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1)       INTRODUCTION:      
This module is seen as a key element in the delivery of the Course programme. Through it, students will be offered the opportunity to develop the skills and competencies to fulfill the study requirements of the whole programme and to have gained the knowledge and confidence to perform as independent learners.

2)        AIM:   
This module aims to introduce students to the basic skills required for effective study.
3)         LEARNING OUTCOMES:
On completion of this module, students will be able to:

· Organise their study time through the construction of personal timetables. 
· Identify the requirements of an assignments task and select the appropriate structure for its successful completion. 
· Produce clearly written and clearly structured assignments using descriptive and basic analytical writing styles.
· Communicate clearly in the appropriate written language.
· Present basic findings from an examination or investigation in a clearly presented oral form.
· Handle basic technique for finding, utilising and referencing information from the libraries and other sources.
· Understand the key elements and requirements of an independent and relatively autonomous piece of basic research.
· Select and apply relevant methods of presentation for the range of data and information appropriate to a chosen area of investigation.
· Present findings from individual research in written and oral form.
· Participate in collective and collaborative activity directed towards developing appropriate strategies for the presentation of ideas, information and conclusions to peers.
· Prepare for and participate in examinations applying a systematic revision and participation technique.
	4)         Main Reference Text:
 Stanton, N. Mastering Communication. 3rd. ed. Basingstoke: Macmillan

     http://data.bolton.ac.uk/bissto/studyskills/index.htm 

 https://www.dlsweb.rmit.edu.au/lsu/content/1_StudySkills/07timemgmt.htm  



	 


5)   ASSESSMENT
Assessment Weighting: 

Course work             :              100% 

WEEKLY ACADEMIC PLANNER
ACADEMIC PLANNER

Given below is the outline of Weeks that will be covered over the 14 teaching weeks:

	WEEK No
	DATE
	CONTENT
	CHAPTER No.

	1
	
	Time Management

a) Guidelines on the organization of personal study time

b) Construction of study timetables
	1

	2
	
	Note Taking

a) Note taking techniques from written and oral sources of  

    information

b) Summarizing information

c) Being selective with sources


	2

	3
	
	d) Main methods of note taking

e) Guidelines on layout

f) Use of abbreviations


	2

	4
	
	Library Skills

a) Tutor directed library search activities in college library

b) Approaches to reading/reading techniques


	3

	5
	
	c) Skimming and scanning

d) Different types of reading materials and other sources 

    (Index, CD Rom etc)

	3

	6
	
	Assignment Writing

a) Basic techniques for essay, report, memo and letter writing

b) Different types of writing – descriptive, analytical, 

    argumentative, comparative

c) Analysis of assignment title/task, planning methods  

    (brainstorming, scatter graphs, essay plans)


	4

	7
	
	d) The role of note – taking from different sources in the process  of tackling assignments

e) Structuring assignment material

f) Guidelines on presentation

g) Referencing, use of quotations and plagiarism


	4



	8
	
	Oral Presentation

a) Organizing material – structure and content

b) Presentation styles


	5

	9
	
	c) Pacing

d) Body Language

e) Responsiveness to audience

	5

	10
	
	Group Work

a) Factors involved in effective group work

b) Small group processes

c) Learning benefits to be gained from small group work
	6

	11-12
	
	Project Skills

Preparation for the project. Setting and planning the task/formats for successful project construction. Research skills. Project formats, referencing etc
	7

	13
	
	Revision and Examination Skills 

Revision techniques. Examination techniques
	8

	14
	
	Revision Week
	

	15
	
	Final Examination / Assessment


	


WEEK 1:     Time Management
a) Guidelines on the organization of personal study time

b) Construction of study timetables

Learning Objective:

· Understand the systematic approach to time management in a study skills context.

SET TEXT

Stanton, N, Mastering Communication. 3rd. ed. Basingstoke: Macmillan

https://www.dlsweb.rmit.edu.au/lsu/content/1_StudySkills/07timemgmt.htm 

RECOMMENDED READING

    1. M. W. BUCKLEY. The Structure of Business. Pitman Publishing

    2. Cynthia and Drew Johnson Learning Power. Essential Guide for Academic Success. 2nd. ed. Kaplan

    3. Related Magazines, Internet Sites, Newspapers, Video, Movie, CD-Rom, Others.

8) 
WEEK 2 & 3:   Note Taking
a) Note taking techniques from written and oral sources of information
b) Summarizing information

c) Being selective with sources

d) Main methods of note taking

e) Guidelines on layout

f) Use of abbreviations
Learning Objectives:

· Understand the basic set of techniques and guidelines for preparing, producing and presenting written and oral assignment work.

SET TEXT

Stanton, N, Mastering Communication. 3rd. ed. Basingstoke: Macmillan

http://data.bolton.ac.uk/bissto/studyskills/index.htm 
https://www.dlsweb.rmit.edu.au/lsu/content/1_StudySkills/07timemgmt.htm 

RECOMMENDED READING

    1. M. W. BUCKLEY. The Structure of Business. Pitman Publishing

    2. Cynthia and Drew Johnson, Learning Power. Essential Guide for Academic Success. 2nd. ed. Kaplan

    3. Related Magazines, Internet Sites, Newspapers, Video, Movie, CD-Rom, Others.

9) 
WEEK 4 & WEEK 5:  Library Skills
a) Tutor directed library search activities in college library

b) Approaches to reading/reading techniques

c) Skimming and scanning

d) Different types of reading materials and other sources 

    (Index, CD Rom etc)
Learning Objectives:

· Understand the requirements and techniques required for independent learning. Retrieve and utilize information from directed sources, undertaking research to allow effective appraisal.

SET TEXT

Stanton, N, Mastering Communication. 3rd. ed. Basingstoke: Macmillan

http://data.bolton.ac.uk/bissto/studyskills/index.htm 
https://www.dlsweb.rmit.edu.au/lsu/content/1_StudySkills/07timemgmt.htm 

RECOMMENDED READING
    1. M. W. BUCKLEY. The Structure of Business. Pitman Publishing

    2. Cynthia and Drew Johnson, Learning Power. Essential Guide for Academic Success. 2nd. ed. Kaplan

    3. Related Magazines, Internet Sites, Newspapers, Video, Movie, CD-Rom, Others.

WEEK 6 & 7: Assignment Writing
a) Basic techniques for essay, report, memo and letter writing

b) Different types of writing – descriptive, analytical, argumentative, comparative

c) Analysis of assignment title/task, planning methods  

    (Brainstorming, scatter graphs, essay plans)

d) The role of note – taking from different sources in the process of tackling assignments

e) Structuring assignment material

f) Guidelines on presentation

g) Referencing, use of quotations and plagiarism

Learning Objectives:

· Understand the in depth study of a chosen topic area which incorporates an inter – modular approach to its subject matter.

· Understand the techniques and guidelines which will develop students’ confidence and ability in handling retrieval from a range of sources.

SET TEXT

Stanton, N. Mastering Communication. 3rd. ed. Basingstoke: Macmillan

https://www.dlsweb.rmit.edu.au/lsu/content/1_StudySkills/07timemgmt.htm 

RECOMMENDED READING
    1. M. W. BUCKLEY. The Structure of Business. Pitman Publishing

    2. Cynthia and Drew Johnson, Learning Power. Essential Guide for Academic Success. 2nd. ed. Kaplan

    3. Related Magazines, Internet Sites, Newspapers, Video, Movie, CD-Rom, Others.

WEEK 8 & 9: Oral Presentation
a) Organizing material – structure and content

b) Presentation styles

c) Pacing

d) Body Language

e) Responsiveness to audience
Learning Objectives:

· Understand the needs of a good oral presentation that involves attention to the needs of audience, careful planning, and attention to delivery. 

· Understand the techniques of the basics of effective oral presentation which also covers use of notes, visual aids and computer presentation software.

SET TEXT

Stanton. N, Mastering Communication. 3rd. ed. Basingstoke: Macmillan

http://data.bolton.ac.uk/bissto/studyskills/index.htm 

https://www.dlsweb.rmit.edu.au/lsu/content/1_StudySkills/07timemgmt.htm 

RECOMMENDED READING

    1. M. W. BUCKLEY. The Structure of Business. Pitman Publishing

    2. Cynthia and Drew Johnson, Learning Power. Essential Guide for Academic Success. 2nd. ed. Kaplan

    3. Related Magazines, Internet Sites, Newspapers, Video, Movie, CD-Rom, Others.

WEEK 10:  Group Work
a) Factors involved in effective group work

b) Small group processes

c) Learning benefits to be gained from small group work

Learning Objectives:

· Understand the definition of a team: A small number of people with complementary skills committed to a common purpose, specific performance goals, a common working approach, and mutual accountability. 

SET TEXT

Stanton, N.  Mastering Communication. 3rd. ed. Basingstoke: Macmillan

RECOMMENDED READING

    1. M. W. BUCKLEY. The Structure of Business. Pitman Publishing

    2. Cynthia and Drew Johnson, Learning Power. Essential Guide for Academic Success. 2nd. ed. Kaplan

    3. Related Magazines, Internet Sites, Newspapers, Video, Movie, CD-Rom, Others.

WEEK 11 & 12: Project Skills
a) Preparation for the project. 

b) Setting and planning the task/formats for successful project construction. 

c) Research skills. Project formats, referencing etc

Learning Objectives:

· Understand the specific guidelines of formatting their project in a presentable manner. The eventual goal is that they will internalize those formatting guidelines to create good project independently.

SET TEXT

Stanton, N. (1996) Mastering Communication. 3rd. ed. Basingstoke: Macmillan

http://data.bolton.ac.uk/bissto/studyskills/index.htm 
https://www.dlsweb.rmit.edu.au/lsu/content/1_StudySkills/07timemgmt.htm 

RECOMMENDED READING

    1. M. W. BUCKLEY. The Structure of Business. Pitman Publishing

    2. Cynthia and Drew Johnson (2001) Learning Power. Essential Guide for Academic Success. 2nd. ed. Kaplan

    3. Related Magazines, Internet Sites, Newspapers, Video, Movie, CD-Rom, Others.

WEEK 13: Revision and Examination Skills
a) Revision techniques.
b) Examination techniques
Learning Objectives:

· Understand the use of self management, especially planning, and support strategies in conjunction with revision and exam – taking strategies. 

SET TEXT

Stanton, N. (1996) Mastering Communication. 3rd. ed. Basingstoke: Macmillan

http://data.bolton.ac.uk/bissto/studyskills/index.htm 
https://www.dlsweb.rmit.edu.au/lsu/content/1_StudySkills/07timemgmt.htm 

RECOMMENDED READING

    1. M. W. BUCKLEY. The Structure of Business. Pitman Publishing

    2. Cynthia and Drew Johnson, Learning Power. Essential Guide for Academic Success. 2nd. ed. Kaplan

    3. Related Magazines, Internet Sites, Newspapers, Video, Movie, CD-Rom, Others.

WEEK 14: Revision Week
WEEK 15: Final Examination / Assessment
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