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Objectives

By the end of the course, students will be able to :

® set academic goals, apply effective learning strategies, and demonstrate
achievement in their courses.

® demonstrate independent learning skills and apply critical thinking in academic
and real-life contexts.

® develop and apply reading, writing, and research methodology skills effectively.
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Chapter 03 : Task-Management Skills

Chapter 03 : Task-
Management SKkills

1. Lesson 01 : Note-Taking and Memory

Objectives : By the end of the lesson, ;students will be able to :

- Demonstrate effective note-taking strategies.

- Apply effective memory strategies.
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Lesson 01 : Note-Taking and Memory
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Note-Taking

The practice of recording key points, information,
or ideas from a lecture, seminar....

- Be selective
- Stay organized
- Use abbreviations
- Review and revise

- The Cornell Method Definition
- The outline Method
- The Mapping Method
- The Chartng Method ;

TipSee——
The Sentence Method | Methods

Note-taking

- Regular exercise
- Proper nutrition
- Adequate sleep
- Mental exercise
- Reducing stress

Memor

y It refers to the mental processes
that allow

individuals to store, retain

and recall information

Strategies Definition

Techniques Types

- Chunking
- Mnemonic Devices - Sensory Memory
- Visualization - Short-term Memory
- Spaced repetition - Long-term Memory
- Story telling - Working Memory

1.1. Note-Taking

/* Definition: Definition of Note-taking

Note-taking refers to the practice of recording key points, information, or ideas from a lecture, seminar,
reading material, or any other source of information. It is a method used to help individuals retain information,
organize it for future reference, and actively engage with the content being learned.

General Tips for Effective Note-taking

1. Be Selective:

o Focus on the most important points and concepts.

o Don't try to write everything down verbatim—paraphrase and summarize.
2. Use Bullet Points or Numbered Lists:

o Organize information logically to make it easier to review.

o Lists help you break down complex ideas and make them easier to digest.
3. Use Headings and Subheadings:

o Use clear headings and subheadings to distinguish between major topics and subtopics.
4. Review and Revise Notes:

o Review your notes after class or reading to fill in gaps.

o Revising shortly after taking notes reinforces the material.

5. Stay Organized:

o Keep notes from different subjects or topics in separate notebooks or sections.



Note-Taking

o Date and label your notes for easy reference.
6. Use Visual Aids:
o Diagrams, charts, and tables can help clarify relationships and complex ideas.

o Color coding can also make key points stand out.

X Method:Note-taking Methods

1. The Cornell Method:

o Divide the paper into three sections: a narrow left column for cues, a wide right column for notes, and a

bottom section for a summary.

o After the lecture or reading, review your notes and write key points or questions in the left column and

summarize the material at the bottom.

2. The Outline Method:

o Organize notes hierarchically by topic, subtopic, and supporting details.

o Use bullet points or numbers for better structure.

o Ideal for lectures with a clear and organized structure.

3. The Mapping Method:

o Create a visual representation of the material by drawing a concept map or mind map.
o Useful for complex subjects or when trying to visualize connections between ideas.

4. The Charting Method:

o Create columns to compare and contrast information. This method is great for subjects with a lot of data or
categories.

o Each column represents a different category, and you fill in the relevant information under each heading.
5. The Sentence Method:
o Write down every new idea or fact as a complete sentence.

o This method is useful for fast-paced lectures or when there's no clear structure.

& Complement:Note-taking vs. Note-making

o Note-Taking: Refers to the act of writing down information that's being presented, whether in lectures,

readings, or discussions. It's typically a passive activity where the listener or reader is recording the information.

o Note-Making: Involves actively processing and organizing the information while writing it down. It requires
a deeper engagement with the material, which often results in better understanding and retention. Note-making
might include summarizing, interpreting, and reflecting on the content, leading to a more personalized record of

the material.

Taking Notes from Written Materials

1. Preview the Material:
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Note-Taking

o Skim through the material before you start reading in-depth. Look for headings, subheadings, and key terms
to get an idea of the structure and main points.

2. Highlight Key Points:

o Use highlighters or underlining to emphasize essential information, but avoid overdoing it. Focus on concepts,

definitions, and key ideas.
3. Summarize:

o After reading a section, summarize the main points in your own words. This will help you digest the material

and ensure you understand it.

4. Use Margins for Annotations:

0 Write brief comments or questions in the margins to reflect on the material as you read.
5. Take Organized Notes:

o Follow a method like the Cornell or Outline method to structure your notes clearly. This will make it easier to

review later.

Taking Notes from Lectures and Seminars

1. Prepare in Advance:

o Review any materials or outlines provided before the lecture so you know what to expect.
o Have a plan for how you'll take notes (e.g., Cornell Method, Outline Method).

2. Write Down Key Points:

o Focus on capturing the main ideas, key concepts, and any examples provided by the lecturer. You can always

clarify details later.
3. Use Abbreviations and Symbols:

o Develop a system of abbreviations or symbols that work for you to speed up note-taking (e.g., “—” for "leads

"o

to," “w/” for “with”).
4. Leave Space:

o Leave space for adding extra notes or clarifications later, especially if you need to check the material again or

ask the lecturer for clarification.
5. Review and Edit:

o After the lecture, review and revise your notes to fill in gaps. If anything was unclear, try to fill in the details

while the lecture is still fresh in your mind.

> Complement:i. Abbreviations, Symbols, and Acronyms for Note-Taking

Abbreviations and symbols can help you take faster and more efficient notes. Here are some common examples:
e Abbreviations:

o w/ = with

0 w/o = without

o T = increase



Memory

o | = decrease

0 eg = example

o i.e. = that is (explanation)

0 VS = versus

o aka = also known as

0 approx = approximately

e Symbols:

0 — = leads to, results in

o ==1is equal to

0 # = is not equal to

o A = change, difference

0 = number or topic

o .. = therefore

o0& =and

e Acronyms:

0 NASA = National Aeronautics and Space Administration
0 ASAP = As Soon As Possible

o FAQ = Frequently Asked Questions
o DIY = Do It Yourself

o0 SWOT = Strengths, Weaknesses, Opportunities, Threats (used in business analysis)
1.2. Memory

/* Definition: Definition of Memory

Memory refers to the mental processes that allow individuals to store, retain, and recall information. It involves
various functions, such as encoding, storing, and retrieving information, which are essential for learning,

problem-solving, and daily activities.

Types of Memory

Memory can be classified into different types based on duration and the type of information processed.
1. Sensory Memory

* Definition: Sensory memory is the brief retention of sensory information (sight, sound, touch, etc.) after the

stimulus has been removed.
* Duration: Very short (a fraction of a second to a few seconds).

» Example: Remembering the image of an object after you blink or recalling the sound of a bell briefly after it

rings.

2. Short-Term Memory (STM)



Memory

* Definition: Short-term memory holds information temporarily for immediate processing and manipulation.
* Duration: A few seconds to minutes (typically 15-30 seconds).

* Example: Remembering a phone number long enough to dial it or the words in a sentence you're reading.
3. Long-Term Memory (LTM)

* Definition: Long-term memory stores information for extended periods, from hours to years, and can retain

vast amounts of data.

* Duration: Hours to a lifetime.

* Example: Remembering your childhood home address or the name of your first pet.
4. Working Memory

* Definition: Working memory refers to the system that temporarily stores and manipulates information for

cognitive tasks such as reasoning, problem-solving, and comprehension.
e Duration: A few seconds to minutes.

e Example: Solving a math problem in your head or holding information while following directions.

Method:Memory Techniques

Effective memory techniques can help improve information retention and recall.
1. Chunking

¢ Definition: Chunking involves grouping information into larger, meaningful units (chunks) to make it easier
to remember.

* Example: Breaking a long string of numbers (e.g., 149217) into smaller chunks (e.g., 149-217).
2. Mnemonic Devices
* Definition: Mnemonics are memory aids, often using associations, acronyms, or rhymes to improve recall.

* Example: Using the acronym ROYGBIV to remember the colors of the rainbow (Red, Orange, Yellow,
Green, Blue, Indigo, Violet).

3. Visualization

* Definition: Visualization involves creating vivid mental images to associate with the information you want to

remember.

* Example: To remember a name like "Charlie," imagine a cartoonish character named Charlie holding

something relevant to you.
4. Spaced Repetition

o Definition: Spaced repetition is the practice of reviewing information at increasing intervals to enhance long-

term retention.
o Example: Reviewing flashcards for a subject, with reviews happening after 1 day, 3 days, 7 days, and so on.
5. Storytelling
e Definition: Creating a story or narrative that links facts or concepts together in a logical or imaginative way.

e Example: To remember a list of items, make up a story involving those items.
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Practice

<= Advice:How to Improve your Memry

Improving memory involves adopting good lifestyle habits, practicing memory techniques, and maintaining

mental agility.
1. Regular Physical Exercise

o Why it helps: Exercise increases blood flow to the brain, supports the growth of new brain cells, and can

improve both short-term and long-term memory.
e Example: Engaging in aerobic exercise like walking, running, or swimming regularly.
2. Proper Nutrition

e Why it helps: A healthy diet rich in antioxidants, omega-3 fatty acids, and vitamins can improve brain

function and memory.
o Example: Eating foods like fish, nuts, berries, leafy greens, and whole grains.
3. Adequate Sleep

e Why it helps: Sleep is crucial for memory consolidation, the process where short-term memories are
transferred to long-term storage.

e Example: Aim for 7-9 hours of quality sleep each night.
4. Mental Exercise

e Why it helps: Just as physical exercise strengthens the body, mental exercise strengthens the brain. Engaging

in activities that challenge the brain helps build memory and cognitive skills.
e Example: Solving puzzles, reading, learning a new language, or playing memory games.
5. Reducing Stress

e Why it helps: Chronic stress can impair memory and learning by affecting the hippocampus (the brain

region responsible for memory formation).

e Example: Practice relaxation techniques like deep breathing, yoga, or mindfulness to reduce stress.

6. Social Interaction

o Why it helps: Socializing keeps the brain active and can help improve memory and cognitive function.

e Example: Engaging in meaningful conversations and group activities with friends, family, or colleagues.

7. Practice Mindful Learning

* Why it helps: Focusing on the information and breaking it down into manageable chunks improves retention.

» Example: Try methods like active recall, where you actively retrieve information from memory rather than

passively reviewing notes.

1.3. Practice

Exercice
Note-taking refers to the practice of recording points, information, or from a
lecture, seminar, 1, or any other source of information. It is a used to help
individuals retain , organize it for future reference, and actively engage with the content being
learned.
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Lesson 02 : Managing Assignments

Exercice

AmongNote-taking methods
O The Cornell Method
O The Charting Method

O The Sentence Method

Exercice

What is Memory ?

Exercice

To improve your memory, you should
O Stop physical exercise
O Sleep well

O Eat unhealthy food

2. Lesson 02 : Managing Assignments

Objectives : By the end of the lesson, students will be able to :

- Plan assignments schedules and timelines.
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What is Assignment Management ?

| Start early

Stay organized ‘

’ Understand the assignment ‘

’ Break down the assignment ‘ Avoid multitasking ‘

Managing
Assignments

Review and revise ‘

’ Set realistic goals

Submit on time ‘

‘ Create a schedule

‘ Gather resources early

2.1. What is Assignment Management ?

/" Definition

Assignment management refers to the systematic and efficient organization, planning, and execution of tasks or
projects assigned within an academic or professional setting. It involves skills such as interpreting assignment
instructions, setting realistic timelines, prioritizing tasks, and employing strategies to ensure the successful
completion of assignments. Effective assignment management aims to optimize productivity, enhance

comprehension, and meet deadlines while maintaining a balanced and structured approach to the workload.

2.2. The Nature of the Task

Successful students tend to spend more time at the start of an assignment, working out exactly what is required.
Before launching into any piece of work, take time to clarify exactly what is required and plan your approach.

Being clearly focused from the outset will save you time later.

1 Analyse the assignment brief.

How many parts are there to the question? What is really being asked?
2 Consider the purpose of the task or assignment.

Why this particular topic? Why this particular wording? Is the assignment one that is always set on your course
because it covers essential background? If so, what do you really need to know? Or is it topical, related to

recent research or an issue in the news? If so, what is the issue?

3 Consider your end-point.

What should your work look or sound like when it is finished?

4 Use marking/grading criteria.

Display them where you can see them; use them to guide your work.

5 Plan and scale your research to fit your time and the word limits.

Consider what is expected, given the length of the assignment. Be realistic in how much you plan to read, note

and write.
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Steps to Manage Assignments Effectively

2.3. Steps to Manage Assignments Effectively

T

A

Method

1. Understand the Assignment
e Carefully read the instructions: Before starting, ensure you understand the task, format, and requirements.
¢ Clarify any doubts: If anything is unclear, ask the instructor for clarification.

* Note the key components: Identify the type of assignment (essay, research paper, presentation, etc.) and any

specific guidelines (length, citation style, etc.).
2. Break Down the Assignment

* Divide the task into smaller steps: Breaking down large assignments into smaller, manageable steps can make
the task feel less overwhelming.

o Example: For a research paper, the steps might include:

1. Researching the topic

2. Outlining the paper

3. Writing the introduction

4. Writing the body paragraphs

5. Writing the conclusion

6. Editing and proofreading

* Assign deadlines to each step: Give yourself deadlines for each smaller task to ensure you stay on track.
3. Set Realistic Goals

* Be specific: Set clear, measurable goals for each step of the assignment.

* Be realistic about time: Estimate how much time each task will take and allow time for unexpected delays.

* Prioritize: Focus on the most urgent tasks first, especially if you have multiple assignments due at the same

time.

4. Create a Schedule

 Use a calendar or planner to keep track of your deadlines and schedule study time.

* Allocate dedicated time for each part of the assignment, and stick to your schedule.

* Include breaks in your schedule to prevent burnout and maintain focus.

5. Gather Resources Early

« Start research early: Collect relevant materials (books, articles, websites) well before the deadline.

* Organize your materials: Keep track of sources and references as you go, so you don't waste time searching

later.

* Use credible sources: Make sure the sources you use are reliable, accurate, and relevant to the assignment.
6. Start Early

* Avoid procrastination: The earlier you start, the more time you'll have to refine and improve your work.

* Set aside dedicated time each day to work on your assignment, even if it's just for 30 minutes.
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Common Pitfalls to Avoid

7. Stay Organized

» Keep everything in one place: Use folders (physical or digital) to keep your research, notes, and drafts

organized.

* Use tools like to-do lists, checklists, and task managers (e.g., Trello, Todoist) to track your progress.
* Create an outline: Organize your ideas logically to make your writing process smoother.

8. Avoid Multitasking

* Focus on one task at a time: Multitasking can reduce productivity and increase mistakes.

* Minimize distractions: Turn off notifications, avoid social media, and find a quiet place to work.

9. Review and Revise

e Allow time for revision: Make sure to leave time after completing the assignment for revision and
proofreading.

* Check for clarity, structure, and grammar: Ensure your ideas are well-organized, and your writing is clear and
error-free.

* Seek feedback: If possible, ask a peer or tutor to review your work before submission.
10. Submit on Time

* Avoid last-minute rush: Ensure that your assignment is ready well before the due date to avoid unnecessary

stress.

* Check submission guidelines: Ensure your assignment is submitted in the correct format and through the right

platform (e.g., email, online portal).

* Double-check for errors: Make sure everything is in order before submitting.

2.4. Common Pitfalls to Avoid

1. Procrastination: Waiting until the last minute creates unnecessary stress and compromises quality.
2. Overloading Yourself: Trying to do too much at once can lead to burnout. Know your limits.
3. Ignoring Instructions: Always follow the assignment guidelines exactly as instructed.

4. Neglecting to Proofread: Submitting work without reviewing it for errors can lower your grade.

2.5. Tips for Staying Motivated

<= Advice

1. Reward Yourself: After completing a task or meeting a deadline, reward yourself with something enjoyable
(e.g., a break, a treat, or a fun activity).

2. Visualize Success: Keep the end goal in mind. Imagine the satisfaction of completing your assignment on
time and to a high standard.

3. Stay Positive: Maintain a positive attitude and remind yourself that completing assignments is a step towards
achieving your academic goals.
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Lesson 03 : Revision for Exams

2.6. Practice

Exercice

Among the pitfalls you should avoid when managing assignments
O Procrastination

O  Setting priorities

O Using Pomodoro technique

O

Overloading yourself

3. Lesson 03 : Revision for Exams

Objectives : By the end of the lesson, students will be able to :

- Illustrate revision strategies.
- Schedule preparation for exams
- Set strategies to deal with exam stress

Exam Preparation Strategies:

Revision Strategies: - Know the exam format

- Start early - Organize your study material
- Create a revision timetable Exam - Create a revision plan
- Active recnlll Revisicn strategies - Practice past papers and mock exams
- Spaced repetition - Focus on key topics and concepts

- Practice past papers strategies

- Break down the material
- Use a variety of revision techniques
- Teach someone else
- Take regular breaks
- Stay healthy strategies
to manage stress

- Use active revision techniques
- Manage your time effectively
- Read the instructions carefully
- Answer easy questions first
- Stay calm and positive

Managing exam stress:
- Plan and prepare
- Practice deep breathing
- Stay active
- Get enough sleep
- Stay positive
- Avoid last-minute cramming
- Talk about your stress
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Why is Revision Important ?

3.1. What is Revision ?

/* Definition

Revision is the process of reviewing, refining, and reinforcing what you've learned in preparation for an exam
or an assessment. It involves going over your study materials, consolidating your knowledge, and ensuring that

you can recall information accurately when needed.

3.2. Why is Revision Important ?

® Reinforces Learning: Helps you retain information for a long time.
» Improves Understanding: Allows you to review difficult topics and fill in gaps in your knowledge.
* Boosts Confidence: Preparation increases confidence and reduces anxiety on exam day.

* Prevents Cramming: With consistent revision, you avoid last-minute stress and information overload.

3.3. Revision Strategies
;\ Method

Effective revision is essential for performing well in exams. The goal is to retain and understand the material,
rather than just memorizing it. Below are some proven revision strategies to help you prepare effectively for

exams.
1. Start Early

* Why? Early revision allows you to break down large chunks of material into smaller, manageable sections. It

also helps avoid last-minute cramming, which can increase anxiety and reduce retention.

e How? Begin your revision at least 3-4 weeks before the exam. Create a detailed revision schedule that
spreads the workload over time.

2. Create a Revision Timetable
e Why? A timetable helps ensure that you cover all topics and gives you a clear structure.

* How? Plan out your revision for each subject, allocating specific days for particular topics. Make sure to

include time for breaks and personal activities to prevent burnout.
3. Active Recall

e Why? Active recall involves testing yourself on the material, which strengthens memory retrieval and
improves long-term retention.

e How? After reviewing a topic, close your books and try to recall everything you remember. Use flashcards,
mind maps, or self-quizzes to help reinforce key concepts.

4. Spaced Repetition

e Why? Spaced repetition involves reviewing material at increasing intervals, which reinforces memory and
prevents forgetting.

o How? Review what you've learned after 1 day, 3 days, 7 days, and so on. Using apps like Anki or Quizlet can
help manage spaced repetition.

5. Practice Past Papers

T



Understanding Exams
o Why? Practicing past exam papers familiarizes you with the format and types of questions that might appear
in your exam.

o How? Attempt past papers under timed conditions to simulate the exam environment. Review your answers
to identify areas where you need to improve.

6. Break Down the Material

e Why? Breaking down the material into smaller sections makes it easier to digest and reduces the sense of

being overwhelmed.

e How? Focus on one topic at a time. Use techniques like mind mapping or creating summaries to organize key

points.

7. Use a Variety of Revision Techniques

e Why? Different revision methods engage different cognitive processes and cater to various learning styles.
e How?

o Visual learners: Use diagrams, charts, or flashcards.

o Auditory learners: Listen to podcasts or record yourself explaining key concepts.

o Kinesthetic learners: Use hands-on activities or practice problems to engage with the material physically.
8. Teach Someone Else

e Why? Explaining a topic to someone else forces you to process the information in a deeper way, helping to

identify gaps in your understanding.

e How? Teach a study partner or even explain concepts aloud as if you were the instructor.
9. Take Regular Breaks

e Why? Studying for long periods without breaks can lead to burnout and reduced focus.

e How? Follow the Pomodoro Technique: Study for 25 minutes, then take a 5-minute break. After 4 sessions,

take a longer break (15-30 minutes).
10. Stay Healthy
e Why? Good physical health supports mental well-being and improves focus and memory.

e How? Get enough sleep (7-9 hours), eat nutritious foods, and stay hydrated. Regular exercise also helps

reduce stress and improve cognitive function.

3.4. Understanding Exams

Exams are assessments that test your knowledge, skills, and understanding of a subject or set of subjects. They
can take various formats, including multiple-choice, essays, short-answer questions, practicals, and oral
presentations. Regardless of the format, effective preparation is key to performing well.

3.5. Exam Preparation Strategies

';,\ Method

1. Know the Exam Format

e Why? Understanding the exam format helps you prepare effectively and reduces anxiety on the day of the
y g ps you prep y y y

exam.
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Exam Preparation Strategies

e How?

o Review past papers or sample questions to familiarize yourself with the types of questions asked.
o If the exam is practical or oral, practice performing the required tasks or speaking on the topics.
o Understand the marking scheme to prioritize your answers accordingly.

2. Organize Your Study Material

e Why? Having your study materials organized ensures you cover all necessary topics and prevents wasting
time looking for notes.

e How?

o Sort your notes by subject and topic.

o Create summaries, mind maps, and other quick-reference materials for easier revision.
3. Create a Revision Plan

e Why? A revision plan ensures that you allocate enough time for each subject and are prepared for all

components of the exam.

e How?

o Set realistic goals for each day leading up to the exam.

o Prioritize difficult subjects or topics that need more attention.
o Include time for breaks and leisure activities to avoid burnout.
4. Practice Past Papers and Mock Exams

e Why? Practicing past papers or mock exams helps you get used to the format and timing of the exam, and
highlights areas where you might need improvement.

e How?

o Time yourself while completing past papers to simulate exam conditions.

o Review your answers and identify areas where you can improve.

o Practice answering essay-style questions if applicable, focusing on structuring your answers clearly.
5. Focus on Key Topics and Concepts

e Why? While it's important to review all topics, focusing on the most critical or frequently tested concepts

ensures you're well-prepared for what's most likely to appear in the exam.

e How?

o Review your course syllabus or consult with your teacher to identify key areas.
o Prioritize high-yield topics but don't neglect smaller topics entirely.

6. Use Active Revision Techniques

e Why? Active revision techniques, like summarizing, recalling, and teaching others, help reinforce your
understanding.

e How?

o Use flashcards to test your memory.

o BN



Exam Day Strategy

o Summarize the material in your own words or create diagrams to visualize concepts.
o Teach someone else what you've learned—this can highlight gaps in your knowledge.
7. Manage Your Time Effectively

e Why? Time management ensures that you cover all topics without rushing through the material at the last

minute.
e How?

o Break your study sessions into focused blocks of time, such as 25-50 minute study periods followed by short
breaks.

o Schedule specific times for reviewing each subject and stick to the allotted time.

3.6. Exam Day Strategy

A

Method

Having a clear strategy for the exam day can help you stay calm and perform to the best of your ability.
1. Stay Calm and Positive

e Why? Anxiety can impair your performance and affect your ability to recall information.

e How?

o Take deep breaths if you feel nervous and remind yourself that you have prepared well.

o Visualize success—imagine yourself completing the exam confidently and calmly.

2. Read the Instructions Carefully

e Why? Skipping exam instructions can lead to mistakes and misunderstandings.

e How?

o Take 1-2 minutes at the start of the exam to read all instructions carefully.

o Pay attention to the number of questions you need to answer and the format of the answers required.
3. Time Management During the Exam

e Why? Managing your time during the exam ensures you can complete all questions and leave time for review.
e How?

o Allocate time to each section based on the number of marks available for each question.

o If you're stuck on a question, move on and come back to it later.

4. Focus on Structure and Clarity

® Why? Clear, well-organized answers are easier for the examiner to follow and score.

e How?

o Write legibly and make sure your handwriting is clear.

o For essays or longer answers, use paragraphs to organize your thoughts. Start with an introduction, followed
by the main body, and conclude with a summary.

o For multiple-choice or short-answer questions, be concise and to the point.
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Managing Exam Stress

5. Don't Leave Questions Blank

e Why? Even if you're unsure, attempting an answer increases your chances of earning partial marks.

e How?

o For multiple-choice questions, eliminate obviously incorrect answers before making an educated guess.

o For essay or short-answer questions, write down everything you know related to the topic, even if you don't
know the full answer.

6. Answer the Easy Questions First
o Why? Starting with easier questions boosts confidence and helps you secure marks early on.

e How? Quickly scan through the exam paper and answer the questions you find easiest first. This will give you

a good foundation and save time for harder questions later.

3.7. Managing Exam Stress

”;\ Method

Stress is normal during exam periods, but managing it effectively is crucial for success.

1. Plan and Prepare

® Why? Stress is often the result of feeling unprepared.

e How? Stick to your revision plan and give yourself enough time to study, review, and relax.
2. Practice Deep Breathing

® Why? Deep breathing triggers the body's relaxation response and reduces anxiety.

e How? Take slow, deep breaths — inhale for 4 seconds, hold for 4 seconds, exhale for 4 seconds. Repeat
several times to calm your nerves.

3. Stay Active

e Why? Physical activity can help reduce stress and improve mental focus.

e How? Take short walks, practice yoga, or do other light exercises to release tension and refresh your mind.
4. Get Enough Sleep

e Why? Sleep is crucial for memory consolidation and cognitive function.

e How? Ensure you get 7-9 hours of sleep each night, especially in the days leading up to your exams.

5. Stay Positive

o Why? A positive mindset helps reduce stress and improve exam performance.

e How? Instead of thinking “I can't do this,” try reframing it to “I'm prepared, and I'll do my best.” Visualize
yourself succeeding.

6. Avoid Last-Minute Cramming

e Why? Cramming can increase stress and lead to poor retention.

e How? Stick to your revision schedule and trust that the preparation you've done will pay off.
7. Talk About Your Stress

e Why? Sharing your feelings with others can help you feel supported and reduce anxiety.
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Practice

e How? Talk to a friend, family member, or counselor about your stress to get some emotional relief.

3.8. Practice

Exercice
Revision is the process of , refining, and reinforcing what you've learned in for
an exam or an . It involves your study materials, your
knowledge, and ensuring that you can information accurately when needed.

Exercice

Revision is important because
O Tt reinforces learning
O Leads to cramming

O Itboosts confidence

Exercice

What are exams ?

Exercice

Stress is normal during exam periods, but you should manage it effectively through :

Last minute cramming

0]

Preparation and planning

®)

Being negative

®)

Getting unsufficient sleep

4. Lesson 04 : Presentation Skills

Objectives : By the end of the lesson, students will be able to :

- Prepare presentations.
- Generate clear academic presentations.
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Introduction to Presentation Skills

- Preparation
- Visualization
- Delivery
- Timing
- Handling questions

Key
elements

- Deep breathing
- Socus on the message,
not on yourself
- Visualize success
- Start with easy topics

- Reading from notes or slides
- Overloading information
- Speaking too fast
- Ignoring body language
- Overusing filler words

J Presentation

Common mistakes Overcoming

to avoid Skills stress

Post-presentation
tips

- Gather feedback
- Reflect on your experience
- Follow up

4.1. Introduction to Presentation Skills

/* Definition

Presentation skills are the abilities to effectively communicate information to an audience in a clear, engaging,
and persuasive manner. Strong presentation skills help in conveying your message, engaging your audience, and
creating a lasting impression.

4.2. What is the Purpose of Presentations ?

Students are often asked to give presentations, either alone or in groups, in order to:

% provide a focus for class discussion

% enable different groups to explore various aspects of a topic or course material in detail

% share the results of group projects

% gain practice in speaking in front of others, useful for viva exams, job interviews, workplace presentations,

and life generally.

4.3. Key Elements of a Successful Presentation

1. Preparation

® Know Your Audience: Tailor your content to the knowledge and interests of your audience. Consider their

level of expertise and expectations.

* Clarify Your Message: Define the core message you want to convey. Focus on the main points and avoid

unnecessary detail.

e Structure Your Content: Organize your presentation into a clear structure — introduction, body, and
conclusion.

o Introduction: Introduce yourself and provide an overview of the presentation.
o Body: Present your key points in a logical order.

o Conclusion: Summarize the key takeaways and provide a closing statement.
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Overcoming Nervousness

e Practice: Rehearse your presentation multiple times to become comfortable with the flow and timing.
2. Visual Aids

e Use Slides Wisely: Visual aids (such as PowerPoint slides) should enhance your message, not distract from
it. Keep slides simple, with minimal text, and use images or graphs to support your points.

e Fonts and Colors: Use legible fonts and high-contrast colors to ensure visibility.
e Avoid Overloading: Don't crowd slides with too much information. Aim for one main point per slide.
3. Delivery

e Speak Clearly: Use an appropriate tone, volume, and pace to ensure the audience can hear and understand

you. Avoid speaking too fast or too slow.

* Engage with the Audience: Make eye contact, smile, and use gestures to maintain connection with your

audience. Avoid reading from notes or slides.

e Body Language: Stand tall and project confidence. Avoid fidgeting or crossing your arms, as this can create

a barrier between you and the audience.
e Use Pauses: Pauses give the audience time to absorb information and allow you to gather your thoughts.
4. Timing

o Stay Within the Time Limit: Ensure your presentation fits within the allocated time. Practice with a timer

to gauge your timing.

e Pace Yourself: Don't rush through your material. Allow time for the audience to absorb each point, and
leave room for questions at the end.

5. Handling Questions

e Anticipate Questions: Prepare for possible questions that might arise during or after your presentation. Be
ready to address them with confidence.

e Stay Calm: If you don't know the answer, be honest. Offer to follow up later or suggest potential solutions.

e Encourage Interaction: Invite questions at appropriate times during the presentation, not just at the end, to

keep the discussion dynamic.
4.4. Overcoming Nervousness

< Advice

1. Deep Breathing

¢ Practice deep breathing to calm your nerves. Take slow, deep breaths before and during your presentation to

reduce anxiety.
2. Focus on the Message, Not Yourself

« Shift your focus from your nerves to the value of your message. Remember that the audience is interested in

what you're presenting, not how you feel.
3. Visualize Success

* Before the presentation, take a moment to visualize yourself delivering the presentation successfully. Positive

visualization can boost confidence.
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Common Mistakes to Avoid

4. Start with Easy Topics

* Start your presentation by discussing a topic you're comfortable with. This will help you gain confidence and
ease into the presentation.

4.5. Common Mistakes to Avoid

1. Reading from Notes or Slides

* Avoid reading directly from your notes or slides. Instead, use them as reference points to guide your speech.
* Engage with the audience by maintaining eye contact rather than focusing on your materials.

2. Overloading with Information

* Keep your presentation concise and focused. Avoid overwhelming the audience with too many facts or

complex details. Stick to the core message.
3. Speaking Too Fast

* Speaking too quickly can make it difficult for the audience to follow your presentation. Be mindful of your

pace and pause occasionally to let the information sink in.
4. Ignoring Body Language

* Your body language should complement your message. Avoid standing rigidly or fidgeting, as this can distract

the audience.
5. Overuse of Filler Words

* Words like “um,” “like,” and “you know” can make you appear unsure. Be mindful of your speech and pause

when needed instead of filling the silence with fillers.

4.6. Post-Presentation Tips

v Reminder

1. Gather Feedback

* Ask for feedback from your audience or peers to understand what went well and what could be improved for

future presentations.
2. Reflect on Your Performance

* After the presentation, take a moment to reflect on how you performed. What went well? What could you do

differently next time?
3. Follow Up

e If you promised to provide additional information or resources, follow through promptly. This shows

professionalism and commitment.

4.7. Practice

Exercice
Presentation skills are to effectively information to an ina
clear, engaging, and manner. Strong presentation skills help in your message,

your audience, and creating a lasting impression.
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Practice

Exercice

For a successful presentation, you should
O Speak too fast
O Keep your presentation concise and precise

O Read directly from your notes or slides
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