Introduction of Teacher
I am AnilaNosheen from COMSATS Institute of Information Technology, Islamabad. I have done my Masters in English (Linguistics & Literature) from National University of Modern Languages (NUML), Islamabad. I did my MPhil from International Islamic University (IIU), Islamabad. I have worked with Higher Education Commission (HEC) for more than two and a half years as a Project Manager of English Language Teaching Reforms (ELTR) Project. There I got exclusive experience of organizing Teacher Training Programs. I have also organized the Continuous Professional Development (CPD) Programs for the capacity building of COMSATS Teaching faculty. Currently I am rendering my services to COMSATS Institute of Information Technology, Chakshahzad Campus, Islamabad as a Lecturer in Humanities Department. 
About the Course
Course Name: Essay Writing & Presentation Skills (ENG406)
Course Description:
ENG406 is essay Writing & Presentation Skills course designed for students to develop knowledge of essay crafting skills and presentation techniques relevant to future programs and career fields.
Learning Outcomes:
After successfully completing ENG406, the student will be able to:
· Write variety of essay styles (narrative, descriptive, expository, persuasive)
· Write for a variety of purposes and audiences
· Apply the writing process (prewriting, writing, and revising)
· Demonstrate basic grammar and sentence skills in writing
· Develop his/her personal writing style/voice
· Self-edit writing and analyze other writing samples
· Critically evaluate a variety of reading passages
· Carry out library and on-line research
· Organize and deliver an oral presentation

Course Contents:
1. Discussion of Course Contents
2. Language and Communication Skills
· Listening
· Speaking
· Reading
· Writing
· Communication Skills
· Verbal
· Nonverbal
· Paraverbal
3. The Writing Skill
· Writing styles
4. What is Essay?
· Definition & Characteristics
· Essay and Paragraph
· How to write an essay
5. The Writing Process
6. Writing an Essay with the help of outline
7. Types of Essays
8. Descriptive Essay
9. Definition Essay
10. Critical Essay
11. Narrative Essay
12. Compare and Contrast Essay
13. Persuasive (Argumentative) Essay
14. Evaluation Essay
15. Cause and Effect Essay
16. Analysis Essay
17. Personal Essay        http://essayinfo.com/essays/personal_essay.php#.UNX2Bm863ko
18. Reflective Essay
19. Expository Essay
20. Literature Essay    http://essayinfo.com/essays/literature_essay.php#.UNX24m863ko
21. The Essay Exam Tips 	http://www.studygs.net/tsttak4.htm
22. What is Presentation?
· Introduction
· Planning Your Presentation
· How to make a Presentation?
23. Types of Presentations
· Informative- These are the most common types of presentations and are used to present research. A student who is defending a thesis or a non-profit group that did a research study will use informative speeches to present their findings.
· Demonstrative– These will show you how to do something. In introduction to communication classes, these speeches are usually How to Make Cakes kinds of speeches and include different pictures and steps to the process.
· Persuasive Speeches – This kind of speech is trying to change the way you think about a subject or issue. If you’ve come to a health conference you may find yourself listening to why you should change your eating habits or stop drinking.
· Inspirational Speeches – These speeches are designed to make your audience move. Also considered a “motivational” speech, this is designed to encourage participants to go after their goals, whatever they may be. Inspirational speeches will tell stories and the hope is that the audience will feel an emotional connection to the topic.
24. Creating the Presentation
· Performing a needs analysis
·  Writing the basic outline
·  Researching, writing and editing
25. The Presentation Sequence
· The ‘Three’ Stage Process
26. Verbal communication Skills
· Listening and Hearing: They aren't the same thing
· Asking questions
· Communicating with power
27. Non-verbal communication during Presentation
· Body language
· The signals you send to others
· It's not WHAT you say, It's HOW you say it
28. Creating Effective Visual Aids
29. Effective Presentation Techniques
· Do’s and Don’ts
30. Choosing your Delivery Methods
· Basic methods
· Advanced methods
· Basic criteria to consider
31. A Word from the boss
· Preparing mentally
· Physical relaxation techniques
· Appearing confident in front of the crowd
32. Pumping it up a Notch
· Make them laugh a little
· Ask them a question
· Encouraging discussion
· Dealing with questions
33. Overcoming Nervousness
34. Sample Presentations (slide shows)- discussion
35. Sample (videos)- discussion










Chapter 1
Introduction




What is an Essay?
An essay is an organized collection of your thoughts on a particular topic.An essay consists of three major parts;
1. Introduction
2. Main body
3. Conclusion
Essays can be either;
· Long or Short
· Serious or Humorous 
· Formal or Informal
· Can describe your opinions or be a synopsis of expert opinions

1. Language and Communication Skills:
· Listening
· Speaking
· Reading
· Writing
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2. The Writing Skill
· Writing styles
i. Formal writing
1. Essays, Reports, Proposals, Letters, Memorandums, Thesis etc
2. Follow a specific format
3. Specific contents
4. Written for specific audience
ii. Informal writing
1. Articles, Creative writing etc
2. No format
3. Use of figurative language
4. Personal thoughts and feelings
3. 	What is Essay?
· Definition & Characteristics
· Essay and Paragraph (similar yet different)
· An essay is an organized collection of your thoughts on a particular topic. 
1. 	Topic Sentence (Beginning)
2. 	Supporting Details (Middle)
3. 	Closing Sentence(End)

· Writers use essays to: 
· Describe or define a subject (What is Life?) 
· Compare related items in a subject (The Difference between Apples and Oranges) 
· Show cause and effect (If You Write It, They Will Read) 
· Write a narrative (My Summer Vacation) 
· Explain a process (How to Write an Essay) 
· Deliver an argument (The Case Against Essay Questions)
· Critique (My Least Favorite Movie)

4.	The Writing Process
· Pre-writing Stage
· Pre-writing 
· Free-writing 
· Note keeping
· Brain storming
· Mind Mapping
· Clustering
· Tree Diagram etc
· Writing Stage
· Re-writing

5.	Types of Essays
There are many different kinds of essays. The following are some of the most common ones that we are going to study in this course:
· Descriptive Essay
· Definition Essay
· Process Essay
· Compare/Contrast Essay
· Academic Essay
· Cause/Effect Essay
· Narrative Essay
· Argumentative (persuasive) Essay
· Critical Essay
· Expository Essays

6.	Writing an Essay with the help of outline
· An essay outline is probably the most important friend you will have while writing your essay. 
· It is the skeleton of your ideas. 
· It is the framework by which you will write an essay. 
· It is difficult to write one without an outline.


7. Essay Organization
· Common methods of beginning
· Cohesion
· Means connecting your ideas together in a logical way, depending on the type of essay you are writing.
· Coherence
· Means using pronouns, conjunctions etc to tie the ideas in your essay together
8.	Descriptive Essay
· The descriptive essay provides details about how something looks feels, tastes, smells and makes one feel, or sounds. 
· It can also describe what something is, or how something happened. 
· These essays generally use a lot of sensory details.
· The essay could be a list-like description that provides point by point details. 
		Examples: A descriptive essay could describe . . .
· A tree in my backyard;
· A visit to the children's ward of a hospital;

9.	Definition Essay
· A definition essay attempts to define a specific term. 
· It could try to pin down the meaning of a specific word, or define an abstract concept. 
Examples: A definition essay may try and define . . .
· The meaning of an abstract concept, like love;
· The true meaning and importance of honesty;
· How the meaning of family goes deeper than just 	your 	blood relatives.

10.	Process Essay
· It describes how to do something or tell how something happens. 
· When readers finish this type of essay, they get to know how to do something that they didn't know before

11.	Compare/Contrast Essay
The compare/contrast essay discusses the similarities and differences between two things, people, concepts, places, etc. 
· A comparison essay usually discusses the similarities between two things
· The contrast essay discusses the differences.
			Examples: A compare/contrast essay may discuss …
· The likenesses and differences between two places, like New York City and Los Angeles; 
· The similarities and differences between two religions,like Christianity and Islam; 
· Two people, like my brother and myself 

12.	Cause/Effect Essay
The cause/effect essay explains why or how some event happened, and what resulted from the event. 
· 	A cause essay usually discusses the reasons why something happened
· 	Aneffect essay discusses what happens after a specific event or circumstance.
Examples: A cause/effect essay may explain . . .
· Why a volcano erupts, and what happens afterwards; 

13.	Narrative Essay
The narrative essay tells a story. It can also be called a "short story." 
· 	Conversational in style
· 	Tells of a personal experience
Examples: A narrative essay could tell of ...
· My brother's and my fishing trips; 
· A boring trip to the grocery store; 
· My near-death experience at the beach.

14.	Argumentative (persuasive) Essay
An argumentative essay is one that attempts to persuade the reader to the writer's point of view. The writer can either be serious or funny, but always tries to convince the reader of the validity of his or her opinion. 
Examples: An argumentative essay may persuade a reader that . . .
· He or she should use public transportation instead of driving 
· Cats are better than dogs

15.	Critical Essay
A critical essay analyzes the strengths, weaknesses and methods of someone else's work. A critical essay can be written about another essay, story, book, poem, movie, or work of art.
Examples: A critical essay may analyze . . .
· How Shakespeare presents the character, Hamlet, in his play, Hamlet;
· The strengths and weaknesses of the movie, Bol;
· The use of color in Monet's painting, Sunflowers. 

16.	Expository Essays
Expository essays are essays that explain something with facts, as opposed to opinion. Sample styles include:
· Papers that analyze events, ideas, objects, or written works
· Papers that describe a process
· Papers that explain/describe a historical event

17.	Academic Essay/Paper
· The academic essay is generally written in response to a question
· You are expected to present a point of view (expressed in a thesis statement) that is informed by research
· Your aim is to develop a supporting argument for the thesis you propose

18.	What is Presentation?
· Introduction
· Is Presentation a Communication?
· Planning Your Presentation
· How to make a Presentation?
“Great speakers aren’t born, they are trained

19.	Types of Presentations
1. Informative
· Used to present research.
· Paper presentation 
2. Demonstrative
· show how to do something
· Procedural 
3. Persuasive
· A try to change the way you think about a subject or issue 
4. Inspirational
· These speeches are designed to make your audience move
·  Also considered a “motivational” speech

20.	Creating the Presentation
· Performing a needs analysis
·  Writing the basic outline
·  Researching, writing and editing
· Etc

21.	The Presentation Sequence
· Creation
· Preparation
· Presentation 

22.	Verbal Communication Skills
· Listening and Hearing: They aren't the same thing
· Asking questions
· Communicating with power 
· Etc

23.	Non-Verbal Communication in Presentation
· Body language
· The signals you send to others
· It's not WHAT you say, It's HOW you say it

24.	Use Of Para-Verbal Communication During Presentation
25.	Creating Effective Visual Aids
26.	Effective Presentation Techniques
· Do’s and Don’ts
· Slides
· Ground rules
· Font analysis
· Color schemes
· Text tips
· Bullets
· Spelling and grammar
· etc 

27.	Choosing your Delivery Methods
· Basic methods
· Advanced methods
· Basic criteria to consider
· Etc

28.	A Word from the Boss
· Preparing mentally
· Physical relaxation techniques
· How to prepare yourself look confident in front of the crowd
· etc 

29.	Pumping it up a notch
30.	Overcoming Nervousness
31. Sample presentations (slide 	shows) – discussion
32. Sample (videos) – discussion
























Chapter 2

Language and Communication Skills

	








1. Language Skills
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Communication Skills
Communication

Topic Highlights:
· What is Communication?
· How do we communicate?
· What is a Skill?
· Language Skills
· Types of Communication
· The Communication Cycle
· Barriers in Language Communication
· Overcoming Barriers

What is Communication?
The dictionary defines communication as a process by which information is exchanged between individuals through a common system of symbols,signs or behaviors. 
· Communication is the activity of conveying information
·  Communication has been derived from the Latin word "communis", meaning to share 
·  Communication requires: 
· a sender 
· a message, and 
· an intended recipient

What is a Skill?
Skill is defined as a learned power of doing something competently. It is a developed aptitude or ability. 

Communication is of 2 Types:
· Verbal Communication
·  Words
·  Voice Modulation
· Non-verbal Communication
·  Posture &Movement
· Gestures
· Facial Expressions
A communication system normally goes through a cycle involving:
	1
	The Sender 
	person who sends the message; the source

	2
	The Receiver 
	The person who receives the message

	3
	The message 
	Subject matter of communication. It may contain facts, ideas, feelings and thoughts

	4
	The Channel 
	Verbal/ Nonverbal

	5
	The Feed back 
	Receiver’s response or reaction or reply to the message, which is directly towards the sender


The Communication Cycle:[image: C:\Users\Anila\Desktop\CommunicationModel.jpeg]

	1. A message sent 
	  Gesture                    Facial expression
  Drawing                   Spoken/written 

	2. Entry in sensory world 
      (all    senses) 
	  Sight                                             Smell
  Hearing                                        Taste
  Touch 

	3. Stimuli 
      (Picks up message) 
	·     Stimuli varies from person to person:
Person’s abilities                      
Cultural background
Drowsy/dizzy/day dreaming/ not alert
Outside noises                           
Facial expressions
Double/ dual meaning 

	4. The Filtering Process
       (brain) 
	Through contents
Experiences
Knowledge
Emotions
Cultural background 

	5.    Message Response through: 
	Words
Gestures
Physical actions 

	6.   The Cycle Repeated 



[image: C:\Users\Anila\Desktop\talking.jpeg]

Important Details:
· Be calm and collected at all times 
· Be loud enough to be easily heard 
· Use words with accurate diction & correct pronunciation
· Speak slowly and make use of pauses to stress important ideas 

Barriers in Communication:
Components of Communication:

Verbal Messages:





Categories in Non-Verbal Messages:

Categories in Non-Verbal Messages:

Non-Verbal Messages:
· Account for about 55% of what is perceived and understood by others.
· Are conveyed through our facial expressions as well as our postures and gestures. 

Para verbal Messages:
· Messages that we transmit through the tone, pitch, and pacing of our voices. 
· It is how we say something, not what we say. 
[image: messages]
Verbal Messages:
	Paraphrasing 
	a brief, concise statement reflecting the content of the speakers message 

	Reflecting Feeling 
	a statement, in a way that conveys understanding, of the feeling that the listener has heard 

	Summarizing 
	a statement of the main ideas and feelings to show understanding 

	Questioning 
	asking open questions to gain information, encourage the speaker to tell her story, and gain clarification 






How would you define a Communication Barrier?

Barriers to Communication:
· Language Barriers
·   Physiological Barriers
·   Psychological Barriers
·   Cultural Barriers
·   Bypassed Instructions
·   Abstracting
1. Language Barriers:









2. Cultural Barriers:

3. Nonverbal Barriers:
· Flashing or rolling eyes
· Quick or slow movements
· Arms crossed, legs crossed
· Gestures made with irritation
· Poor personal care
· Doodling
· Staring at people or avoiding eye contact
· Excessive twitching with materials
Summary:
· What is Communication?
· How do we Communicate?
· What is a Skill?
· Language Skills
· Types of Communication
· The Communication Cycle
· Barriers in Language Communication
· Overcoming Barriers
· In spoken as well as written communication
References:
· http://talkbank.org/media/PDF/JOC-PDF/2-Buck%20%26%20VanLear.pdf
· http://cte.uwaterloo.ca/teaching_resources/tips/effective_communication_barriers_and_strategies.html












Chapter 3
Writing Skills







Writing Skill:
· Writing skills are an important part of communication.  
· This is a Productive Skill.
· Good writing skills allow you to communicate your message with clarity and ease to a far larger audience than through face-to-face or telephone conversations.

Before Writing you should know?
· Who is the audience?
· What format is required – essay or report or reflection on experience?
· Styles of writing– 
·  writing in a logical and `objective’ way 
·  writing from personal experience
· Academic conventions – referencing and plagiarism

Formal and Informal Writing:

Formal Writing Style:
· Complex
· Longer sentences are likely to be more prevalent in formal writing. 
· You need to be as thorough as possible with your approach to each topic when you are using a formal style. 
· Each main point needs to be introduced, elaborated and concluded.
· Objective
· State main points confidently and offer full support arguments. 
· A formal writing style shows a limited range of emotions and avoids emotive punctuation such as exclamation points (!), ellipsis (…) etc., unless they are being cited from another source.
· Full Words
· No contractions should be used to simplify words (in other words use "It is" rather than "It's"). 
·  Abbreviations must be spelt out in full when first used, the only exceptions being when the acronym is better known than the full name (BBC, or NATO for example).
· Third Person
· Formal writing is not a personal writing style.  
· The formal writer is disconnected from the topic and does not use the first person point of view (I or we) or second person (you).
· Process
· Formal writing follows writing techniques.
· It follows a writing process.
· Material is organized on a set pattern. 
Informal Writing Style:
· Colloquial
· Informal writing is similar to a spoken conversation.  
· Informal writing may include slang, figures of speech, broken syntax and so on.  
· Informal writing takes a personal tone as if you were speaking directly to your audience (the reader). You can use the first or third person point of view (I and we), and you are likely to address the reader using second person (you and your).
· Simple 
· Short sentences are acceptable and sometimes essential to making a point in informal writing. 
· There may be incomplete sentences or ellipsis (…) to make points.
· Contractions and Abbreviations
· Words are likely to be simplified using contractions 
· for example, I’m, doesn’t, couldn’t, it’s
· Abbreviations (e.g. TV, photos) whenever possible.
· Empathy and Emotion
· The author can show empathy towards the reader regarding the complexity of a thought and help them through that complexity.


Writing Effectively
Conciseness:
1. Avoid redundant categories
· Same idea repeated
2. Unnecessary clause
3. Unnecessary construction
4. Awkward repetition
Revising for Conciseness:
· Example 1:
· ORIGINAL:	The reason buying a new house is so 	difficult because the process is so complex.
· PROBLEM: 	Redundancy – “reason… is because”
· REVISED: 	Buying a house is so difficult 	because the process is so complex.
· Example 2
· ORIGINAL: 	A realtor who is experienced and well recommended is a must.
· PROBLEM:	Unnecessary clause.
· REVISED: 	An experienced, well-	recommended realtor is a must.
· Example 3
· ORIGINAL:	It is when you can find a fixed-interest advance loan with single-digit interest that you should lock it in, rather than settling for a variable rate loan.
· PROBLEM: 	Unnecessary expletive construction.
· REVISED: 	When you can find a advance loan with a single-digit fixed rate, you should lock it in, rather than settling for a variable rate loan.
· Example 4
· ORIGINAL: 	Don’t forget that your down payment is only one part of your closing costs. Closing costs may also include having the home inspected, prepaying a year’s worth of taxes in advance, insuring the house and even having the property surveyed.
· PROBLEM:	Awkward repetition. Revise by combining sentences and reducing phrases to single words.
· REVISED:	Don’t forget that your down payment is only one part of your closing costs, which may also include having a home inspected, prepayment of taxes, home insurance and even a survey.

Revising for Coordination or Subordination:
Focus on identifying and correcting problems of:
· Coordination
· subordination 
· Example 5
· ORIGINAL: 	Joan was 35 and she had not lost her taste for learning and she wanted to finish her degree.
· PROBLEM:	Excessive coordination, unclear relationships among ideas.
· REVISED: 	Although Joan was 35, she had not lost her taste for learning and wanted to finish her degree.
· Example 6
· ORIGINAL: 	She had a few early successes, but she felt she could do it after all.
· PROBLEM:	Illogical coordination.
· REVISED:	When she had a few early successes, she felt she could do it after all.
· Example 7
· ORIGINAL: 	Her family transformed itself into a support system. She wondered how single people could manage the workload by themselves.
· PROBLEM:	Unclear - Subordination would make the connection betweenideas clearer.
· REVISED:	As her family transformed itself into a support system, she wondered how single people could manage the workload by themselves.

Revising for Parallelism:
Focus on identifying and correcting problems of parallelism
· Example 8
· ORIGINAL: 	My father’s boss, losing histemper, lashed out at my father and my father quit after running out of patience.
· PROBLEM:	Unclear - Use parallel construction to emphasize the contrast.
· REVISED: 	My father’s boss, losing his temper, lashed out at my father and my father, losing his patience, quit.
· Example 9
· ORIGINAL:	He had lost his job, but his sense of identity was also gone.
· PROBLEM:	Improper conjunction – Need to use correlative conjunctions and 			parallel form.
· REVISED:	He had lost not only his job, but also his identity.

Writing Exercise:
Vincent Van Gogh’s First Steps
[image: van_gogh_first_steps]











First Steps: Writing as Process Exercise:

Planning and Shaping

Drafting:
· Draft a paragraph that leads up to the climactic moment of this child’s first steps.
· Establish the setting, then focus on the adults, then the child, then the actual first step.
· Try to capture the parents’ excitement.
Revising:
· Include at least one of each of the following sentence types: 
· simple, compound, complex. 
· Include a cluster of at least three longer sentences (20+ words) followed by a very short sentence (<8 words).
· Include at least two sentences describing visual parallels or contrasts using parallel structures.
· Include a sentence in which the subject and verb are held for last - the sentence in which the first step occurs.
Editing:
· Reread your paragraph, checking for correctness of sentence structure, grammar, spelling, and punctuation. 
· Make any necessary changes.
Discussion:
· Compare the two paragraphs you have written. 
· Which one does a better job of capturing the excitement of the moment? 
· Why?
Summary:
· Writing Styles
· Formal writing
· Informal Writing
· Writing Efficiently
· Conciseness
· Coordination and Subordination
· Parallelism
· Writing Exercise
References:
· http://www.skillsyouneed.co.uk/writing_skills.html
· Pearson Prentice Hall 2003














Chapter 4
The Writing Process

	

During our review of the writing process:
Make sure to keep your work organized in your writing folder.

Topic Highlights:
· The three Writing Stages
· Pre-writing
· Writing
· Re-writing
· Exercise

Three Stages of the Writing Process:

· Pre-writing		-	Planning
· Writing		-	Drafting, Editing, Revising
· Re-writing		-	Finishing

Prewriting:


· The first stage of the writing process is a time of discovery – you unearth ideas.
· Prewriting can condense swirling mists of thoughts into words on paper.
· You uncover raw material to shape and polish later.
· There is no need to think about order or correctness.
· The objective is to produce as many ideas as possible.




Free writing:
· Free writing is uncensored writing, often in sentence form. 
· Free writing enables anyone to start writing immediately.
· To write free , just empty whatever bits and pieces of ideas are in your mind out onto the paper.

Brainstorming:
· Brainstorming captures ideas as they flit by, either as words, phrases, or fragments.
· You can use this technique in a group or alone.
· The secret of success in brainstorming is to think fast.
· In brainstorming, all ideas are respected and recorded, no matter how wild.

List Making & Scratch Outlining on Computer:
· List making can be an advantage when you know so much about a topic you feel overwhelmed.
· Lists often have no apparent order. When you start placing ideas in order, you are beginning a scratch outline.
· This primitive outline is simply a revised list that herds ideas into a tentative order.

Questioning:
· To use questioning at its best, try projecting yourself into the role of a reporter.
· What questions could you ask to elicit information from other people?
· The traditional “five W’s and H” (who? What? When? Where? Why? How?) can be expanded to full-fledged questions:
 
Full-Fledged Questions:
· Who was involved?
· What happened?
· When did it happen?
· Where did it happen?
· Why did it happen?
· How did it happen?
· What will be its effect?
· What can be learned?
· What is the subject like or unlike?
· How has it changed over time?

Keeping a Journal:
· Some instructors require that students keep a journal to store reactions to essays, fiction, and poetry or other ideas for writing.
· Journals are also useful for recording observations, impressions, and incidents when you conduct firsthand research.

Writing:
Draftin..
· Are my thoughts organized?
· Do I stick with the same idea throughout my 	writing?
· Do I know what order I want to  say things in?
· Did I skip lines?
· This will allow room for yourself and others to make corrections.
· Did I label everything?
·  Headings
· All page numbers etc.
· Have I used complete sentences?
· All of my thoughts are complete.
· There are no run-ons.
· Are my language conventions correct?
· Spelling
· Punctuation
· Grammar
· Have I had at least two people edit my paper?
· Choose two people in the classroom, that are on the editing stage.  If no one is, you may choose to look over your work again.  You may also write in your journal if you cannot find someone to edit your work.
· Editing others work…
· Make sure to check for the same items you did when editing your own work.
· Check for complete sentences, check the language conventions, and use editing marks for corrections
· Insert
· Indent/shuffle
· Check spelling
· Delete
· Capitalize
· Your writing has come a long way. After fixing the error you may either choose to type your writing or hand write it on paper.

RE-WRITING:

Typing your work…
· Sign up for a time to get on the computer.
· Be sure to reread your work.  Spell check is not always reliable.
· Look in your writing folder for requirements when typing your work.

Handwriting your work…
· If you are given a certain type of paper to write on, make sure you have it.  
· There should be no errors in your work.  Erase all mistakes so that you cannot see them.  
· Use your best handwriting.  
· Be sure to reread your work before turning it in.
· You may also type your work if you would like.
· What you write and how you write are very important.
· Take the necessary time to revise, edit, and proofread your writing.
· Students often prepare a draft and then submit it.
· You MUST take the time to revise, edit, and proofread your writing!

COMPARISON:
· Reread the paragraph you wrote without going through the process and compare it to the “processed” one.
· How do they differ?
· Which one is better?
· If the “processed” paragraph is better, which phase of the process helped you most?

GRANT WOOD’S AMERICAN GOTHIC:
[image: american_gothic]

AMERICAN GOTHIC: WRITING AS PROCESS EXERCISE:
· Look carefully at the picture provided of American Gothic, the famous painting by artist Grant Wood (1892-1942). Notice the details and mood of the composition.
· Prepare to use the four process steps to write about the painting:
· Planning
· Drafting
· Editing
· Revising
· Finishing

PLANNING AND SHAPING:
· Use single words or phrases to describe the following aspects of the painting:
· Background/ sky/ house/ shed
· People/ facial expressions/ hair/ eyes/ hand
· How are the people similar? Different? What is their relationship to each other?
· Review your list of details.
· Answer this question in a single complete sentence:
· What central impression do the details seem to convey?

DRAFTING:
· Write your sentence out at the top of a new sheet of paper.
· Write a draft of a paragraph supporting your sentence.
· Include as many details from your list as you can.

REVISING:
· DETAIL: 		How have the details you mentioned help create the central impression of the painting?
· ORGANIZATION: 	Is your paragraph organized? Coherent? Does it support 				your core sentence?
· WORD CHOICE: 	Are your words precise? Replace any fuzzy words with 				more precise ones.
EDITING:
· Review your paragraph for correctness of sentence structure, grammar, spelling and punctuation.
· Make any necessary changes.

Remember, Writing is a Process:
· Every writing assignment is practice for the next one
· Writing takes time
· Go through every step of the process
· Focus on your ideas first 
· Focus on grammar and spelling last
· Get feedback from a peer, instructor, or tutor

Summary:
· We will not exhaust every aspect of writing  Process
· We will focus on the overall process of writing
· We will not focus on rules
· We will instead focus on strategies

References:
· Alisa Cooper, South Mountain Community College
· Technical Writing Skills by Gerson and Gerson, Edition-III











Chapter 5
Essay Writing Skills





Topic Highlights:
· What is Paragraph?
· Examples of Paragraph writing
· What is Essay?
· What makes a good essay?
· Dos and Don'ts
· How to Write an Essay?
· Essay Format

Paragraph Writing:
· Definition
·  Unity
·  Topical Sentence
·  Supporting Details 
·  Relevant Exercises

What is a paragraph?
· It is a group of sentences that introduces, presents and develops one main idea about the topic.
· 	It can be divided into three major 	parts. 
· Topic Sentence (Beginning)
· Supporting Details (Middle)
· Closing Sentence (End)

a) The Topic Sentence:
· Normally the first sentence of the 	paragraph 
· 	Conveys the overall point of view of 	the paragraph
· 	Helps the writer focus on the 	idea written about 
· 	Helps the reader know about	what 	the paragraph is all about

b) The Supporting Details 
·  Sentences used to support the main 	idea stated in the topic sentence 
· 	Provide information about the main 	idea through examples 
· 	Provide clear evidence that what 	the 	topic sentence says is trustworthy 
· 	Strong convincing points on which 	the topic sentence can rely upon


c) The Concluding Sentence
· Reflection of the main idea pronounced in the 	topic sentence 
· Sums up what the topic sentence and the supporting details talk about 
· Closing sentence reminds the readers of what 	they have to value
· It is compulsory for the completion of the paragraph unity 
· Indicates the end of a paragraph
· Prepares the reader for a smooth transition 	to the next paragraph if there is one

Example: 1   	TOPIC SENTENCE
			SUPPORTING DETAILS
			CLOSING SENTENCE
There are three reasons why Canada is one of the best countries in the world. First, Canada has an excellent health care system. All Canadians have access to medical services at a reasonable price. Second, Canada has a high standard of education. Students are taught by well-trained teachers and are encouraged to continue studying at university. Finally, Canada's cities are clean and efficiently managed. Canadian cities have many parks and lots of space for people to live. As a result, Canada is a desirable place to live.
Example: 2   	TOPIC SENTENCE
			SUPPORTING DETAILS
			CLOSING SENTENCE
I don't like tests. Every time I take a test, I feel nervous. When I study for a test, I don't know if I will be able to get a good grade. Often I worry about taking a test and can't sleep. Sometimes I daydream or draw pictures in class. After the test is over, I worry about my grade. When my teacher gives the test back to me with a grade, I still can't relax because I know I will have another test soon. Tests give me a lot of stress, that is why I don't like tests.

	Example: 3  	TOPIC SENTENCE
			SUPPORTING DETAILS
			CLOSING SENTENCE
Cats are good pets. You don't have to take a cat for a walk every day like a dog. You do not have to wash cats because they know how to clean themselves. If you want to go on vacation, you can leave some food and water for your cat and it will be okay. A cat can sleep on your bed and keep you warm at night. I think these things make cats good pets.

Paragraph Writing Exercise:

Q. Write an excellent paragraph on the following topic on a separate sheet of paper. 
	Topic: Friendship 
· Remember:
1. Make sure your paragraph has a topic sentence.
2. Make sure you provide at least 3 sentences that support your main idea. 
3. Make sure you have a closing sentence. 
4. Check that all your sentences focus on the main idea.
★	Circle your topic sentence. Number your supporting details. Underline the conclusion.

EssayWriting:

What is an Essay?
· An essay is an organized 	collection of 	your thoughts on a 	particular topic.
· An essay consists of three major 	parts:
1. Introduction
2. Main body
3. Conclusion
· The word “essay” is derived from the Latin verb “exigere”, which means to:
· Examine
· Test 
· Drive out
· What could the purpose of an essay be given this definition?

What makes a good essay:
· Good structure: 
· clear introduction
· well crafted middle
· clear and appropriate conclusion
· Clear argument: 
· progression through ideas with clear indication
· Well supported by relevant evidence
· Well written: 
· grammatical; 
· correct spelling and punctuation; 
· good sentence structure
· paragraphing and use of linking words and phrases
· Fully referenced using Harvard system
Assessing your Work against an Example Essay:

· Read any essay and comment critically on the structure and organisation. Identify strengths and weaknesses.
· Is there a clear introduction to guide the reader?
· Are key concepts clearly communicated?
· Does the writing progress/have a sense of direction?
· Is there a clear and appropriate conclusion?
DOS & DONTS:

DOS
· Prepare well in advance
· Write a first draft, leave and come back to it later
· Keep your focus on the question
· Edit carefully for sense, spelling, grammar and punctuation

DONTS
· Write all you know about a topic
· Leave till the last minute

How to write an Essay:

· An essay can have many purposes, but the basic structure is the same no matter what. 
· E.g. You may be writing an essay to argue for a particular point of view or to explain the steps necessary to complete a task.
· Either way, your essay will have the same basic format. 
· If you follow a few simple steps, you will find that the essay almost writes itself. You will be responsible only for supplying ideas, which are the important part of the essay anyway. 
Don't let the thought of putting pen to paper daunt you. Get started!

Essay Format:
These simple steps will guide you through the essay writing process:
· Decide on your topic.
· Prepare an outline or diagram of your ideas.
· Write your thesis statement.
· Write the body.
· Write the main points.
· Write the subpoints.
· Elaborate on the subpoints.
· Write the introduction.
· Write the conclusion.
· Add the finishing touches.

Choosing a Topic:
You may have no choice as to your topic. If this is the case, you still may not be ready to jump to the next step. Think about the type of paper you are expected to produce. Should it be a general overview, or a specific analysis of the topic? If it should be an overview, then you are probably ready to move to the next step. If it should be a specific analysis, make sure your topic is fairly specific. If it is too general, you must choose a narrower subtopic to discuss.
For example, the topic "KENYA" is a general one. If your objective is to write an overview, this topic is suitable. If your objective is to write a specific analysis, this topic is too general. You must narrow it to something like "Politics in Kenya" or "Kenya's Culture”. 
Once you have determined that your topic will be suitable, you can move on.

Writing Your Outline:
· Begin your outline by writing your topic at the top of the page.
· Next, write the Roman numerals I, II, and III, on left side of the page.
· Next to each Roman numeral, write the main ideas that you have about your topic, or the main points that you want to make.
· If you are trying to persuade, you want to write your best arguments.
· If you are trying to explain a process, you want to write the steps that should be followed. 
· If you are trying to inform, you want to write the major categories into which your information can be divided.
· Under each Roman numeral, write A, B, and C down the left side of the page.
· Next to each letter, write the facts or information that support that main idea.
· When you have finished, you have the basic structure for your essay and are ready to continue.

Composing a Thesis Statement:
· The thesis statement tells the reader what the essay will be about, and what point you, the author, will be making.
· You know what the essay will be about. 
· That was your topic. 
· Now you must look at your outline or diagram and decide what point you will be making. 
· What do the main ideas and supporting ideas that you listed say about your topic?

Writing the Body Paragraphs:
· The topic you have chosen must now be:
·  explained
· described, or 
· argued. 
· Each main idea that you wrote down in your diagram or outline will become one of the body paragraphs. 
· If you had three or four main ideas, you will have three or four body paragraphs. 
· Each body paragraph will have the same basic structure of writing a paragraph 

Write the Introduction and Conclusion:
Your essay lacks only two paragraphs now: the introduction and the conclusion. These paragraphs will give the reader a point of entry to and a point of exit from your essay.
Don't stop just yet! One more step remains before your essay is truly finished.

Conclusion:
· The conclusion brings closure to the reader, summing up your points or providing a final perspective on your topic. All the conclusion needs is three or four strong sentences which do not need to follow any set formula. Simply review the main points (being careful not to restate them exactly) or briefly describe your feelings about the topic. Even an anecdote can end your essay in a useful way. The introduction and conclusion complete the paragraphs of your essay.

Add the Finishing Touches:
· You have now completed all of the paragraphs of your essay. 
· Before you can consider this a finished product, however, you must give some thought to the formatting of your paper.
· Check the order of your paragraphs.
· Check the instructions for the assignment.
· Check your writing.

Once you have checked your work and perfected your formatting,
your essay is finished.
Congratulations!


Formal Writing Rules:
· Do not use the first or second person (I, my, we, us)
· Do not use contractions (can’t, won’t, doesn’t)
· Do not use metaphors or figures of speech
· Avoid saying “The essay will discuss...” or “In my opinion...”
· Avoid using “a lot”. If you do use it, take care not to repeat it often.
· Avoid redundancy and repetition. 
· Be specific. Do not be vague. Do not use words such as “things” or “many examples”. 
· Always follow MLA format
· Font Style: Use size 12 pt font, Times New Roman, and standard 1” margins
· EDIT, EDIT, EDIT!
· Save your rough work.
· When writing about literature, always write in the present tense.
·  I.e. “The  Hamletis a novel of Shakespeare” not “The  Hamlet was a novel of Shakespeare”. 
· Essays should be submitted with one staple in the top left hand corner. Do not put them in folders. 

MLA Format:
· Essay written in 12 pt font, 1” margins 
· No separate title page. In the top left corner of the first page of your essay, write: 
· Your Name		
· Teacher’s Name	
· Course Code
· Date Submitted
· Double spaced
· Put your last name and page number in the top corner of each page after the title page.  
· Italicize the title of the novel  (if any)
· When using quotes, reference the page number in the following way:  
· First quote, use the author’s name in the reference. 
· “I didn't even notice then that it had more than the usual number of toes” (Wyndham 6).
 Second quote from the same source, no need for the author’s name.
· “I didn’t even notice then that it had more than the usual number of toes” (6). 
· Submit a Works Cited page to show the resources that you have quoted from in your essay. 


The format for the Works Cited: 
· Write Works Cited centered at the top of a new page. (Ensure your last name and the page number are still included in the top right corner.)
· Each entry in the works cited should be in alphabetical order according to the author’s last name.  
· Last name, First name. Title of Book. City published: Publisher, Year.

References:
· www.worldofteaching.com
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Writing an Essay with the help of Outline
· What is an Outline?
· An outline is a way of organizing key ideas
· An outline helps to set up an essay
· An outline is a tool to help revise an essay
What is it?
· An outline is a general plan of the material that is to be presented on a paper.
· The outline shows the order of the various topics, the relative importance of each, and the relationship between the various parts.
Types of Outlines

Rules for Outlining
1.  Subdivide topics by a system of numbers and letters, followed by a period.
Example:
	I.
	    A.
	    B.
	       1.
	       2.
	           a.
	            b.
	II.
	    A.
	    B.
2. 	Each heading and subheading must have 	at least two parts.
3. 	Headings for parts of the paper such as, Introduction and Conclusion should not be used.
4. 	Be consistent. Do not mix up the two types of outlines. Use either whole sentences of brief phrases, but not both.
Examples:
· Sentence Outline
“Choices in College and After”
Thesis: The decisions I have to make in choosing college courses 	depend on larger questions I am beginning to ask myself about my life’s work.
I. I have two decisions to make with respect to choosing college courses in the immediate future.
	A. One is whether to select a course in art history or in chemistry.
	1. One time in my life, I planned to be a chemical engineer professionally.
	2. On the other hand, I enjoy art and plan to travel and see more of it.
B. The second decision is whether to continue a third year of French beyond the basic college requirement.
1. French might be useful both in engineering and travel.
2. Furthermore, I am eager to read good books which are written in French.
3. How necessary are these considerations in the light of other courses I might take instead?
II. My problem can be put in the form of a dilemma involving larger questions about my whole future.
A. On the one hand I want to hold a highly-trained position in a money-making profession.
B. On the other hand I want to lead a certain kind of life, with capacities for values not connected with the making of money.
III. I will have to make a decision balancing the conflicting needs I have described.
A. I will hold open the professional possibilities by selecting chemistry.
B. I will improve and solidify what cultural proficiency in another language I have already gained, by electing French.

Topic Outline
“Choices in College and After”
Thesis: The decisions I have to make in choosing college courses depend on larger questions I am beginning to ask myself about my life’s work.
    I. Two decisions described
	A. Art history or chemistry
	1. Professional considerations
	2. Personal considerations
B. A third year of French?
1. Practical advantages of knowing a  foreign  language
2. Intellectual advantages
3. The issue of necessity
    II. Definition of the problem
A. Decisions about occupation
B. Decisions about a kind of life to lead
    III. Temporary resolution of the problem
A. To hold open a professional possibility: chemistry
B. To take advantage of cultural gains already made: French
Time to Compare!
· Exchange your scratch outline with a partner.  
· Have a five-minute discussion in which you take turns explaining what you wrote in your outline.
So How to Make and Use an Essay Outline?
· An essay outline is probably the most important friend you will have while writing your essay. 
· It is the skeleton of your ideas. 
· It is the framework by which you will write a killer essay. And frankly, it is difficult to write one without an outline.

When you begin writing an essay outline, use the following model as a guide:

I. INTRODUCTION:

Thesis:_____________________________________________________.

II. BODY PARAGRAPH 1:
Opening Sentence:___________________________________________.
Detail 1:____________________________________________________.
Detail 2:____________________________________________________.
Detail 3:____________________________________________________.

III. BODY PARAGRAPH II:
Transition/Opening Sentence:__________________________________.
Detail 1:____________________________________________________.
Detail 2:____________________________________________________.
Detail 3:____________________________________________________.

IV. BODY PARAGRAPH III:
Transition/Opening Sentence:__________________________________.
Detail 1:____________________________________________________.
Detail 2:____________________________________________________.
Detail 3:____________________________________________________.

V. BODY PARAGRAPH IV:
Transition/Opening Sentence:__________________________________.
Detail 1:____________________________________________________.
Detail 2:____________________________________________________.
Detail 3:____________________________________________________.

VI. CONCLUSION:

Reconfirmed Thesis:_________________________________________.

How does it do that?
An Outline Organizes The Major Parts Of Your Essay:
· Thesis Statement			The sentence that tells your reader your ultimate 				point and what they should expect.
· Major Points			The facts that you are using to prove your main 				point.
· Supporting Details-			The examples, facts, quotations, etc. 
· Transitions-			The statement or information you will use to transition 			form one major point to the next.  
· Concluding Thoughts-	Any thoughts that you would like to include at the close of your paper to wrap things up and tie it all together. NEVER INCLUDE NEW FACTS OR INFORMATION IN YOUR CONCLUSION!
 It will help you organize all of the ideas running around your brain!
Why Write An Outline?
· It will allow you to find any gaps in your research or ideas early enough to fix them.
· It will make writing you essay less stressful because you will KNOW what you have to work with.
· Professors are often willing to look over an outline for you to make sure that you are on the right track!

Summary:
Let’s summarize what you have learned:      
I. What is an Outline?
      A. Sentence outline
      B. Topic Outline
II. Purpose for Using an Outline
    A. To help organize key ideas in writing an essay or research paper
    B. To help summarize key ideas in reading
    C. To help you develop subtopics

References:
· http://www.lavc.edu/library/outline.htm
· www.rcc.mass.edu/wc/OUTLINING.ppt
· www.worldofteaching.com/powerpoints/english/Basic Guide
· cbhsls.wikispaces.com/file/view/Writing_An_Essay_Outline 
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What is an Essay?
· An essay is an organized collection of your thoughts on a particular topic.
·  An essay consists of three major parts:
1. Introduction
2. Main body
3. Conclusion
Writing Process:
· Pre-writing Stage
·   Pre-writing 
·   Free-writing 
·   Note keeping
·   Brain storming
·   Mind Mapping
·  Writing Stage
·  Re-writing 
· Essays can be either:
·  Long or Short
·  Serious or Humorous 
·  Formal or Informal
· Can describe your opinions or be a synopsis of expert opinions.

Writers use essays to: 
·  Describe or define a subject (What is an Essay?) 
·  Compare related items in a subject (The Difference Between Apples and Oranges) 
· Show cause and effect (If You Write It, They Will Read) 
· Write a narrative (My Summer Vacation) 
· Explain a process (How to Write an Essay) 
·  Deliver an argument (The Case Against Essay Questions) 
· Critique (My Least Favorite Movie)

How to Write an Essay:
A successful essay should meet a number of other criteria. Consider these points to perfect your essay writing skills:
· Before starting your essay, think of the main objective that you set for yourself and keep it in mind throughout your writing. 
· Make sure you know what you are writing about. 
· Try to start each paragraph with a topic sentence, then develop it in the following sentences, and end with a conclusion. 
· Do not be afraid to go into details. 
· Be creative in your writing. 
· Do a thorough proofreading after you have completed your essay. 

Types of Essays:
There are many different kinds of essays. The following are a some of the most common ones:
·  	Descriptive Essay
· 	Definition Essay
· 	Compare and Contrast Essay
·  	Cause and Effect Essay
· 	Narrative Essay
· 	Argumentative Essay
· 	Critical Essay
· 	Evaluation Essay
· 	Analysis Essay
· 	Reflective Essay
· 	Expository Essay

1.	Descriptive Essay 
The descriptive essay provides details about how something looks, feels, tastes, smells, makes one feel, or sounds. It can also describe what something is, or how something happened. These essays generally use a lot of sensory details. The essay could be a list-like description that provides point by point details.
 		Examples: A descriptive essay could describe . . .
		* A tree in my backyard; 
		* A visit to the children's ward of a hospital; 
	2.	Definition Essay
A definition essay attempts to define a specific term. It could try to pin down the meaning of a specific word, or define an abstract concept. 
Examples: A definition essay may try and define . . .
* The meaning of an abstract concept, like love;
* The true meaning and importance of honesty; 
* How the meaning of family goes deeper than just your blood relatives. 



	3.	Compare/Contrast Essay
The compare/contrast essay discusses the similarities and differences between two things, people, concepts, places, etc. 
· A comparison essay usually discusses the similarities between two things
· The contrast essay discusses the differences.
 		Examples: A compare/contrast essay may discuss …
* The likenesses and differences between two 	places, 	like New York City and Los Angeles; 
* The similarities and differences between two 	religions, like Christianity and Islam; 
* Two people like my brother and me 
 
4. Cause/Effect Essay
The cause/effect essay explains why or how some event happened, and what resulted from the event. 
· A cause essay usually discusses the reasons why something happened
· An effect essay discusses what happens 	after a specific event or circumstance.
Examples: A cause/effect essay may explain . . .
		* Why a volcano erupts, and what happens afterwards; 
5. Narrative Essay

The narrative essay tells a story. It can also be called a "short story." 
·  Conversational in style
·  Tells of a personal experience
Examples: A narrative essay could tell of ...
* My brother's and my fishing trips; 
* A boring trip to the grocery store; 
* My near-death experience at the beach. 
6. Argumentative Essay 

An argumentative essay is one that attempts to persuade the reader to the writer's point of view. The writer can either be serious or funny, but always tries to convince the reader of the validity of his or her opinion. 
Examples: An argumentative essay may persuade a reader that . . .
		* He or she should use public transportation instead of driving 
		* Cats are better than dogs 
7. Critical Essay

A critical essay analyzes the strengths, weaknesses and methods of someone else's work. 	A critical essay can be written about another essay, story, book, poem, movie, or work of art.
Examples: A critical essay may analyze . . .
* How Shakespeare presents the character, Hamlet, in 	his play, Hamlet;
* The strengths and weaknesses of the movie, Bol;
* The use of color in Monet's painting, Sunflowers. 
8. Evaluation Essay

· Each day we face various facts and scenes, and to act adequately we need to develop our assessment of them. 
· Writing an evaluation essay is a good way to size up a certain item, phenomenon, entity, or any other object.
 		Examples:
* A vacation spot;
* A new restaurant;
* An educational website; 

9. Reflective Essay
· In reflective essay, you express your thoughts and emotions about certain events or phenomena. 
· Writing this type of essay is good training to sharpen your critical thinking skills, as well as your ability to develop and express opinions on a particular topic.
Examples:
* A trip to an exotic place;
* A book that you have recently read;
10. Analysis Essay
An analysis essay assumes that you break a larger subject into subcategories
· then examine each subcategory to form an opinion about the whole
· explain how each subcategory is interrelated and come up with your own conclusions
Examples:
* Economic crisis and the rate of unemployment;
* Replacing School Textbooks with Laptops 
11. Expository Essay
They are pieces of scholarly writing which describe or examine a process of some kind in a comprehensive way:
· analyze a concept
· describe and explore a written work or an event; 
· explain detailed instructions or a description of a method or procedure
Examples:
* The Influences of Culture and Environment
*The Internet and Society

Common methods of beginning: Cohesion and Coherence:
·  The introduction and the conclusion, although very important, are often relatively short
·  The bulk of an essay, both in form and substance, is contained in the main body
1. The introduction is intended to lead the reader into the topic and clarify what the essay will specifically deal with;
· usually consists of one paragraph
· the amount of background information the context requires
· Introduction will contain a key sentence (or, if necessary, more than one).
2. The main body deals with the major ideas that support the statement;
· Each main idea is presented in a separate paragraph
· Developed with supporting ideas in the form of explanations, definitions, or similar, and illustrated with examples where appropriate or necessary.
3.  	The conclusion brings the reader back to the purpose of the essay and draws all the points together before making a final comment on the result of the discussion. 

References:
· http://academichelp.net/academic-assignments/essay/ 
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Descriptive Essay:
The descriptive essay provides details about how something looks, feels, tastes, smells, makes one feel, or sounds. It can also describe what something is, or how something happened. These essays generally use a lot of sensory details. The essay could be a list-like description that provides point by point details.
 		Examples: A descriptive essay could describe . . .
		* A tree in my backyard; 
		* A visit to the children's ward of a hospital;

How to Write a Descriptive Essay:
A descriptive essay is a form of academic writing that is built around a detailed description of a person, building, place, situation, notion, etc. The main purpose of a descriptive essay is to describe something in a vivid and particular manner, so that the readers can easily picture the described object, person or state, in their mind.

Steps for Writing a Descriptive Essay:
1. Choose a subject on which you want to write and decide what, or who, you will describe.
2. Do an outline or a sketch, listing the facts, characteristics and peculiarities you will develop throughout your essay.
3. Gather information for the introductory paragraph, if necessary (in case you choose to write about a certain holiday, historical event, building, place or well-known figure).
4. Decide upon the main idea for each of your paragraphs in the Main Body section.
5. Write each of the paragraphs, starting from an introductory sentence and then going into details as you develop your thoughts.
6. Write a conclusion.
7. Lay your work aside for some time and then do a thorough proofreading.

Topic Selection:
There are various kinds of descriptive essays. The three most common ones are those that focus around describing people, describing places or buildings and describing objects. Here are several examples of good topics for each category:

1. A person I will never forget
2. A place I have always wanted to go
3. A person I admire
4. The house of my dreams
5. A visit to a theatre/ museum/ modern art gallery
6. My Remembrance Day celebration in London
7. My best friend
8. Our family trip to Europe
9. My ideal wedding
10. A person who changed my life
11. Venice – the city of eternal romance
8. My favorite fiction writer/poet

Key Points to Consider:

· A descriptive essay, as with any other successfully written piece, needs to have a clear well-balanced structure. Normally, you should start with an Introduction of the object, person or place you plan to describe. You should specify your relation to the person, the location of the place, the purpose of the object, etc.
· In the Main Body, you should focus on specific qualities of the chosen subject, and go into details of each of the most peculiar qualities in the following paragraphs. For instance, if you chose to write about a person, you could include a paragraph about their appearance, another one about their personality, traits and justification, and the third paragraph of the main body can be about the person’s hobbies, talents and interests.
· Your Conclusion should focus on your personal feelings about the chosen subject, justifying why it had such an influence on you that you decided to write about it.
· A descriptive essay focuses on details, so make sure to be specific in your descriptions. Including as many colorful adjectives as you can is always a good idea. Another tip is to introduce some peculiar facts, situations and words that you associate with the person, place or object you are describing. The more innovative and unique you get, the better.
· When going into the details of your description, group similar and opposing qualities together to make your writing sound more versatile. For similar qualities, use “also”, “as well as”, “in addition to”; for opposite qualities use “”at the same time”, “in spite of this”, “nevertheless”, “although”, “however”.

Dos and Don’ts:

Dos:
· Do use a variety of connective words to make your descriptions more logical and connect one idea with another.
· Do use comparisons to make your descriptions more vivid and brighter. For example, when describing an object, say what its shape reminds you off; when talking about a person, compare their characteristics with that of an animal, flower, or whatever you associate with the person.
· Do use your emotions, analyze how you feel about the described person, place or object and do not be afraid to include your subjective opinion.
· Do be creative in your descriptions.
· Do not be afraid to approach your description from an innovative angle.
· Do use a variety of techniques to express your thoughts: build your ideas into subjective clauses and compound sentences.

Don’ts
· Don’t begin all your sentences in a similar way as it will make your essay sound boring and template-like.
· Don’t switch from present tense to the past and back. If you chose to describe an event that occurred in the past (your visit to some place, a person you used to be close with etc.), then only write in the past tense throughout your essay. Similarly, if you chose to describe everything in the present or future form, be consistent throughout.
· Don’t write too generally or too sketchily. Go underneath the surface in your descriptions to make your essay sound more realistic.
· Don’t write about everything you can think of. Whether it is a person or building that you chose to describe, think of the most peculiar and interesting characteristics that distinguish and highlight this particular person or building for you.
· Don’t focus on what is generally known, believed or considered about your subject. Write about things that matter to you personally.

Common Mistakes:

· Absence of a general idea. Your essay should focus around one main idea that needs to be transparent. Students often forget about this rule and get lost in separate striking descriptions, which make the whole essay sound abrupt and inconsistent.
· Usage of too many banal and trivial adjectives which make your writing sound mediocre. Instead, try to describe the object or person from a personal perspective, using your emotions and feelings.
· Applying an out-and-out approach when you include negative adjectives in your description. Try to use mild language in such cases. For example, you can replace “John is arrogant” with “John can sometimes be rather arrogant”.

Example of Descriptive Essay:

My Favorite Restaurant
Introduction:
As a child, I wasn’t fond of eating out. My family would eat out at least once a week, often more than once, and every time we went anywhere, but for a little place called Rivenee’s, it was a challenge for my parents. Rivenee’s was that lucky exception – I loved the place and this made my parents love it too. The place seemed so magical and fascinating to me then, when I was still an elementary school kid, and surprisingly, the place still very much fascinates me today. Just recently, when I visited my old family house for Thanksgiving, I was surprised and pleased to find out the place still operated and, in fact, was still run by the same family. Apart from the house in which I grew up, Rivenee’s is probably the dearest place to me in the little town, just outside of San Ramon, where I was born and raised. What is so special about the place? Well, it is hard to answer this question in just a few words.

Supporting Details:
First of all, Rivenee’s is a small and cozy place, and this is what probably earned my love in the first place. This, and the people who worked, and still work there of course. Unlike the bigger restaurants, diners and chain buffets my parents also took me to, Rivenee’s was a family-owned business run by a middle-aged couple, Janette and Derek. When I think about them now, I still remember their warm smiles and sincere care for everyone around them. Missis Jan, as I would call her, loved orange shades, both in her outfits and in the restaurant’s interior decor. Warm orange and yellow-pomegranate furniture, sunny-colored napkins and curtains, country-style hard wooden tables and stools at the bar – everything was solid and comfortable about the place. Missis Jan would always have something orange in her outfit – to match the place, as I then thought. Be it a bright orange ribbon in her hair, or a peachy neat cotton dress, or creamy red nail polish – this woman always belonged to the place like nobody else, and I doubt it was only the external resemblance.

Her husband Mr. Derek was older, with graying hair and a little moustache, which made him look a little strict to me at the time. But the moment he started talking, his deep, soft and half-laughing voice, with that particular tender frog-in-the-throat vibes, he would make me listen to his every word with my mouth open. The man was like a magician to me:  mysterious and a little scary even, yet so fascinating and magnetic. And of course there was his daughter, the first love of mine, then a five-year old. She was a blonde pony-tailed girl of 7 or 8 with cute bangs, very lively and active. She would be running around the place, attracting the attention of visitors with her echoing laughter that made you laugh in return, or at least smile back at the little sunny creature running around the place.

Conclusion:
When I visited Rivenee’s after all these years, the memories flashed back through my mind in a heartbeat, and I suddenly felt like a child again. The place was still a sunny planet of orange and light, very bright, yet comfortably relaxing with fresh energy. I instantly felt like home, and a big bouquet of freshly cut wild daisies, neatly tied with an orange ribbon, made me think of Missis Jan. The food tasted the same – crispy and puffy home-made corn bread was my favorite part of the meal then, and it tasted like it did in my childhood to me now. My parents still eat at the Rivenee’s from time to time, still order their favorite specials and enjoy the evening with Missis Jan and Mr. Derek, remembering the good old times.
Reference:
· http://academichelp.net/academic-assignments/essay/write-descriptive-essay.html 
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Definition Essay
A definition essay attempts to define a specific term. It could try to pin down the meaning of a specific word, or define an abstract concept. 
Examples: A definition essay may try and define . . .
* The meaning of an abstract concept, like love;
* The true meaning and importance of honesty; 
* How the meaning of family goes deeper than just your blood relatives.

How to Write a Definition Essay:
In a definition essay, you explain the meaning of a certain term by giving a detailed description of it, and support your definition with clear examples or facts. Such explanations are needed if a term is special, abstract, disputed or does not have a common meaning. For instance, individuals can interpret the definition of the words ‘freedom’ or ‘abuse’ quite differently.
Steps for Writing a Definition Essay:
1. Choose a term that you want to define and introduce it to your readers. This can be done in several ways, but your main goal at the outset is to indicate clearly the contents of your paper.
2. Use several sources (dictionaries or encyclopedias) to see how the term you have chosen is usually defined. Then think of a way to combine or merge them to give your own, unique definition.
3. Present the term you’ve chosen to your readers in the introductory part of your paper.
4. In the main body paragraphs, provide your readers with information about the term. Along with your own description, you can point out some cases, in which this term is used, as well as historical information about its origins and the evolution of its use in literature. Also, you can highlight any common mistakes in its definition.
5. Think of a couple of good examples that will fully illustrate and explain your definition.
Topic Selection:
There are plenty of terms that we use every day. Many of them are clear to almost everybody, but still there is a vast body of abstract or scientific terms, that can become a topic of discussion. While all of us know what a phone, TV or dog is, concepts such as happiness, faith, love or calmness may be difficult for some people to grasp. Some terms that could be chosen as a topic for your definition essay are listed below:
· Love
· God
· Hatred
· Beauty
· Morale
· Good and evil
· Enlighten
· Happiness
· Confidence
· Intelligence

Key Points to Consider:
1. Remember, that giving a definition is not just copying what has been written in other dictionaries. If you cannot define a brand new meaning for some concept on your own, then use the definition that already exists, but give your own interpretation of it.
2. Choose terms that you understand, or ones that have impacted on your own personal experience. Do not try to define a term that you don’t understand else you will confuse your readers with the wrong explanation.
3. You can define something by explaining its functions, structure or nature. You can also define the term by specifying what it does not mean, or by comparing it with other members of the same class of word and emphasizing the differences.
4. Follow the structure of your essay. It would be logical to present your term in the introduction, give extended explanations in the main body paragraphs, and end with brief conclusions.
Dos and Don’ts:
Dos
· Do narrow the term if it has an excessively wide meaning. For instance, you might need to write many pages to define adequately the term ‘fear’, but if you limit your topic to ‘panic fear’, it will be much easier for you to craft your essay.
· Do look for good transitions to connect the parts of your essay together.
· Do try to think of a definition that would be uniquely yours. Don’t be afraid to be creative in giving non-standard explanations; that approach should be encouraged.
· Do proofread your essay carefully to avoid factual mistakes.

Don’ts
· Don’t use definitions like: ‘X is when’ or ‘Y is where’. Try to make you definitions look more scientific. For example, compare these two definitions: “Totalitarianism is when the state tries to control the society” and “Totalitarianism is a political regime which presumes that the state holds authority over society and controls various aspects of its life.”
· Don’t try to write a paper on a too narrow topic or a well-known obvious term. It will be extremely hard to write an extended essay about a ‘tree’ or a ‘cat’.
· Do not write in a superfluously detailed manner. However, don’t be too brief either. Consider the word limit of your essay before you begin writing.
· Don’t repeat the defined term within the bounds of the definition itself. No one will appreciate your prose if you write something like ‘Swine flu is a flu that people can catch from swines’.

Common Mistakes When Writing a Definition Essay:
· Trying to define a term that is too broad in scope for the essay.
· Forgetting to emphasize the term that one is defining. In this case, it may be hard for the readers to understand what your essay is ultimately about.
· Writing about things that are well-known and which do not have conflicting interpretations. There is no need to explain terms that everyone is familiar with.
· Ignoring the necessity of examples. No matter how detailed and clear your definition is, without concrete examples, it may be hard for your readers to understand how or when a certain term should be used.
· Copying the existing definition word by word. Instead, reinterpret the meaning. Do not be afraid to expound your own thoughts on a new unique definition.

Example of Definition Essay:
What is Democracy?
Introduction:

Turn on your TV and switch to a news channel. Take a pencil and a sheet of paper and prepare to take notes. Your aim is to count the use of one of the most popular words in the modern world. This word is ‘democracy’. I bet that you’ll hear it at least 5-6 times within an hour. The word ‘democratic’ has almost become a synonym to such adjectives as ‘good’, ‘fair’ or ‘equal’. Politicians of all countries use it to evaluate the domestic and foreign policies of their neighbors, opponents and allies. Simultaneously, it is obvious that in many cases this word is misunderstood, as well as used for various kinds of manipulations. So what is democracy? Why has it become the cornerstone of the modern civilization? 

Supporting Details:

The origins of democracy lie in Ancient Greece. This very term was constructed from two Greek words ‘demos’, which means ‘people’, and ‘cratos’, which means ‘power’. A long time ago Greek men used to gather on the town square to make decisions about urgent political issues. Greek democracy was direct – not only in the sense that citizens could vote for decisions personally, but also in the sense that they could control the political process and the authorities. It must be pointed out, that back then not everyone could take part in voting – this privilege was only available to male citizens. Slaves – and ancient Greece was a slavery state – and women couldn’t affect the social and political life.

Along with the population’s growth and the complication of political processes, it had become almost impossible to conduct direct democracy. This had led to a representative democracy, the model, which is used all over the world today. It may be constitutional, parliamentary, or presidential – the main common feature is that people affect political life through the representatives they’ve chosen through elections.

Modern democracy implies many privileges that ancient Greeks didn’t know. For example, people now can vote regardless of their gender, skin color, social status or financial position. Democracy is considered to be the optimal way to run the state. However, many critics talk about democratic tyranny and even the injustice of this form of government. Imagine that on presidential elections 49% of electorate vote for one candidate, and 51% vote for another. The second candidate wins the elections, but what about those people, whose interests were subjected to the will of the majority?

Conclusion:

Democracy is a complicated and versatile phenomenon that can be studied from different approaches. However, as Sir Winston Churchill had said once: “Democracy is the worst form of government except for all those others that have been tried”.

References:
· http://academichelp.net/academic-assignments/essay/write-definition-essay.html 
· http://academichelp.net/samples/essays/definition/democracy.html 
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Critical Essay:
A critical essay analyzes the strengths, weaknesses and methods of someone else's work. A critical essay can be written about another:
·  essay
· Story
· Book
· Poem
· movie, or 
· work of art.
Examples: A critical essay may analyze . . .
* How Shakespeare presents the character, Hamlet, in his play, Hamlet;
* The strengths and weaknesses of the movie, Bol; 
* The use of color in Monet's painting, Sunflowers.

How to Write a Critical Essay:
A critical essay is a piece of academic writing, usually in the form of a classic composition, with an introduction, full body, and a summarizing conclusion. It provides interpretation and analysis of a set text. A critical essay must be written with an academic aim or purpose; it often proposes a sound argument. Although frequently confused with a review, a critical essay is more similar to a formal essay. It should incorporate scholarly observations, with all facts correctly referenced.

Steps for Writing a Critical Essay:
1. A text in the form of a book, film, piece of music, or play must be selected by the instructor or student. The text must be read a number of times. If the study concerns a film, play, or piece of music, it must be watched or listened to more than once.
2. Relevant material from which references can be drawn must be sought. Journals, books, articles and online material are suitable, as long as the references are scholarly, not popular.
3. Notes must be written about the text in question, and an argument must be constructed. A stand must be taken by the writer in favor of a particular view.
4. The body, in the form of three or more paragraphs, must be written first. Each paragraph must discuss one point that supports the argument.
5. A conclusion is written next, summing up the points, summarizing the argument, and giving a one-sentence closing.
6. The introduction is written last, to make sure it presents the argument clearly. It must contain a strong thesis statement that also sums up the argument.
7. The finished essay must be read a number of times, corrected, edited and finally proofed for errors. Grammar, punctuation and syntax are important because they convey accurate meaning.

Key Points to Consider:
· An argument can be based on the qualities of the text in question. Thought must be given to the kinds of readers or audiences to whom the writing might be addressed by the creator of the set text.
· A critical essay must examine the text, question it, and evaluate it. The writer must state what kind of text it is, and whether it achieves the aims of its creator. That is, does it entertain, does it educate, does it instruct, does it inform?
· A suitable combination of main and secondary points must be used in the three or more body paragraphs, which contain the central thrust of the essay. Ideas, notions and concepts taken from the initial set of notes must be reworked to produce a fine argument.
· Rhetorical questions must not be used, since they are a weak and predictable way to form an argument, and truisms must be avoided assiduously. Making a point using the findings of an authoritative author is always best.
· Persuasive techniques must be used in an effective manner to argue the value or otherwise of the text. The most common techniques appeal to emotion, to evidence, and facts supported by citation, and must adhere to some sort of discipline such as logic.
· A critical essay does not merely accept the decisions and opinions of others, however. It must question everything, analyze, and propose apposite alternative views, options and attitudes.

Some Critical Styles:

Claim and Evidence Style
The writer must make a number of claims about the set text, and findings made on reading it. These claims are then supported by evidence found in other texts, which are used as references.
Effective style
Another effective style is the new information method. Here, the writer provides fresh research which has not yet been used by others to discuss the given text.
Examination and Exploration
Examination and exploration is a style that looks into the fine detail of a text and explores all the possible motivations, inspirations and reasons the writer or creator might have had during the creative process.

Dos and Don’ts:
Dos:
· Do seek more than one fact or piece of information, supported by a reference, for each argument made in a critical essay. Use quotes when the exact words of the author are used.
· Do describe the set text accurately, to demonstrate you have read it in depth.
· Do make it a point to understand that a critical essay is not one long stream of negative criticism.
· Do use philosophical notions such as logic, deduction and inference to support your points.
· Do use opposing arguments and approach a view from both poles.
· Do paraphrase accurately and effectively when interpreting references from books and journals.
· Do invite opposition to your argument, and state your knowledge of differing opinions on the given text.
Don’ts:
· Don’t make categorical statements without the support of referenced facts and quotes.
· Don’t lose track of your argument and go off at an irrelevant tangent.
· Don’t introduce new material in the concluding paragraph. All concepts and ideas must be elaborated upon in the body paragraphs.
· Don’t actively or negatively criticize the set text in a subjective manner. Although your opinion will be obvious, from the way you form your argument, writing contentious material is not the scope of a critical essay.
· Don’t use colloquialisms, popular rhetoric, magazine-style prose or commonplace examples. Keep the argument scholarly at all times.
· Don’t neglect quality of writing and quality of thought. A good argument couched in poor language, or a poor argument phrased in excellent style, will not disguise lack of preparation.

Common Mistakes:

Following these handy tips ensures success to the careful writer. There is always the possibility of making mistakes, however. So it is useful to use this checklist to avoid submitting a weak critical essay.
· Avoid driving a point home too strongly. It is enough to support your claims with evidence without strong language or repetition.
· An effective critical essay must appeal to the reader’s sentiments, but must not bludgeon with emotion.
· Avoid making points that are mere opinions.
· Make sure your language matches the argument style. Never fall into colloquialisms or slang in an effort to be more persuasive.
· Do not omit direct quotes from relevant texts. Ensure all your references are up-to-date and germane to the subject and theme. Using old books and sources is the sign of a negligent student.
· Avoid using too many negative sentences. A critical essay can be just as positive as any other piece of writing: analysis, interpretation and questioning need not be negative.
·  Avoid presenting facts and data, but omitting a clear and well thought out thesis argument. Make a logical outline or plan, and keep to it.

Well Written Critical Essay:
A well-written critical essay is one where the writer has made a clear argument in flawless language. Logic, sound reasoning, and an investigative attitude are always seen by examiners as good foundations for a well-organized discussion about a set text.

Example of Critical Essay:

Is It Ever Too Late to Study?

Introduction:

Ninety-seven years old – this is the age of the oldest university graduating student in the world, who has just recently received a Masters in Clinical Science – 76 years after attaining his first university degree. Australian, Alan Stuart, already has four degrees and is a qualified dentist, surgeon prosthodontist, lawyer and general practitioner. And it does not look like the man is going to stop at that! Some will probably say he is crazy, and might have a point. However, as extreme as this example may seem, the question remains highly debatable: “Is it ever too late to study?” This essay aims to investigate the issue and analyze possible obstacles that may come in the way of one’s desire to study in the latter stages in life.

Supporting Details:

Studying is one of the main tools used to get to know a variety of things, notions and the world around us in general. It is the basic channel of perception of reality, which we otherwise would be unable to understand. So, ignoring the opportunity to study would basically be equal to ignoring the whole world that surrounds us. Therefore, it stands perfectly to reason that furthering one’s education after graduating from high school is a common tradition in the American society – and one that is highly encouraged by the community too.

Higher education in the United States is viewed as a wise choice to invest in your future and gain an asset that will always be your strong-hold when climbing up the social ladder. At the same time, college and university education in the United States is extremely pricey, so many high school graduates simply do not have an opportunity to continue their education right away. Therefore, when a person has already achieved something in life, is standing on both feet and knows exactly what it is they want to deepen their knowledge in, they have all the right to continue at the point they once stopped at – and become a university student.

With the American education system being arguably a very flexible one, you do not even have to become a full-time student any more to learn more about the things that interest you. You can simply take a few courses at a certain university, pay the fees and attend the classes for your own purposes. Sure, you will not receive a full-scale diploma for finishing a few courses, but if what you are looking for is the knowledge and the practical use, not the little piece of paper proving you are worthy of something, then this option is exactly the right fit for you.

Nevertheless, it is believed that after some point in life, it becomes too late for things like being a student. A student in the US is a certain social role that is closely associated with a lot of things other than the actual studying – dorm life, campus activities, student parties, academic honor societies, dances and many more. Choosing to be a student in many cases means that you are willing and able to take on the whole package, or otherwise you risk feeling like an outcast and dropping out of school, even if the classes are interesting and the professors are great. When you consider applying to a specific university after a certain age, when the above mentioned things become of a lesser value to you, look at those institutions that are more flexible and do not require living on campus and fully engaging in the academic and non-academic sides of university life.

Another thing that might get in the way of effective studying after a certain age is your capabilities. Sure, if you decided to finally (or once again) become a student, it is implied that you have the required desire to learn, listen and absorb the knowledge. However, unfortunately, sometimes just the desire itself is not enough. It is s known fact that with age, our memory, attention and ability to learn may decrease greatly, so studying may become a much bigger challenge than it could have been once, when you were younger. At the same time, if you have the dedication, motivation and persistence to become a student at a later stage in life, I suppose these traits will greatly help you to achieve your aim as well.

Conclusion:

All in all, studying is a necessity rather than a privilege, so it should never be too late to study, if a person really wants to. There is no doubt that setting an expiration date on one’s opportunity to learn and follow their dreams would be wrong. So, despite all the analyzed obstacles that may possibly come in the way of studying, they should not become an insurmountable barrier in the path of one’s self-actualization.
References:
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Narrative Essay:
The narrative essay tells a story. It can also be called a "short story." 
· Conversational in style
· Tells of a personal experience
Examples: A narrative essay could tell of ...
* My brother's and my fishing trips; 
* A boring trip to the grocery store; 
* My near-death experience at the beach.

As a mode of expository writing, the narrative approach, more than any other, offers writers a chance to think and write about themselves. We all have experiences lodged in our memories, which are worthy of sharing with readers. Yet sometimes they are so fused with other memories that a lot of the time spent in writing narrative is in the prewriting stage.
When you write a narrative essay, you are telling a story. Narrative essays are told from a defined point of view, often the author's, so there is feeling as well as specific and often sensory details provided to get the reader involved in the elements and sequence of the story. The verbs are vivid and precise. The narrative essay makes a point and that point is often defined in the opening sentence, but can also be found as the last sentence in the opening paragraph.
Since a narrative relies on personal experiences, it often is in the form of a story. When the writer uses this technique, he or she must be sure to include all the conventions of storytelling: plot, character, setting, climax, and ending. It is usually filled with details that are carefully selected to explain, support, or embellish the story. All of the details relate to the main point the writer is attempting to make.

Well Written Narrative Essay:
A well-written critical essay is one where the writer has made a clear argument in flawless language. 
· Logic
· sound reasoning, and 
· an investigative attitude 
These are always seen by examiners as good foundations for a well-organized discussion about a set text. 

How to Write a Narrative Essay:     

A narrative essay is a form of academic writing that is built around a narration of a certain event or situation. Basically, a narrative essay is a concise form of a narrative novel. Its main objective is to tell a story, so that it is both engaging and interesting for the reader. A narrative essay, more than any other type of essay, allows you to be creative as a writer. Nevertheless, there are certain rules to follow and mistakes to avoid when writing a narrative essay.

Steps for Writing a Narrative Essay:
1. Decide on a plot. You should never start writing your narrative essay before you come up with the plot for it.
2. Do a sketch of events you plan to depict in chronological order.
3. When starting on your introduction, begin by setting the scene for the situation you will narrate about. Here, it is best to go into details and make the imagery as vivid and colorful as possible, so that the readers will be able to clearly picture the setting in their mind.
4. As you go into the main body paragraphs, narrate the story. Try to develop the plot gradually, starting from smaller events or incidents that lead to the main scene.
5. Write the main body paragraphs in accordance with the structure you chose when making an outline – either block or point-by-point arrangement.
6. Narrate the main scene of your story. Use as many details and emotional descriptions as you can to portray the story in full. Draw the reader into the events by evoking feelings and describing reactions of the characters of your story.
7. End your story. Here you can appeal to the senses, moods and feelings of your characters, describing the consequences of the narrated events.
8. Lay your work aside for some time and then do a thorough proofreading.

Topic Selection:
There are endless topic variations you can choose from for your story. With narrative being a very creative type of writing, you have a unique opportunity to choose the ideal topic to narrate about. It should be something that you yourself find interesting, otherwise it will be hard to make it interesting for your readers.

Your story can be true or fiction. It can be narrated in the first or the third person. Your narrative essay can be based on your own experience, be completely imaginary, or describe the experience of somebody you know. It can be realistic or completely made up. The only basic requirement for a good narrative essay topic is that it should sound interesting to appeal to the reader, starting from the very first words.

Below are several examples of good topics for narrative essay. However, keep in mind that the ideas to choose a good topic from are limitless:
· A mysterious book
· One sleepless night
· Our trip to the mountains
· An unexpected occasion
· Visiting the Castle of Dracula
· A summer to remember
· The most exciting moment of my life
· Lost in the forest
· A trip to never forget
· One lazy summer afternoon…
· An unexpected visitor
· A letter from the future

Key Points to Consider:
1. Start your essay by deciding upon the genre of your writing. Only after you make up your mind about how realistic your story should be (depending on whether you want, for instance, to write a fantastic science fiction essay, or a realistic life chronicle), you can move on to develop the actual plot.
2. If you find it hard to start your essay, or cannot seem to come up with the story you will convey, try to approach the process of writing with a “Question-and-answer method”. Start asking yourself basic questions about the future story and slowly move on to more detailed specific questions as you develop the plot. For example, start with “Where did the event happen?” and “Who was involved in the situation?” moving on to “What were the consequences of this event?” and “What were the reactions of people involved?”
3. With a narrative essay being a rather informal type of essay writing, one thing you should keep in mind is that even though you are telling a story to your readers, you are not exactly doing it the way you would say it in person. When a narrative essay is too conversational and simplistic, it can hardly be considered a successful one. You need to find a balance between telling a story in an interesting informal manner while keeping your writing stylistically beautiful.
4. Evidence can be supported by hypothesis. You, as an author, can give an alternative description of events the way they could have happened, if some characters acted differently. This will add a philosophical flavor to your essay, leave your readers thinking about the story, analyzing how certain actions affect one’s life and possibly adopting and displaying some of the characters’ actions in their own behavior.
5. To experiment with your writing style and make your narrative essay more unique, you can use a literary technique called ‘flashback narration’. You can start your story from a particular point in time (usually something extraordinary and exciting), and then move back to the events that lead to the described situation.
6. Try to express yourself more creatively and figuratively. Like, instead of just saying “a very old man slowly entered the room”, you could say “a grey-haired man with a thick beard opened the door, his hands slightly trembling from age, and heavily stepped inside”.
7. With the narrative essay giving you certain freedom to experiment with words, you can use interesting and unusual word combinations to make your writing more creative. A good example would be using action verbs with inanimate objects, or ascribing animals, plants or natural phenomena certain human qualities.

Dos and Don’ts:

Dos
· Do use dialogues to make your writing more vivid and life-like. Direct speech is also helpful when you need to show a rapid change of emotions and moods of your characters.
· Do use author’s lines in between the replicas of your characters to add action and help create a fuller picture of your characters’ personalities, reactions and behaviors.
· Do give information in chronological order. Use time words (“first”, “before”, “then”, “after that”, “later”, “during”, “while” and such) to help link the events.
· Do use senses and emotions to set the scene for your story.
· Do enhance your writing with colorful stylistic literary techniques, like metaphors, epithets, distinguished comparisons, bright allegories and the like.
· Do include detailed descriptions of the places, people and buildings that are part of the story. You should try to make it easier for your readers to picture everything you describe in their mind.

Don’ts
· Don’t be afraid to be creative – sometimes a story that sounds unrealistic is nevertheless benefitting from all the imaginary happenings. As long as you do not lose yourself to the surrealism of the described events and keep your reader interested, the essay will be a success.
· Don’t switch from past tense to present and vice versa; stick to one tense for the entire story.
· Don’t start writing your narrative essay before you decide on the ending for your story. It is absolutely necessary to plan the entire story prior to developing the plot in detail.
· Don’t change the sequence of events – this will make it much harder for the reader to follow the plot.
· Don’t be afraid to include elements of descriptive writing in your narrative essay. Your work will only benefit from bright details and specific descriptions.

Common Mistakes When Writing a Narrative Essay:

- 	Switching from first person to the third as you narrate. You should stick with just one way of narration (either that of a detached narrator, or one of the characters of your story). Only skillful and experienced fiction writers can combine these techniques, and, for example, narrate the same story from different characters’ perspectives in rotation without confusing the reader.
- 	Using slang words is an acceptable stylistic technique when you integrate it into the words of your characters (in case it goes in line with the picture you want to create), but it is never a good idea for the indirect speech. Author’s words need to be literary correct and neutral.
- 	Overloading your sentences with verbs, so that you focus too much on the action and fail to construct the full picture. Always try to combine moderate usage of verbs with bright adjectives and adverbs to balance your writing.

Example of Narrative Essay:
The Biggest Nightmare
Introduction:

It was a hot summer’s day. Everything around me was slowly starting to melt: the trees, the houses, the sky and the pathway to my garage. It seemed that I was about to melt down myself, so there would only be a small puddle of glue-like substance left on the ground. I was walking very slowly. My head felt huge and heavy, and every muscle in my body was sore. My arms and legs were barely responding to the signals that my brain was sending to them. It felt like a slow-motion horror movie, only it was happening live. I finally reached the front door and touched the handle. The path that took only a second for my eyes to see, took about twenty minutes for my body to accomplish. But, I was finally at my goal.

Supporting Details

I slowly turned the handle of the door, only to realize it had barely moved. I took all the strength that I had left in my body and pressed the handle again. No success. I turned around, leaned against the door, and slowly slid down to the ground. I felt faint. My head was spinning. I was so thirsty that I could barely think about anything else. I had to get inside; had to pull myself together and open the door. Otherwise, I would faint here, near the front entrance to my own house, which was not the scenario I’d prefer. I pulled myself from the ground and faced the door again. I closed my eyes for a second, took a deep breath, opened them, and pushed the door knob as hard as I could, at the time. It gave way grudgingly. If it wasn’t for the helpless shadow of a man that I was at that moment, I would definitely have screamed in happiness for finally winning, over this stubborn door knob. But, all I could settle for right then was a weak smile, and a deep sigh of relief.

I went inside, and had to wait for a minute before I could make out anything. It was too dark, still very hot and, somehow, very lonely inside. By the time my eyes adapted to the darkness inside, I could tell no one was around. What time was it? And where was everyone? The house was completely and scarily quiet. The silence was unnatural. There was no sound coming from the working fridge, or ticking clock; nothing. I went to the kitchen to get some water, opened the tap and put an empty glass under it. But there was no water, not even a drop! The glass remained empty. This seemed like a complete nightmare. I must be dreaming! I felt like the world had died out, everything had stopped and, somehow, I was forgotten here all alone, left to die from thirst and heat.

I was having a panic attack. With the anger and strength that came out of nowhere, I ran from one room to another, looking for anyone. Mom, Josh, dad, Charlie – no one was to be seen. The dogs were gone too. What is wrong with the place? Again, for the third or fourth time, I caught myself thinking this was just a bad dream. But, my body still felt very much sore, and I could vividly feel the pain. Having no clue of what else, except the pain, could help me distinguish between dreaming and reality, I had to accept the fact that I was living this nightmare for real.  Suddenly, I heard a sound coming from downstairs. It was a very slight, faint sound that repeated in a second, only louder. I ran downstairs, feeling a little scared, and, at the same time, hoping that it was someone, or something, that could explain to me what was going on.

The living room was empty. The sound was coming from outside the back porch, and it was increasing in loudness with every new cycle. It reminded me of when dad and I went rowing, and every time dad turned over the oars, they made the same whistling sound, cleaving the air. I ran outside the back door, and was almost brought down to the ground by the strength of the wind. It was a helicopter, right above me, coming onto me. I lay on the ground, screaming, but I couldn’t hear my own voice through the noise of the implacable vanes getting closer, and freezing me to the ground.

Conclusion:

“Jason, honey, wake up! It’s just a dream, babe. You look so pale. Are you okay?” My mom was standing next to my bed, trying to calm me down, as I was still screaming and flapping my arms. The air was on, and the fan above my bed was making that particular whistling sound with each turn.

References:
· http://essayinfo.com/essays/narrative_essay.php#.UNX2Lm863ko 
· http://academichelp.net/academic-assignments/essay/write-narrative-essay.html 
· http://academichelp.net/samples/essays/narrative/biggest-nightmare.html




	



















Chapter 12
Compare and Contrast Essay







Compare & Contrast Essay:

The compare/contrast essay discusses the similarities and differences between two things, people, concepts, places, etc. 
· A comparison essay usually discusses the similarities between two things.
· The contrast essay discusses the differences.
 
Examples: A compare/contrast essay may discuss …
* The likenesses and differences between two places, like New York City and Los Angeles; 
* The similarities and differences between two religions, like Christianity and Islam; 
* Two people, like my brother and myself

How to Write a Compare and Contrast Essay:
A compare and contrast essay is a form of academic writing that is built around comparing two (sometimes several) items. There are two kinds of compare and contrast essays – the one where you focus more on the similarities of the chosen items, or where you instead try to contrast their differences. Depending on your emphasis, the paper can be more of a comparison essay, or more of a contrast essay.

Steps for Writing a Compare and Contrast Essay:
1. Decide on the two items you plan to discuss. Make sure they have both similar and dissimilar qualities, so that there is enough material to focus on.
2. Make an outline, sketching out the points you plan to focus on in your essay.
3. Decide which organizational structure you will choose for your compare and contrast essay. There are two basic approaches for the main body. You can either focus on the similarities first and then go to the differences (can be in reverse order) – this is called point-by-point arrangement or; you can first focus on the qualities of one item (in a paragraph or two), and then move on to analyzing the other item (normally comparing the same set of qualities) – this is called block arrangement of ideas.
4. Write an introduction. Make sure to finish it with a clear thesis sentence, where you give the main reason for choosing whichever items you chose for your compare and contrast essay.
5. Write the main body paragraphs in accordance with the structure you chose when making an outline – either block or point-by-point arrangement.
6. Write a conclusion. Make sure to go back to your initial thesis sentence and rephrase it, concluding the result of your comparison or contrast writing and answering the main question you initially had in mind.
7. Lay your essay aside for a day or two and then do a thorough proofreading.
Topic Selection:
There are limitless areas to search for items you can compare in your essay. It can be anything related to natural phenomena, food, lifestyle, sports, gender issues, hobbies, literary forms and so on – basically, anything that people can have viewpoints on.
The only thing you have to consider when choosing the subjects for your compare and contrast essay is that the things you compare or contrast need to be of the same kind, type, or category, which means they need to have something basic in common. For instance, you cannot compare a tornado to being a vegetarian, or a movie to the choice of a profession.
So, the general rule is to use common sense when selecting the items for your compare and contrast essay.

Below are several examples of good topics for a compare and contrast essay.
· Reading a book or watching a movie.
· Modern art vs. Classical art: aesthetics and meaning.
· Halloween or Christmas: which holiday is more fun?
· Acting and lying: are they really the same thing?
· What is the difference between prejudice and discrimination?
· Choosing a pet: dog vs. cat.
· Why public schools are better for children than private schools?
· Playing video games vs. outdoor activities with friends.
· Dieting and anorexia: are they really that far apart?
· City life or country life?
· Forward or defender: which soccer position contributes more to a win?
· Which is a better place to go on vacation: beach or mountains?

Key Points to Consider:

1. The main rule when writing compares and contrast essays is paying attention to details. The items you compare might be something we do or watch or talk about every day but do not really think about their similarities and differences. So, you have to take your time, brainstorm the ideas and take a fresh look at the subject you plan to discuss or a different perspective from the one you normally have.
2. The key to a successful compare and contrast essay is following the selected organizational structure (either block or point-by-point) precisely, since this is normally one of the main criteria that your professor or teacher will check when grading the paper.
3. Think of a particular audience that you are addressing. Sketch the list of major qualities or peculiarities of this audience and make sure that you address the subject that is important to your readers, noting what your audience normally values and is interested in.
4. When making an outline for the items you chose to compare or contrast, ask yourself this question: “Will the result of your comparison have any significant practical value or meaning for you or your readers?” If the answer is negative, then it is better to change your topic at this very point.

Dos and Don’ts:

Dos
· Do start your essay from a clear definition of each of the items you plan to compare or contrast in your essay.
· Do make sure to research the subject before you start listing its qualities. The facts and data you use have to be up-to-date and relevant.
· Do try to follow a particular structure for each paragraph, depending on the arrangement type that you initially chose for your essay. Start each paragraph with the general idea (usually, a certain criterion that you would like to apply when analyzing your items), then introduce supporting details and finish with a general conclusion.
· Do pay attention to the transitions and coherence of your paragraphs. Following one of the two strict organizational structures is a must. But you also have to make sure that your paragraphs are linked together and flow in a logical manner. Finding the balance between these two requirements is crucial.

Don’ts
· Don’t try to combine two organizational structures – select one of the two and stick to it throughout your essay.
· Don’t refrain from using transition words. In compare and contrast essays they not only smoothen the flow of your writing, but also serve an additional important role of indicating to the readers that you are switching from one item to the other one.
· Don’t get subjective. Even if you have a clear preference for one of the subjects you are contrasting or comparing, it is important to remain objective and base your conclusion on factual data rather than your personal emotions.
· Don’t ignore all of the general academic writing requirements while trying to follow specific rules for writing compare and contrast essays. Make sure your paper is written in a formal style, avoiding slang and conversational language; ensure that your essay has no spelling, grammatical or punctuation mistakes.

Common Mistakes When Writing a Compare and Contrast Essay:
- Starting your essay without a clear idea in mind. You need to decide whether you will focus on proving the similarities or the differences of the items you compare, and only then can you move on to creating an outline and starting your draft.
- Choosing a too general or widely discussed topic. It is hard to create something original and plagiarism-free when you select a topic that has already been discussed over and over again a million times. Do not trap yourself into such a situation: choose a more creative and unique subject, or at least try to compare your items from a completely different perspective than the one people normally use.
- Selecting two equally good/bad/useful/advantageous items to compare. If you yourself cannot answer your thesis question (“Which item is a better choice?”), then you will fail to produce a successful compare and contrast essay.
- Using charts or tables in your paper. Despite the fact that it might be easier to list all of the similar or discrepant qualities by organizing them into some sort of graphic structure, this is not a good idea when you are writing an essay. You can still create a chart or a table for your own purposes to help you organize your thoughts and prepare a good outline. But do not consider including these graphic tools into the actual essay you will submit.

Compare and Contrast Essay Sample:

Differences between the Daily Lives of Teenagers Today and a Century Ago

Introduction:
This century has brought significant changes to the world. Technological progress has boosted both mobility and industrial production levels, while globalization has enhanced communication around the world and made socio-political ideologies exchanges possible. For example, one can refer to the political revolutions in different parts of the globe; the Arab Spring and the continuing political upheaval in Syria, in particular. Taking these, and many other factors, into consideration, one could say that social processes today and those about a hundred years ago, are almost incomparable. At the same time, particular social groups, such as teenagers, become overexposed to the effects of these socio-political and technological changes. This fact can be easily noticed when evaluating modern youths’ preoccupations, hobbies and behavior, as well as analyzing how they use leisure time, compared to their counterparts a century ago. This paper compares the daily lives of today’s teenagers and the lives of teenagers a century ago.

Supporting Details:

Today’s teenagers use many types of technological gadgets, such as, computers, TV sets, smart phones and tablets, both at school, and at home. They also seem to be studying with the help of technology. Actually, the latter now sometimes takes the place that had, traditionally, been left to parents and teachers. This refers not only to the teaching material, but also to some social and communication skills. Young people have become one of the main target audiences for social media, and waste a lot of time on social networks instead of using it to conduct more constructive activities. Goodstein writes that “…teenagers have captured the imagination of marketers as the most coveted, yet fickle, demographic” (Goodstein, 2007, p.2).

Modern teenagers are also more educated than a hundred years ago. One of the effects of an easily accessed education is that youths have become more dynamic and socially active. They now tend to question, and test, the various norms and traditions of society. By so doing, youths have become a source of societal change in many countries; recall the boycotts of university students in different countries. Due to the fact that teenagers, a hundred years ago, lacked the access to quality education, they were not so active. Actually, they were more conservative and adhered to the social norms laid down by society.

Now, talking about the old times, teenagers a century ago had very little, or even no, access to technology. They acquired knowledge from parents and through extensive reading, and used their free time helping their parents around the house, playing outdoors, and so on. Education, back then, was a facet of society that wasn’t highly emphasized. Basically, access to education was considered a privilege for male children; and besides, financial difficulties, in many households, did not allow parents to send their children to school.

With regard to girls, societal norms a century ago, in the main, would hardly allow them to perform the same roles as their male counterparts. Managing a household was considered an appropriate position for women; therefore, girls were mostly confined to the domestic sphere. However, female movements around the globe, in more modern times, have helped alleviate the plight of girls, so that today’s female teenagers can freely explore the same opportunities, and careers, as young men. According to Maccoby, “… more girls, than boys, reported that their parents had encouraged them to attend college” (Maccoby, 1978, p.622).Therefore, we can observe increased gender equality among teenagers today, than it was a hundred years ago.

Thus, one can notice significant differences between today’s teenagers and teenagers a century ago. Today’s youths are more accustomed to technology than their counterparts a hundred years ago; they are more educated compared to teenagers a century ago. Finally, there is more gender equality, in terms of access to opportunities, among modern teenagers.

Exercise:
· Your Task is to compare a book to a movie based on that book:
· Options:	
· Pride and Prejudice
· The Kite Runner
· To merely list the plot similarities and the divergences from the plot could be done by anyone.
· Put in your own analysis, something only you can come up with. 
· Obviously not everything in a book can fit in a movie, but why were certain items chosen over others to be omitted? Is something emphasized more in one or the other? Why? Is something completely different in the movie? Why?
· What does that say about the strengths or weaknesses in the novel or the movie?
· What does that say about the time period in which the book was written as opposed to the time period the movie was made?
· What does that say about the two different mediums and their respective audiences?
· Why do we care about any of this anyway?
· Ask yourself “so what?” for every similar and different item you can come up with.
· The answer to “so what” is the analysis that the essay needs. 

References:
· http://academichelp.net/samples/essays/compare-contrast/lives-of-teenagers.html
· http://academichelp.net/academic-assignments/essay/write-compare-contrast-essay.html
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Argumentative/ Persuasive 
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Argumentative Essay:
An argumentative essay is one that attempts to persuade the reader to the writer's point of view. The writer can either be serious or funny, but always tries to convince the reader of the validity of his or her opinion.
Examples: An argumentative essay may persuade a reader that . . .
		* He or she should use public transportation instead of driving 
		* Cats are better than dogs 
In persuasive or argumentative writing, we try to convince others to agree with our facts, share our values, accept our argument and conclusions and adopt our way of thinking.

Elements toward building a good persuasive essay include:
· Establishing facts
· to support an argument
· Clarifying relevant values
· for your audience (perspective)
· Prioritizing, editing, and/or sequencing
· the facts and values in importance to build the argument
· Forming and stating conclusions
· "Persuading" your audience that your conclusions
· are based upon the agreed facts and shared values
· Having the confidence
· to communicate your "persuasion" in writing 

How to Write a Persuasive (Argumentative) Essay:

A persuasive essay is a form of academic writing that is built around a certain argument. Persuasive essays are thus also called argumentative essays. In this type of academic paper, the writer aims to persuade the reader to accept the writer’s point of view, using certain persuasive techniques to prove the point and convince the reader. Therefore, a successful persuasive essay requires following certain rules and omitting common mistakes that students often make, when writing their persuasive essays.

Steps for Writing a Persuasive Essay:

1. Decide upon the issue you will discuss. It needs to be something you have a solid opinion on, and also something people disagree about
2. Research the issue, to be aware of how to best prove your point. Consider what your possible opponents can object to with every point you make.
3. Make an outline, listing your strongest arguments that will help you prove your point. Look for statistics, factual data and quotes of famous people to support your arguments.
4. Write an introduction, stating how debated the issue is and why it is important to reach consensus on the matter. Finish the introduction with a thesis statement, indicating your personal position on the discussed matter.
5. Argue your point, introducing a new reason or fact in every paragraph. There should be no less than three strong arguments to support your point of view.
6. Draw a conclusion. Here you may express your understanding as to why the matter is so hard to agree on, but conclude that the position you support is the best possible (or most likely to be true) variant based on the evidence you provided earlier in the essay.
7. Thoroughly proofread your essay

Topic Selection:
There are limitless opportunities for good topics, since there are a lot of debated issues you can discuss in your persuasive essay. Here are just a few examples of good topics for your argumentative essay:

1. Is boarding school a good idea for your child?
2. Should there be a division between boys’ and girls’ sports?
3. Death penalty should be abolished
4. People should not be allowed to keep guns at home
5. It is a bad idea to let a gay couple adopt a child of the same gender
6. The only difference between organic and regular food is its cost
7. If we want to stop the global warming process, we need to stop driving cars
8. Is school uniform a good idea?
9. Children should not be allowed to play computer games
10. Introducing cell phones to children under the age of fifteen is a bad idea
11. Should all children under the age of 18 have a 10 pm curfew?
12. Is bullying really a serious problem in American schools today?

Key Points to Consider:
1. There are various persuasion techniques that have been proven to be the most effective in a good argumentative essay. Three basic persuasion techniques are: appeal to emotions, appeal to facts and evidence and appeal to logic. Try to combine and mix them to make a stronger point.
2. Always build your argument based on your audience and its qualities. Think of whom you are appealing to, envision your audience’s main characteristics and build your arguments based on what your audience most values.
3. A very good approach to persuasion is when the writer is aware of the point of view of an opposing side, and then argues about its weakness. Use parenthesis clauses, like “however”, “nevertheless”, “despite the fact that”, “on the other hand”, etc. to link the two sentences together.
4. Combine main points with minor points that also contribute to the general idea. Start each paragraph with the major point, then go on to explain it, and introduce a minor point closer to the end of the paragraph to support your initial major point.
5. Using rhetorical questions and appealing to common truths is always a good way to make a point.

Dos and Don’ts:
Dos
· Do always prove your point with factual data. Just stating something as a fact is considered a weak point, so a successful essay should have numbers and quotes that serve as good supporting evidence.
· Do be certain about your position.
· Do appeal to the emotions of your readers. This always has a much stronger effect than just raw facts.
· Do make sure to review the points of both sides of the argument before you start building your outline.
· Do remain tolerant of other people’s opinion, even if you strongly disagree with it.
Don’ts
· Don’t be too flat and adamant in trying to prove your point. Recognizing the fact that a lot of people might not agree does not mean that you expose your argument’s weak side.
· Don’t choose a topic where you are hesitant about which side to take. You should be solid and steady in what you are trying to prove; otherwise it will be almost impossible to persuade your reader.
· Don’t try to introduce another argument in the conclusion. The conclusion should be about summarizing and making the final point, not about making another argument.
· Don’t appeal to subjective personal or religious beliefs – this is crossing the line. Try to remain objective and focus on facts.

Common Mistakes When Writing a Persuasive Essay:
· Building your whole essay based on just the disproof of your opponents’ arguments. You need to introduce your own points as well in order to show the alternative perspective.
· Becoming too aggressive while trying to prove your point only shows weakness. A good persuasive essay should be thoroughly based on cold-hearted arguments, even though it may apply to emotions as well. It is important to stay within the boundaries of academic writing and not approach the discussion the way you would in a real-life conversation.
· Changing your mind as you develop your arguments. This is why you need to get acquainted with both sides of the issue you are planning to discuss. Do not rush into writing. Research all of the arguments of the opposing side and make sure that you disagree with them; otherwise, your hesitation will weaken the argument you present.
· Overloading your essay with facts and arguments without a clear structure or a general logical idea. This is why you need to make a plan or an outline for your persuasive essay before you start writing it. If you just randomly list arguments and quote relevant data, but fail to organize your essay, then the paper will not be effective in persuading your readers, no matter how good your evidence is.

Example of Argumentative/ Persuasive Essay:

Why People Should Read Books?
Introduction:

It is quite a disappointment that people have stopped reading books. Books used to be the only kind of intellectual entertainment just a hundred years ago, but, with the invention of radio, television, cinematography, and, most recently, the Internet and computer games, it seems that reading books is no longer an option of a leisure activity, at least for the younger generation. However, I believe that books are an irreplaceable part of our lives, and the role that good books play on the personal growth and development of a particular person throughout one’s life, is a remarkable one. Books can hardly be replaced with movies, music and interactive TV shows, and there are several reasons for that.

Supporting Details:

First of all, books expand our knowledge and conception of the world around us. You may argue that movies and TV documentaries do just that too, but I believe that books are a much better alternative, since they allow each reader to experience the same story using one’s own imagination. When a hundred people watch a movie or a TV show, they see the same thing – whatever the director and the operator wish to show. Books are very different. The experience achieved through reading is richer and more personal, since the same description and the same word choice will result in as many different interpretations as there are readers. We are all unique, and books allow us to experience whatever is narrated, in the light of our own personal values, through our ideas and our imagination.

Secondly, books enrich our vocabulary, introduce us to new notions and offer us a wider choice of words. With every book you read, you become more intelligent. Even reading one seemingly more primitive pulp fiction book per month, can enrich one’s personal vocabulary with dozens of new words, help build more concise sentences and express oneself better, make one’s speech more intelligent and sophisticated. Watching certain TV programs and documentary movies can also widen one’s vocabulary, but hardly as effectively as books do, since when reading, we operate with both visual and audial (if reading aloud) receptors, so our perception becomes more effective and our memory works more efficiently. In addition to that, our imagination reproduces mental pictures of what we are reading about, so a new word automatically links to a certain image and a certain feeling that it relates to. Therefore, reading books is a great tool when it comes to learning and developing one’s vocabulary at any age.

Finally, books are a great source of inspiration. Unlike fine art, architecture or travelling, books help us create our own mental illustration for everything we read on paper. So, in a way, books make us all artists and creators of our own mental cartoon, movie or illustration collection. Every image we create ourselves is automatically allotted a certain emotion, whether a simple or a more complicated one. So, every mental image that a written word causes is vibrant with feelings and emotions. This is what makes books so powerful and so memorable. This is what makes books evaluative for all of us. Books are an endless source of inspiration and motivation to become a better person.

Conclusion:

I am certain that creating a system of symbols and eventually an alphabet, words, and books was the greatest invention of humankind. Of course, the books I am talking about are classics, those that do not have an expiration date and will be priceless for any generation. Books like that stay forever, they cannot die and cannot become outdated. They will keep sparking new ideas, inspiring new deeds and enriching the lives of every generation to come. Therefore, I am positive that books will eventually regain their popularity for today’s youth, since, unlike the popular kinds of entertainment in fashion today, books are those roots to which people will always go back, in search of the motivation, inspiration and aspiration, to find the meaning and value of things in life.

Tips:
1. Use synonyms. Having the same word over and over will place a toll on the reader's nerves. Mix it up a bit. Also, do not use boring words, such as "big" or "nice." Instead, try "enormous" or "compassionate."
2. Make sure you know your audience. Stick to a certain tone, whether it is formal, informal, funny, pleading, etc.
3. Use a persuasive statement
4. Don't make the essay too long. Long papers are not always impressive and can be plain boring.
5. Use similes and metaphors. Say things like, "She was as graceful as a butterfly." Or "He was like a tiger, always hungry." Use 'like' and 'as'
6. Try to hook your audience in your first paragraph, and then slowly draw them in throughout your entire essay, until the last paragraph, where you let them go (a lot like fishing).
7. Make each sentence count. Adding extra sentences will not drive your point home. Keep the essay clear and concise.
8. When restating, do not duplicate any sentence. Your audience will not skip over any part, so there isn't a need for stressing the same point over and over.
9. Be sure to keep your deadline in mind if you're having issues brainstorming!
10. You can also write three paragraphs for the body, and instead of minor points, write logical, supporting reasons for the topic.
11. Use facts or statistics.
12. Avoid the use of personal pronouns such as "I" or "you". This takes away from your writing's professional touch.
13. If you get writer's block easily, try to find a topic you are really interested in.
14. Don't plagiarize people's work; you could get kicked out of school for that.
15. If you already have writer's block, take a break for a couple days and keep yourself occupied with ideas. Look for inspiration.
16. Be aware of the possible counter-arguments that would go against what you are trying to say. You need to plan ahead for oppositions. Therefore, list some common opposition and have counters for them.
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· http://www.wikihow.com/Write-a-Persuasive-Essay










Chapter 14
Evaluation Essay






Evaluation Essay:
· Evaluation essays are just like reviews. 
· They judge whether something is:
· good or bad, 
· better or worse than other similar things. 
· We are familiar with this sort of writing in book or movie reviews. 
Evaluation papers can be serious, or funny.
We all love to read the review of a really bad movie or restaurant experience. If you like to write satire, this can be a great paper to try out your humor. Chances are, you will have a great time, and so will your reader.

How to Write an Evaluation Essay:

People make judgments all the time about everything that surrounds them. Each day we face various facts and scenes, and to act adequately we need to develop our assessment of them. Writing an evaluation essay is a good way to size up a certain item, phenomenon, entity, or any other object. This type of critical writing sets precise criteria for evaluation, and gives fair and sound supporting evidence, so that the reader can form their opinion about the subject.

Steps for Writing an Evaluation Essay:

1. Choose a topic that you would like to write about. Since you will need to make a value judgment, based on a set of criterion, you should know your subject well.
2. Formulate your thesis. The thesis of an evaluation essay is its overall purpose and should be stated clearly, giving the direction that lets you distinguish certain criteria and select appropriate examples. It should state value, or the lack of it, concerning what you are writing about.
3. Think of the criterion that you are going to use to make your judgment. It is difficult or even impossible to evaluate something immediately, so allocate several touchstones to make this process easier.
4. Find supporting evidence to prove your point of view. Since you are making a judgment about an object and presume that your readers will take your viewpoint into consideration, you should not make general statements.
5. Make a rough draft of your paper. In this draft, organize the criterion and the evidence that you find.
6. Write the paper, following the classic structure of an introduction, main body part, and conclusion. In the introduction, introduce your value judgment about the chosen topic. In the main body part, present your supporting evidences. In the conclusion briefly summarize your material and restate your final judgment.
7. Proofread your paper.

Topic Selection:
Since there are many things that we are able to assess, the evaluation essay can embrace a range of topics, giving you a wide variety to choose from. To evaluate an object, you will possibly need to compare it with an example within a subject you’ve chosen, therefore searching for a conventional standard as a model is a good idea. Some possible topics of an evaluation essay are listed below:
· a vacation spot;
· a new restaurant;
· an educational website;
· foreign policy of a certain state;
· deeds of a famous historical figure;
· service quality;
· a museum;
· A piece of art.

Key Points to Consider:
1. Remember, that no matter how enthusiastic or negative your attitude is towards the chosen topic, the general tone of your essay should be reasonable. In some cases humor is acceptable, but, since it is still an academic writing, tries to write it in an appropriate scholarly manner.
2. You can use quotations, personal experience, descriptions or comparisons with similar objects as evidence.
3. An evaluation essay isn’t about giving an unbiased point of view – you come up with an evaluative thesis and provide evidences in its defense.
4. The more controversial the subject you have chosen for your essay, the more supporting arguments you might need.
5. It is also useful to present the opposite point of view. In this way you will show that you are aware that other opinions on the topic also exist.

Dos and Don’ts:

Dos
· Do take your audience that you are addressing into consideration. When choosing your topic, mind that some subjects may be of an interest for one group of people, but, at the same time, completely uninteresting for another one.
· Do pick at least 4-5 criteria to make an assessment. The more criteria you come up with, the more exact and clear your viewpoint becomes for your readers.
· Do make sure that your evidence is balanced between the criteria. Your essay will look much better if you find credible arguments for each of your criterion. Avoid situations when you use one strong evidence for one criterion, and none for others.
· Do find the conventional standard within the topic you’ve chosen to use it as a model for distinguishing your own points, and writing an essay.
· Do use proper grammar and punctuation, and proofread your essay carefully.

Don’ts
· Don’t forget to state clearly your value judgment; otherwise it will be difficult to understand what your paper is about.
· Don’t be afraid to be concrete in your assessments. Use catching verbs and vivacious nouns in your arguments, and avoid being too general or stating the obvious.
· Don’t be too informal. Of course, your style of writing will be better if kept within some limits.
· Don’t be afraid to give both positive and negative assessments to the same object in one paper. For example, when describing a restaurant, you might write that cuisine was delicious and the atmosphere was very sophisticated, but at the same time the service quality could be better, and the location of the restaurant was chosen badly.
· Don’t use topics that are overused. People will not be motivated to read your essay, if it is going to cover the same ground.

Common Mistakes When Writing an Evaluation Essay:
· Confusing the evaluation essay with a review. A review is a brief summary of a book, a movie or a play, while an evaluation paper provides readers with your personal assessment about a certain object.
· Choosing a too broad topic. If you go too wide, you will have to deal with a large amount of possible criteria and supporting evidence, not to mention that it will be more difficult to make an evaluation.
· Distinguishing an insufficient number of criterion. If you have less than at least three criteria, you won’t be able to assess your object in its entirety.
· Using circuited arguments. Even if you are intellectually exhausted and cannot come up with anything worthwhile, by any means avoid using arguments like: “This restaurant is the best in the city because it is great”.

Pre-Writing Exercise for Evaluation Essay:
This exercise is intended to help you prepare to write your paper. As you fill out these questions, you will be starting to write notes that can turn into your paper.
· What is your subject? Do a short description or summary of it. This can be in a list or a paragraph.
· What did you expect before you viewed your subject? Did your experience match your expectation or reverse it?
· What category does your subject fall into? Be sure to try to get as specific and narrow as possible.
· What would you consider to be the very best example of this category? Explain why?
· Using your analysis in number 4, what do you think a good example of this subject needs to have? These can turn into your criteria for judging your subject. If you are having trouble, you can also think of how you can divide your subject into parts, or aspects of your subject.
· Answer: Here are some parts of my subject that I thought were very effective:
· Here are some parts I thought were not as effective:
· Use your answers to make a 3 column log by putting three lines down a paper and heading them with: criteria evidence judgment.
· If I had to put my evaluation in one sentence it would be_________. This sentence can be your thesis.

Evaluation Essay Sample:
Advantages and Limitations of Standardized Tests
Introduction:

Standardized tests are a common and popular way to evaluate the academic achievement of students, teachers and school districts. They are used in many areas, such as the army, bureaucracy, medicine and so on, but primarily standardized tests are associated with academic performance. Many arguments in favor of the usage of these tests have been put forward, as well as a number against, since this method of monitoring and evaluating academic success has both benefits and drawbacks.

Supporting Details:

Standardized tests are most widely used in the field of education to assess the academic performance of students. Two commonly known types of standardized tests are the SAT and the ACT. The SAT evaluates skills in vocabulary and mathematics, while the ACT has more to do with a broader range of knowledge and includes additional subjects, such as science. Among the other most known tests are PSAT, National Achievement Tests and SAT II examinations.

One of the main purposes of testing is to set a standard; a performance baseline of progress for all parties involved in the educational process – students, teachers and school districts – and hold them accountable for achieving it. The idea is to detect areas where students usually fail, or fall behind and promote improvement, not punish them (“Stronger accountability: Testing” 2004). Besides, tests help remove bias that some teachers may exhibit towards students and make the evaluation process more objective. This is usually achieved by using special automatic machines that score exams. Also, due to the usage of these methods, the potential of human error is decreased, or even eliminated.

On the other hand, the exploitation of the system of standardized testing is linked to a number of issues. Thus, many feel that tests do not provide accurate evaluations of a student’s knowledge and learning capabilities, particularly because of the fact that, in order to pass a test, a simple memorization is preferred to critical thinking and higher learning. Critics of standardized testing often claim that it contributes to the rise of academic dishonesty, because the pursuit of knowledge actually becomes a pursuit of higher test scores. Besides, it is the emotional state of students that may be destabilized. The environment, fostering constant competition and even rivalry may create excessive stress and test-anxiety. A person who gets a poor test score may become discouraged from pursuing further academic success. Finally, perhaps one of the most serious drawbacks of using standardized testing is connected to discrimination. The thing is that holding all schools and students to the same national standards may infringe the rights of students with disabilities, lower socio-economic status, those with English as a second language, students of different race and so on.

Conclusion:

Therefore, one can see that standardized testing is a universal method of evaluating those skills to which tests are targeted, which reduces or even excludes bias, partiality, or the potential of human error. Standardized tests are meant to set a high standard and promote objectivity. However, this method is not perfect and involves a number of issues. The most critical among them are the preference accorded memorization over critical and analytical thinking; the encouragement of academic dishonesty; infringing students’ emotional state and even some elements of discrimination. Evaluating both sides of the argument allows for improvements to be made, while still encouraging students to strive for the highest academic achievement.

References:
· http://virginialynne.hubpages.com/hub/How-to-Write-an-Evaluation-Review-essay 
· http://academichelp.net/academic-assignments/essay/write-evaluation-essay.html
· http://academichelp.net/samples/essays/evaluation/standardized-tests.html









Chapter 15
Cause and Effect Essay




So what is all this cause and effect stuff?
· You may have a topic or an assignment that shows connections between events or concepts. 
· For example, some colleges do not have enough classes to meet the student demand.  As a result (effect) students are spending more time and money toward college than needed in the past.  
· This example shows how you can argue that one event directly leads to another and so on
· You may also dig deeper into the causes of this example by finding that colleges do not have adequate budget or funding for the classes needed. 
· Thus, the causes and effects are both equally important in analyzing the chain of connections between events.

Cause/Effect Essay:
The cause/effect essay explains why or how some event happened, and what resulted from the event. 
·  A cause essay usually discusses the reasons why something happened
·  An effect essay discusses what happens after a specific event or circumstance.
Examples: A cause/effect essay may explain . . .
		* Why a volcano erupts, and what happens afterwards;


So where do I start?
THE “WHY” GAME
· Perhaps you can remember when you were little and you loved to play the “why” game.  
· No matter what people said, you asked “why?”  You might have asked until your parents and siblings ran out of answers or until they said “because I said so.”  Well here’s your chance to play the why game again.
· Start with an idea and then ask yourself why that particular idea or event occurs.  As you go along, write down your answers and then ask why again? 

How to Write a Cause and Effect Essay:

When you write a cause and effect essay, you need to explain how specific conditions or events translate into certain effects. In other words, your task is to show, how one thing leads to another. In most cases you will need to demonstrate how multiple causes result into one effect, or how only one condition becomes the cause of several consequences.

Steps for Writing a Cause and Effect Essay:

1. To start with, choose an event or a phenomenon to analyze. Ask yourself, what happened, and then try to answer the question “Why did it happen?” Stated succinctly, trace the cause-and-effect relationships for yourself
2. Sketch out main points of your essay in the introduction. Let readers understand in general what your paper is going to be about.
3. List the causes and give their description, so that your reader can grasp the whole situation.
4. Designate the effects and show the connection between reasons and consequences. Your reader must understand how you have deduced one from another.
5. Explain why your analysis is important and what its practical meaning is.
6. Make a conclusion.

Topic Selection:

Since almost any event has both its causes and consequences, there are a vast variety of possible topics for a cause and effect essay. Still, it would be reasonable to choose a topic that you are familiar with. These may be:
1. Immigration and the growth of xenophobic prejudices
2. Negative effects of smoking
3. Factors that lead to depression
4. A correlation between economic crisis and unemployment
5. Economic consequences of the war on Middle East
6. Effects of global warming

Key Points to Consider:

1. Mind that the same event may be a cause and an effect simultaneously. For example, the collapse of the Soviet Union may be studied as a result of many domestic and foreign factors, but at the same time it can be considered a cause of restructuring of the Eurasian geopolitical space, the uprising of China and so on. Decide, in which direction you are going to move.
2. Concentrate on those effects that relate to the causes directly, and are close in time to them. This will prevent you from having to delve into unneeded analysis of far-reaching consequences.
3. You might find it useful to sort effects by categories, so that you do not confuse anything. For instance, if you describe the consequences of the Second World War, you can divide them into social, economic and political sections.
4. State clearly, what exactly you are going to examine – causes, effects, or both.

Dos and Don’ts:

Dos
· Do write down all causes and all effects that you can think of. You don’t have to use all of them in your essay, but this will give you something to choose from.
· Do try to place the causes in your essay chronologically. If something happened simultaneously, try to figure out, which one was more significant.
· Do support your paper with examples, illustrations, and evidence. Present diagrams, refer to the statistics, and share your personal experience.
· Do keep in mind, what exactly you are trying to explain. It is easy to forget about your goal while dealing with a number of causes and effects.
· Do use transition words that will make your essay easier to comprehend. Such words as “due to”, “thus”, “since”, “as a result”, “because”, “therefore” and others will help you structure your paper.

Don’ts
· Don’t try to cover all possible effects of the event, neither its short-term effects, nor those which relate to the distant future. Choose the most important ones.
· Don’t endeavor to describe something huge. If the topic that you’ve chosen is too broad, try to narrow it.
Don’t forget to follow the writing requirements. Keep your essay scientific, avoid using slang. Also check your paper for mistakes and for its compliance with established formatting standards.

Common Mistakes When Writing a Cause and Effect Essay:
· Forgetting to show connections between causes and effects.
· Covering a very broad topic and digging into a large number of causes, consequences and arguments.
· Losing links in a causal chain. If you have a sequence of causes that flow logically one from another, then missing one or several of them will make your paper harder to understand.
· Forgetting to use supporting details.
· Forgetting the purpose of your paper. For instance, one starting to write a persuasive paper may end up with an informative one.

So how do I organize my idea?
· There are several ways to pre-write a cause and effect essay but here is just one type of guideline to get you started
· You can use the pre-write shown on the right for any type of cause and effect essay
· Notice that the thesis is in the middle in order to remind you that even though you are connecting causes and effects, they must all tie into the dominant idea or thesis




So what do I argue?
You can argue three different ways when you’re setting up your thesis
1. You can argue that it’s important to understand both the causes and effects in order to make an informed choice on a stance or concept. 
Example:  It is important to analyze both the causes and effects of 			abortion before voting for pro-choice or pro-life.
2. You can argue that one event or reason is the main cause for a series of events. 
Example: September 11, 2001 created a series of changes in America 		that will alter the way Americans live their day 			to day lives forever.
3. You can argue that one event or concept is the direct effect of a series of causes. 
Example: Terrorism in the world is caused by a variety of events and 		resentments that cannot be undone or unraveled.   

Cause and Effect Essay Sample:
What Makes Employers Reject a Job Candidate
Introduction:

Getting a new job is almost always stressful, and rejection of a job candidate is a rather common thing. It is strange, but many hirers prefer to explain the reasons for their rejection in vague terms, so a person almost never knows where they have made a mistake and where the main flaw was. So each time one has to guess what to pay attention to, what part the potential hirer thinks is crucial, and what to be prepared for.

Supporting Details:

So what are the main reasons of refusal? Inadequate salary expectations may be considered one of the first and foremost causes. If an employer evaluates one’s salary demands as excessive, he will probably reject their application and search for someone whose requirements will be more modest. On the other hand, lowered salary demands may mean that the candidate lacks qualification or self-esteem.

The second reason why the candidacy can be rejected is unreliable information in a resume. For example, if a person specifies their proficiency in foreign languages as “fluent” but demonstrates much weaker knowledge during the interview, it is obvious that they’ll have little chance of being hired. As they say, there is no secret that will not be revealed.

Lack of motivation is also among the main reasons of refusal. Candidates, who have no idea about their own career plans and ambitions probably won’t be of a great interest for any company. So, one should better formulate their motivation for working in this particular company, as well as in general, to give an impression of a self-confident and purposeful person.

It may seem funny or strange, but sometimes high qualification may be the cause of rejection too. Hirers fear that employees, whose qualification is excessive for the position that he is applying to, will lose interest in the job quickly, and start to search for another one. Sometimes a high-qualified person just cannot find a position for a long period of time, thus agreeing to work in a position that they had outgrown a long time ago. One sees their new position as temporary, and looks for the job that will suit their abilities.

It would also be useful to make preparation for the interview itself, because potential employers will most likely evaluate candidate’s appearance, manner of speech, and behavior. A lack of preparation for the interview may be a serious flaw. One should pay attention to the questions about their previous job, and try not to make too harsh statements about the company that they were working at, about ex-colleagues or bosses, even if they’ve insulted them. The company needs to find a good professional, who would be easy to work with, and not a cranky misanthrope, even if he possesses high qualification, so a candidate should try to be pleasant.

Conclusion:

Of course, there are lots of reasons for a rejection. Still, inadequate salary expectations, the lack of motivation, and unreliable information, presented in the resume, are among the main flaws that one may make while job-hunting. Besides, one may be rejected even because of excessive qualification or because of the lack of preparation for the interview. Thus, it would be useful to take these reasons into consideration when doing job-hunting.
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Chapter 16
Analysis Essay





Analysis Essay:
· Any analysis requires you to break the subject down into its component parts. Examining the different elements of a piece of literature is not an end in itself but rather a process to help you better appreciates and understands the work of literature as a whole.
· For instance:
· An analysis of a poem might deal with the different types of images in a poem or with the relationship between the form and content of the work. 
· If you were to analyze (discuss and explain) a play, you might analyze the relationship between a subplot and the main plot, or you might analyze the character flaw of the tragic hero by tracing how it is revealed through the acts of the play. 

Purpose of Writing Analysis Essay:
· The purpose of a literary analysis essay is to carefully examine and sometimes:
·  Evaluate a work of literature or 
· An aspect of a work of literature.

How to Write an Analysis Essay:

An analysis essay assumes that you break a larger subject into subcategories and then examine each of them to form an opinion about the whole. After you have taken a problem apart, you must describe each of its components, explain how they are interrelated and come up with your own conclusions.

Steps for Writing an Analysis Essay:

1. Narrow down the subject to a topic that is suitable for further analysis. Don’t try to analyze a wide range of issues in your analysis essay.
2. Develop your own points of view on the chosen topic. An analytic essay must declare its author’s opinions. You will also have to document how you came up with the conclusions.
3. Collect the material relevant to your topic. You can use available sources if someone has already written something about the topic – or do your own research: find additional information, conduct experiments or make comparisons. Then analyze the material, noting the points that support your argument together with those that do not.
4. Start writing your essay. In the introduction, briefly announce what you are going to analyze. You can start from a broad statement that is relevant to your theme, and then narrow it down to a specific topic.
5. In the main body text, state your ideas and support them with examples, facts or quotes taken from reliable sources.
6. Summarize what you have written in the conclusions and restate your main points.

Topic Selection:
Writing an analysis essay is a good way to comprehend difficult topics that have many dimensions. Almost any subject may be broken into subcategories, with the following examination of each of them. Still, one of the main factors of writing a good analysis is your enthusiasm about the topic. So, if it’s not reassigned to you by your instructor, then you should better write about something that is a subject of your interest. The possible topics for the analysis essay are listed below:

1. Economic crisis and the rate of unemployment;
2. Foreign policy in a globalized world;
3. The metaphor of transformation in F. Kafka’s novel “The Metamorphosis”;
4. The reasons of Mitt Romney’s defeat in the US presidential election 2012;
5. The motives of suicide committed by Anna Karenina;
6. The meaning of surrealistic images in Dali’s paintings;

Key Points to Consider:

1. Your assessment of the material may change in the process of writing your analysis essay.
2. The analysis essay should be written on a topic that has several controversial opinions in it. Don’t write about issues that everyone knows about already.
3. Analysis essays often use a “how-to”, compare and contrast, or cause and effect thought patterns.
4. A good way to formulate your essay is by asking a question, for example: “What do I want to prove or deny with my essay?”
5. A good place to use a quotation is at the beginning or end of a paragraph.

Dos and Don’ts:

Dos
· Do avoid using the second person pronoun (“you”). The first person pronoun “I” should also be avoided except in those cases when you need to support your argument with personal experience.
· Do use transitions between paragraphs. Such words as “furthermore”, “thus”, “thereby”, “accordingly” will make your arguments flow more fluently.
· Do try to analyze your topic from different points of view. This will make your analysis more objective and complete. Besides, you can find new sources of information and strengthen your arguments.
· Do cite the works of other authors properly.
· Do try to sort your arguments from the most significant to the least, or vice versa.

Don’ts
· Don’t ever plagiarize. Use the thoughts and arguments of other authors only to support or illustrate yours but never introduce them as your own.
· Don’t use slang and informal language.
· Don’t write useless sentences just to make your essay longer. Let every sentence serve the purpose of supporting and proving an idea.
· Don’t include new arguments in your conclusions.
· Don’t hesitate to proofread your analysis essay when it’s written.

Common Mistakes When Writing an Analysis Essay:

· A simple summary of the material been analyzed. Remember, that when you write an analysis essay, it is not enough just to structurize the material and give its brief précis. You must investigate your topic, divide it into subsections, and then study each of them in order to make a conclusion about the whole.
· Improper quotations. Make sure that you’ve formatted all citations properly. Otherwise they may look like plagiarism.
· Giving multiple arguments without any logical structure. If you don’t arrange your arguments in order from the most to least important, your analysis essay will look chaotic and disorganized.
· Building your essay on just one or two arguments. No matter how strong your argument is, if it is the only one that you build your essay on, your paper will most likely be weak.
· Confusing analysis and expository types of essays. Remember that an expository essay reports information. Simply speaking, it answers the question “What is it?” In its turn, analysis essay examines the implication of reported information, answering questions “How did it happen? Why did it happen?”

How to Analyze an Essay:

Essays are generally short pieces of prose (not always) that revolve around an already formulated thought. Essays are written analyses by established writers and critics. In school settings, they can range from one paragraph to one page to twenty pages. Most importantly, they are non-fiction. They are not stories, novels, or poems. Rather, they are complete and formulated thoughts organized into prose. Now, it is your job to analyze someone else's analysis of an issue. It can be confusing. And sometimes it can be downright frustrating digging so deep. Nonetheless, it is a necessary force of education and can force you to think of new concepts in innovative and creative ways.
When you begin to analyze an essay, follow these steps in order to avoid confusion.

1. Read over the essay several times
Because essays are one person's view on an issue, it will be imperative that you understand that view cold. You do not have to agree with the essay. You simply have to understand it. Generally, essays can be complex, so they will take several reads to fully understand. Analyzing an essay you only 'sort of know' will do you no good. Your analysis will be shoddy and it will come across through your writing (or presentation).

2. Discuss the essay with a teacher or peer
Once you have read the essay sufficiently to understand it as best you can, it is helpful to discuss with another person. If this essay was assigned in school, you will probably be discussing it in class, where you will have the guidance of a teacher and opinions of several other students. More brains are always better than one; consequently, open your mouth and ask your questions. Bring your analysis into the forefront of a conversation so that you can discuss ideas. You may discover that you have found a brilliant new way to view a story. Or, you may discover that your analysis is so far off track that you will need to re-read the story to understand what is truly occurring within.

3. Tear apart the essay's structure
Essays will more than likely cover a specific topic. You must hone in on that topic and form your own thoughts. You must look at the essay's analysis of a topic and analyze not the topic, but the analysis — the writing. You will not be writing about the "plot" of the essay. Rather, you will be writing about the formulation of the essay. How was it structured? How is it effective? How does the writer convey his/her message?

4. Research the structure
Once you have decided how the essay is (or is not) successful, you can research it. You can find other sources that back your view and add them to your analysis. This additional step is key to a highly successful analysis. Your own thoughts are good. However, if other people have had them, as well, then your own thoughts will be excellent. Again, you are looking for ways to back up your analysis of the essay's criticism (and not necessarily the essay's theme).

5. Write an outline
Like any analysis, essay, or research paper, an outline is vital. It is the skeleton of your analysis, the scaffolding that holds your ideas together. It is your organizational crutch. Your outline for the essay analysis should begin with an introduction (including a thesis statement), followed by at least three reasons for it in the essay, and a conclusion bringing all the examples together. This conclusion will be significant in an analysis, for you will be putting together what you have just explained into a greater context. The conclusion is the ultimate analysis of the essay and should leave the audience/readership understanding the essay in a new light.

6. Write the paper
Now that you have all your themes and ideas written down in a nice outline, you are ready to write your analysis. While it initially seemed like a daunting task, because you have done all the work already, you can now simply place all the work together into a nice organized and complete analysis.

If your essay analysis is meant to be an oral presentation, follow the same steps. You will still need an outline, as presentations are no different than written papers in content. The only difference is presentation. Your outline will serve as your notes. It will be your guide as you speak to your teacher and class.

Analysis Essay Sample:

Replacing School Textbooks with Laptops

Introduction:

Nowadays, the question of replacing students’ textbooks with individual laptops, or other similar gadgets, has become more and more popular. Still, this is connected to various problems and peculiarities to be considered, and some scientists believe that technological advancement makes such issues inevitable (Cavanaugh, 2006). As life becomes faster and more complicated, people seek ways to apply every little piece of technology, to make it easier and more comfortable. According to Nejmeh (2012), the acquisition of knowledge needs to be in tandem with current technological trends. One of the spheres, having the rifest debates about implementing technologies, is education. Among several radical proposals concerning this question was a blanket ban on textbooks, in favor of laptops, which resulted in controversy reaching its peak. The paper analyses this problem, in order to come up with a certain opinion about this topic.

Supporting Details:

The general cost of buying a laptop and maintaining it is higher, compared to school textbooks. The digital text combination, inherent in laptops, is still a relatively new and expensive technology (Cavanaugh, 2006). Someday, in the future, its cost might lower significantly, but now not every student can afford to have a laptop. Presently, the most affordable way to gradually slash costs is creating CDs of textbooks, by publishers, to be used in schools. This could also eliminate the need for paper, and lower printing expenses. Besides, this would be a boon to environmental preservation.

The other important problem linked to the usage of laptops at school, instead of textbooks, is that reading long expanses of text,on a screen can be harmful for students’ health (Johnstone, 2003). Bright light and digital text affect the eyes, in a negative way, making students unable to study for extended periods. This disrupts study sessions in schools, leading to inadequacies in lessons and private studies. Besides, laptops possess a serious drawback – they can’t be used for long periods of time because they consume rather a lot of energy, so that batteries discharge in a couple of hours. Thus, a student often depends on sockets. On the other hand, laptops increase students’ interactivity, as they are considered more interesting in learning than textbooks. Besides, according to Nejmeh (2012), the reflection of bright light from textbooks, under bright overhead lights, can cause eyestrain.

There is also one more factor that needs to be considered. Of course, in the modern world, students living in developed countries are familiar with the latest technologies and using computers has already become a part of their lives, and this helps them when they join the job market (Johnstone, 2003). The easy availability of the Internet also makes the use of computers, seemingly, more interesting. However, laptops may pose a challenge to some students, with regard to the ease of use, especially in poor countries. Computer literacy has improved over recent years, but novel software could be problematic for some pupils (Nejmeh, 2012). This can slacken, or interrupt, learning. Schools, therefore, are forced to employ extra tutors to eliminate the problem.

Conclusion:

Recently, the number of schools approving the usage of technologies substituting paper textbooks has increased. The complete replacement of school textbooks with laptops seems destined to happen, despite some conspicuous disadvantages, such as harmful effect of light on students’ eyes, high buying and maintenance cost, and, sometimes, additional expenses on teaching students computer literacy. On the other hand, the initial high cost of purchasing laptops is neutralized by the elimination of paper and printing costs. The use of laptops fosters constructivist approach to studying, which reduces the probability of students failing to complete their assignments.


Example Introduction Paragraph for Thematic Analysis Essay:

Empathy is a virtue that not all people have.  To be able to understand other people’s feelings, motives, or situations takes a lot of effort since we live in such a judgmental society. Anne Frank, who was a young Jewish girl, went into hiding for three years trying to escape being killed by the Nazis during World War-II. Under dire circumstances, Anne showed empathy in her many diary entries. Anne Frank: the Diary of a Young Girl by Anne Frank shows that empathy can exist in horrific conditions.   ** (thesis statement including my thematic statement) 

References:

· http://academichelp.net/academic-assignments/essay/write-analysis-essay.html 
· http://academichelp.net/samples/essays/analysis/laptops.html 
· http://www.bookrags.com/articles/20.html 








	
















Chapter 17
Personal Essay
	



The Art of the Personal Essay by Phillip Lopate.:
“For more than four hundred years, the personal essay has been one of the richest and most vibrant of all literary forms.”

Personal Essay:
The personal essay is also one of the most popular forms of creative nonfiction. A personal essay can be based on a personal experience that results in a lesson that you learn. A personal essay can also be a personal opinion about a topic or issue that is important to you. This article defines the personal essay.

Definition of the Personal Essay:
· A personal essay is either a personal narrative in which the author writes about a personal incident 
	or 
· Experience that provided significant personal meaning or a lesson learned, or it is a personal opinion about some topic or issue that is important to the writer. 

Subjects for the Personal Essay:
· Your subject can be about anything that you are passionate about. 
· You can write about a “turning point” in your life, or a milestone, or adversity, such as death, illness, divorce. 
· The subject you choose must have provided you with significant personal meaning or a lesson that you have learned. 
· But, keep in mind, you are not just reflecting or remembering, you are going to make a point, some universal truth that your readers can appreciate. Otherwise, your story is just a story. 
· So, write about the following:
· Personal experience
· Incident
· Anecdote
· Topic
· Issue
· A memory
Your subject can also be a personal opinion on an issue or concern that is important to you, such as the garbage strike, crime, or unemployment. 





The Personal Essay as a Personal Narrative:
A personal narrative has the following elements:
· It is based on a personal experience in which you have gained significant meaning, insight, or learned a lesson. It can also be based on a milestone or life-altering event.
· It is personal narrative. The writer tells the story by including dialogue, imagery, characterization, conflict, plot, and setting.
· It is written in the first person. (“I” point-of-view)
· It is an autobiographical story in which the writer describes an incident that resulted in some personal growth or development.
· A personal essay is a glimpse of the writer’s life. The writer describes the personal experience using the scene-building technique, weaves a theme throughout the narrative, and makes an important point. There must be a lesson or meaning. The writer cannot just write an interesting story.
· It does not have to be objective. However, the writer must express his/her feelings, thoughts, and emotions.
· The writer uses self-disclosure and is honest with his/her readers.
· The writer writes about a real life experience. The incident or experience must have occurred. The writer must use fact and truth.
· The writer must dramatize the story by using the scene building technique. A scene includes setting/location, intimate details, concrete and specific descriptions, action, and often dialogue.

The Personal Essay as a Personal Opinion:
A personal essay can also be an opinion piece, an opinion that is based on a particular political or social concern or topic of interest. In this type of personal essay, the writer can states the problem, provide solutions, and then write a conclusion—which must state an important point. Whatever the writer discusses, the topic is of interest to the writer. The writer frequently seeks to explain the truth or reality has he/she views it. Sometimes the writer ponders a question. Other times the writer explores a topic from his own perspective. The writer must not lecture, sermonize, or moralize. In other words, the writer must present his/her opinion in such a way that allows the readers decide for themselves.

In Writing Life Stories, author Bill Roorbach provides an excellent definition of the personal essay, one that is based on a personal opinion. He states that the personal essay that is based on a personal opinion has these attributes:
· A personal essay is a conversation with your readers.
· The personal essay is an informed mixture of storytelling, facts, wisdom, and personality.
· The personal essay examines a subject outside of yourself, but through the lens of self.
· The subject of the personal essay may be the self, but the self is treated as evidence for the argument.
· Passages of narrative often appear but generally get used as evidence in the inductive argument.
· The personal essay strives to say what is evident, and to come to a conclusion that the reader may agree or disagree.
· A personal essay can wonder through its subject, circle around it, get the long view and the short, always providing experience, knowledge, book learning, and personal history.
 
It should also be noted that a personal essay doesn’t need to be objective. It can be purely subjective. You don’t have to prove a point or show both sides of the argument. But you must express your own personal feelings, thoughts, and opinions on a topic or issue in a logical manner.

How to Choose a Topic:
Choose a topic in are interested in and passionate about, and that resulted in a lesson that you learned or personal meaning. Here is how:
· Your writing needs to be a process of inquiry. So answer the 5-Ws: Who? What? When? Where? Why?
· Brainstorm your topic. Create a list of topics. Then create subtopics.
· Mind map your topic. For more information on mindmapping, search the Internet. This is a popular form of creative thinking.
· Narrow your topic. Instead of writing about global warming, you can narrow your topic by writing about “going green” or “how you should recycle in your home”.
· Think of a milestone, or something memorable, or a turning point in your life. What were your impressions? What did you learn? What meaning came from the personal experience?
· Be sure that your topic has a universal theme—such as hard work, love, death, bravery, wisdom.
· Your goal is to make others laugh, learn, hope, empathize, sympathize with what you have written. Your readers must be able to identify with what you have written.
· If something happened to you that was interesting, humorous, sad, and so forth, you can write about it.
· Write about personal experiences that have taught you a lesson.


Make the Most of Life Experiences:
· Your goal is to make others laugh, learn, hope, empathize, sympathize with what you have written. Your readers must be able to identify with what you have written.
· If something happened to you that was interesting, humorous, sad, and so forth, you can write about it.
· Write about personal experiences that have taught you a lesson.
· Include your opinions, point of view, feelings and thoughts.
· Be truthful and honest. In other words, state the facts and evidence.
Resources for Writing Personal Essays:
There are some fantastic books available to help you learn to write a personal essay. Here are the books I recommend:
· Writing Life Stories: How to Make Memories into Memoir, Ideas into Essays, and Life into Literature by Bill Roorbach
· Writing Creative Nonfiction, edited by Philip Gerard
· The Art of Creative Nonfiction by Lee Gutkind
· The Art of the Personal Essay by Phillip Lapote
 
The personal essay has loose structure and conversational tone. It is usually written in the first person. The writer uses self-disclosure, honesty, and truth. The writer can write about any subject, topic, or personal experience. But the personal essay must have a universal theme and conclude with a major point. Otherwise, the reader says, “So what?” It was a nice story, but so what is the point?

Thinking about the Personal Essay:

As you read each essay, consider the following (in your notebook):
· Title/Author
· The Essence – 
· What’s the main story? 
· If you had to boil it down to a few sentences, what would they be? 
· What aspects of life is the writer capturing?
· Key Details – 
· How does the writer show as much as tell? 
· Which details and images stand out and make the story vivid in your mind? 
· What helps make the piece “true” (in other words, authentic and specific) to the writer and his/her experiences?
· Context – 
· What helps “place” the essential story in a bigger picture? 
· What connections does the writer make between related ideas and experiences?
· Perspective – 
· What’s the value of “distance” for the piece? 
· Is there an acknowledgement of time having passed? 
· What is the value of the writer being able to “look back”? 
· Organization – 
· How does the writer develop his/her ideas?
·  What is the opening of the piece like? 
· Is there a central “story”? 
· How does the writer incorporate background information? 
· Are there places where the writer diverges from the central story? 
· How are shifts in place or time handled? 
· How does the writer conclude the piece?
· Language – 
· When is it used well to “showcase” ideas? 
· To establish the writer’s “voice”? 
· When is the writing powerful in its simplicity, its complexity, or its unexpectedness?

Sample of Personal Essay:

A Farewell to Adolescence

Introduction:

One of the scariest things about being in Leaving Cert is realizing that you are the oldest pupils in the school. In the first couple of days it gently hits you that the people who once intimidated you so much are all gone. Any intimidation that goes on now is probably your esteemed self complaining (loudly) in the presence of first years about how cheeky and wild they are. At this stage you usually find yourself commenting on the fact that your own year was NEVER that rude and boisterous, and you begin to despair for the youth of today. Where, oh where, did they ever go wrong?

Supporting Details:

It is about now you realise that you’re beginning to grow up. Talking about the ‘youth of today’ sets off alarm bells in your head because you’ve started to distance yourself from this section of society. You no longer include yourself in the category of ‘teenager’ or ‘adolescent’. Technically, you’ll be a teenager until the end of your nineteenth year, but being as mature and responsible as you are, you handily disregard this fact!

After the first couple of days in Leaving Cert, it not-so-gently whacks you full-in-the-face that other people have also started to regard you as a young adult. Teachers, parents, and adults in general expect you to think and act more responsibly, as befits your new position in society. THAT’s when you discover the role of young adult has as many drawbacks as advantages. 

The first problem encountered is that of choosing a career! Of course, you’d always realized that EVENTUALLY you’d have to decide what to do with the rest of your life. But never in your wildest dreams or worst nightmares did you imagine just how difficult it would really be. The careers teacher bombards you with information about points, open days, college prospectus’, CAO-CAS forms, subject choices, apprentices and requirements. It vaguely registers somewhere in the back of your mind that you’ve heard all this before (perhaps in last years careers class???) but you weren’t really listening (at the time) because it was just kind of boring and irrelevant. Right now it’s about as far away from irrelevant as it can possibly be, and your head is in a whirl. Oh, to be back in first year when everything was simple and all anyone seemed to talk about was how wild and cheeky you were.

Added to this burden of deciding what to do with the rest of your life, is the workload of the average Leaving Certificate pupil. You seem to spend at least three hours every night doing homework alone. Wondering when you’ll get around to revising fourth year work is useless – you simply DON’T HAVE THE TIME! Every teacher seems to have some comment to make about how little work you’ve done, and how much you’ve left to cover. Being fulfilled, happy individuals, however, you don’t despair and it never even enters your head how hopeless everything is…

The last (and in my opinion the worst) part of saying farewell to adolescence is that of being responsible for your own destiny. Every teacher and parent in the country seems to adopt the policy of constantly telling you that how you do in the Leaving Certificate Examinations in June is entirely up to you! Teachers remind you daily that they’re not afraid of work and they’re doing the best they can for you. If you don’t pull up your socks and get down to work there’s nothing they can do about it. Their most commonly used phrase abound this time is “I can’t do the work for you!” You almost begin to believe the unspoken, follow-on-statement “I would if I could but I can’t”. Thus the weight of the world merrily thuds down onto your shoulders and this ‘growing-up’ process, this ‘farewell to adolescence’ seems less and less attractive every minute.
The last (and in my opinion the worst) part of saying farewell to adolescence is that of being responsible for your own destiny. Every teacher and parent in the country seems to adopt the policy of constantly telling you that how you do in the Leaving Certificate Examinations in June is entirely up to you! Teachers remind you daily that they’re not afraid of work and they’re doing the best they can for you. If you don’t pull up your socks and get down to work there’s nothing they can do about it. Their most commonly used phrase abound this time is “I can’t do the work for you!” You almost begin to believe the unspoken, follow-on-statement “I would if I could but I can’t”. Thus the weight of the world merrily thuds down onto your shoulders and this ‘growing-up’ process; this ‘farewell to adolescence’ seems less and less attractive every minute. 

All is not doom and gloom however, and whilst the negative side of growing up is alive and well, there is also another, more desirable side blossoming satisfactorily, if you look at the other side of the coin. You begin to notice the extent to which your family life changes. Apart from a few sensitive areas, you’re pretty much a free agent. Your parents no longer freak out if you leave the house for more than half an hour. You don’t ask them any more if you can go out, they ask you if you are! It’s not childish teenage disco’s you’re going to either – it’s pubs and nightclubs. For the lucky minority who are already 18, it’s not even illegal! The smoker who started smoking in national school suddenly realises that he’s no longer breaking the law. You can even legally have sex! 

The last (and in my opinion the worst) part of saying farewell to adolescence is that of being responsible for your own destiny. Every teacher and parent in the country seems to adopt the policy of constantly telling you that how you do in the Leaving Certificate Examinations in June is entirely up to you! Teachers remind you daily that they’re not afraid of work and they’re doing the best they can for you. If you don’t pull up your socks and get down to work there’s nothing they can do about it. Their most commonly used phrase abound this time is “I can’t do the work for you!” You almost begin to believe the unspoken, follow-on-statement “I would if I could but I can’t”. Thus the weight of the world merrily thuds down onto your shoulders and this ‘growing-up’ process, this ‘farewell to adolescence’ seems less and less attractive every minute. 

A whole new world of possibility opens out before you, and somehow, life doesn’t seem so bleak anymore. You don’t get asked what age you are going into the cinema! Your mother doesn’t wait until you’ve gone to bed to watch the video she’s hired out – unless of course it’s an “adult” movie of the coloured kind that you don’t really want to watch anyway. And definitely not with your parents! Another advantage is the summer job which provides money, but more importantly, independence. I personally HATE having to ask my parents for money, and if I do, I have to tell them what it’s for. When you’ve got your own money, you can do what you like with it and are answerable to no-one. 
Conclusion 

All in all, growing up has both advantages and disadvantages. The process is rewarding and painful, joyous and sad. Luckily this transition must only be experienced once in every lifetime because being “stuck in the middle” is quite an awkward confusing time. Overall my ‘farewell to adolescence’ will be a thankful one. I’ll be saying my goodbyes happily enough! 
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Chapter 18
Reflective Essay




Sharing your experience:

From Reading to Writing;
In their essays, Emerson and Thoreau reflect upon some basic truths about life that they derived from personal experience. Emerson’s words: “Who so would be a man, must be a nonconformist,” still poke us to examine our lives today. 
Like Emerson and Thoreau, you, too, have experiences from which you learn important lessons. A reflective essay describes a personal experience and explores its significance. 
· Autobiographies, letters, and memoirs often 	include reflective writing that gives insight into 	the writer’s action.

Basics in a B o x:








Writing Your Reflective Essay:

Prewriting:
To find ideas for your essay 
· Try listing some memorable experiences. You might look through family photograph albums to help jog your memory.
· Make a list of people who inspire you. What have these people done to earn your admiration? Jot down some notes about an incident from each person’s life that shows his or her special qualities.

Planning Your Reflective Essay:
1. Think about your experience.  
· Why do you remember this experience more clearly than others? 
· What different emotions did you go through during the experience? 
· Did your emotions change?
2. Explore the significance. 
· What is the significance of your experience? 
· What is the most obvious meaning to you? 
· What else did your experience teach you? 
· Keep exploring to uncover as many levels of meaning as you can.
3. Decide on the scope of your essay. 
· Will you dwell on one example in-depth or relate several events to create the impression you want?
4. Decide on the message you want to convey. 
· How can you encourage your readers to apply the meaning of the experience to their own lives?

Drafting:

· Begin Writing:
· You might write about your experience as though you were writing a journal entry. Or, you may want to begin your draft by trying out a variety of ideas. Let your ideas flow even though you sense problems you’ll need to address later.
· Organize Your Essay:
· Start your paper with an account of your experience and then explain its significance. 
· From that point, go on to discuss the larger lesson about life that the experience has taught you. Or, begin with the larger lesson you want to share with your readers and then describe the experience that helped you learn this lesson.
· Elaborate on Ideas:
· Precise, vivid language will help you convey the lesson about life you want to explain.
· After you write a rough draft of your whole essay, set it aside for a while before you go back to revise it. Taking a fresh look will help you see problems that you may have overlooked.
· Revising:
Target Skill 
AVOIDING CLICHÉS
Make sure that none of your images are clichés, expressions that were once fresh and powerful but have since been overused.
· Editing and Proofreading 
Target Skill 
POSSESSIVES AND PLURALS
As you revise your reflective essay, be sure that you have formed plurals and possessives correctly. 

How to Write a Reflective Essay:

In a reflective essay, you need to express your thoughts and emotions about certain events or phenomena. Writing this type of essay is good training to sharpen your critical thinking skills, as well as your ability to develop and express opinions on a particular topic – either formulated by yourself or assigned to you by your instructor.

Steps for Writing a Reflective Essay:

1. Think of an event that could become the topic of your essay. Since it is going to be a reflective essay, ask yourself, how you feel about this event, how it affected (did not affect) your life and why? This will help you formulate a thesis that will be the focal point of your essay.
2. Make a mind map. Write down your thesis and draw a circle around it. Now identify your main arguments and ideas that will support it and help the reader follow the evolution of your thoughts and experiences, group them into paragraphs, and connect them with “rays” to your central circle. Creating this type of flow diagram will help you see the overall structure of your essay more clearly. Finally, decide the logical sequence of these paragraphs and order them accordingly.
3. Write a strong opening paragraph. Your introduction must be eye catching, so that the reader becomes engaged immediately.
4. State you’re supporting arguments, ideas and examples in the body paragraphs. Emphasize only one point or experience, as well as reflections on it, within each paragraph.
5. In the first sentence of the conclusion, briefly summarize your thoughts to date. Think about what you have learned and how your experience might be useful to others. Finish your essay with a rhetorical question to your readers about how they might act in a similar situation. Alternatively, ask them to think about a related topic on their own.

Topic Selection:
Since composing a reflective essay presupposes that you will write about a personal experience, you can choose whatever event you like. It is almost like a diary, where you write down your thoughts about some significant happening in your life. It can be a book, an event, a person – the main thing is to state your opinion. For example, you can write about:
· a trip to an exotic place;
· a situation involving human rights in some distant country;
· a book that you have recently read;
· conflict in the Middle East;
· a certain personality;
· the solving of a difficult problem;
· a successfully completed research project;
· The problem of alcoholism.

Key Points to Consider:

1. Your introductory paragraph could partially disclose or give a hint about the conclusions in your essay. For example, it could state: “When I first saw a desert with my own eyes, I thought that it is possibly the most exanimate place in the world. However, as I studied it in more detail, I found that things were not quite as bad as I had envisaged.”
2. Since a reflective essay is particularly based on personal experience, it is acceptable to use the personal pronoun “I”.
3. Usage of one or more quotations in the introduction can make your writing more authoritative.
4. In most reflective essays, apart from describing what went right, you may also describe what went wrong, or how some experience could have been improved.



Dos and Don’ts:

Dos
· Do write your ideas in a descriptive manner. Your thoughts must be stated very clearly, so that your readers understand exactly what you wanted to say.
· Do remember that, despite your essay being of a reflective type, it is still an academic paper, so try to keep it as formal as possible.
· Do follow precisely the classical structure: an introduction, main body paragraphs, and a conclusion.
· Do keep in mind, that you should write your essay basing not only on personal experience, but also using some factual material.

Don’ts
· Don’t be too personal. Despite the fact that a reflective essay is based on personal experience, remember that you are writing an academic essay, not a letter to a friend.
· Don’t try to cram all your experiences into one essay; choose the most important and significant examples.
· Don’t try to write everything at once. Compose a ‘mind map’ and create an outline that gives a clear direction to your writing.
· Don’t make your essay a free-flowing analysis of all your unstructured thoughts, insights and ideas. Sort them into a logical order and write down in a structured way.

Common Mistakes When Writing a Reflective Essay:
· The inclusion of too much personal information in your essay. Remember that your main goal is to state your opinion and analyze a certain issue, referring to some of your past experiences and reflecting on them – not to write your autobiography
· Ignoring the structure of an essay. This results in a disorganized incoherent text which the reader will find hard to comprehend.
· Being too informal. When writing a reflective essay, keep in mind that its style should be academic.


Reflective Essay Sample:

Information Pressure: Ignorance Is Bliss

Introduction:

Come to think of it, nowadays some people live under pretty harsh conditions. Their physical and mental health is constantly under threat. Bad ecology, overpopulated megalopolises, economic crises, large amounts of work to be done in a short amount of time and many other factors affect modern humanity in a negative way. Besides, almost everyone nowadays is constantly exposed to informational pressure. Every single day thousands of media ‘sound bites’ try to shape an outlook of people, tell them what to buy, what to think and even what to be afraid of. All possible facts about everything happening around the world are summarized and presented to audiences on prime-time television. To my mind, the amount of information bombarding the population should be limited somehow, or at least its character should be changed.

Supporting Details:

I can remember the days, when there was no TV and Internet at my place. I wasn’t much informed about what was going on in the world, about all the scandals, accidents and wars. Back then it was hard to imagine those enormous amounts of useless information that people consciously and unconsciously consume every day. After I found a job – ironically, it was a news agency – I quickly understood a new reality.

Most media organizations basically focus on negative facts. There is even an appropriate term for this phenomenon – pathogenic journalism. Why would one want to know about how much money a famous politician has earned? What are the hidden reasons for another celebrity divorce? How many women and children were killed during the last terroristic act in the Middle East? How does reporting the downside of a well-known official’s private life sell more copies? Nevertheless, this and other information flows through people’s minds every day, month by month. But do they really need to know so much trivia?

I am sure that there are strong reasons to establish and promote publishing houses that focus only on good, or at least neutral, news. One may find out that news about, for example, cultural and scientific events can be very interesting, if presented properly. For instance, remember how NASA supported the informational campaign about the rover ”Curiosity” when it was launched towards Mars. A computer game was created, the main goal of which was to land the rover on the Red planet’s surface, and the Internet was filled with funny fan-art pictures and stories on the subject. Or how a team of scientists assigned specific tones to each radioactive isotope and created a program, that allowed users to literally listen to what radiation sounds like. Or how an artist created a field of artificial fantastic flowers that glowed in the night. These and many other wonderful unreported events take place every single day. It doesn’t mean that other information isn’t necessary. It means that along with political and economic news, more positive facts should be presented to the public.

According to the well-known dictum, ignorance is a bliss. Unfortunately, modern civilization seems to deny a right to this nirvana. Anywhere one goes, they will always be in touch with the rest of the world, at least until they smash their phone, laptop, or a TV set, and move into a hut somewhere in the foothills. People have a right to know, a right to choose, a right to say, but it seems that they don’t have a right to ignore unpalatable facts. It is almost a duty to be informed, to have an opinion on current affairs, to actively resent injustice, to be concerned about each individuals civil rights, to be a nice and tolerant person. If one isn’t – because of their temper, ideology or for any other reason – they may quickly become an outcast, even though many people may secretly sympathize with their candor, while openly condemning them.

Conclusion:

As for me, I’ve quit that news agency job and dedicated all the free time to my friends and hobbies. These are the best ways to overcome the stresses of modern life. It also turned out that limiting the amounts of information taken in through the media, and paying additional attention to what one perceives each day helps stay calm and confident. Otherwise, the overflow of negative information may easily create the impression that only insurmountable problems occur in the real world; this is patently not the case.
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Expository Essay





















What is an Expository Essay?
The expository essay is a genre of essay that requires the student to investigate an idea, evaluate evidence, expound on the idea, and set forth an argument concerning that idea in a clear and concise manner. This can be accomplished through comparison and contrast, definition, example, the analysis of cause and effect, etc.
Please note: This genre is commonly assigned as a tool for classroom evaluation and is often found in various exam formats.

The structure of the expository essay:
It is held together by the following:

· A clear, concise, and defined thesis statement that occurs in the first paragraph of the essay.
It is essential that this thesis statement be appropriately narrowed to follow the guidelines set forth in the assignment. If the student does not master this portion of the essay, it will be quite difficult to compose an effective or persuasive essay.

· Clear and logical transitions between the introduction, body, and conclusion.
Transitions are the mortar that holds the foundation of the essay together. Without logical progression of thought, the reader is unable to follow the essay’s argument, and the structure will collapse.

· Body paragraphs that include evidential support.
Each paragraph should be limited to the exposition of one general idea. This will allow for clarity and direction throughout the essay. What is more, such conciseness creates an ease of readability for one’s audience. It is important to note that each paragraph in the body of the essay must have some logical connection to the thesis statement in the opening paragraph.

· Evidential support (whether factual, logical, statistical, or anecdotal).
Often times, students are required to write expository essays with little or no preparation; therefore, such essays do not typically allow for a great deal of statistical or factual evidence.

· A bit of creativity!
Though creativity and artfulness are not always associated with essay writing, it is an art form nonetheless. Try not to get stuck on the formulaic nature of expository writing at the expense of writing something interesting. Remember, though you may not be crafting the next great novel, you are attempting to leave a lasting impression on the people evaluating your essay.

· A conclusion that does not simply restate the thesis, but readdresses it in light of the evidence provided.
It is at this point of the essay that students will inevitably begin to struggle. This is the portion of the essay that will leave the most immediate impression on the mind of the reader. Therefore, it must be effective and logical. Do not introduce any new information into the conclusion; rather, synthesize and come to a conclusion concerning the information presented in the body of the essay.

A Complete Argument
Perhaps it is helpful to think of an essay in terms of a conversation or debate with a classmate. If I were to discuss the cause of the Great Depression and its current effect on those who lived through the tumultuous time, there would be a beginning, middle, and end to the conversation. In fact, if I were to end the exposition in the middle of my second point, questions would arise concerning the current effects on those who lived through the Depression. Therefore, the expository essay must be complete, and logically so, leaving no doubt as to its intent or argument.

The Five-Paragraph Essay
A common method for writing an expository essay is the five-paragraph approach. This is, however, by no means the only formula for writing such essays. If it sounds straightforward, that is because it is; in fact, the method consists of:
1. an introductory paragraph
2. three evidentiary body paragraphs
3. a conclusion
Technique for Brainstorming:

Think – Brainstorm-PACO


How to Write an Expository Essay:

There are three main types of expository essays. They are pieces of scholarly writing, used mainly for academic purposes, which describe or examine a process of some kind in a comprehensive way; analyze a concept, describe and explore a written work or an event; or set out and explain detailed instructions or a description of a method or procedure.
It is not always easy to separate these three types. It does become clearer after one has decided on a topic and found a way to present an argument about it. An expository essay is exactly the same as any other when it comes to structure and composition: it must have an introduction that includes a strong thesis statement, a paragraph for each salient point in the argument, and a summarizing conclusion to close it off.

Steps for Writing an Expository Essay:
1. Choose a topic in which you already have some interest. The more you know, the better, and reading about something you like will ensure you remember more, make sensible notes, and enjoy the writing. Your topic should be specific, not general, so that the essay is interesting, and the supporting references will support the argument well.
2. Germane material from which allusions can be drawn must be found. Journals, books, articles and online material are suitable, as long as the references are scholarly, not popular.
3. Write a thesis sentence that articulates the overriding idea. This must capture all elements of the concept you intend to express.
4. Decide on a system or style of development. You can choose among the following, making sure your method matches your topic:
· Making an example
· Using cause and effect
· Assembling a classification
· Comparing and contrasting
· Analyzing a process
· Defining and clarifying
5. Start drafting. Devise a number of points, research support for them, and use the source and reference as support for each point you make.
6. Write a main sentence for each body paragraph, and provide a well-written topic sentence that directly relates to the thesis sentence. Then proceed to fill out each body paragraph with clear reasoning. After this:
· Write a summarizing conclusion by making sure you mention your thesis and points
· Close the essay in an effective manner
· Make sure you do not introduce new material in the last paragraph
7. Write the introduction last, because it must state the underlying thesis of the essay, introduce what is discussed in the body paragraphs of the essay, and interest the reader from the very first words.
Key Points to Consider:
· Describing a procedure or process need not be boring or turgid. Find an interesting way to present material to the reader, without too much overwhelming detail.
· Compare and contrast aspects of your topic in two ways: different methodology found in the literature, or alternative ways used by different scholars or exponents.
· If using the ‘cause and effect’ method, ensure you match each pair correctly, and support each example with a citation to demonstrate its reliability. It must also have indisputable relevance to your topic.
· When attempting a classification, write in a clear and simple way. It is not a good idea to introduce too much complication, which might bore or confuse the reader.
· Examples chosen to demonstrate or illustrate an argument must be suitable and pertinent. A good way to decide if an example is appropriate is to try to argue against it yourself. If you succeed, it was not a good example.
· Defining is not as simple as finding something in a dictionary and copying out the description. Dictionaries are not among the most relevant of scholarly references. Good definitions can be sought in sources from the relevant literature. Many authors start a book or journal article by writing a good definition without resorting to dictionaries, so they provide excellent quotes if used judiciously.

Dos and Don’ts:
Dos
· Do decide on your topic and method of exposition first.
· Do read all your chosen sources properly.
· Do understand that an expository essay need not be boring or too long.
· Do use philosophical devices such as deduction, logic and inference to support any claims you make.
· Do demonstrate what you wish to explain.
· Do make sure that you paraphrase precisely and efficiently when using material found in books and journals.
· Do avoid using blanket statements and broad generalizations: they only serve to destroy an argument.
Don’ts
· Don’t lose track of your train of thought and digress.
· Don’t actively or negatively criticize the text or event in a subjective manner. Although your opinion will be apparent from the way you arrange your argument, writing antagonistic material is not the scope of any academic paper.
· Don’t make unqualified statements without the support of referenced data and quotations.
· Don’t use truisms, popular rhetoric, colloquial language, magazine-style prose or commonplace examples. Keep the argument scholarly at all times.
· Don’t neglect to polish the writing and check the quality of argument. A good debate couched in poor language, or a poor argument phrased in excellent style will not disguise lack of preparation.
· Don’t introduce new material in the concluding paragraph. All concepts and ideas must be elaborated upon in the body paragraphs

Common Mistakes:
· Building a whole exposition based on a single opinion: yours. You need to introduce an alternate perspective, which is well supported by reputable references.
· Styling the essay in an emotive way: all language you use needs to be as calculated and unemotional as possible, with reasoning based on research.
· Couching the essay in conversational language. Having a verbal debate with others is not the same as writing a cohesive and persuasive expository essay. There are rules to which a careful student must conform. Showing ignorance of these rules is unwise.
· Changing perspective during development of the argument. Being swayed by one piece of research, and then showing a conflicting argument in a subsequent paragraph is showing lack of mental discipline.
· Lack of planning: this is always detectable by the examiner. Lack of structure and evidence of poor research cost valuable marks.
· Use of irrelevant or inaccurate vocabulary. The vocabulary of an expository essay needs to conform to the topic and discipline. Engineering and English literature, for example, are two subjects that employ vastly different language and terminology. Understanding this is a long step towards planning a successful essay.
· Poor language skills and lack of editing. Writing one or two drafts is not nearly enough, and proofing never takes place of proper substantive editing, which looks into the sense of each sentence, as well as whether all the commas are in the right places.
· Too few or too many references. Students must take care not to overload an essay with too many facts and quotes from the literature. Short essays of less than 2000 words rarely need the support of more than four sources. By the same token, long research works of over 5000 words need the backing of more than just four sources.

Expository Essay Sample:
The Internet and Society
Introduction:

Modern society has undergone radical development in the last 20 years. Computers were once just a means to solve mathematical equations. Rapid advances in technology have altered the way in which people interact with computers, as well as the functionality of these smart machines. With the advent of a worldwide and nearly universally accessible web, the way in which we interact with each other has changed drastically. People from all over the world can instantaneously exchange both business and personal information. Internet commerce has become a huge part of the daily lives of millions, as well as social networking and streaming media. Most recently, portable electronics capable of nearly all internet-related tasks have become a common possession for the average middle-aged American. The unlimited free exchange of information has changed, and is continuing to change, in very profound way, society at large.

Supporting Material:

“The internet is probably most famous for the ability to spread information, fact or fiction.”(Nikolovska, 2007) Despite the many positive influences the internet has had on our society, one cannot ignore the negative repercussions. Many vendors have become faceless, and the examination of goods prior to purchase has been reduced to pictures. While there are many reputable online stores, there are those with less ethical aims. People must be wary of any and all information sharing and purchases conducted online, to avoid the transfer of funds or personal data to unscrupulous entities. Likewise, information obtained via the internet needs to be scrutinized in order to determine accuracy. According to the 2010 U.S. Intellectual Property Enforcement Coordinator Annual Report on Intellectual Property Enforcement “The digital environment… presents enormous challenges to businesses, consumers, governments, citizens, communities, and families, particularly as new technologies and platforms disrupt traditional business models, means of governance and modes of private communication and expression” In essence, the Internet has begun to change nearly every aspect of our lives and shows no signs of stopping.

Personal safety threats related to the popularity of social networks, especially amongst the youngsters, is another huge Internet-related issue. “They are taking us somewhere exciting, but we have to work out how we deal with the fading boundaries these tools have left in their wake, and that means rewriting our social rules as we go along”(Hoover, 2009).  With the human race being a social specie by nature, it was inevitable that new advanced methods of communication would eventually be developed. The Internet has revolutionized interpersonal communication since its inception with advances such as email and instant messaging. More recently, websites devoted entirely to communication have emerged. The most popular example of such social networks is Facebook. Members of various social networks input personal data, upload photographs, and personalize many aspects of their own unique pages within the site. They may then connect and share this information with as many people as they desire. The social networks have gained such popularity that one is nearly certain to find their friends and co-workers via online means.

With so many people uploading personal information, targeted marketing has become very easy and very popular. Because of this very precise demographic-specific marketing capability, social networks are extremely profitable. But there is always the downside, and with social networking it is primarily the issue of trust and safety. Social networking puts its users in danger from those members of the web who may pose as someone they are not and should not be trusted. When you only know a person over a short period of time and have never before met in person, it is very easy for that person to create a desirable self-image in your head, and this image might have nothing to do with reality. When we expose our lives to the Internet community, we become very vulnerable, whether we realize it or not.

Conclusion:

Given the degree of impact the Internet has had on society in its relatively short existence, the long term implications are unforeseeable. A world in which all people may communicate openly with one another, regardless of the physical distance between them, was once no more than a very tempting idea, but is now the norm. The world is very much analogous to an organism, and to quote a fictional doctor: “All organisms evolve and develop along patterns only recognized in retrospect.” So, it will probably be not sooner than until we experience the results of Internet influence on society, that we may be able to evaluate them.
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Literature Essay

	


Literature Essay:
· The essay dealing with a piece of writing:
· a novel
· a short story
· article, whatever 
Most commonly presupposes some kind of analysis. It is an essay that shows writer's understanding of the author's point of view and the ability to explain it in a bright way.

Parts of Literature Essay:
· Introduction part poses a question and presents thesis statement
· While the conclusion summarizes it. 
· It is possible to emphasize why the topic of literature review is important in conclusion keeping the style of an essay formal.

How to Write Literature Essay:

· Introduction: Be Brief; give some suggestion of the direction you intend to take in your essay. Indicate the aspects of the book you intend to deal with.

· Paragraphing: In your plan you should identify very clearly around six distinct points you intend to make and the specific parts of the text that you intend to examine in some detail. When writing your essay you should devote one or two paragraphs to each point. Try to make smooth links between paragraphs.

· Evidence: When you make a point - you must prove it. Just as a lawyer in court must produce evidence to support his case, so you must produce evidence to prove the comments you make about characters, relationships, themes, style etc. When you make a point, refer to the text. give an example to support what you say. Better still, use a quote.

· Quotes: Remember to lay out quotes correctly. Start a new line and indent like this:
writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing:
"quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote"
writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing writing:
Remember to introduce the quote with a colon and use quotation marks. It is important to lay out quotes correctly because it shows you are professional about what you are doing. Keep them short - no more than three or four lines each.

· Selection: Avoid the trap of just re-telling the story. The important thing is to be selective in the way you use the text. Only refer to those parts of the book that help you to answer the question.

· Answer the question: it sounds obvious, but it's so easy to forget the question and go off at a tangent. When you have finished a paragraph read it through and ask yourself. "How does this contribute to answering the question?" If it doesn't, change it so that it does address the question directly.

· Conclusion: At the end, try to draw all the strands of your various points together. This should be the part of your essay, which answers the question most directly and forcefully.

· Style: Keep it formal. Try to avoid making it chatty. If you imagine you are a lawyer in court trying to prove your point of view about a book, that might help to set the right tone.

· Be creative: Remember you do not have to agree with other people's points of view about literature. If your ideas are original or different, so long as you develop them clearly, use evidence intelligently and argue persuasively, your point of view will be respected. We want literature to touch you personally and it will often affect different people in different ways. Be creative.

Checklist after writing your essay:
Have you:
· Put the full title of the question and the date at the top?
· Written in cleat paragraphs?
· Produced evidence to prove all your points?
· Used at least five quotes?
· Answered the question?

Types of Literature Essay:

· Novel essay
Theme, plot, setting, characters, style; fair divisions for any essay. Order and emphasis will depend on bias of question.
If the question is about theme, talk about it in the introduction, then discuss, one per paragraph, how the other aspects contribute to it, and conclude by talking about the success or otherwise of the author in communicating his/her theme.

· Drama essay
Theme, plot, setting, characters, technique.
If the question is about technique, talk about how it affects the others-one per paragraph.

· Poetry essay
Theme, style, technique (include such aspects as alliteration, assonance, versification, rhyme, rhythm, where appropriate).

HE TITLES OF PLAYS, NOVELS, MAGAZINES, NEWSPAPERS, JOURNALS (things that can stand by themselves) are underlined or italicized. Tennessee Williams' The Glass Menagerie and Toni Morrison's The Bluest Eye don't seem to have much in common at first. If you're using a word processor or you have a fancy typewriter, use italics, but do not use both underlines and italics. (Some instructors have adopted rules about using italics that go back to a time when italics on a word processor could be hard to read, so you should ask your instructor if you can use italics. Underlines are always correct.) The titles of poems, short stories, and articles (things that do not generally stand by themselves) require quotation marks.

Tools of the Trade: Subjects and Verbs:

Whenever possible, use strong subjects and active constructions, rather than weak verbal nouns or abstractions and weak passive or linking verbs: instead of "Petruchio's denial of Kate of her basic necessities would seem cruel and harsh...," try "By denying Kate the basic necessities of life, Petruchio appears cruel and harsh--but he says that he is just putting on an act." Don't forget that words and even phrases can serve as strong sentence subjects: "Petruchio's 'I'll buckler thee against a million' injects an unexpectedly chivalric note, especially since it follows hard on the heels of his seemingly un-gentlemanly behavior." And remember--use regular quotation marks unless you're quoting material that contains a quotation itself.

In General, Avoid the Swamp of Published Criticism;
Do not try to sift through the many hundreds of pounds of critical inquiry about the scene or the play. I am most interested in what you bring to the plays, not the ways in which you try to spew back your versions of what "experts" have written to get tenure or score points with other tweed-jacketed types. Honest confusion and honest mistaking are part of the learning process, so don't try to seek out some other "authority" for your proof.

Topics for Literature Essay:
Literature essay topics help you to narrow down on a certain idea or detail, it is important to choose the essay topics you are interested in. Below are the examples of good literature essay topics:

· Why does Hamlet Delay Taking Revenge on Claudius
· The Characters of Hamlet and Horatio
· Why did Ophelia Commit a Suicide
· The Rules of Marriage in 14th Century
· The Tragic Love of Romeo and Juliet
· Pushkin in the Russian Literature
· The Poetry that has a Special Meaning for You

Sample of Literature Essay:
Hamlet
http://shakespearean.org.uk/ham1-haz.htm
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The Essay Exam





	








What is an essay exam:
· A test in which you write an essay or a certain number of paragraphs in response to a question.
· It helps the teacher check your ability to organize and write paragraphs or an essay.

Preparing for the Exam:
· Know what is expected of you.  What content will be covered?  How many questions will be on the exam?
· Ask yourself:
· What do I know about this material?
· What do I need to know?

Taking the Exam: Preview:
· Skim over the entire exam to get a sense of everything you have to do
· Estimate how much time you have to spend on each question
· For example, if you have 4 questions and a 2 hour time period, plan for 30 minutes to organize, write, and review each question.
· Identify which essay question you want to answer first
· Read the question carefully
· Many students do poorly on essay exams because they misread the question.
· Underline key words or phrases 
· Determine whether the question is asking you to respond to more than one thing

Essay Question “Action” Words:
· Discuss 	Consider important characteristics and main points.
· Compare 	Show how items are similar or different;
include details or examples.
· Contrast  	Show how items are different; include details or examples.
· Define   	Give an accurate meaning of the term with enough detail to show that you really understand it.
· Explain	Give facts and details that make the idea or concept clear and 			understandable
· Evaluate- 	React to the topic in a logical way. Discuss the merits, strengths, 			weaknesses, advantages, or limitations of the topic
· Summarize	Cover the major points in brief form; use a sentence and paragraph form.
· Describe	Tell how something looks or happened, 	including how, who, where, and why.
· Justify	Give reasons that support an action, event, or policy.
· Criticize	Make judgments about quality or worth; 	including both positive and negative aspects.
· Prove-  	Demonstrate or establish that a concept or theory is correct, logical, or valid.

Before writing out the exam:

· Write down their key words, listings, etc, as they are fresh in your mind. 
· Otherwise these ideas may be blocked (or be unavailable) when the time comes to write the later questions. This will reduce "clutching" or panic (anxiety, actually fear which disrupts thoughts).

Set up a time schedule…:
· To answer each question and to review/edit all questions
· If six questions are to be answered in sixty minutes, allow yourself only seven minutes for each
· If questions are "weighted", prioritize that into your time allocation for each question
· When the time is up for one question, stop writing, leave space, and begin the next question. The incomplete answers can be completed during the review time
· Six incomplete answers will usually receive more credit than three, complete ones

Read through the questions once and note if you have any choice in answering questions…
· Pay attention to how the question is phrased, or to the "directives", or words such as "compare", "contrast", "criticize", etc. 
· See their definitions in previous lectures
· Answers will come to mind immediately for some questions

Before attempting to answer a question, put it in your own words:
· Now compare your version with the question.
· Do they mean the same thing? If they don't, you've misread the question. You'll be surprised how often they don't agree.

Think before you write:
· Make a brief outline for each question
· Number the items in the order you will discuss them

Get right to the point:
· State your main point in the first sentence
· Use your first paragraph to provide an overview of your essay.
· Use the rest of your essay to discuss these points in more detail.
· Back up your points with specific information, examples, or quotations from your readings and notes

Teachers are influenced by compactness:
· completeness and clarity of an organized answer

Writing in the hope:
· That the right answer will somehow turn up is 	time-consuming and usually useless

To know a little and to present that little well is,
· By and large, superior to knowing much and presenting it poorly--when judged by the grade received.

Writing & Answering
· Begin with a strong first sentence
· That states the main idea of your essay.
· Continue this first paragraph by presenting key points

· Develop your argument
· Begin each paragraph
· with a key point from the introduction
· Develop each point
· in a complete paragraph
· Use transitions
· or specify, to connect your points
· Hold to your time
· allocation and organization

· Avoid very definite statements
· when possible; a qualified statement connotes a philosophic attitude, the mark of an educated person

· Qualify answers when in doubt.
· It is better to say "toward the end of the 19th century" than to say "in 1894" when you can't remember, whether it's 1884 or 1894. In many cases, the approximate time is all that is wanted; unfortunately 1894, though approximate, may be incorrect, and will usually be marked accordingly.

· Summarize in your last paragraph
· Restate your central idea and indicate why it is important.

Review:
· Complete questions left incomplete,
· but allow time to review all questions
· Review, edit, correct
· Misspellings, incomplete words and sentences, miswritten dates and numbers.

Following Directives for Essays in Exams:
· Directives for Essays
· "Directives" ask you to answer, or present information, in a particular way.
· Review these, and most of all note that there are different ways of answering a question or writing a paper!
· Compare:
· Examine qualities, or characteristics, to discover resemblances. "Compare" is usually stated as "compare with": you are to emphasize similarities, although differences may be mentioned.
· Contrast:
· Stress dissimilarities, differences, or unlikeness of things, qualities, events, or problems.
· Criticize:
· Express your judgment or correctness or merit. Discuss the limitations and good points or contributions of the plan or work in question.
· Define:
· Definitions call for concise, clear, authoritative meanings. 
· Details are not required but limitations of the definition should be briefly cited. 
· You must keep in mind the class to which a thing belongs and whatever differentiates the particular object from all others in the class.
· Describe:
· In a descriptive answer you should recount, characterize, sketch or relate in narrative form.
· Evaluate:
· In an evaluation question you are expected to present a careful appraisal of the problem stressing both advantages and limitations.
· Evaluation implies authoritative and, to a lesser degree, personal appraisal of both contributions and limitations.
· Explain:
· In explanatory answers it is imperative that you clarify and interpret the material you present. 
· In such an answer it is best to state the "how or why," reconcile any differences in opinion or experimental results, and, where possible, state causes. 
· The aim is to make plain the conditions which give rise to whatever you are examining.

So are you prepared to take Essay Exam?
It’s difficult to relax during an exam, but there are steps you can take to be more successful during an essay exam.

Steps to Success:
· Read the essay question carefully.  
	Underline key words in the question that will help you decide what kind of 			information to include in your answer.

· Practice:  Read the exam question below.  Which words are the most important words in the question?
Question:  Many parents do not allow their children to attend the funeral service of a person who has died.  Do you think children should be allowed to attend funerals?  Why or why not?  Give three reasons.

· Rephrase the question into a statement. 
This can serve as the thesis statement for your essay answer or the topic sentence for a one-paragraph answer.

· Example:  Look at the example below of how a question can be rephrased into a statement.
Question:  In what ways has T.V. affected society?
Thesis Statement:  	Some of the effects of T.V. on society are…

· Practice:  Read the exam question below.  How can you rephrase this into a statement?
Question:  What is your major in college?  Why did you choose that major?  Support your answer.
Thesis Statement:  I chose the major of computer science because I enjoy working on computers, it will be easy to find a job when I graduate, and it is a challenging field.

· Brainstorm on paper.  Write down notes, words, phrases, facts, quotations about 	the question.  Do this on 	another piece of paper.  Get down as much information as you can.
· Focus your answer.  Read through your brainstormed notes and select information for your answer.  Cross out irrelevant ideas in your notes; add any ideas that you think are important.

· Make a rough plan of your answer.  Decide on the order that you would like to follow when presenting your ideas. Prepare a rough outline with your brainstormed notes.



· Write your essay.  	Remember to look at the clock while you write.  You need to know how much time you have left!

· Reread your answer during the testing period.  Be sure that it is complete.  If you want to add something, write it in the space above the sentence where you want to add it and use an arrow.


· Edit your answer.  	On an in-class writing exam, you will not be able to edit as carefully as you can when 	writing an out-of-class essay.  However, because some 	mistakes in grammar and even spelling can be confusing, it is important that you edit.

Review of Steps:
On an essay exam…
· Summary
· What is an essay exam?
· Preparing for the Exam
· Taking the Exam: Preview
· Essay Question “Action” Words
· What merits in Essay Exam?
· Writing & Answering
· Following Directives for Essays in Exams 
· Steps to success
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Presentation Skills
	



“Great speakers aren’t born, they are trained.”
Presenting is a Skill Developed through experienceand training.

Agenda 
· Introduction
· Planning Your Presentation
· The Presentation Sequence
· Effective Presentation Techniques
· Creating Effective Visual Aids
· The ‘Three’ Stage Process

Definitions:
· Presentation
“Something set forth to an audience for the attention of the mind “
· Effective
“…producing a desired result”

#1 Fear:
· Feared More Than Death!
· THE FACTS: Shaky hands, blushing cheeks, memory loss, nausea, and knocking knees
· NORMAL!

Causes of the Anxiety:
· Fear of the Unknown OR Loss of Control
· Fight or Flight Mode
· No Backup Plan
· No Enthusiasm For Subject
· Focus of Attention

Effective Presentations:
· Control Anxiety – Don’t Fight It
· Audience Centered
· Accomplishes Objective
· Fun For Audience
· Fun For You
· Conducted Within Time Frame



Part 2:

Planning Your Presentation
Planning Your Presentation
1. Determine Purpose
2. Assess Your Audience
· “Success depends on your ability to reach your audience.”
· Size
· Graphics
· Knowledge Level
· Motivation
3. Plan Space
· Number of Seats
· Seating Arrangement
· Audio/Visual Equipment
· Distracters
4. What Day and Time?
· Any Day!
· Morning
5. Organization
· Determine Main Points (2-5)
· Evidence
· Prepare Outline

Presentation Outline:
· Keyword Reminders
· Conversational Flow
· Flexibility 
· More Responsive to Audience

Why Give A Presentation?
Three Main Purposes
1. Inform
2. Persuade
3. Educate




Part 3:

The Presentation Sequence

#1: Build Rapport
· … relation marked by harmony or empathy 
· Audience members who trust you and feel that you care
· Start Before You Begin
· Mingle; Learn Names
· Good First Impression
· People Listen To People They Like

#2: Opening Your Presentation 
· Introduce Yourself – Why Should They Listen
· Get Attention, Build More Rapport, Introduce Topic
· Humor
· Short Story
· Make Audience Think
· Invite Participation
· Get Audience Response

#3…Completing the Opening 
· Clearly Defining Topic
· If Informative…
· Clear parameters/ground rules for content within time
· If Persuasive…
· What’s the problem
· Who cares
· What’s the solution
· Overview 

#4:  Presenting Main Points (Solution) 
· Supporting Evidence
· Examples
· Feedback & Questions From Audience
· Attention to, and Focus on, Audience (Listening)

#5:  Concluding Your Presentation 
Goal
· Inform audience that you’re about to close
· Summarize main points
· Something to remember or call-to-action
· Answer questions
	
Part 4:

Effective Presentation Techniques
Presentation Style:
3 Elements
1. Vocal Techniques
· Loudness
· Pitch
· Pause
· Deviations From the Standard for Emphasis
· Presentation Style
3 Elements

1. Body Language 
2. Eye Contact, Gestures, Posture
3. Use of Space
· Can Everyone See You?
· Movement

Common Problems
· Verbal fillers
· “Um”, “uh”, “like”
· Any unrelated word or phrase
· Swaying, rocking, and pacing
· Hands in pockets
· Lip smacking
· Failure to be audience-centered

5 Presentation Tips:
1. Smile
2. Breathe
3. Water
4. Notes
5. Finish On Or Under Time

Part 5:

Creating Effective Visual Aids
Why need visuals?
Visual Aids
· Enhance Understanding
· Add Variety
· Support Claims
· Lasting Impact

Visual Aids – Examples:
· PowerPoint Slides
· Overhead Projector
· Graphs/Charts 
· Pictures
· Films/Video
· Flip Charts
· Sketches

Visual Aids Should…
· Supplement presentation
· Outline of main points
· Serve audience’s needs, not speaker’s
· Simple and clear

Part 6: 

The ‘Three’ Stage Process


Stage 1: Creation
· Tend to be overlooked by many but is crucial
1. Selecting a topic
2. Setting Clear Objectives & Specific Goals
3. Conducting Research
4. Audience Analysis
5. Creating an Outline
6. Using Microsoft PowerPoint
7. Inserting Content
8. Using Appropriate media
9. Prepare Additional Material
10. Confirmation Process

Stage 2: Preparation
· Rehearsals
· Sleep
· Dress for the Occasion
· Arrive early

Stage 3: Presenting Effectively
· At the beginning of the Presentation:
1. Introduce self, title, background (if necessary)
2. Setting the theme: Involve the Audience
3. Explain ground rules
4. Specify Agenda/Outline
· Use the PowerPoint slides as Guide
· Involve the Audience
· Start presentation on time
· Have confidence
· Eye Contact: Look at
· Body Movements: Gestures
· Voice: Effective Pitch
·  Poise: Standing/ Sitting
· Handling Questions
· Reminders

Recap
· Follow the three stage process
· Be clear about the purpose of your presentation
· Rehearse well, maintain eye contact, be comfortable
· Follow the PowerPoint creation tips & tricks
· Provide appropriate amount of information in time allocated
· Answer the questions confidently at the end of presentation
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Tips for Your Presentation Skills





Introduction:
· In either a one- or two-day format, participants will secure the skill base to speak before groups of any size with poise and confidence they might never have thought possible. 
· Audience comprehension soars because presenters learn to deliver content with techniques that:
· Both inspire and entertain. 

Agenda:
· Delivery of Presentation
· Presentation Content
· Presentation Design
· Handling Questions and Answers, and finally 
· The proper use of Humor

Learning Objectives:
Upon completing this course participants will know how to:
• Feel confident to stand and deliver before any size group
• Use eye contact, gestures, and body language for maximum effect
• Develop and organize a presentation for any audience and any event
• Design visuals to enhance both the presenter’s message & performance
• Deliver visual information in a way that keeps the audience in sync
• Handle tough questions
• Master memorization techniques
• Use humor effectively

1. Delivery of Presentation
Step # 1
· Speaking before a group
· most common human fear
· Nervousness
· uneasiness that fear creates

Although speaking to a group is reported to be the Number 1 human fear, the truth is a bit more nuanced.  Participants only BELIEVE they fear public speaking because their most common behaviors when in the spotlight produce exactly the same physiological responses as when they are genuinely facing a life-threatening event.

You will learn to take command of YOUR audience by channeling YOUR nervous energy into dynamic presentation skills.

· When a presenter feels confident; audiences feel more comfortable:
· The atmosphere becomes:
· more conducive to persuasion 

In other words, whenever the brain senses a potential threat, (in this case of one person speaking to a group, it's the "one against many" scenario), the body responds with the same chemical preparations to deal with the "threat" as it does when one experiences a blowout at 70 MPH.

THIS IS HUMAN BEHAVIOUR!!!

· By simply changing a few of these wrongly taught behaviors, participants discover they can completely change their body's response; with very little practice, the fear is first lessened, and then it is gone. 
· No self-hypnosis
· No fuzzy neuro-reprogramming
· No reliance on "positive thinking
· The process that takes participants from poor or average to expert is one that simply involves modifying three things that they've done since their first stand-up book report in grade school. 

2. Presentation Content

Content:
· The bottom line is that listeners don't care what you do. They care about what you can do for them. 
· Participants learn to talk in terms of:
· Results
· Feelings
· Benefits
· outcomes, and 
· Ideas. 
· They learn to imagine audience members with signs on their foreheads that read: 
· "So What? What's in it for me?“ 
· Time is thus allotted to the content, relevancy, and organization of the presentation. 




3. Presentation Design
Presentation Design…
· We also examine how, as computer-based presentations have become more the norm than a novelty, audiences are often overwhelmed with poorly developed productions. 
· As part of the Presentation Design module, participants: 

· Realize the importance of proper delivery of visual information
· Understand how the brain processes visual input 
· Comprehend simplifying -- how Less is More
· Gain control of audience attention through layout and timing
· Discover 10 techniques to guarantee that presenter and audience are involved

4. Handling Questions & Answers
· Sometimes the prepared presentation is only a prelude to the real program, i.e., the Question and Answer session. 
· So, depending on the firm's needs, up to one-quarter of classroom time can be scheduled for the Q & A process. 
· To enhance the relevancy of this module, participants prepare and trade questions that they would actually encounter in their real business environment. 
· Participants learn:
· How to ask for questions and properly address the questioner
· How to listen for the real question
· How to neutralize negative questions
· How to deliver and format the answer to the entire group
· How to tie the answer back to the content of the original presentation
· How to deal with unexpected contingencies

5. Use of Humor
· There is a excess of advice on using humor in presentations out there, and most if it is just plain wrong. Improper use of humor can trip up even the most seasoned presenters. 
· Instead, participants will come away knowing:
· When - and when not - to use humor in a presentation  
· What type of humor to use, and what to avoid
· How to use humor effectively even if you're not "funny"




Methodology:
· Methodology follows three forms: 
· Self-Realization
· Participation, and 
· Process Improvement

Self-Realization:
· Sessions begin with establishing current competency:
· Based on client preference, we include videotape
·  As skills are learned, participants expand their self-realization through peer review in addition to coaching by instructors.

Participation:
· It includes demonstrations by the instructors of the required behavior, the majority of presentation time is given to the participants actually performing the techniques required for proper presenting. 

Process Improvement:
· The skills to becoming a persuasive and effective presenter are broken down into different steps that can be easily absorbed at each step. 

How the participants will benefit:
· Delivery
In learning the skills to present ideas before a group in a persuasive fashion, participants both gain confidence in themselves, and better forward the organization’s mission. 
Participants gain self-realization through overcoming the most common human fear.
Employees become better all-around communicators.

· Content
Gaining the skills to develop presentations that inspire and persuade transforms into better business writing, organizational skills, report generation, and knowledge transfer outside the presentation process.

· Presentation Visuals
Participants gain an understanding of how 	simplifying ideas can increase comprehension, how new concepts need to be introduced in elementary form, and how these precepts apply to all aspects of their jobs.



· Q & A
Participants learn the art of listening, and through listening, an appreciation of the diversity of learning styles. Cooperation and understanding between co-workers is enhanced as participants discover other’s points of view.
Participants learn how to develop positive responses to potentially negative situations.

EXAMPLE:

References:

· http://www.publicspeakingskills.com/pages/courses/presentation-skills-detail.htm
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DOS & DON’TS






DO’S & DON’TS:
· Clean & Simple Slides
· Keeping 1/3rd of a slide clear is a good idea
· Effective Content
· Format appropriately
· Title & Text placements are consistent
· Charts 7 Tables are labeled

DON’T:
· Choose Serif fonts like Times New Roman
· They are harder to read on a screen
For Instance: Business communication is different from other types of communication.  It always needs to be clear and concise, and most of the time it needs to be fast.  But fast or slow, when you give a speech or presentation, or send an email or memo, remember that you’re giving them information, but you also want them to do something with it.

Do
· Use san-serif fonts like:
· Ariel
· Gil Sans, or 
· Century Gothic
· They are easier on the eye
Example:
· Ariel
Business communication is different from other types of communication.  It always needs to be clear and concise, and most of the time it needs to be fast.  But fast or slow, when you give a speech or presentation, or send an email or memo, remember that you’re giving them information, but you also want them to do something with it.

DON’T
Underline Words for emphasis:
· People mistake these for hyperlinks and they are harder to read.

DO
· Vary a font’s size
· style or 
· color for emphasis or 
· group words together 
*But avoid doing it all on one slide

DON’T
Use visually complex fonts
Especially a variety of them

DO
Choose easy to read fonts
&
Stay in a font family

DON’T
Use fonts that are smaller than 24 points
Any smaller and it can’t be read easily from a distance

Text Tips
· Text slides should be brief:
1. No more than eight words per line
2. No more than eight lines per slide
3. Fewer words will force an explanation rather than reading slide word for word

Font Analysis
· Font and Transition
· If you use small font your audience wont be able to read from the slide
· CAPITALIZE ONLY WHEN NECESSARY. IT IS DIFFICULT TO READ.
· Don’t use complicated/ distracting transitions.
· Don’t use a complicated font. Stick to sans serif fonts (without twiddles) like arial.

Text Tips
· Titles should be 36-40 point
Title (40 points)
· Body text should be at least 24 points
Body Text (24 points)
· Use sans serif font such as Arial

DO
Back up about 2 feet Watch your presentation
See if you can read everything

[image: C:\Users\Anila\Desktop\2012-12-27_1851.png]

DO
· Choose a color palette & layout style 
· And stick with it
[image: C:\Users\Anila\Desktop\2012-12-27_1852.png]

DON’T
Fill up the screen with lots and lots information written in sentence form. Or even bullet after bullet after bullet. The visuals in your presentation should help guide your speaking, not replace it. People can read faster than they can speak, and they don’t want to hear you just read from the slides. Plus, the more you put on a slide, the smaller the text will get and the smaller the text gets, the harder it is to read. Then, you will annoy your audience as they try to follow along, but falter in their attempts. An annoyed audience is not a happy audience and an unhappy audience won’t really give you the attention your hard and carefully researched presentation deserves. In other words, did you really read all of this? Would you expect your audience to?

Too much Text
· This page contains too many words for a presentation slide. It is not written in point form, making it difficult both for your audience to read and for you to present each point. In short, your audience will spend too much time trying to read this paragraph instead of listening to you. Eventually it will make your slide wordy and boring. You will loose your audience’s attention before you even reach the end of your………………………
· aaaaaaaa…. First slide.

DO
Choose only key points to highlight Follow a 
· 7 words / 6 lines guideline 
· Make every slide matter
[image: C:\Users\Anila\Desktop\2012-12-27_1915.png]
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DON’T
Go crazy with sound effects and animations*
	
*Imagine many things spinning
 & whizzing around on the page


DO
Change the pace by adding
Relevant video and website links*

*Just make sure you’ve loaded
 those pages ahead of time


DON’T
Include werds that are spellled incorractly
Include incorrect information


Spelling & Grammar
· Avoid Spelling and Grammar mistakes
· Proof-read careful your slides for:
1. Smelling mistakes
2. The use of repaetd words
3. Grammatical errs you might have make
· Please have someone else check your presentation, as English is not your first Language!

DO
Check your spelling
Proofread each slide
Make sure all information is correct
[image: C:\Users\Anila\Desktop\2012-12-27_1921.png]
DON’T
Simply read off the screen
[image: C:\Users\Anila\Desktop\2012-12-27_1924.png]

DON’T 
Use Excessive Bullet Points

Background and Colors
· Which of the following is most readable?
· Why?
	Dark Background with light text 

	Light Background with light text 

	Dark Background with Dark text 

	Light Background with dark text 


[image: C:\Users\Anila\Desktop\2012-12-27_1927.png]



References:

Reference in the same way you would in a written assignment
· Citation: freeloading means individuals, believing that their contributions will not be valued. Contribute less effort to achieving goals when working in a group than if they were working alone. (Kerr, 1983)
· Direct Quoting: “Most effective speakers are flexible, able to adapt the manner of their speaking to the particular context” (Stott, Young & Bryan, 2001:3)
· Diagrams and Images:
Adair’s (1987)
Interlocking
Needs of a Team


DO:
· Save your work frequently			(Ctrl+S)
· Backup your work frequently		(every day, if possible)
· Store each presentation and its associated files in its proper folder

DON’T
· Rely on the program's Autosave feature.

DO
· use the powerful UNDO command (CTRL+Z) to experiment and learn to use the software
· ask for help when you need it
· maintain a good relationship with someone who knows more about PowerPoint than you do


DON’T:
· Run experiments at the last minute.
· Run experiments before you save a separate copy of your file.
· Panic and start banging your head on the monitor. It won't help 
· (personal experience talking!)

EXAMPLE
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RECAP
· DON’T
Forget to review your main points
[image: C:\Users\Anila\Desktop\2012-12-27_1925.png]

DO
· Be brief 
· no more than 8 bullets/points per slide
· Use appropriate fonts: 
· big (min. 28pts) and clear (sans-serif). If possible, test your slides: 
· run the slide show and see if you can read your slides from the last row of the room where you will be presenting.
· Use appropriate colors
· not too bright, high contrast, consistent. 
· Remember that what looks good on your monitor does not necessarily look good on the big screen.
· Create contrast using font size, colors

DON’TS
· Put everything you present on the slides. 
· Remember that slides are just a visual aid -- if you overload them, the audience will end up trying to read the slides and not paying attention to you.
· Use different colors / fonts on every single slide.
· Use bright background colors that will strain your audience's eyes
· Use too many animation effects! 
· They are VERY distracting for the audience and make you look like a show-off. Use animation only to make a point and not to make your presentation more interesting (use content to do that!)

References
· http://www.slideshare.net/covs/ppt-dos-and-donts
· http://gethelp.library.upenn.edu/workshops/biomed/ppt/dodont.html








Chapter 25
Types of Presentations






“We rule the world by our words”
–Napoleon Bonaparte

Whether in business or in your personal life, you make dozens of presentations everyday. Being conscious of each type and how they apply to you will help you be more effective in getting the outcomes you desire. Let’s review the types and write notes on how each apply to you. Be sure and add any types that may not be listed.

Purpose of Presentation:
Presentations are a powerful way to communicate your message to a group. They are an opportunity to gather your audience together to engage in a two-way dialogue. Managers use presentations to:
· Persuade the audience to take a particular course of action
· Convey something you want the audience to know
· Tailor information to meet the needs of a particular audience
· Provide a forum for discussion of controversial or challenging ideas
· Find out how people are reacting to a situation or an idea
· Gain commitment and alignment
· Engage people in generating solutions to problems

Types of Presentations:
· Major types of presentation are:
· Solo Presentations
· Group Presentations

Types of Presentations:
· Informative:
These are the most common types of presentations and are used to present research. A student who is defending a thesis or a non-profit group that did a research study will use informative speeches to present their findings.

· Demonstrative:
These will show you how to do something. In introduction to communication classes, these speeches are usually How to Make Cakes kinds of speeches and include different pictures and steps to the process.

· Persuasive Speeches :
This kind of speech is trying to change the way you think about a subject or issue. If you’ve come to a health conference you may find yourself listening to why you should change your eating habits or stop drinking.

· Inspirational Speeches:
These speeches are designed to make your audience move. Also considered a “motivational” speech, this is designed to encourage participants to go after their goals, whatever they may be. Inspirational speeches will tell stories and the hope is that the audience will feel an emotional connection to the topic.

· Business plan or strategy:
Sketches out what an organization plans to do next, or articulates the company's goals.

Business Presentation Type:

· Sales Presentations: 
Business development pitches in person or over the phone, as well as attempts to sell a product.
· Training Sessions:
Communicating information for audience self-improvement
· Speeches:
Talks to groups with the purpose of entertaining or inspiring.
· Meetings:
Organizational attempts to move an effort from Point A to Point B. This could be a phone meeting, an in-person meeting, a video broadcast meeting, etc.
· Media:
Appearances in front of reporters, cameras, on the phone, radio interviews etc, to communicate a message.
· E- presentations:
Communicating or influencing via fax, e-mail, PowerPoint, etc.
· Branding Messages:
Efforts to communicate a consistent message about what we stand for as an organization or as a person.
· Seminars:
In-person training of 10 to 100 people.
· One-on-One:
An individualized presentation opportunity, whether in person or over the phone.

Personal Presentation Type:
· Influence or Persuasion:
Any attempt to win someone over to your point of view.
· Teaching Session:
Opportunities to impart skills and information to others, from Little League to Continuing Education.

Making Presentations That Audiences Will Love
Use a Template:
· Use a set font and color scheme.
· Different styles are disconcerting to the audience.
· You want the audience to focus on what you present, not the way you present.

Fonts:
· Choose a clean font that is easy to read.
· Roman and Gothic typefaces are easier to read than Script or Comic.
· Stick with one or two types of fonts.

Bullets:
· Keep each bullet to one line, two at the most.
· Limit the number of bullets in a screen to six.

Bullets & Cueing:
· Bullets allow you to “cue” the audience in on what you are going to say.
· Cues can be thought of as a brief “preview.”
· This gives the audience a “framework” to build upon.

Caps and Italics:
· Do not use all capital letters
· Makes text hard to read
· Conceals acronyms
· Denies their use for EMPHASIS
· Italics
· Used for “quotes”
· Used to highlight thoughts or ideas
· Used for book, journal, or magazine titles
· 
Colors:
· Reds and oranges are high-energy but can be difficult to stay focused on.
· Greens, blues, and browns are mellower, but not as attention grabbing.
Backgrounds:
· A white on a dark background is used for this presentation as:
· The author assumes most users will view the presentation on their own computer.
· Having a darker background on a computer screen reduces glare.
· White on dark background should not be used if the audience is more than 20 feet away.


The Color Wheel:
· Colors separated by another color are contrasting colors (also known as complementary)
· Adjacent colors (next to each other) harmonize with one another. e.g. Green and Yellow
[image: C:\My Documents\colorwheel.jpg]

Illustrations;
· Use only when needed, otherwise they become distracters instead of communicators
· They should relate to the message and help make a point
· Ask yourself if it makes the message clearer 
· Simple diagrams are great communicators

Flipcharts:
· Make letters at least a ¼ high
· Flipcharts with lines are much easier to write on

Screen Size for Readability:
Screen          6’          8’        10’        12’        15’
1/4 inch       30’        40’         50’       60’        90’
3/8 inch       45’        60’         75’       90’      135’
1/2 inch       60’        80’       100’     120’      180’

You:
· Do not use the media to hide you
· The audience came to see you
· The media should enhance the presentation, not BE the presentation
· If all you are going to do is read from the slides or overheads, then just send them the slides
· Remember, only you can prevent 
“Death by PowerPoint”

Examples:

Sample Presentation:

References:
· http://www.sage.com.my/contents/demo_content/strategic_thinking/different_types_of_presentations.html
· http://go.success.com/tonyjeary/worksheets/presentationtypes.pdf
· http://www.nwlink.com/~donclark/leader/leadpres.html
· http://www.nwlink.com/~donclark/hrd/templates/presentation.rtf























Chapter 26
How to make a Presentation?
The Process






















The ‘Three’ Stage Process:

Stage 1: Creation:
· Tend to be overlooked by many but is crucial
1. Selecting a topic
2. Setting Clear Objectives & Specific Goals
3. Conducting Research
4. Audience Analysis
5. Creating an Outline
6. Using Microsoft PowerPoint
7. Inserting Content
8. Using Appropriate media
9. Prepare Additional Material
10. Confirmation Process

Stage 2: Preparation:
· Rehearsals
· Sleep
· Dress for the Occasion
· Arrive early

Stage 3: Presenting Effectively:
· At the beginning of the Presentation:
· Introduce self, title, background (if necessary)
· Setting the theme: Involve the Audience
· Explain ground rules
· Specify Agenda/Outline

· Use the PowerPoint slides as Guide
· Involve the Audience
· Start presentation on time
· Have confidence
· Eye Contact: Look at
· Body Movements: Gestures
· Voice: Effective Pitch
·  Poise: Standing/ Sitting
· Handling Questions
· Reminders

1. How to Create Power Point Presentation?
1.	Minimize the number of slides.	
· To maintain a clear message and to keep your audience attentive and interested, keep the number of slides in your presentation to a minimum.
2. 	Choose a font style that your audience can read from a distance.	
· Choosing the right font style, such as Arial, helps to get your message across. 
· Avoid narrow fonts, such as Arial Narrow, and avoid fonts that include fancy edges, such as Times.
3. 	Keep your text simple by using bullet points or short sentences.	
· Use bullets or short sentences, and try to keep each to one line; that is, without text wrapping.
· You want your audience to listen to you present your information, rather than read the screen.
· Some projectors crop slides at the edges, so long sentences may be cropped.
· You can remove articles such as "a" and "the" to help reduce the word count on a line.
4. 	Use art to help convey your message.	
· Use graphics to help tell your story. Don't overwhelm your audience by adding too many graphics to a slide, however.
5.	Make labels for charts and graphs understandable.	
· Use only enough text to make label elements in a chart or graph comprehensible.
6. 	Make slide backgrounds subtle and keep them consistent.	
· Choose an appealing, consistent template or theme that is not too eye-catching. You don't want the background or design to detract from your message.
7. 	Use high contrast between background 	color and text color.	
· Themes automatically set the contrast between a light background with dark colored text or dark background with light colored text.
8.	Check the spelling and grammar.	
· To earn and maintain the respect of your audience, always check the spelling and grammar in your presentation.

2. How to Make a PPT Presentation?
Theme/Template Method For PC (Office 2010)

About Microsoft PowerPoint 
· A versatile presentation tool 
· Predefined presentation formats 
· Variety of layouts and views
· The ability to edit and modify 
· Create text
· charts and graphics 
· Incorporate objects like:
· clip art
· Images
· audio & video 
· Create special effects and slide transitions

1. Open PowerPoint

2. On the tab at the upper left side of your screen, hit the "File" tab.
[image: C:\Users\Anila\Desktop\2012-12-29_0111.png]


3. On the vertical toolbar to the left, hit the "New" tab
[image: C:\Users\Anila\Desktop\2012-12-29_0113.png]

4. If you wish to use a template, click on the "Sample templates" box
[image: C:\Users\Anila\Desktop\2012-12-29_0106.png]
5. Click on the template you want to use, depending on the purpose of your presentation.
[image: C:\Users\Anila\Desktop\2012-12-29_0116.png]

6. If you wish to use a theme, click on the "Themes" box in the "New" tab
[image: C:\Users\Anila\Desktop\2012-12-29_0117.png]

7. Click on the specific template or theme you want to work with from the list of choices
[image: C:\Users\Anila\Desktop\2012-12-29_0119.png]
8. Once your theme is loaded, click on the "Click to add title" and "Click to add subtitle" boxes and add the title and subtitle (if necessary) of your own presentation.
[image: C:\Users\Anila\Desktop\2012-12-29_0121.png]
9. After deciding on a title, click on the "New Slide" button in the "Slides" tab up top.
[image: C:\Users\Anila\Desktop\2012-12-29_0122.png]
10. Continue adding information and pictures as you see fit
[image: C:\Users\Anila\Desktop\2012-12-29_0124.png]
11. Once you are finished with your PowerPoint presentation, go to "File > Save As" and save your file so that you can retrieve it later.
[image: C:\Users\Anila\Desktop\2012-12-29_0126.png]
12. When you want to view your presentation as a series of slides, click on the "Slide Show" tab and then click on "From Beginning" top left.
[image: C:\Users\Anila\Desktop\2012-12-29_0128.png]

3. How to Deliver the Presentation?

1.	Show up early and verify that your equipment works properly.	
· Make sure that all equipment is connected and running.

2. 	Don't assume that your presentation will 	work	fine on another computer.	
· Disk failures, software version mismatches, lack of disk space, low memory, and many other factors can ruin a presentation.
· If the computer that you plan to give your presentation on does not belong to you, make sure that it has adequate disk space so that you don't have to present from a CD.

3.	Verify that the projector's resolution is the same as the computer on which you created your presentation.	
· If the resolutions don't match, your slides may be cropped, or other display problems can occur.

4. Turn your screen saver off.	
· Keep your audience focused on the content of your presentation.

5. Check all colors on a projection screen before giving the actual presentation.	
· The colors may project differently than what appears on your monitor.

6.  Ask your audience to hold questions until the end.	
· Questions are an excellent indicator that people are engaged by your subject matter and presentation skills. 
· But if you save questions until the end of the presentation, you will get through your material uninterrupted. Also, early questions are often answered by ensuing slides and commentary.

7.  	Avoid moving the pointer unconsciously.
· When you are not using the pointer, remove your hand from the mouse. This helps to stop you from moving the pointer unconsciously, which can be distracting.

8. Do not read the presentation.	
· Practice the presentation so that you can speak from bullet points. The text should be a cue for the presenter rather than the full message for the audience.

9. Stay on time.	
· If you plan a certain amount of time for your presentation, do not go over. If there is no time limit, take less time rather than more to ensure that people stay engaged.

10. Monitor your audience's behavior.
· Each time that you deliver a presentation, monitor your audience's behavior. 
· If you observe people focusing on your slides, the slides may contain too much data or be confusing or distracting in some other way. 
· Use the information you learn each time to improve your future presentations.
· 
Lets Practice Making One Now!!!

References:

· http://www.wikihow.com/Create-a-PowerPoint-Presentation
· http://office.microsoft.com/en-us/powerpoint-help/tips-for-creating-and-delivering-an-effective-presentation-HA010207864.aspx










































Chapter 27
Nonverbal Communication in Presentations




















Introduction to Communication:
· Communication in general is process of:
· Sending 
· Receiving 

· These messages enable humans to share:
· Knowledge
· Attitudes, and 
· Skills.

· Communication is composed of two dimensions – 
· Verbal Communication 
· Nonverbal Communication

Presentation skills, conversation skills and writing skills are the three keys to effective communication.
The Lecture defines some tips for using non verbal communication to improve your presentation skills.

Components of Communication:


Verbal Messages:


Categories in Non-Verbal Messages:


Categories in Non-Verbal Messages:



Para verbal Messages:
· Messages that we transmit through the tone, pitch, and pacing of our voices. 
· It is how we say something, not what we say.
[image: messages]

According to the social anthropologist, Edward T. Hall,
in a normal conversation between two persons, less than 35% of the social meanings is actually transmitted by words. So, at least 65% of it is conveyed through the body
(non-verbal channel).

Definition of Nonverbal Communication:
· Non-spoken context within where all face-to-face communication takes place.
· Every conscious or subconscious behavior is covered with meaning without which all verbal communication would be ambiguous. 

Nonverbal Communication:
Non-verbal communication includes: 
· Pitch
· Speed
· Tone
· Voice volume
· Gestures
· Facial expressions
· Body posture
· Stance/ Attitude
· Eye movements
· Dress and appearance


Nonverbal Communication:
It also includes: 
· Touch
· Glance
· Vocal tone
· Pause (silence)
· Intonation
· Smell
· Word choice and syntax
· Sounds (paralanguage)

Have you ever heard anyone say;
His actions spoke so loudly I couldn't hear what he said?
[image: C:\Users\Anila\Desktop\2012-12-28_1806.png]

A Small Exercise:



So What Does This Mean?


So What does This Mean?



So What does This Mean?


How to work on Nonverbal Communication during Presentations?
First Impressions
· You have only a few seconds to make a good impression. So make your “audience" at the centre of the universe: 
· face them
· give direct eye contact
· palms outwards
· open arms
· a big smile and a firm 
· but not bone-crushing handshake
· First impressions are also about your:
· Dress
· Hair
· Shoes and 
· Air of confidence
· Be aware that others are rushing to judgment about you - especially important if you are going for a PRESENTATION!!!

Eye contact
· Eye Contact helps indicates your interest in the people in the audience. 
· It increases your credibility. 
· When you make eye contact with people in the audience, you increase your chances of getting your message across. 
· Eye contact helps you establish a connection with the audience. 
· When you make eye contact with people as you are speaking, you build one to one bonds with them.

Smiles are Powerful:
· Always try to keep a smile on your face when you are speaking. 
· Smiling makes a speaker more warm, likable and friendly. 
· When you smile, people see you as happy -- and this makes them more receptive to you. 
· People react positively to smiles. 
· When you smile, the audience smiles and a smiling audience is a receptive audience. 
· Smiling will help you get your points across and accepted.

Gestures:
· Gestures are another important form of non verbal communication. 
· But you have to be careful with gestures. 
· Practice your talks in front of a mirror. 
· Watch your natural gestures. 
· Then enhance them. 
· Strengthen your gestures.
· Big rooms demand BIG gestures. 
· However tone them down – 
· Depending on the audience. 
· Making your gestures natural and reflective of what you’re saying. 
· Try to avoid choppy, sudden gestures when you’re speaking. Focus on making your gestures fluid.

Posture and Body Orientation:
· Always stand up straight and look directly at the audience; it indicates confidence. 
· Slumped shoulders and facing towards the floor. 
· If you're using slides, speak to the audience, not the slide. It's OK to look at a slide -- especially if you want to draw the audience's attention to it, but always turn back to the audience after a few seconds.
· Tall and erect communicates energy and purpose whereas slouched and hunched implies tired and lacking in energy.

· Looking up is generally regarded as indicative of optimism whilst persistently looking downward suggests secrecy or insecurity.

Hands and Arms:
· Some guidelines...
· Palms turned outwards imply warmth and friendship.
· Don't point; it is aggressive and perceived as such - especially if you do it in an irritated way. 
· Examples:
· Gordon Brown uses his hands a lot but he will gesture with the backs of his hands turned towards the audience in a way is suggestive of "giving". 
· Tony Blair would pull his fingers together into a point and make slight movements.

Proximity:
· Many speakers get away from the platform and walk the room. 
· This means that they get up close and personal with people in the audience. 
· Use of wireless device to advance slides, 
· People feel that you’re part of them
· Having a conversation with them
· Appear more natural!!!

Be aware of the space between you and others:
· Cultural norms vary between countries and are also different for:
· Friends v strangers
· Children v adults. 
· If someone is backing away from you, then you are too close.

Your Voice:
· Be animated 
· Avoid speaking in a monotone. 
· Show excitement for your material with your voice
· Always practice talks out loud
· It will improve your impact with your audience.
· Using your arms in an animated way can bring:
· Energy
· enthusiasm and 
· a bit of fun to the proceedings. 


Use body language as a Tool:
· Active nodding and eye contact is especially useful to indicate interest when someone else is speaking. 
· If your friend is speaking and you are doodling, yawning, looking around aimlessly or reading notes, then it undermines their credibility.
· Need to be boss? Be the first to offer a handshake, the last to go through the door.
· Put yourself at the head of the table; head up with a purposeful manner.
· Need to sweet-talk audience? 
· Make them feel in control
· give them the best seat/position
· use soft, smiley body language

Mirroring tactics can create empathy?
· Signal similarity. 
· Show that you have something in common – 
· Everyone likes dealing with people they can empathize with. 
· Make every non-verbal approach
· dress code
· formality of manner
· presentation style 
· Precisely reflect your audience.
· Synchronize with the other party!
· It’s true that:
· Matching others' movements makes them feel in sync with you
· Just don't make it too obvious. 
· Instead, nod when they're emphasizing an important point
· Smile when their words indicate pleasure

Sincerity:
· People will judge you sincere if they think you are listening to them
· So look for signs that someone wants to speak and invite them to contribute.

Example:
· Politicians sometimes touch their heart to underpin their sincerity or commitment to a key point. 
· Don't overplay this though or it will look cheesy and completely insincere.




Reading "tells:
· Quite often...
· Closed expressions & gestures 
· leaning back 
· Closed body language
· Folded arms
· Suggests the audience may be bored. (etc) 
· they may be unconvinced 
· Whereas open body language and leaning forward suggests interest.
· The word to remember here is "may". Reading body language is not a science of certainty.

Reading the audience: don't rush to conclusions
· Be cautious of reading too much into innocent gestures. 
· Folded arms, for example, may simply mean that someone in the audience is cold or likes to fold their arms.
· Look for groups of gestures – 
· If someone has angled their body away from you
· Is looking out the window 
· Then yes, you may well have lost their interest.

If you use these non verbal communication ideas you'll become someone whose presentations carry an impact -- and you'll be on your way to career and life success.


References/:
· http://EzineArticles.com/3675164
· www.readysetpresent.com
· http://www.slideshare.net/deepakagarwal7/non-verbal-communication-and-use-of-body-language-presentation
· http://EzineArticles.com/?expert=Bud_Bilanich
· www.skillsworkshop.net


















Chapter 28
Verbal Communication during Presentations


Verbal Messages:
	Paraphrasing
	A brief, concise statement reflecting the content of the speakers message

	Reflecting Feeling
	A statement, in a way that conveys understanding, of the feeling that the listener has heard

	Summarizing
	A statement of the main ideas and feelings to show understanding

	Questioning
	Asking open questions to gain information, encourage the speaker to tell her story, and gain clarification




1. The following tips are a starting point to help you think about how you can improve your verbal communications skills, whether in planned or unplanned situations!

1. Read more…
· Simply increasing what you read (business texts, novels, newspapers etc) can improve your vocabulary, help you express ideas clearly and eliminate weaknesses in your language skills.

2. Think about the words…
· Too many words will bore your listener, take up too much time and result in you losing credibility. 
· There is no need to waffle! 
· Remember not to use words that people don’t understand (they may not even tell you that they don’t understand what you are saying), as you may appear intimidating and make them feel inferior.

3. Prepare (if you can) …
· You would spend time planning what you would say if you were writing. Think:
· How to make it accessible to as much audience as possible. 
· Use approaching situation
· Take time out to think about the questions you may be asked and 
· What answers you may need to give. 
· Be prepared for awkward questions and situations where you may need to explain something in a different way.

4. Listen and be interested…
· Listening more and talking less means you will understand and bring your listener into the conversation. 
· This helps them to trust you and make them feel that you really understand their needs. 
· When they talk, be interested and show your interest. 
· This will improve the rapport you are trying to build. 
· Using note-taking skills like Mind Mapping can help you to take more effective and memorable notes.
5. be aware of non-verbal communication traps
· The impact of the words you say is only a small element of the communication you are giving. 
· You should make sure that your words, their tone, the gestures you make, facial expressions and body language you use, are all relevant to your conversation.

Non-Verbal Messages
1. 	Account for about 55% of what is 	perceived and understood by others.
2. 	Are conveyed through our facial 	expressions as well as our 	postures and gestures.

6. Honesty is the best policy
· Promising something that is not possible will break down any trust that you have developed. 
· Telling someone that you "don’t know – 
· But can find out" is more positive than just trying to give an answer you hope is effective.

7. Show and seek some understanding
· Look for understanding from your audience. It’s easier to back track at certain points in your conversation than revisit the whole conversation again – or you risk getting the wrong results because your audience did not understand! 
· You can use this when delivering or receiving a message. 
· Occasional summaries and confirmation questions can be extremely useful.

8. Think about perspectives 
· Think about what you are saying from the other person's perspective. 
· Just because you understand what you mean, it doesn’t mean that they will.

9. Develop your skills
· There are a number of techniques you can learn to help improve your verbal communication skills. 
· These include:
· The skills to develop plans you can use to formulate responses whether planned or impromptu. 
· Learn the techniques you need to be more effective during these interactions. Mind Mapping will help you to take and make notes – it will also help you do a lot more during your business day. 

How to Create Effective Presentations:
1. Focus on the purpose
2. Focus on your Audience
3. Satisfy document requirements 
· Documentation style
· Visuals
· data
4. Get to the point ; be Concise
5. Provide accurate information (Research)
6. Express yourself clearly (Grammar; Proofreading)
7. Format your slides carefully (be neat and leave white space)
8. Manage your time efficiently (Meet deadlines)

2. 	7 Cs 0f Communication
1. COMPLETENESS
· Answer all questions that are asked 
· Give something extra when desirable 
· Check for five Ws & one H 
· Who 
· What 
· When 
· Where 
· Why and 
· How


Exercise:
· You are the president of an industry association and have received the following inquiry from an out of town member:
“I think I would like to attend my first meeting of the association, even though I am not acquainted with your city. Will you please tell me where the next meeting is being held?”

· How would you reply to this letter keeping in mind Completeness of the message?

Conciseness:
· Eliminate wordy expressions 
· Include only relevant statements 
· be focused
· Shorten & avoid long explanations 
· avoid gushing politeness 
· Avoid unnecessary repetitions 
· Use short forms the second time 
· Use pronouns

Exercise:
· Find single word substitutes for the phrases:
With regard to			about
Despite the fact that		although
At the present writing		now
Is of opinion that			thinks	
In the first place			first	
At a rapid rate			fast

Consideration:
· Focus on YOU instead of I & WE 
· Show reader benefit & interest 
· Emphasize on positive & pleasant 
· Apply integrity & ethics

Write with a ‘you ‘attitude, it shows consideration:  
· I want to send my congratulations for -- (Congratulations to you….)
· We will ship soon the goods of your order---
· We pay eight percent interest on -----



Concreteness:
· Use specific facts and figures 
· Put action into words 
· Choose vivid image building words by comparison & figurative language
· Use more adjectives and adverbs

Clarity:
· Choose short, familiar & conversational words
· Construct effective sentences and paragraphs by unity of idea and sequencing 
· Achieve appropriate readability by using formal & informal language 
· Include examples, illustrations & visual aids

Exercise: Use simple words

Subsequent      		later
Accede			agree 
Endeavour		try
Supersede		replace
Disclose			show			

Courtesy:
· Be sincere , tactful, thoughtful and appreciative 
· Omit expressions that hurt , irritate, or insult
· Grant apologies graciously

Ex:  Show courtesy by avoiding tactless & blunt language
· Your letter is not clear at all: 
· Obviously, if you would read your policy carefully you will be able to answer these questions yourself. 

Ex : Use gender friendly substitutes

· The best man for the job
· Manpower   
· Salesman   
· Chairman




Ex–Contd.
· You guys should all be concerned about the issue. 
· Each manger has an assigned place where he should park his car.

Correctness:
· Use the right level of language 
· Check accuracy of facts, figures and words
· Maintain acceptable writing mechanics
· Choose non discriminatory language 
· Use parallel language

3. Effective Verbal Communication
1. Know you audience
· You need to listen. 
· If you are talking to a small group of people in an informal discussion, listening to what other people are saying, or not saying, is your best tool. 
· If you are addressing a large group of people you want to find out as much as possible about the people you are going to talk to. 
· Do your homework. 
· What are their burning questions? 
· What is their knowledge to the subject that you are going to talk about? 
· Do they have an opinion in any direction and is their passion?

2. Know your topic
· This might sound like an obvious statement. But you would be surprised if you know how many unprepared performances or presentations that are held every minute.
· Read, Google, listen to others etc. 
· Again, do your homework. 
· What are your feelings about a certain issue?
· Why? 
· List all the potential questions to your topic. 
· This is probably one of the most important tip for effective verbal communication.

3. Plan your presentation
· Make up a storyboard or make a mind map. 
· Be creative and lay out all the threads to your topic that you can possible think of. 
· What background material do you have for the topic? 
· Is there a particular angle that you like? 
· What material/knowledge do you lack?

· Biggest reason for not having effective verbal communication is that people say to much. 
· They have so many things that they want to get across.
· Your biggest challenge is now to cut down the material to a minimum. 
· If you will do a PowerPoint presentation a good ground rule is to have one slide per 2-5 minutes.
· Because when you are passionate about something you build up knowledge and you don’t want to miss anything important. 
· But think about the audience and your knowledge about them. 
· What do they want to know?
· what would they benefit from knowing?
· Are there parts of the subject that really more than they need to know, for you to get your point across?

4. Own the room
· If possible it is always good to see the room where your presentation will take place. 
· There are a number of things that can disturb you in the first couple of minutes of your presentation. 
· How big is the room?
· How are the chairs placed?
· Is there a stage? 
· Do you need a microphone?
· Where will that be placed?
· Who will flip the slides in your presentation?
· Can you do that yourself, if so, how? 
· If you need special equipment, where will they be placed? 
· Will there be spotlights? And so on. 
· Find out as much as you can before hand, so you have control.
· If you are a part of a larger program, it is very good to sit in on other presentations. 
· This will be beneficial to you for to main reasons. 
A. You will get a better feeling for the audience. Are they open, serious, emotional etc. 
B. You will get a better feeling for the room. 




References:
· http://www.illumine.co.uk/write-speak-influence/verbcom-info/nine-ways-to-improve-verbal-communication.html
· http://www.communicationtoolbox.com/effective-verbal-communication.html
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Creating Effective Visual Aids
Presentation Skills












What are Visual Aids?
· Visual aids are an important part of many presentations. 
· The most commonly used media are the flipchart and computer-based presentation programs.

The Purpose of Using Visual Aids in your Presentations:
The Purpose of Using Visual Aids should be:
· To support your ideas and improve audience comprehension of your presentation
· To add variety to your presentation by giving the audience a break from listening and letting to see something. 
· To help illustrate complex ideas or concepts and help in reinforcing your ideas.

Presentations and Visual Aids
· While you usually submit a written version of your work, you may also be expected to present it to your class orally. 
· This can be a great opportunity to learn presentation technologies such as:
· Posters
· Power Point or “prezi”. 
· You can make visual aids to support your:
· spoken delivery
· ranging from basic points to more complex multimedia creations ncorporating:
· film clips
· Pictures
· graphics and 
· Animations

Why use Visual Aids?
· Preparation for your presentation should involve design of any visual aids which help your audience to understand what you are saying. 
· Images and diagrams can convey messages and information which, if spoken, would take longer to explain and be harder to digest. 
· However, don't assume that you can flash up a diagram and the audience will immediately understand what it means.
· Audience needs time and clear explanations to make sense of your material. 
Visual stimuli combined with your oral delivery also make the presentation more memorable.
· They are also a good way of maintaining your audience's interest and attention. 
· Make sure they support and complement what you are saying, not directly repeat, contradict or distract from your speech. 
· The main types of visual aids are:
· Whiteboard
· flip chart
· overhead projector (OHP)
· PowerPoint (or other presentation software)
· Video
· Props
· Handouts
· Posters
· yourselves demonstrating an action or in a role play

Which types of visual aid might you use in your next presentation? 
For example: Consider whether PowerPoint is the best way to show a detailed diagram or would a handout be better? What might you use a flip chart for?

Example: Posters:
· These can be made on PowerPoint or Microsoft Word. 
· They’re not difficult to design, but:
· Before you decide to make one
· Check how you will get it printed
· As that can be expensive if you have to pay a printer.

What makes an Effective PowerPoint Presentation?
· You will probably have your own ideas about this, so think about how you feel about PowerPoint as a member of the audience and list good and poor techniques.
· Here are some highlights, common pitfalls and techniques for making the most of PowerPoint including aspects using as:
· PowerPoint as a script
· Designing accessible visual aids
· Effective diagrams and graphs
· Referencing

We will watch the sample Presentation at the end!!!

Using your Visual Aids:
· Here are a few suggestions for making most effective use of your carefully designed visual aids:
1. 	be careful not to stand in front and obscure the view of your audience.
2. 	Avoid reading from the large projector screen as this means you turn your back to the audience obscuring eye contact and reducing projection of your voice. 
If you need to read directly from the text look at the PC or laptop screen.
3. 	Try making brief notes on index cards, including any details like dates, statistics or 	names that you need to get right. No-one will expect you to speak without an aide memoir.
4.	Be sure to interact with the information on your visual aids by pointing to specific 	points or part of diagrams etc. 
This helps the audience to make links between your speech and detail on the 	visual aids.
5.	Think about what you want the audience do with any handouts. 
If they need them during the session hand them out when necessary. 
If they are for future reference consider 	handing them out at the end to avoid them causing distraction. Advise the audience of what you plan to do.

Contingency Plans
· Whenever you use technology in a presentation you run the risk of technical problems. You can reduce the risk of this impacting on your presentation by: 
· Making sure you have your PowerPoint presentation saved in a few formats.
· memory stick
· CD
· e-mailed to an easily accessible e-mail account
· Prepare OHP transparencies and/or handouts in case technical issues mean that you can't use the computer and/or projector.
· If you want to show a website, you could use screen captures rather than risking going online. 
· Make sure all the hardware and software you need will be available, e.g:
· Speakers
· Access to internet
· Multimedia software
· Spare bulb, if you're using an OHP!
· Practice with any multimedia, ideally in the venue you will be presenting in.
· Be aware that PowerPoint presentations created on an Apple Mac operating system may not be compatible with the PC/laptop that you are required to present on. You may need to check this compatibility. 

10 Tips for Using Visual Aids:
· Plan your presentation before creating visual aids.
· Know what you want the audience to do as a result of hearing your presentation. 
· Then figure out what they need to know to do what you want them to do. 
· Then create a simple outline that logically and clearly develops your main points. 
· Finally, create visual aids to support your message.
· Use visual aids sparingly.
	They are aids to your presentation – not its sum and substance. 
	Use them to highlight and support your key points.
· Make them visible to the entire audience.
· Projecting an image people can’t see is as senseless as speaking so softly people can’t hear.
· Talk to the audience, not to the aid.
· Look at the audience at least 80% of the time.
· Avoid turning your back to the audience.
· Avoid laser pointers. 
· Your aid should be so clear that your audience can easily follow along. 
· Use your hand, if necessary. 
· (If you absolutely have to use a pointer, set it down after you are finished. Holding on to it will only encourage you to use it for every point on every slide.)
· Explain the content of the aid when you first show it.
· As soon as you show people an object, they will look at it – even if you’re talking about something else. 
· Don’t make them divide their attention.
· When you finish with the aid, remove it, cover it, or turn it off.
· When using PowerPoint, tap the B key and the screen will go to black. 
· Tap any other key and the screen light up again.
· Limit the amount of material on any one aid.
· Use each slide to convey a single point. 
· Bullet points – no more than four or five per slide – 
· Explain, 
· Illustrate, or 
· Substantiate that one point.
· Avoid clip art from well-known sources.
· It’s almost always boring and amateurish. 
· DO use:
· Images
· graphs, and 
· charts, 
· Whenever possible and appropriate.

· Be prepared to give your presentation without your visual aids.
· Murphy’s Law – 
"if anything can go wrong, it will"
· -- applies in spades to anything involving technology and an audience. 
· Have a backup plan in case something goes wrong. 
· Take a hard copy of your slides. 

Learn about Visual Aids with the example:
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· http://www.brunel.ac.uk/learnhigher/giving-oral-presentations/designing-visual-aids.shtml
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How to Overcome Nervousness When Doing PowerPoint Presentation?
















Introduction:
· POWERPOINT is widely used in our lives like school works or business reports. 
· Making a PowerPoint slideshow not an easy thing to do, but as compared to presenting it in front of large audience, it is nothing. 
· It is natural that people will feel nervous when speaking in front of people. 
· Even the president, no matter how well-prepared he is, he will still be nervous. 
· Doing PowerPoint presentation should be easier than directly public speaking, for PowerPoint can help you to remember the contents and it could switch people’s focus from you a little bit.

· Control Your Emotions: 
		The best speakers should learn to control their emotions and no longer 				feel awkward when hundreds of eyes are watching them. 
· Eye Contact:	
Scientific study indicates that it is 	true that the eyes could cause pressure on you. 
However, they have to manage to overcome the nervousness, fear and anxiety that public speaking used to trigger.

Do your knees feel like Gumby's when you have to get up and speak in front of a group?

Do you feel like the next words out of your mouth are going to be the dumbest words ever uttered by a human?

According to the book of Lists,
the fear of speaking in public is the #1 fear of all fears. The fear of dying is #7!

· Over 41% of people have some fear or anxiety dealing with speaking in front of groups. People who have this fear can experience all kinds of symptoms: 
· Sweaty palms
· Accelerated heart rate
· memory loss and 
· even difficulty in breathing

Some of the world's most famous presenters have freely admitted to nervousness and stage fright. Mark Twain said it best:

"There are two types of speakers: those that are nervous and those that are liars".


How to Overcome Nervousness?
Think of it as the 9 P's
Prior Proper Preparation
Prevents Poor Performance
of the
Person Putting on the Presentation.

· Know the room - become familiar with the place in which you will speak. 
· Arrive early and walk around the room including the speaking area. 
· Stand at the lectern, speak into the microphone. 
· Walk around where the audience will be seated. 
· Walk from where you will be seated to the place where you will be speaking.

· Know the Audience - If possible, greet some of the audience as they arrive and chat with them. It is easier to speak to a group of friends than to a group of strangers.

· Know Your Material - If you are not familiar 	with your material or are uncomfortable with it, your nervousness will increase. Practice your speech or presentation and revise it until you can present it with ease.

· Learn How to Relax - You can ease tension by doing exercises.
· Sit comfortable with your back straight.
· Breathe in slowly, hold your breath for 4 to 5 seconds, then slowly exhale. 
· To relax your facial muscles, open your mouth and eyes wide, then close them tightly.

· Visualize Yourself Speaking – Imagine yourself walking confidently to the lectern as the audience applauds. Imagine yourself speaking, your voice loud, clear and assured. 	When you visualize yourself as successful, you will be successful.

· Realize People Want You To Succeed – All audiences want speakers to be:
· Interesting
· Stimulating
· informative and 
· entertaining 
· They want you to succeed - not fail.
· Don't apologize For Being Nervous – 
· Most of the time your nervousness does not show at all. 
· If you don't say anything about it, nobody will notice. 
· If you mention your nervousness or apologize for any problems you think you have with your speech, you'll only be calling attention to it. 
· Had you remained silent, your listeners may not have noticed at all.

· Concentrate on Your Message – not the medium
· Your nervous feelings will dissipate if you focus your attention away from your anxieties and concentrate on your message and your audience, not yourself.

· Turn Nervousness into Positive Energy
· The same nervous energy that causes stage fright can be an asset to you. 
· Harness it, and transform it into vitality and enthusiasm.

· Gain Experience – 
· Experience builds confidence, which is the key to effective speaking. 
· Most beginning speakers find their anxieties decrease after each speech they give.

· If the fear of public speaking causes you to prepare more, then the fear of speaking serves as its own best antidote.

· Remember, "He who fails to prepare is preparing for failure - so Prepare, Prepare, Prepare"

Fear of speaking in public regularly comes high up in surveys of human fears!
· Nerves? What Nerves?
· Nervousness usually feels worse than it looks (that's if people notice at all). 
· Your image of yourself may be worsened by nerves, but it probably does not look that way to others. 
· Your nervousness might not be as bad as you think.

Change your Thinking:
· Live through your nerves, accept them, know the signs of bad nerves, and change your thinking about them. You need to put something between the nervous symptoms and the negative thinking that they can lead to - if you let them.
· Try to focus on your material - not the detail but the 'big picture' - or think about something else entirely. 
· Try thinking about any everyday thing that is not too demanding: 
· What are you going to cook tonight? 
· What shopping do you need? 
· What book are you reading at the moment? 
· Or think of your next holiday.

It's not about You:
· Although your nerves may try to tell you otherwise, the presentation is not really about you. It is about the topic.
· You need to focus the audience's attention on the topic and not on you. 
· So begin with composing yourself so that you can direct the audience's attention to your material.
· Audiences are supportive of people who are nervous. The audience is not your enemy.
· Think about your audience as your supporter. 
· It is not you vs. them. 
· Remember that your listeners want you to succeed. 
· They are not there to trip you up.

Relax:
· Do some deep breathing:
· Holding the breaths for a few seconds
· then letting them out slowly 
· this helps to make the body look relaxed, even if it doesn’t necessarily feel relaxed
· Relax your shoulders. 
· Keep your hands still or do something like reading or making notes.

Start Slowly:
· Allow yourself to speak more slowly than normal, especially at the beginning, so you can collect your thoughts. 
· Look at people and establish a rapport with the audience, by accepting them into the space that you are in charge of: your presentation.
· If you read from a script, look for an opportunity to break from your script early on and talk directly to the audience for a moment.

Forgive Yourself and Move on
· Everyone makes mistakes and there is no perfect presentation. All human communication is full of small breakdowns, glitches and repairs.
· Be forgiving of yourself. 
· You may forget something, make a mistake, cough, forget a word, or lose your bearings momentarily. Don't panic at these moments. Stay calm. Don't let them destroy your presentation. It's only one moment.

Audiences:
· Don't let yourself be distracted by individuals in the audience who give you a hard time while you are talking or who constantly interrupt. If this happens, insist on taking questions at the end. Also, don't be distracted by unusual behavior in the audience. Audiences are, after all, human.
· Imagine any one of your audience fell asleep and start snoring during a 
· Do not take any notice. 
· The rest of the audience, thankfully, did not fall asleep.

Prepare:
· Go to the room early and make sure you have everything you need (projector, memory stick, paper, water). 
· If you have to use a microphone, test it. 
· Look for wires and other obstacles to avoid.
· Plan where you will put your materials and where you will stand so the audience sees both you and your resources.

And enjoy..

· Try to enjoy your presentation and convey interest, enthusiasm or confidence, even if it's a very serious topic. 
· This will relax you and help to get the message across more clearly.

Market Presentation:
[image: ]


This is what irritates people during presentations:
· the speaker was nervous
·  the speaker was disorganised
·  the speaker never looked at me
·  the speaker had bad accent
·  the speaker did not sound enthusiastic
·  the speaker was monotonous
·  the visuals were bad
·  I was irritated by his/her clothing
·  the speaker was speaking too softly
·  the speech was confused; I didn’t know what 
   He/she was trying to tell me

So…. Different aspects:
To avoid any negative outcome the following aspects are important in making a presentation:
· reparation and planning
· Language of presentations
· Visuals/equipment
· the presentation itself

 
Preparation at home:
When you plan your presentation you need to answer the following questions:
· Who is my audience 
	(How much do they know about my topic?)
· How am I going to organize my topic? 
	(it needs to tell a story)
· How long should my presentation be? 
	(You will have time limits and you need to say everything within that limit)
· What visual support shall I use? 
	(PowerPoint, transparencies, models, objects...?)








Introduction:
During the introduction you need to achieve the following aims:
 (
Gain 
A
ttention
Attract 
I
nterest
Create 
D
esire
Stimulate 
A
ction
)










Getting started - greeting the audience:
What you need to do first is to greet your audience. Here are some useful phrases:
· Good morning, ladies and gentlemen.
·  Welcome to my presentation.
·  It’s very nice to see you all here today.
·  Can we get started?
·  Let me say just a few words about my background...

Making an effective opening:
There are several ways how to attract the audience right from the beginning. Think of 
one of the following techniques to introduce your talk:
· Give them a problem to think about (Suppose you... Why is it that...)
·  Give them some amazing facts.(Did you know that ...)
·  Give them a story or a personal anecdote (stories always atract attention) 
·  Use a citation (if you want to start on a more philosophical note) 
·  Make a funny remark (but be careful with humour, not all jokes work well)
·  Record a music piece perhaps (if appropriate for the topic)

Some useful phrases:
· What I want to do this morning is to …..
· My talk will take about 30 minutes.
· During my presentation, I’m going to be focusing on four main areas.  
· I’ll be giving out copies of my transparencies at the end.
· If you have any questions, or comments you’d like to make, please don’t hesitate to stop me


Adapting the Language:

Chemistry
Chemistry is an area of study which touches human life at innumerable points.  It is the science which forms a bridge between physics and biology as well as between earth sciences and life and medical sciences. It is therefore a central science which holds the key to an appreciation and understanding of life cycles on the one hand through to man-made processes on the other.
       
Just look at the example above: it has been taken from a course-book. It was meant for reading and not for speaking. You cannot possibly use the same text for speaking. The language is much too condensed and complicated, the sentences are too long, and difficult to follow. The same idea can be simplified by paraphrasing, as for example:

       Chemistry is a science which touches our lives at many points.  It forms a bridge between physics and biology, earth sciences and medical sciences. We can say that with chemistry we can better understand life cycles  on the one hand, and man-made processes on the other.

Signposting:
When you drive on roads you follow the signs and you cannot get lost. Similarly, when you give a presentation, you need to give signals to your audience to know where they are and what is coming next. They know it because you tell them by giving signposts at the beginning and all along the way. This technique is called 'signposting' (or 'signalling'). 
Look at this example:

















 (
I’d like to...
Let’s consider
..
Let me now turn to...
To go back for a moment...
Let’s take a look at
..
)





















"I'll start by describing the current position in Europe. Then I'll move on to some of the achievements we've made in 
Asia. After that I'll consider the opportunities we see for further expansion in Africa. 
Lastly, I'll quickly recap before concluding with some recommendations." 

PRESENTER AS AN “ACTOR”
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· http://www.ljlseminars.com/anxiety.htm
· http://presenting2007.blogspot.com/2007/02/notes-on-being-nervous.html







Chapter 31
Sample Presentations



	










Winners of World’s Best Presentation Contest:
· You will see, the use of:
· pictures and graphics
· big fonts, and 
· minimal text is common
· These great designs will give you some inspiration for your power point presentations.

Best Presentation Secrets:
1. What is the one big idea you want to leave with your audience? It should be short, memorable, and in subject-verb-object sequence.
2. Identify why you're excited about this topic/company/product/feature, etc.
3. Write out the three messages you want 	the audience to receive, and develop metaphors and analogies in support.
4. Include a demonstration if your product 	topic lends itself to such. E.g.  Pull the product out of your pocket if it is 'pocket-sized.'
5. Invite partners and customers to participate.
6. Include video clips if helpful, but limit to 	three minutes or less.
7. Answer the "Why should I care?" that's in the audience's mind. Have a passion for creating a better future.
8. Having an enemy (e.g. IBM, Microsoft) 	helps visualize 'the problem' you're solving.
9. Simplify your presentation (and products).
10. Make numbers meaningful – e.g. "Stores 1,000 songs," not "5 GB memory."
11. Don't use 'bullet-point' style visuals; 	instead, use short phrases that accompany your talk, or pictures.
12. Practice, practice, practice - and ask for feedback.

Developing The Attitude of a Successful Public Speaker 1:
· Remember that you know your subject
· Know your material well. Be the expert.
Your primary duty is 
· to understand what your audience needs to know
· and prepare the message and supporting materials in a way that delivers your message clearly and powerfuly

Developing The Attitude of a Successful Public Speaker 2:
· Remember that the stage fright is normal,  and be open about it
· Practice your presentation, do pilot tests
· Get the audience to participate
· Establish a rapport by using names & eye contact
· Establish & check the equipment

Developing The Attitude of a Successful Public Speaker  3:
· Research your audience, get acquainted with at least one or two audience
· Relax, breathe deeply, visualize yourself successfuly
· Dress comfortably and appropriately
· Use your own style. Do not imitate anyone
· Use audiovisual aids, for a visual impact

Planning:
The most critical step in preparation is
understanding the purpose
· Why am I giving this presentation?
· What do I want the audience know or to do at the end of the presentation?
· How do I want the audience to feel?

Know your audience:
· Why should they listen to you?
· How does what you say affect them?
· What is in it for them to listen to you?
· Why is it important for the audience to hear what you have to say?
· Collect information about what the audience expect to hear.

Sections of a Presentation:
There are 3 sections of a presentation
1. Introduction
2. Main Body
3. Conclusion

1. Introduction:
· For taking the attention and convincing them to listen to you.
· Never apologize for anything wrong.
· Make your audience think that they are going to be informed, entertained or enlightened.
· Start your spech with power.


Main elements in Introduction 1:
· Begin your talk with an attention getter. With an interesting story or a question
· Next, tell what is in it for them: Let them know that your information is relevant to their needs.
· Increase your credibility by relating something about your background and expertise

Main elements in Introduction 2:
· Present yor agenda: the outline
“Tell them what you are going to tell them,
Tell them, and
Tell them what you just told them”
· What do you expect of the audience
Inform them on question-answer session etc.

2. Main Body 1
· Deliver what you promised in the shortest and most interesting way
· Keep in mind in structuring your message that 
1. Attention cycle & 
2. Pacing
· Use repetition for remembering

2. Main Body 2:
· Use stories and examples for connection & association
· Use intensity by tone of your voice, colors and bolds are for visual intensity
· Use visuals, hands, graphics, statistics, group participation etc

Conclusion:
· Repeat your main idea or begin with
“Let’s review the main points we’ve covered”
· Last opportunity to emphasize main points.
· Must be strong and persuasive.
· You call for and encourage appropriate action

To Do in Visuals:
· Check equipment
· Present one idea per slide
· Use dark background and light lettering
· Use maximum 6 lines per slide
· Use maximum 6 words per slide
· Keep slides simple

Avoid in Visuals:
· Crowd information
· Turn your back to audience
· Just reading lines like notes
· Go back in slides for repeating
· Turn off the lights any longer than necessary

References:
· http://www.free-power-point-templates.com/winners-of-worlds-best-presentation-contest/
· http://presentinenglish.com/returning-to-one-of-the-best-presentations-ever
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Writing Skill
· Writing skills are an important part of communication.  
· This is a Productive Skill.
· Good writing skills allow you to communicate your message with clarity and ease to a far larger audience than through face-to-face or telephone conversations.

Formal and Informal Writing
· Formal Writing Rules
· Do not use the first or second person (I, my, we, us)
· Do not use contractions (can’t, won’t, doesn’t)
· Do not use metaphors or figures of speech
· Avoid saying “The essay will discuss...” or “In my opinion...”
· Avoid using “a lot”. If you do use it, take care not to repeat it often.
· Avoid redundancy and repetition. 
· Be specific. Do not be vague. Do not use words such as “things” or “many examples”. 
· Always follow MLA format
· Font Style: Use size 12 pt font, Times New Roman, and standard 1” margins
· EDIT, EDIT, EDIT!
· Save your rough work.
· When writing about literature, always write in the present tense.
·  I.e. “The  Hamlet is a novel of Shakespeare” not “The  Hamlet was a novel of Shakespeare”. 
· Essays should be submitted with one staple in the top left hand corner. Do not put them in folders. 

· Three Stages of the Writing Process
Pre-writing		-	Planning
Writing		-	Drafting, Editing, Revising
Re-writing		-	Finishing

· Remember, Writing is a Process
· Every writing assignment is practice for the next one
· Writing takes time
· Go through every step of the process
· Focus on your ideas first 
· Focus on grammar and spelling last
· Get feedback from a peer, instructor, or tutor

What is a paragraph?
It is a group of sentences that introduces, presents and develops one main idea about the topic.
It can be divided into three major 	parts. 
·  	Topic Sentence (Beginning)
·  	Supporting Details (Middle)
·  	Closing Sentence	(End)

What is an Essay? :
An essay is an organized 	collection of your thoughts on a particular topic. An essay consists of three major parts:
1. Introduction
2. Main body
3. Conclusion
The word “essay” is derived from the Latin verb “exigere”, which means to:
· Examine
· Test 
· Drive out
What could the purpose of an essay be given this definition?

What makes a good essay?
· Well written: 
· grammatical; 
· correct spelling and punctuation; 
· good sentence structure
· paragraphing and use of linking words and phrases
· Fully referenced using Harvard system

Types of Essay Outlines
There are many different kinds of essays. The following are a some of the most common ones:
Descriptive Essay
Definition Essay
Compare and Contrast Essay
Cause and Effect Essay
Narrative Essay
Argumentative Essay
Critical Essay
Evaluation Essay
Analysis Essay
Reflective Essay
Expository Essay
Literature Essay
Personal Essay
Descriptive Essay 
The descriptive essay provides details about how something looks, feels, tastes, smells, makes one feel, or sounds. It can also describe what something is, or how something happened. These essays generally use a lot of sensory details. The essay could be a list-like description that provides point by point details.
 		Examples: A descriptive essay could describe . . .
		* A tree in my backyard; 
		* A visit to the children's ward of a hospital; 
	2.	Definition Essay
A definition essay attempts to define a specific term. It could try to pin down the meaning of a specific word, or define an abstract concept. 
Examples: A definition essay may try and define . . .
* The meaning of an abstract concept, like love;
* The true meaning and importance of honesty; 
* How the meaning of family goes deeper than just your blood relatives. 

	3.	Compare/Contrast Essay
The compare/contrast essay discusses the similarities and differences between two things, people, concepts, places, etc. 
· A comparison essay usually discusses the similarities between two things
· The contrast essay discusses the differences.
 		Examples: A compare/contrast essay may discuss …
* The likenesses and differences between two 	places, 	like New York City and Los Angeles; 
* The similarities and differences between two 	religions, like Christianity and Islam; 
* Two people like my brother and me 
 
12. Cause/Effect Essay
The cause/effect essay explains why or how some event happened, and what resulted from the event. 
· A cause essay usually discusses the reasons why something happened
· An effect essay discusses what happens 	after a specific event or circumstance.
Examples: A cause/effect essay may explain . . .
		* Why a volcano erupts, and what happens afterwards; 
13. Narrative Essay

The narrative essay tells a story. It can also be called a "short story." 
·  Conversational in style
·  Tells of a personal experience
Examples: A narrative essay could tell of ...
* My brother's and my fishing trips; 
* A boring trip to the grocery store; 
* My near-death experience at the beach. 
14. Argumentative Essay 

An argumentative essay is one that attempts to persuade the reader to the writer's point of view. The writer can either be serious or funny, but always tries to convince the reader of the validity of his or her opinion. 
Examples: An argumentative essay may persuade a reader that . . .
		* He or she should use public transportation instead of driving 
		* Cats are better than dogs 
15. Critical Essay

A critical essay analyzes the strengths, weaknesses and methods of someone else's work. 	A critical essay can be written about another essay, story, book, poem, movie, or work of art.
Examples: A critical essay may analyze . . .
* How Shakespeare presents the character, Hamlet, in 	his play, Hamlet;
* The strengths and weaknesses of the movie, Bol;
* The use of color in Monet's painting, Sunflowers. 
16. Evaluation Essay

· Each day we face various facts and scenes, and to act adequately we need to develop our assessment of them. 
· Writing an evaluation essay is a good way to size up a certain item, phenomenon, entity, or any other object.
 		Examples:
* A vacation spot;
* A new restaurant;
* An educational website; 

17. Reflective Essay
· In reflective essay, you express your thoughts and emotions about certain events or phenomena. 
· Writing this type of essay is good training to sharpen your critical thinking skills, as well as your ability to develop and express opinions on a particular topic.
Examples:
* A trip to an exotic place;
* A book that you have recently read;
18. Analysis Essay
An analysis essay assumes that you break a larger subject into subcategories
· then examine each subcategory to form an opinion about the whole
· explain how each subcategory is interrelated and come up with your own conclusions
Examples:
* Economic crisis and the rate of unemployment;
* Replacing School Textbooks with Laptops 
19. Expository Essay
They are pieces of scholarly writing which describe or examine a process of some kind in a comprehensive way:
· analyze a concept
· describe and explore a written work or an event; 
· explain detailed instructions or a description of a method or procedure
Examples:
* The Influences of Culture and Environment
*The Internet and Society

What is an essay exam?
· A test in which you write an essay or a certain number of paragraphs in response to a question.
· It helps the teacher check your ability to organize and write paragraphs or an essay.

Presentation Skills 
· Introduction
· Planning Your Presentation
· The Presentation Sequence
· Effective Presentation Techniques
· Creating Effective Visual Aids
· The ‘Three’ Stage Process

Tips for Presentation Skills
· Delivery of Presentation
· Presentation Content
· Presentation Design
· Handling Questions and Answers, and finally 
· the proper use of Humor

Dos and Don’ts

Do:
· Be brief 
· no more than 8 bullets/points per slide
· Use appropriate fonts: 
· big (min. 28pts) and clear (sans-serif). If possible, test your slides: 
· run the slide show and see if you can read your slides from the last row of the room where you will be presenting.
· Use appropriate colors
· not too bright, high contrast, consistent. 
· Remember that what looks good on your monitor does not necessarily look good on the big screen.
· Create contrast using font size, colors

DON’TS
· Put everything you present on the slides. 
· Remember that slides are just a visual aid -- if you overload them, the audience will end up trying to read the slides and not paying attention to you.
· Use different colors / fonts on every single slide.
· Use bright background colors that will strain your audience's eyes
· Use too many animation effects! 
· They are VERY distracting for the audience and make you look like a show-off. Use animation only to make a point and not to make your presentation more interesting (use content to do that!)





Presentation Sequence:
The ‘Three’ Stage Process


Nonverbal Communication:
· Introduction to Communication
· Components of communication
· Verbal
·  nonverbal 
· Para verbal
· Definition of nonverbal communication
· Exercise
· How to work on Nonverbal Communication during Presentations?
· First Impressions
· Eye contact
· Smiles are powerful
· Gestures
· Body postures and orientation
· Hand and arms
· Proximity
· Voice
· Body language as a tool
· Sincerity
· Reading your Audience
Verbal Communication:
· Tips to improve your verbal communications skills
· 7 C’s of Communication
Completeness 
· Conciseness 
· Consideration 
· Clarity 
· Concreteness 
· Courtesy 
· Correctness
· Effective verbal communication

Visual Aids
· What are visual aids?
· Why use visual aids?
· Purpose of visual aids
· 10 Tips for Using Visual Aids
· Contingency plans
· Example: Designing and using Visual Aids

How to Overcome Nervousness When Doing PowerPoint Presentation? Think of it as the 9 P's
Prior Proper Preparation
Prevents Poor Performance
of the
Person Putting on the Presentation.

[bookmark: _GoBack]How to Overcome Nervousness When Doing PowerPoint Presentation?
· Change your Thinking
· Its not about you; its about the subject
· Relax
· Start slowly
· Forgive Yourself and move on…
· Audiences
· Prepare
· And ENJOY!!!
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Web Resources
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great for finding
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find free images
open to public use

3. Slideshare.net -
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approach the same
idea

Credit your sources*

Works Used & Consulted

Huber, Elaine. “PPT Dos and Don'fs.”
accessed Oct. 25, 2010.
hitp://www slideshare.net/elainehub
er/ppis-dos-and-donis.

Desjardins, Jes: teal this

O%enklﬁo accessed Oct. 22,
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Marcello, Tom. “Dizzy Gillespie — contact
sheet.” accessed Oct. 26, 2010.
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*Images can be sited throughout the presentation or
on the very last slide
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*Students will be able to discuss five ways in‘which
presentation aids help communicate ideas to:an
audience.

*Students will be able to describe the use of three-
dimensional presentation aids.

*Students will be able to identify ways of producing and
using two-dimensional visual aids.

*Students will'be able to discuss the uses of:
presentation aids.

*Students will able to identify guidelines for developing
presentation aids. Students will be able to identify
guidelines for using presentation aids.
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*Presentation aids enhance understanding.

*  Offive senses, more is learned visually than all other
senses combined.

*  Because of TV viewing habits, audiences are visually
oriented.

«Presentation aids enhance memory.

*Presentation aids help listeners organize ideas:

*Presentation aids help gain and maintain attention.

*Presentation aids help illustrate a sequence of events or

procedures.




image41.png
@”ﬁation R Category 1

*Actual objects add listener interest
because they are tangible, real, and can be
touched, smelled, and tasted as well as
seen.

*Models, which can suggest the real thing
*People can'serve as excellent presentation
aids. The speaker is his or her own best
presentation aid.
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“Drawings are common two-dimensional presentation aidss

+Photographs can be excellent presentation aids.

“Slides can serve a visual purpose well, provided you have projector and
screen

* Maps, f enough magnification is possible, typically nterest audiences.
~Graphs present useful statistical information in an easy-to-understand
format.

~Charts summarize and present a great deal of infofmation in a small amount
of space.

+Flip Charts are commonly used in business presentations andtraining
sessions

“Whiteboards i stil the most readily available visual, or presentational aid.
+Overhead Transparencies are popular.

« Computer-generated presentation aids are images, words, charts and
graphs designed and presented with the help of computer graphics software.
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* Audio-visual aids have graduated; in place of passively
instructing or entertaining us, we may now use them:
to actively support ideas,

* Videos and audio clips are aloud in presentations with
the following criteria

1. All video and audio clips must be 30.seconds or less

2. All.video and audio clips must be appropriate in
content

3. Audio clips must be clearlyheard by all audience
members

4. Video clips must be clearly seen and heard by all
audience members
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*MAKE IT EASY TO SEE!

*Keep sights and sounds simple.

*Group related elements into visual aidss

*Establish a consistent graphic theme:

+Choose a typeface with care.

*Vary font sizes with care.

*Use color to create a mood and sustain attention:
*Use black and white effectivelys

*Don’t detract from the message.




image45.png
waking presentatlon,





image46.wmf

image1.gif
INPUT  OUTPUT

-@ ®-

listening speaking

>@ “o-

EnolishClub reading writing





image2.jpeg
A Communication Model

. Encode . Decode ‘
— e

Sender Channel Receiver




image3.jpeg
Internal and
‘Semantic noises @

External noises




image4.gif




image5.gif




image6.gif




image7.gif
1 didnL SAYWM were SﬁAPl‘d K

\\I OMYHL Sdﬂ YOMW@VC S,LMPJO( y
T didn4 S4Y You were STUPTD,"





image8.gif




image9.jpeg




image10.jpeg




image11.png
Basics in a Box





