characteristics. 

1. The address of the writer is on the right hand-top-corner. 

2. The date of writing is one line below the writer's address. 

3. On the left-hand side, beginning on the line below the date is found on at least three lines: 

a) The position (title) of the person to whom the letter is written (e.g. manager, president, head teacher) followed by their name. 

b) The place where he/she is working. 

c) The addressee's address. 

4. The way addressees are greeted (addressed), called the salutation, is written two lines below the address, below the addressee's address, e.g. 

· "Dear Sir, 

· "Dear Madam/Madame," 

· "Dear Mr/Messrs (plural) …. ," 

· "Dear Mrs/Ms/Miss….." 

5. The subject of the letter is written two lines below the salutation, following REF: which is in the left margin. The subject is written in capital letters and is underlined. It summarizes the purposes of the letter. 

6. The main body of the letter follows. Notice how it is begun, the details of information given and the language of the letter. 

7. The complimentary close is a polite, formal expression that is written before the writer's signature: e.g. 

· Sincerely. 

· Your Faithfully 

Interviews

Meaning of interview:

The word interview comes from Latin and middle French words meaning to “see between” or “see each other”.  An interview is a formal meeting between two people (the interviewer and interviewee) where questions are asked by the interviewer to obtain information, qualities, attitudes and wishes from the interviewee. It is a very systematic method by which a person enters deeply into the life of a stranger or known person in order to bring out needed information.
Types of interviews

There are many types of interviews that an organization can arrange. The type of interview to be used on the interviewee depends on the objectives of taking the interview.

1. Personal interviews: Personal interviews include:

· Selection of the employees

· Promotion of the employees

· Retirement and resignation of the employees

Of course, this type of interview is designed to obtain information through discussion and observation about how well the interviewer will perform on the job.

2. Evaluation interviews: The interviews which take place annually to review the progress of the interviewee are called the evaluation interviews. Naturally, it is occurring between superiors and subordinates. The main objective of this interview is to find out the strengths and weaknesses of the employees.

3. Structured interviews: Structured interviews tend to follow formal procedures; the interviewer follows a predetermined agenda or questions.

4. Unstructured interviews: When the interview does not follow the formal rules or procedures. It is called an unstructured interview. The discussion will probably be free-flowing and may shift rapidly form on subject to another depending on the interests of the interviewee and the interviewer.

5. Counseling interviews: This may be held to find out what has been troubling the workers and why someone has not been working.

6. Standardized or open-ended interview: Here the same open-ended questions are asked to all interviewees; this approach facilitates faster interviews faster interviews that can be more easily analyzed and compared.

7. Closed or fixed-response interview: It is an interview where all interviewers ask the same questions and asked to choose answers from among the same set of alternatives. This format is useful for those not practiced in interviewing.

	


How to prepare for interviews
There are ways in which one can prepare for interviews. Let us now look at some of them.

· Dress appropriately. The first step is to ensure that you are dressed appropriately. Most interviews may require you to have an office wear outfit as opposed the casual one.

· Anticipate every question the job interviewer will ask. Make a list of standard tough interview questions. For example, a job interview may have questions such as "Why should I hire you?"

· Practice your responses to tough interview questions that you expect. You can also participate in a practice interview session with a trusted friend. 

· Write your own questions to bring to the interview. Silence the nervousness within by preparing your own list of questions to ask the hiring manager or potential boss.

Research Proposal/Report 

A research proposal is a document in which you outline the case for undertaking the research project, your dissertation or thesis, and present your plans for carrying out the work.  It is needed to persuade supervisors, funders and other stakeholders of the value of the research and the likelihood that it will successfully be able to answer the research question(s). 

A typical research proposal contains:

· A title.

· An introduction outlining the topic and questions for investigation, as well as a brief literature review and theoretical framework.

· A detailed strategy explaining what the research methods are, what data will be collected and how access to data sources will be obtained.

· A realistic timetable for completion, showing key milestones and when they will be accomplished. You will be working to deadlines.

· Discussion of logistical and ethical considerations.

· Limitations of the proposed research.

· An indicative bibliography of references consulted to date on the topic.

In addition, when a research proposal is made to a funding body or when plans for communication are not implicit in the project (e.g., when the research is undertaken for a dissertation), then it is usual to include a detailed budget and a description of the communication plans in the proposal.

CURRICULUM VITAE
What is a Curriculum Vitae?

Curriculum vitae (CV) are a detailed and comprehensive description of your academic credentials and achievements. You will use a CV when applying for a job, sponsorship or if you are a master’s degree-holder or PhD applying for a teaching or research position at a college, university.

· Name, address, telephone number, and/or e-mail address

· Degrees, institutions, and degree dates

· Dissertation or thesis title(s), names of advisor and committee members

· Awards, fellowships, and grants

· Publications and presentations

· Teaching experience and interests

· Research experience and interests

· Related experience (for example, administrative or editorial experience)

· Language, computer, and/or other skills

· Activities and/or interests (optional)

· Service and membership in professional associations (e.g., Modern Language Association) 

How to organise information on a CV

a) Present your qualiﬁcations and achievements in a clear, concise, and organized fashion. Use topical headings and consider their order. What comes ﬁrst will receive more emphasis. CVs typically begin with academic credentials, drawing attention to your degrees.

b) Formatting should make your CV easy to read to your intended audience. Names, titles, and dates should appear in the same place within each entry. Be consistent in your use of punctuation, typeface, and indentation. Liberal use of white space and judicious use of bold type can help make your CV a swift and pleasant read.

c) There are no universal rules for CV organization, so check with your adviser and you can see as many samples as possible.

d) Finally, meet with a career counselor to review your CV, and show it to your peers and professors to get feedback.

How Long Should My CV Be?

Content determines the length of the CV. The CV of a student may be different in length to that of a university professor.

CONDUCTING A MEETING

What is an agenda?

An agenda is an ordered sequence of items to be discussed in a formal meeting. The objectives of an agenda include to;

a) familiarises participants with the topics to be discussed and issues to be raised,

b) indicates what prior knowledge would be expected from the participants, and

c) indicates what outcome the participants may expect from the meeting. 

Before a meeting agendas will have been produced and circulated. Participants will arrive knowing what is to be discussed and with sufficient background information to make relevant contributions.  If appropriate, they will have consulted with people they represent and discussed any pertinent issues. 

The Role of the Chairperson

In a more formal meeting, the chairperson will outline the purpose of the meeting and remind members why they are there.  In such a meeting there is little need to refer to this procedure as this is implicit in the established etiquette, namely:

· The chair controls the meeting.

· All remarks are addressed through the chair.

· Members do not interrupt each other.

· Members aim to reach a consensus.

· A vote is taken if consensus is not reached.

· The majority wins the vote.

· All members accept the majority decision.

When discussion is underway, it is the chairperson's responsibility to ensure that it continues to flow smoothly by involving all members present and by not permitting one or two people to dominate the meeting.  

Summarising by the chairperson during meetings can:

· Indicate progress, or lack of.

· Refocus discussion that has wandered off the point.

· Conclude one point and lead into the next.

· Highlight important points.

· Assist the secretary if necessary.

· Clarify any misunderstanding.

The chairperson should pace the meeting, ensuring it runs to time.  If the planning has been properly executed, this should not prove to be a problem.  

At the end of a meeting, the chairperson should remind members what they have achieved and thank them for their contributions.  Finally, the time and date of the next meeting should be arranged.  Again this is one common model for effective meetings, successful outcomes can be achieved in different ways with different strategies for different purposes, so adapt as appropriate to specific situations.

The Role of the Members

While it is the role of the chairperson to run the meeting, the participation of all members is also fundamental to the success of the meeting. To ensure an effective meeting, all participants should:

· Undertake any necessary preparation prior to the meeting.

· Arrive on time.

· Keep an open mind.

· Listen to the opinions of others.

· Participate.

· Avoid dominating the proceedings.

· Avoid conflict situations.

· Avoid side conversations which distract others.

· Ask questions to clarify understanding.

· Note down any action agreed upon. (See: Note-Taking)

· After the meeting, undertake any agreed action and brief others as appropriate.

Why Meetings May be Ineffective: 
There are many reasons why meetings are not effective, some of these include:

· The meeting is unnecessary and revolves around discussion of trivial issues, thus wasting members’ valuable time.

· The meeting lacks clarity of purpose, i.e., the aims and objectives are not clearly defined.

· Inappropriate style of leadership, i.e., the chairperson dominates and closes down or disregards other contributions.

· The chairperson exercises little control and allows one or two members to dominate the proceedings.

· The meeting is too large thereby limiting the flow of discussion and preventing all members being able to contribute.

· Decisions emerge that are not truly representative.
· Problems are talked about rather than being talked through.
· Decisions are delayed or not acted upon.
· No clear-cut decisions are made.
· The wrong people are present, thus preventing the meeting proceeding effectively, e.g., those present have to refer back to another person and are therefore unable to comment effectively.
      Activity
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Activity
	Explain the relevance of a chairperson in a meeting. How can a chairperson ensure that a meeting meets its objectives?


Reflection
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	Reflection


What do you think a chairperson should do in order for a meeting to be effective?
Unit summary
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Summary
Key reference
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	In this unit you learned In this section we dealt with professional writing skills. As teachers it is important for you to know how to write different types of letters both formal and informal. The unit also dealt with curriculum vitae writing and also conducting effective meetings which it is hoped have given you the skills that you will use in your field. 
Toomey, S, T. (1999) Communication Across Cultures. California: Guilford Press.



Unit 7

CULTURE AND COMMUNICATION
Introduction
Often we come into situations in which we meet people who do not belong to our own culture and discover that in the process of sharing feeling, thoughts and ideas, we face some difficulties that can hinder or promote communication. It is therefore necessary that you should be able to study aspects of culture that influence communication among people who belong to same or different cultures.

Upon completion of this unit you will be able to;
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Outcomes
	· explain the meaning of culture

· identify culture barriers to communication

· explain the link between culture and communication

· discuss mass communication 

· discuss the consequences of mass communication


What is Culture?
Culture is variously defined. It is seen as a way of life. It is also defined as a deposit of knowledge, experiences, beliefs, value attitudes, meanings, hierarchies, religion, roles, spatial relationships, concepts of the universe, material objects and possessions acquired by a large group of people in the course of generations. Culture manifests itself through language and other forms of activity and behavior patterns that act as models for common adaptive models and communication prevalent in particular geographical areas and at particular times of technological development. The houses we occupy, the instruments and machines we use in industry, transportation, agriculture, war etc. provide the foundation for cultures. Culture plays a deterministic role in our lives from conception to death. The way we were received at birth and the funeral rites that accompany our internment are all part culture.

Linking Culture and Communication

The link between culture and communication is crucial to the understanding of intercultural communication because it is through the influence of culture that people learn to communicate. The behavior of people sharing a common culture can convey meaning because it is learned and it is shared. The ways we communicate, the language we use, nonverbal behaviors have a response to and a function of culture. Due to differences in cultures, communication practices and behaviors vary. The numerous aspects of culture that influence communicative behaviors are referred to as socio – cultural processes. Cultural elements do not do exist in isolation but operate together in a complex of phenomena we call intercultural communication




Perception: is the process by which an individual selects, evaluates and organizes stimuli from the external world. Students of communication maintain that people behave as they do because of the ways in which they perceive the world and that these behaviors are learned. The way people respond is influenced by culture. The Americans tend to respond to things because of their size and cost while the Japanese are influenced more by the colour. To understand other people’s words and actions we must understand their perceptual frames of reference. The major socio – culture elements that influence the meaning people develop for their perceptions are belief, value attitude system: their world view, and their organization. 
Belief, value, attitude system: these affect individual subjective aspects of meaning. We see the dame object and agree upon what it is in objective terms but what we see and agree upon may differ considerably. Let us take the perception of a woman. We all agree that women are beings but in social terms our society ascribes inferior roles to women. Our Zambian society is influenced by a cultural attitude system that is discriminatory to women.

Belief is a uniquely held subjective probability that some object or event is related to some other object, event or value concept or attribute. We may believe that God the creator lives in the sky above the clouds and he possesses certain characteristics. The intensity of our belief depends on the level of our probability. There are three ways in which belief is formed 

a. Experiential – this comes about through sensory experience. It we touch a pressing iron and are burnt but we develop a belief that the pressing iron has the capacity to burn. Experiential beliefs are held with highest probability because of the experience in their acquisition. Culture has minimal influence on this.

b. Informational belief – is the kind of belief we form because of the information from an outside source we have chosen to believe. Source of information and at times experiential , are other people, books, magazines, news media and text books beliefs from these sources may not have been directly experienced. Informational belief is dependent on an authority belief. We believe certain sources because we to be authoritative. An authority in terms of information may be a person or an institution. If we believe that the bible is an authority about ministry of Jesus Christ we accept what it says about the miracles Jesus Christ performed
The values people hold in intercultural communication are important people because they develop standards and guidelines that establish appropriate and inappropriate behaviors in society. Respect for elders amongst Zambians is a value, privacy for the Chinese and the Japanese is a value. To the extent that values differ we may expect that participants in intercultural communication will tend to exhibit different behaviors under similar circumstances.

Cultural values can be identified as primary, secondary or tertiary depending on location of particular values in culture’s hierarchy of values. Individualism may not be considered primary in Zambian culture but communalism and the sense of collective and responsibility are is important.

Values may also be classified as positive, negative or neutral. Supporting capitalism for Americans is a positive value but supporting communism is a negative value. Conversely for Russian supporting communism is a positive value but supporting capitalism is a negative value. Values, which do not make sense, are classified as neutral. To Zambians supporting gay and lesbians forms of marriages would not make sense even though among Westerners it has become a common way of life. This lifestyle would be considered as a neutral value.

There are values which are considered to be normative. These are values that are prescribed in society and their infringement may be followed by some sanction. For Catholics it is important to attend mass and failure to do so may be followed by a visit by the priest. Obedience of traffic signs is a normative value and value and failure to obey them may be followed by a booking by the police. Many people follow normative values but few do not.

Attitude system: the development and content of an attitude system come from beliefs and values people hold. An attitude system is defined as a learned tendency to respond in consistent manner with respect to a given object or orientation. An attitude has three components. Cognitive or belief component, affective or evaluative component and intensity or expectancy component. The intensity of our attitude is dependent on the degree of conviction that our beliefs and evaluations are correct. Attitudes are shaped by cultural environment in which one is found. Bull fighting among Latin Americans is seen as a contest of courage between man and the beast, and a triumphing of good over evil while Americans view it as inflicting of pain on and an act of cruelty to animals.

World view: is an abstract concept. It is the culture’s orientation toward such things as God, human kind, the universe and other philosophical issues dealing with the concept of being. The worldview helps us locate our place in the universe. Moslems, Christians, Hindus, atheists have different views about their places in the universe. Westerners tend to see the world as human – centred and they treat the universe as their own on which to carry out their desires and wishes through the work of science and technology. North American indigenous people have a world view which places nature and the human beings in a partnership of equality and respect – they are less likely to exploit nature to their advantage. The influence of worldview on culture is deep and profound. Its effect is subtle. It is embedded in human psyches. 

Social organization: there are two types of social composition that relate to intercultural organization. There are geographical cultures and role cultures. 

Geographical cultures are organized as nations, ethnic groups, religious sects, castes and are defined by geography boundaries. Zambia has a geographic which defines it as a nation that is different from other nations. But within Zambia there are geographic areas, which are inhabited by predominantly by single ethnic groups in which cultures peculiar to those areas are prevalent. In case of religion, certain missionaries who created religious loyalties occupied parts of the country. Thus we find predominance of Catholics in Northern Province, Seventh Day Adventists in Southern Province, a Christian mission in many lands in the North-Western and Luapula provinces.

Role cultures- are cultures acquired through membership in clearly defined social positions and are more specific and offer specialized communicative behaviors. Take for example role culture of a university professor is quite different from that of a prostitute. Each of these role cultures has its own different communication networks. Professors meet in professional groups, seminars, workshops. Prostitutes have their own meeting places and rank themselves in relation to the classes of customers they meet. People from different geographic cultures may be able to communicate quite well in their different roles.

Concept of time: people have different concepts of time. Edwards Hall has distinguished between mono-chronic and poly-chronic time systems. In poly-chronic time one performs more than one activity while in mono-chronic time one concentrates on one activity at a time. Mono-chronic time is quite significant in urban areas.
Mass Communication and culture
Meaning of mass communication

In everyday language mass communication evokes images of radio, TV, Newspapers and magazines. These are necessary tools for mass communication which on their own do not constitute mass communication. For mass communication to take place there is need for an audience, communicator ad messages which must be propagated quickly and to the anonymous and heterogeneous audience. Thus mass communication can be defined as communication directed at a large and anonymous audience in which the message is timed, transmitted publicly, quickly and is meant to be transient rather than permanent.  Finally in mass communication the communicator operates within a formal organization that may involve great expense. Thus mass communication can be summed up as made up of:

a. Audience – heterogeneous, and anonymous communicator 

b. messages – public, timed, transient and simultaneous 

c. Communicator – operates in a complex and formal organization of great expense.

Functional Analysis

Functional Analysis refers to an examination of consequences of mass communication on operation, adaptation or adjustment of individual, sub groups, social and cultural systems. To carry out this examination, you need to focus on items which can be analyzed. For the items to be analyzed they must be standardized. The four analyzable items are:

a. Process – how mass communication affects individual, sub groups, social and cultural systems. This in itself is a mammoth task. It can be made manageable by making a comparative study of for example rural versus urban area; pre-modern versus modern societies; developed versus developing societies or the study of a single mass communication structure and its effect on society e.g. the impact of radio Zambia on society.

b. Method – the study of the effect of one communication method e.g. newspapers on society 

c. Institution – the study of the organization of mass media

d. Activities – there are four activities each with its sets of consequences, performed by mass media which are amenable to functional analysis. The mass communication activities are: 

i. Surveillance – collection and dissemination of information on events taking place in an environment

ii. Correlation – interpretation of information about the environment and offering prescription.

iii. Transmission of heritage - or education. This is how social norms, information and values are transmitted from one generation to another.  

iv. Entertainment - communication for amusement without recourse to its instrumental value.

Consequences of Mass Communication Activities

The consequences of mass communication can be divided into manifest or intended consequences- these are purposes for the planned mass communication activity. Latent or untended consequences are those results which were not planned for. Consequences can also be classified as functional or functions- those consequences which have a positive value to society and dysfunctional and dysfunctions are those consequences that have negative value to welfare of society, sub groups, individual and cultural groups. For example the activity surveillance plays the function of providing information, warns people in society and confers prestige on persons who are exposed through the mass media. Often those people who keep themselves abreast of news emerge as local leaders. For example during political interparty rivalries in Zambia, Michael Sata emerged as a strong and influential person and was nick name the king Cobra he had access to a lot of information that he released at the right time. In Zimbabwe Dr. Hoozi the strong supporter of Mugabe’s land grabbing reforms was nick named Hitler for the torture that he meted out on his enemies.

Those people who have information on events in the greater society also emerge as cosmopolitan influential. The President is supposed to have a wider amount of information than an average person. The enhancement of a person’s position through exposure through mass communication is what is referred to as status conferral.

On the other hand mass media can also enforce social norms in society by exposing those behaviors that are considered to be deviant. In this mass communication exercises social control on the behaviors of those people who are influential. Violations of behavior are judged on the basis of standard or public rather than private morality. Mass communication news exercises control in urbanized areas where anonymity has weakened face to face detection.

Surveillance has dysfunctions too. For example uncensored news about the world threatens the structure of society. Transmission of entertainment programmes showing life style prevalent in other parts f the world could lead to cultural invasion.

It is quite apparent that Zambians are imitating western life style due in part to the influence of films and television. Too much of warning about a disaster might cause panic in society. At individual level, it could lead to heightened anxieties in the audience or lead to privatization – the act of switching off from news and attending to private life. Further, too much of warning can lead to apathy or narcotization.
Activity
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	Activity


Identify some aspects of your culture and show how they contribute either positively or negatively to intercultural communication.
      Reflection
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Reflection
	1.What do you think is the link between mass communication and culture
2. How do you think mass communication can contribute positively to cultural development? 


Unit summary
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Summary
   Key reference
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	In this unit you learned This chapter has discussed communication as it relates to culture and the cultural factors that influence peoples’ communication. What do you think are some cultural beliefs in Zambia that hinder people from communicating effectively? 

Toomey, S, T. (1999) Communication Across Cultures. California: Guilford Press
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