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Series C: Presentation g‘l’*
2%
C3*
C4*
C5*
C6
Cc7

Contents

Introduction

Criteria for good research
Steps in research projects
Research aims: General
Research aims: Personal
Choosing appropriate questions
Formulating questions
Research feasibility study
Organising your files

Barter in research

Checking your research output
Alternative sources

Introduction

References and footnotes
Correct quotations

Figures, tables and boxes
Bibliographies

Abbreviations and acronyms
Spelling: Common errors
Spelling: British/American-English
Argumentation: Basic pointers
Opening components
Organising texts

Final pages

Layout

Style: Common errors

Style: Phrasing problems
Style: Writing with power
Thesis outline/Research proposal
Summaries and book reviews
Essay

Letters and faxes

Letter of application/Résumé
Policy memo

Press release
Trainee/Internship report

Introduction

Preparation

Design

Actual presentation: Checklist
Tools: Making transparencies
Tools: Using transparencies
Presentations: Other tools
Occasional speeches
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Series D: Reading DO Introduction
D1 Book selection: Authors

D2 Book selection: Contents
D3*  Newspapers and magazines
D4*  Quick scans

D5*  On-line databases

D6 Large amounts of material
D7*  Active reading

D8*  Identifying argumentation
D9*  Organising argumentation
D10  Misleading argumentation
D11* Symbols used for corrections

Series E: Listening E0  Introduction
E1*  Attending lectures

E2*  Preparing an interview
E3*  Managing the interview
E4*  Asking (the right) questions
E5*  Processing the interview
Ee6 Body language

E7 Listening for feedback

Series F: Management F0  Introduction
F1*  Meetings: Tasks and roles

F2 Meetings: Decision making
F3*  Taking minutes

F4 Group dynamics: Free-riders
F5 ‘Unhealthy’ group dynamics
Fe Individual checks

F7 Peer-teaching

F8* (Re)Presentation

F9 Negotiations: Strategies

F10  Negotiators: Tactics

Series G: Self-management/study GO Introduction
G1 Supporting literature

G2*  Self-managed learning

G3 Learning contract

G4*  Self-diagnosis: Attitude

G5*  Concentration

G6*  Memory: How to study

G7 Bad time management

G8 Good time management

G9*  Study planning: Week

G10* Study planning: Semester
G11  What does the teacher want?
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