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STUDY GUIDE - MIDTERM

Read Chaps: 1(optional),2,3,4,5,,9,13,14,15
Lectures:  
The Oral Presentation

Listening, Feedback, Overload

Ethics

Resume/Letter of Application
Written Communication

Active v. passive voice
Introduction



Conclusion

Thesis statement

Feedback (positive & negative)
 Upstage arm


Rule for use of verb tense
Reluctant testimony


Specific propose 



Transitions                             
Inform v. Persuade


General purpose        


Spatial structure

Extemporaneous delivery

Sagacity                                

Visual aids


Rhetorical question


Hypothetical example


"dead spot" in a speech
Self-disclosure


Overload/underload
Audience analysis   

Contents of letter of application
The paragraph

Halo effect


Thank-you letter


Follow-up letter

Analogy


Nonverbal transition


Logos, Pathos, Ethos



Statistics


Example 



Outlining


Resume' types


Buffer




Visualization (Monroe)
Means v. ends ethics

Listening skills


Ego involvement 

Speaking outline



Place of choice-making in Ethics
Rule for use of person in writing

Direct v. indirect approach (letters)


Monroe's 5-Step Motivated Sequence  
Barriers to effective listening

Ethics of resume’ preparation


Combined function of letter and resume


NCA Credo for Ethical communication
Dimensions of Credibility (see Cred. Chart)

Support material: 1st, 2d, 3rd order data
Guidelines for conveying bad news
Maslow's Hierarchy of Human Needs
Personal insights from Oral Presentation Assign.
Guidelines for ethical decisions

Guidelines for professional references
Pet peeves of professional recruiters

Appearance of letter & resume

