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(a) Introduction : why are ‘key skills’ of importance?

First, some challenging stuff! 

The new structure of the LL B degree introduced in 2002 has been prompted by a number of factors including changing destinations of LL B graduates (some 50% will seek to enter careers other than the legal profession); the greater stress placed by the Scottish Higher Education Funding Council on the development of skills (within the law degree, both law-specific skills and generic or ‘key’ skills not peculiar to any one academic discipline); and the success of our ‘study abroad’ programme (more than 35% of GU law students now study abroad in year three, and we wish to strengthen this programme further).  These reforms are supported by the legal profession which recognises the impossibility of teaching all professionally-relevant law, and acknowledges that the principal factors in securing traineeships include problem-solving and teamwork abilities. 

In the School of Law, the acquisition, development, and use of the following five ‘key skills’ are seen as essential as a means to enhance both the quality of undergraduate teaching and the employability of our graduates: 

· Communication

· Problem Solving

· Team and Group Work

· Taking Personal Responsibility for Learning

· IT Skills

What we seek to ensure is that, by the time of your graduation, you have attained a minimum level of skills in each of these competencies. We also seek to provide a real opportunity to every student to develop further each competency to higher levels of achievement. The designated minimum curriculum will provide the minimum level of skills acquisition; other opportunities for enhanced skills acquisition are available through optional courses and ‘study abroad’ opportunities and also through School of Law – organised activities such as work placements. But the primary responsibility for achieving this lies with you: while we will provide opportunities in the School of Law for you to develop skills competencies, you must assume the responsibility for: 

· Taking personal ‘ownership’ of personal skills development; and 

· Recording achievement in these key areas in the course of your studies.

Rationale

In plain English, and to simplify this topic,  there are two principal reasons (and two reasons of principle!) for our focus upon ‘key skills’.

1. Your employability after graduation

The School of Law’s regular liaison with employers indicates that for many leading legal firms the skills achievements of graduates are of primary concern. In particular, we are told that ‘problem-solving’ and ‘ability to work as part of a team’ are recognised as essential attributes. This, too, mirrors what the Government seeks to promote throughout higher education: for example, a Green Paper, The Learning Age: a Renaissance for a New Britain (1998) defined the ‘key skills’ for the development and maintenance  of employability as involving: 

· working with other people; 

· effective communication, including written skills; 

· the ability to work with numbers; 

· the use of information technology; 

· developing learning skills; and 

· problem-solving .

In short, your ‘employability’ is most certainly going to involve scrutiny of skills acquisition! (Our identification of five – rather than six – key skills does not suggest that lawyers should not be numerate: we prefer to see this skill as implicit in other skills such as communication, IT and problem-solving.)  

Our aim is to enhance further the perceived value of the Glasgow law degree in the eyes of potential employers. This requires us to ensure that skills development is firmly ‘embedded’ into the law curriculum; it requires you to understand the ‘language’ and nature of key skills.

2. Getting the most out of higher education

Higher education involves a high element of personal responsibility for learning. ‘Reading for a degree’ in the past often was a fairly solitary affair apart from two or so hours of tutorials per week. Now, however, universities place emphasis upon ‘learning hours’ rather than contact hours (or face-to-face contact with a member of staff), with a greater emphasis upon learning outside the lecture theatre. The buzz-phrase is ‘student-centred learning’. This is likely to include elements of group work, oral presentations, and computer-assisted learning. development, In short, learning should be more fun and more rewarding. Skills development also enhances the learning experience and makes students more effective learners. 

Our aim is to enhance further the intellectual content of your learning. This again requires us to ensure that skills development is firmly ‘embedded’ into the law curriculum; it requires you to make the most of your time at Glasgow.

Defining key skills 

The aims and learning outcomes of the LL B programme are clearly set out in the School of Law handbook; course aims and learning outcomes appear in individual course handbooks. Aims  are statements of intent (or ‘goals’); learning outcomes are statements of knowledge and skills which each student should attain at a specific point (for example, by the end of a course, a year, or a degree programme).  These statements mark minimum expectations.  (As well as knowledge and skills, we would expect you to acquire certain attitudes which are also of relevance in higher education and also in later professional life: the law school’s student code of conduct – drafted by student representatives – emphasises the all-important qualities of honesty, integrity and respect for others. A refusal to judge others on the basis of race, religion, sex or sexual orientation – the hallmark of a pluralist and tolerant society founded on human rights – is expected and encouraged by posters on display in the department!)

Read the list of aims and learning outcomes in the School of Law handbook. Now look through your first year course documentation. Do you see how certain courses emphasise the development of skills? And can you see how skills are ‘mapped’ onto the general statement of learning outcomes for the LLB programme?  In subsequent years of the LLB degree this process continues. The School of Law seeks the systematic  and progressive development of skills throughout the curriculum.

It is helpful to define what is generally meant – on a generic and non law-specific basis – by each of the five skills:

1. Communication

Awareness and ability to apply both written and oral communication processes in terms of the particular conventions relevant to specific disciplines as evidenced by:

· writing clearly & concisely (construction of a logical argument/rhetoric; analysis; applying appropriate subject-discipline conventions).

· presentation (in particular, giving oral presentations to a group in a structured setting on a topic set in advance).  

· oral communication (in particular, negotiating, questioning, exhibiting an awareness of communication and miscommunication processes in  interpersonal communication (1-1 & in groups)).

2. Problem-Solving

Awareness and ability to apply approaches to problem-solving as evidenced by:

· analysing a problem and identifying resources for learning how to solve it

· knowing how to pursue independently these resources and  apply the knowledge to the problem

· producing a solution in clearly argued writing/oral presentation

· applying numeracy skills when required

3. Team and Group Work
Awareness and ability to apply team and group work procedures and dynamics as evidenced by:

· understanding and initiating procedures in small groups and team organisation (decision-making processes; task stages & allocation; effective running and management of meetings; agenda preparation)

· reflecting collaboratively  on discipline-specific material

· understanding the role of the interpersonal dynamic in groups particularly in terms of responsibility and accountability, as well as power dynamics and the impact these have on interpersonal communication within a group

· recognising and responding to the stages of group/team development

4. Taking Responsibility for Own Learning and Personal Skills Development

Awareness  and ability to apply  self- management strategies as evidenced by:

· identifying, assessing and implementing appropriate and effective time management strategies

· identifying, assessing and implementing appropriate stress management strategies

5.  I.T.

Awareness and ability to apply I.T. as evidenced by familiarity with:

· word processing 

· email 

· Internet

· database searches (discipline specific & general)

· spreadsheets

Active skills development

One last introductory point: we seek to stress the active acquisition of skills within the context of continuous reflection and practice.   A skill should be seen as   ‘more or less an automatic response within a particular context’ which is acquired through a four-stage process:  

(1) knowledge of sequence of actions required; 

(2) practice; 

(3) feedback & reflection; and 

(4) improvement ‘through practising & receiving feedback until the skill becomes automatic’5.  

In other words, skills development should be seen as a ‘loop’ process, and one involving constant improvement. (If this is difficult to grasp, think about learning to drive a car. Learner drivers are unlikely to acquire a licence simply by sitting beside and observing car drivers; and the reason there are so many poor drivers on the road is that many adult drivers have stopped reflecting on their driving abilities!)  In teaching and learning, you thus need to be comfortable both with the language of ‘key skills’ and with your self-critical abilities; when it comes to getting a job, at interview you should be able to discuss meaningfully what is meant by each skill, your experiences during your degree (and in extra-curricular activities), and your strengths and weaknesses!  

Skills development is not just a matter of practice: it involves an understanding of what each skill entails. More importantly, it requires constant self-evaluation and reflection on your part as well as a determination to continue to improve and indeed to excel in these abilities!

(b) the starting-point : day 1, year 1

Each of us arrives at university with a range of skills. (School leavers may have ‘records of achievement’ which formally mark this; academic qualifications also may involve evaluation of skills attainment; and extra-curricular activities will often have involved group work.)  But each of us is unlikely to have the same profile of skills development – some will find speaking in a group fairly threatening while others will have done public speaking at school, some will (quickly) realise that time-management is a real problem while others have mastered this art and science, and some may have had little chance of developing IT skills while others may be able to ‘hack’ their way into the main University computer.  More particularly, few of us may have had the chance to reflect on particular skills acquisition (unless, of course, we have failed the driving test!).  

Read again the list of key skills above. Assess your skills competencies on a  scale of 1 – 5  (1-low; 5-high).  Justify your scores by noting down the evidence you could produce if asked to support each score.  [Don’t understand the question? don’t worry – yet!]

1. Communication

· writing clearly & concisely 

· oral presentations 

· interpersonal communication 

2. Problem-Solving

· application of approaches to problem-solving 

3. Team and Group Work
· awareness and ability to apply team and group work procedures and dynamics 

4. Taking Responsibility for Own Learning and Personal Skills Development

· effective time management 

· stress management 

5.  I.T.

· word processing 

· email 

· Internet

· database searches (discipline specific & general)

· spreadsheets

(c) gaining understanding of the essentials of each skill

We have stressed the importance of  ‘knowledge of sequence of actions required’ as the first step in active skills development.  This booklet cannot provide all of this knowledge: but it can aim to present the fundamentals.   (There are many books readily available in Glasgow University Library, level 3, to flesh out your knowledge and understanding of key skills more, just as there are plenty of book on ‘passing your driving test’ and ‘improve your golf’ or ‘learn to sail’ in the shops.)  Further, there are many ‘on line’ learning resources available to you, and some time spent ‘surfing’ these sites will be beneficial.

It is your responsibility to make the most of these sources of assistance.  You may want to look at a handful of these resources now, and then revisit them (and visit other linked sites) as your studies progress and as the need arises. (For instance, you may want to look at time management and note-taking now, essay-writing and problem-solving once coursework is due, and dealing with stress at examination time if your time management has not been up to scratch!

Some useful study guides for law students include:

Hector MacQueen, Studying Scots Law (2nd ed: Butterworths, 1999), esp caps 9 – 12;   and

Harry McVea and Peter Cumper, Learning Exam Skills (Blackstone, 1996) [written with an English audience in mind – but with useful discussion of ‘problem questions’.

A good general study guide is:

Andrew Northedge, The Good Study Guide (Open University, 1990)

Good on-line resources and links are found at: 

http://www.gla.ac.uk/services/tls/sls/effectivelinksindex.html   [much of the following section is indeed taken from this website].

Try also

http://www3.open.ac.uk/learners-guide/learning-skills/index.htm
Further impressive resources are found at Universitas 21  link university sites: 

http://www.lc.unsw.edu.au
http://www.services.unimelb.edu.au/llsu/
In many courses you will receive specific assistance with skills acquisition and assessment. In Sources and Institutions of Scots Law, for example, you will receive feedback on essay-writing and on oral presentations, and you will be encouraged to make use of the groupwork assessment exercise. In Principles of Private Law you will take part in a mooting exercise in our Moot Court (and you will be  encouraged to video this and to watch your own performance).  

For specific additional help with particular skills, see:

A. Communication 

1. WRITING 

Try the impressive site at  http://www.fas.harvard.edu/~wricntr/
The UVic Writer's Guide: A Dictionary of Usage is similar to Fowler's Modern English Usage: see http://web.uvic.ca/wguide/
.A glossary of linguistic terms at SIL International gives full explanations of linguistic and grammatical terms (http://www.sil.org/linguistics/glossary/index.html.

An On-line writing lab at Purdue University (USA) contains 130 instructional handouts available from this site: choose one to suit your problem (see, eg, apostrophes) (http://owl.english.purdue.edu/). 

For paragraphs and topic sentences, etc see (http://www.indiana.edu/~wts/wts/paragraphs.html). Referencing is dealt with at the Murdoch University, Perth, site which gives details of the Harvard, MLA and Footnote/Endnote systems (http://wwwlib.murdoch.edu.au/guides/cite.html) 

As a law student, you will be expected to follow the standard ‘conventions’ in citing your authorities. You MUST master this occasionally difficult topic! You have already been given a hard copy of the GU School of Law handout Presentation of Work Within the School of Law. have this document to hand as you write your essays.

BEWARE PLAGIARISM! Ensure you understand what is meant by ‘plagiarism’, and what the consequences are of this… see the University’s statement on plagiarism at: http://senate.gla.ac.uk/academic/plagiarism.html
2. ORAL PRESENTATION SKILLS 

From the outset of your law studies, you will be expected to give oral presentations to the rest of the class. 

Oral communication is something that we all engage in all the time! Yet formal speeches and presentations usually make us much more nervous than being required to write, say, a letter or an essay. One reason for this is the immediacy of speech.  Unlike a writer, a speaker cannot score out and redraft a sentence or passage if she doesn’t like what she has said.  Although she can (and should) correct 

any important mistakes or clarify garbled information, the initial error or infelicity has still been heard.  Moreover, if she has to correct herself too often, she may have difficulty in sticking to her time limit, assuming that one has been imposed.  From the listener’s perspective, similarly, he cannot reread a section if he didn’t understand it or wasn’t paying attention, nor can he put the information aside to read later if he is tired or bored.  He is usually required (at least out of politeness) to remain until the speaker has finished and so may convey his inattention instead by, for example, fidgeting, whispering to his neighbour, or even falling asleep – all of which can be very off-putting for the speaker.  This is particularly problematic when giving longer speeches, since most people’s maximum attention span is only around 20 minutes.

[image: image5.wmf]A second reason why oral communication can seem more daunting than written communication is because it is much more personal.  In any face-to-face encounter, we all make judgments about the people with whom we are communicating, which are not limited to evaluating the quality of their arguments or the elegance of their writing style.  Moreover, our initial impressions are formed very quickly and can take a long time to alter subsequently.  Giving formal presentations, particularly to people who do not already know and like us, can therefore be very intimidating because they make us feel vulnerable: we are being judged by numerous people in circumstances in which we do not have an equal opportunity to make judgments about them.  Accordingly, if our speech or presentation goes well, it is likely to make us feel very good about ourselves.  A poor reception, on the other hand, can feel like a rejection of the speaker as a person (something to bear in mind when filling in lecture questionnaires!).  A poor mark for an exam or essay, by contrast, reflects only on our effort or ability in that particular subject. 

What this means is that there is a good deal of pressure on those giving formal speeches to make a good impression by saying what they mean first time, in a tone and language that their audience can understand, and to hold the audience’s attention throughout the speech.  The latter does not mean that you have to tell jokes – if you don’t have natural comic timing, this is generally best avoided.  In any case, most of the formal speeches that you will be required to give will be designed to inform, not to entertain.  You should, however, attempt to convey your material in as engaging a manner as possible – which has implications both for what you say (for example, choosing illustrations of your points that are relevant to your audience) and for the way in which you say it (mumbling quietly in a monotone is guaranteed to lose your audience).  Ironically, if you respond to your feeling of vulnerability by rushing through your speech to get it over with as quickly as possible and/or by downplaying your personality in an attempt to minimise its exposure to criticism (for example, by reading from a text or avoiding all eye contact), you will only make things worse.  In short, a good oral presentation involves an element of performance; if you appear comfortable and confident, your audience is likely to feel comfortable and have confidence in you.

 (1)
Preparation and content

To anyone who has never given a presentation, it is surprising how little you can actually say in your allotted time.  In five minutes, it is really not possible to convey more than one major idea and three or four points to support it.  This puts a high premium on being able to select the most important information about a topic, to explain it as simply as possible, and exclude anything that is irrelevant.  Nevertheless, no matter how short your presentation, thorough preparation is important for a number of reasons.  First, it will give you greater confidence if you know that you really understand what you are talking about.  Secondly, it will make it easier to handle any questions that arise from what you have said.  Thirdly, it will probably become obvious to your listeners if you don’t really understand your subject, or if your speech is full of waffle, with the result that they lose respect for you and cease to pay attention.  In fact, having to explain something to other people is one of the best ways of ensuring that you understand it properly yourself.

Having done your preparation on your chosen subject, you then need to decide exactly what you are going to say.  Here it is important to start by working out what your audience will expect from you.  As a general rule, you should assume that it consists of reasonably intelligent people with a reasonable level of general knowledge, but with no knowledge of the subject you are addressing, unless you have good reason to believe otherwise.  If you are addressing a foreign audience, for example, they may not share what you consider to be general knowledge.  Similarly, if you are arguing a case in the Court of Appeal, the judges will probably not appreciate a basic introduction to fundamental legal principles!  The composition of your audience is also important in determining how formal or informal your presentation should be.

[image: image6.wmf]In any type of communication, whether oral or written, it is essential to have a clear and logical structure.  If you don’t, your audience or readers will get lost and lose interest.  Like an essay, therefore, an oral presentation should have an introduction, a main body and a conclusion.  In the introduction, you should tell the audience what you are going to be talking about, perhaps posing a question that you intend to answer.  In the main body, you should expand on your topic, breaking down the discussion into a number of sub-topics that follow logically from one another.  For example, if you have to define any terms, this logically comes before you go onto to discuss their significance.  Finally, what you say in conclusion will depend on exactly what you are setting out to achieve.  If you are simply describing something, then a summary of the main points should suffice.  If you are trying to make a case for something, on the other hand, then a restatement of your main argument, or answering the question that you posed at the outset, might be more appropriate.

In oral communication, however, it is not enough that you have a clear structure; you also have to signal that structure to your audience.  This is particularly important in allowing anyone whose attention has wandered to rejoin the presentation and still make sense of it.  In a written text, punctuation, paragraph spacing, headings and so on help us to work out when the author has moved onto a new issue.  In an oral presentation, by contrast, this job has to be performed by the words you use, together with the way in which you deliver them.  You might want to say, for example, “the first point I want to make is …,”  “in this section I’m going to talk about …,” “ in conclusion ….”  Similarly, pauses between points, or gestures, such as holding up one finger for your first point, two for your second, and so on, can help emphasise important links.  Visual aids, such as overhead projector slides, can also be useful in clarifying the structure of your speech, but these are inappropriate for very short presentations and in certain types of context (for example, in court).

Another important difference between oral and written communication is your choice of language.  Certain words or phrases are more appropriate to written communication than to speech and will sound stilted and pretentious if used in the latter context.  For example, “hence it is submitted that …,” is appropriate for an essay, but it would be better to say: “so I would argue that …” in a speech.  In addition, if you use overly complex words, you risk misusing them, therefore appearing both pretentious and stupid.  You are most at risk of using overly formal words if you write out your speech in full.  If you feel you do need to do so, it must be written to be spoken, not read.  Writing straight onto the page or the computer off the top of your head can help you to sound more natural, but if you have any doubts, read your presentation out loud (or, better still, tape it) and if any words sound out of place, change them.  Nevertheless, if you are someone who does usually use a rich and varied vocabulary, then you should feel free to do whatever comes naturally to you.  As already noted, the key to a good presentation is not to suppress your personality.

The final point to make regarding the content of your presentation relates to timing.  It is very important to get the timing right because other people may be relying on you talking for a particular length of time and no more or less.  Moreover, if you go on for longer than expected, your audience may begin to lose patience.  The only way to really be sure that you have got the length right is to time yourself delivering your speech (speaking it out loud, not just reading it to yourself).  If it is too long, you must cut something out; it won’t make for a good presentation simply to speak faster.  In fact, you should probably aim for your presentation to be marginally shorter than the allotted time because it is quite likely that, on the day, you will embroider or depart from your prepared speech to some extent.

(2) Delivery

Although it is extremely important to have prepared something that your audience will think is worth hearing, a well-constructed speech is (unfortunately) not enough by itself.  [According to Dr Albert Mehrabian, only 7% of any message is communicated by the words we use.  38% is in fact relayed by voice (tone, accent, inflection, projection and so on) and the remaining 55% by non-verbal body language (cited by S Dickinson, Effective Presentation, Orion Business Books, London, 1998, p 49)].  Accordingly, the way you deliver a presentation is as, if not more, important than what you say.

The first sets of issues that you need to consider concern the mode of delivery that you are going to employ.  What sort of prompts are you going to use?  What visual aids might be helpful?  Will you be sitting or standing?  What kind of gestures should you use?

The most impressive speeches we hear are those in which the speaker manages to talk engagingly and relevantly on a topic for a significant length of time, without using any notes.  This is a sign of a high degree of self-confidence, combined with either an extremely good knowledge of the subject in question or else an exceptionally good memory, which has allowed the speaker to learn his text by heart.  For most of us, however, some form of prompt is usually necessary.  Hence the main question to be decided here is whether you are going to read from a pre-prepared text or else speak from notes written on cue cards.  If you use the latter method, your notes should indicate the main points that you want to talk about, together with any important facts you might forget (e.g., dates, statistics, case names) and perhaps also links to help you move from one point to another.  The major advantage of speaking from notes is that it sounds more natural than reading a text.  You are much less likely to use excessively formal language or to emphasise the wrong part of a sentence.  In addition, it is easier to maintain eye contact with the audience because you don’t have to look down at your text constantly.  The disadvantages are, first, that you may run into problems with timing because you haven’t determined in advance exactly how much you are going to say and, second, that you may be afraid of ‘drying’ or losing your place in your speech.  A pre-prepared text may, therefore, be preferable for a novice or for someone who is likely to have to deliver the same speech again (though in the latter case you could write out the speech in full and then convert it into notes).  If you choose the pre-prepared text option, however, you must be careful that you don’t sound like you are reading – otherwise your presentation will lack spontaneity, energy and enthusiasm – and you must also make an effort to look up at the audience as much as possible.  Whatever mode of delivery you choose, of course, you have to ensure that your text or notes are legible – by using a larger font and line-spacing than usual, writing in capital letters and/or using different coloured pens or highlighters to emphasise different parts of your speech.

As noted above, visual aids can help your audience to understand the structure of your presentation and can also help in retaining their attention by introducing some variety.  There are a number of different forms of visual aid that can be used – overhead projectors, slide projectors, computer graphics, black/white boards, flipcharts, videos, objects or handouts.  Each has its advantages and disadvantages, and is useful for different purposes.  In general, however, you should only use visual aids where they are appropriate to what you are saying (not just as a gimmick), you should ensure that they can actually be seen by everyone in the audience, and you should keep them as simple as possible. 

Whether you choose to sit or stand to deliver your presentation is a function of the formality or informality of the occasion, combined with the size of the venue.  Sitting is less formal than standing and more appropriate in a small room; standing will give your greater authority and is probably essential if you are to be seen at the back of a large room.  Either way, you should pay attention to your posture.  Slouching will make you look less professional and will make it more difficult for you to project your voice.

The final point to be discussed in relation to mode of delivery is the question of what gestures you should use.  Generally speaking, gestures and movement are a good thing.  People wave their hands about when they talk (some more than others) and don’t stay in the same position for long.  Including some arm and body movement can, therefore, help you to appear more relaxed and natural.  Too much movement, however, can become distracting and annoying to your audience, as can unconscious, repetitive mannerisms, such as playing with your hair or tapping your feet.  If you want to know whether you have any mannerisms that might become annoying, ask a friend to listen to you practise your speech.  If these mannerisms are the result of nerves, see below for some suggestions to help you to relax.

A second set of issues relating to delivery that you need to address involve how you sound when giving your presentation.  These include your speed, volume, enunciation and tone.  Getting your speed right is not only important for ensuring that you stick to your time limit.  If you speak too quickly, the audience won’t be able to keep up with you; if you’re too slow, you are likely to bore them.  Nevertheless, the appropriate speed will vary depending upon, for example, whether or not your listeners are expecting to take notes, whether they are listening to a speech in their native language, and the familiarity or complexity of the issues you are talking about.  Speaking loudly enough to be audible to all members of the audience is also clearly important – though deliberately lowering your volume can be a good tactic for dealing with an outbreak of coughing or other noise from the audience, because those members who want to hear what you are saying will shush the offenders for you.  Again, the appropriate volume will vary depending upon the size of the room you are speaking in and how good its acoustics are; it’s always worth asking the audience whether they can actually hear you.  If you can’t make yourself heard without shouting, you should ask to use a microphone, otherwise your voice will sound strained and you could do it lasting damage.  This should not, however, be a problem in a small tutorial or seminar room.

Another thing that can interfere with your audibility is poor enunciation.  If you do not pronounce each syllable clearly and/or you run words together, people may have difficulty in understanding what you are saying, particularly if English is not their first language.  Clarity of enunciation can be affected by accent.  Someone with an ‘educated Scots’ accent (like Gordon Brown), for example, will generally pronounce words more carefully than someone (like Paul Merton) who speaks ‘estuary English’.  If you think that this might be a problem, practise any difficult words in your speech or practise saying some tongue-twisters.  Sarah Dickinson suggests the following (op. cit., p 97): 

‘She stood upon the balcony Inexplicably mimicking him hiccuping And amicably welcoming him in.’

Start off slowly, trying not to make any mistakes, and repeat the sentence a few times, gradually increasing your speed each time.  Whatever you do, don’t put on a fake accent.  Once again, the point is to be yourself, not to hide your personality.  In any case, unless you are a very good mimic, you are unlikely to be able to keep it up.

The final issue to be aware of is the tone of your voice.  When people are giving presentations (particularly if they are reading from a text), they often sound much more monotonous (and hence more boring) than they do when having an everyday conversation.  In fact, in order to keep your audience’s attention it is probably necessary to sound more animated and to use greater vocal variety than you would normally.  Think of how animated someone who has only their voice to rely on to keep your attention, like a radio disc jockey, sounds.  While you shouldn’t try to emulate Chris Tarrant (under any circumstances!), you can inject interest into your voice by varying its pitch (how high or low you speak) volume and pace, as well as by making use of pauses of differing lengths – to indicate that you are moving onto a new topic, to let something important sink in, or for dramatic effect before you reveal some significant fact.  

Of course, the way different people sound will never be exactly the same – some people are louder than others, clearer, more lively and so on.  However, just as nervousness about having to speak in public can affect us physically – betrayed by shaking knees or sweaty palms – so too can it affect our voices.  It can (Dickinson, op. cit., p 94):

· make you speak too quickly;

· induce shallow breathing, which will prevent rhythmic delivery;

· flatten and dull your tone of voice;

· raise your pitch, making you sound even more nervous than you probably are;

· stiffen your jaw, making it more difficult to articulate and producing gabbled or stumbling delivery;

· dry out your mouth, also making it difficult to articulate.

There are a number of things that you can do to counteract nervousness.  First, you can do exercises to try to reduce your tension level.  If your body feels tense, Dickinson suggests that you should tense and release each part of it individually, taking a breath with each tensing and letting it go on each release.  In order to ‘centre’ your breath, she also suggests giving your jaw a quick massage and then letting it drop open as naturally as possible.  You should then breathe in and out with a sigh, placing a hand on your lower abdomen in order to feel the rise and fall as your lungs fill and empty (op. cit., p 95).  

Secondly, your ability to perform will be affected by your blood-sugar level: too high, and it will exacerbate feelings of stress; too low, and you will feel tired and sluggish.  Again, Dickinson suggests that you should avoid all stimulants (tea, coffee and so on), alcohol and sugary foods before your presentation, as well as milk (because it creates a lot of mucus in the mouth).  The best thing to drink is water, both before, and if necessary during, your speech (Dickinson op. cit., pp 98 – 101).

The final way to counteract nerves, is to practise your presentation as many times as takes to make you feel happy with it.  Ideally, you should tape yourself, so that you can hear what you sound like for yourself.  Alternatively, as suggested above, ask a friend to listen to you and tell you in what ways she thinks you could improve.  Don’t be embarrassed or touchy about criticism.  Remember: it takes a lot longer to change the opinion that someone has already formed about us than it does to create it in the first place.

Further tips on how to handle oral presentations is found at the University of Bradford's Civil Engineering department site (http://www.brad.ac.uk/acad/civeng/skills/pubspeak.htm).

OHP transparencies and pens are available from room G/27. If you wish to use OHP slides, be aware that there are some very basic pitfalls! Your typeface should be at least 24 point. The text needs to be in a dark colour. Don’t have too much text on any one transparency – it is not a photocopied handout! If you want to use an IT presentation such as MS Powerpoint, step-by-step instructions are provided – and you can print the ‘slides’ as OHP transparencies. This software is available in IT labs. It is straightforward… and effective!  Most seminar rooms in the stair Building now have digital projectors (and those that do not will shortly do so). You can also use a portable projector and laptop if needed.  The programme has a tutorial and an ‘office assistant’ to aid you.

This  typeface  is 24 point 

A useful summary of the main points in oral presentation appears on the University of New South Wales’s Learning Centre website   http://www.lc.unsw.edu.au]:

SEMINAR PRESENTATIONS

Timing

Most presentations have a time limit, so find out how long your presentation should be. The amount of time you have will determine the amount of information you are able to present. To keep within the allotted time, youneed to plan carefully. Consider:

• the time limit

• the amount of information available, and how much of it you can cover

• how much detail you can include

• dividing the material into sections, with subject headings

• the most effective way to present your information (OHT’s, slides, videos, handouts, whiteboard etc.)

• deleting less important topics from the paper rather than hurrying to cover everything

If you write a 'script', allow roughly 400 words for each five minutes.Have a clear, organised structure for your presentation. Structuring a presentation is no different from writing an essay or a report; it requires an introduction, body and conclusion. Like an essay, these sections of your talk need to fit together, and be linked clearly. A poorly structured talk will confuse and frustrate an audience.

Presentations should have the following structure:

Introduction

A good introduction will capture the audience’s attention. An introduction is like a series of signposts that tell your audience what direction your presentation takes. First greet the audience. Introduce yourself (even if they already know your name).

Try starting with a question or simply saying: "today I would like to talk to you about . . ." Tell your audience what you are going to talk about. State:

• what your topic is, and what your presentation will cover

• an outline of the main points

• any necessary history or definition of terms.

Body

The body of your presentation is where you develop the main points of your talk, and present examples and evidence. The information in the body needs to be well

structured. Decide on an organising principle. It could be by chronological order, theme or order of importance.

Conclusion

The conclusion is usually a summary of the main points made in the body of the talk. Don’t introduce any new information in the conclusion. Take the opportunity to show that you have covered all the points you made in your introduction. 

• Move from one point to the next by using transitional phrases (such as 'Firstly . . .secondly' . . . 'finally').

• Offer evidence to support any claims being made ('for example . . .')

• Emphasise important information. Tell your audience when information is particularly

important or interesting. Tell them why.

• Work out how you will finish your talk. You can signal your conclusion with the phrase 'In conclusion . . .'

• Restate the main points

• Re-answer the question

Gaining the Audience's Interest

Decide on how you will keep the audience interested. Plan an opening that will attract interest and direct the group's attention to your topic. You can start with an icebreaker such as a controversial statement, a quotation, a personal anecdote, a question or a 'show of hands' . Humour brings the group over to your side. However, don't tell a joke or story that doesn't relate to your topic.

Some opening examples:

• Suppose you had an experience like this . . .• Three out of five people in this room will die

of heart disease.• Who can tell us roughly how many Australians drive to work every morning?

• If there are any monarchists in the audience,  please raise your hands . . . now, how about

republicans . . .?

Rehearse

• Rehearse beforehand and time yourself.

• Practice projecting your voice clearly. Vary your pitch and tone. A person who speaks in

a monotone is boring to listen to.

• Be aware of body language and posture. Stand up straight. Use appropriate gestures to

emphasise your points.

• When you are writing out your presentation, try to organise your information into main headings

and supporting details or examples, much like an essay plan. If you know your topic well

enough, you can give the talk from these headings and details. This technique prevents

you from 'reading your talk' which is boring for your audience.

Delivery

• Stand in a balanced position, facing the audience, feet apart.

• Speak clearly and try not to talk too fast. When we are nervous, we tend to talk quickly, so try to be aware of this tendency. Don't be afraid to pause.

• Maintain eye contact with your audience. It will help them concentrate because they will feel more involved. A good technique is to divide the audience into three sections (left, middle and right) and sweep your eyes across the room. If you don’t want to look anyone in the eye, look at a point in the middle of their foreheads.

• Don't read straight from your paper. This is boring for your audience. A tutorial is not a formal conference paper, but an introduction to a discussion. Try to express your ideas in your own words.

Performance Anxiety

Find a quiet place and take a few deep breaths. Concentrate on feeling your feet on the ground and remember that thousands of other students have been in the same situation and have survived. If you feel nervous, tell the tutorial group—they will understand.

Remember, your audiences consist of your classmates and friends. They all want you to

succeed, so try to relax. To begin the group discussion in the tutorial, it is a good idea to think of some questions that are relevant to your topic. At the beginning of your presentation tell your audience that you will be asking some questions at the end of your talk to prompt a discussion. It sometimes keeps people more alert if they know that they may have to answer some questions based on what they have just been listening to.

You can hand out copies of the questions or put them on an overhead transparency. You can also provide a summary of your talk, or a list of the main points to help promote

discussion. Distribute these at the end of your talk. If you give them out before your talk people may not listen closely because they already have the information.
You can also find more information specifically relating to debating at http://www.csn.ul.ie/~debates/ (University of Limerick Debating Union debating tutorial – contains lots of detail on specific rules for debating, which you don’t need to worry about for present purposes, but also useful general information on building and presenting an argument) and to mooting at http://www.firstlight.demon.co.uk/law/mooting (MootingNet – again, you don’t need to worry about the formal rules of mooting, just the general tips on how to present legal arguments).
B. Problem solving

A common set of questions during job interviews will relate to your problem-solving abilities: eg,

· Give an example of a difficult situation where you had to act quickly: how did you handle it, and what was the outcome?

· What as been your most successful experience in finding a solution to a complex problem?

· What was the most important lesson you learnt from a problem-solving situation?

In short, you will be expected to discuss examples of problem-solving abilities and the concepts involved in problem-solving.

Lawyers attempt to solve other people’s problems: but problem-solving is also a key skill of relevance to most areas of professional life. The steps in rational problem-solving are probably fairly self-evident: your very first tutorial in the Orientation Course involved problem-solving, and you were expected to tackle the issue set by using the following check-list:

· pick out the material facts

· identify the area of law

· identify the legal issues

· find the applicable law

· explain the applicable law

· apply the law to the facts  

Problem-solving in its most general form involves a process of : establishing the material facts, identify intended outcomes and options; consider alternative courses of action; select and implement one (or more) alternatives; and evaluate outcomes.   There is, of course, a range of methods for problem-solving (including not only judicial or political determination by an arbiter or manager, but also conciliation and negotiation).

If only it were that simple in practice! But practice is the best way to gain experience of this skill. (The step-by-step approach identified above may suggest that problem-solving essentially involves a logical or rational process of thought; but creativity in identifying possible solutions is also of relevance. This may simply involve bouncing ideas off other people, or breaking down the barriers of conventional thought. Some aspects of problem-solving may also be better considered as aspects of project management; where problem-solving takes part in a group, teamwork and oral communication skills also have a part to play.)

Further (but limited) assistance is found at:

Handling information - 

http://sorbus.open.ac.uk/safari/signpostframe.htm
Problem-solving for law students

Detailed advice on how to tackle problem questions in law is found in McVea and Cumper, Learning Exam Skills.  

Legal research skills

A useful guide is Fullerton and Macgregor, Legal Research Skills for Scots Lawyers (W Green & Son, 1999)

C. Effective Groupwork

Effective teamwork is a critical skill!  There will be many occasions where you will be working in teams (and plenty when you are in employment).  Group members, though, often play different roles: some will seek to be energisers or leaders, others may attempt to be nurturers of ideas, while the role of the relaxers  will be to defuse tension and seek to keep the group together.  

The following is taken from the University of Birmingham’s site at  http://www.cs.bham.ac.uk/~rxb/HTML_text/hci/Intro-groupwork.html :

Working with others is never easy - here are some guidance notes to ease the task. 
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Remember that each individual has their own outlook, talents and skills, and will in some way be able to contribute positively to the group. The difficult task is often to determine exactly which area that is in. This can become apparent with time, so allow all members equal opportunity to speak, and remember that their contributions are at least as valuable as your own. 
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Groups tend to work best by consensus, though some form of direction or leadership is often helpful in consolidating ideas and ensuring schedules are met. Ensure that everyone in the group has a clear idea of their role, whether it be leader, note-taker, scheduler, planner, whatever..... There will be a set number of tasks to be accomplished before the job is done, and an effective group is able to quickly identify those tasks, allocate suitable people or subgroups of people to achieve them, and then tie the project together with the minimum of time, effort and fuss. 
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Conflict is fine within a group. Disagreements are usually fruitful, highlighting different points of view and approaches to problems. A group that never disagrees probably only has one person doing anything. However, conflict and disagreement have to be handled well if they are to achieve anything useful. People have a right to their opinions and to have them heard. They can only expect to persuade others if they can argue convincingly and logically, rather than by sheer volume and insults. Shouting and swearing are not good, nor useful! Remember too that disagreements should never be personal. 

Responsibility is crucial to a group's success. Each group as a whole has responsibility for achieving the final aims and objectives of the exercise or task. Each subgroup has responsibility for achieving their allocated role, and each individual has a responsibility to apply themselves as best they can to their particular part. Individual responsibility extends further than that, however. Each person has a responsibility to themselves to maintain their dignity and pride; to work at getting the group to work, to achieve all they are capable of achieving, and to assist others achieve their full potential. 
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Within the project scenario, there will be plenty of scope to observe others work and see how their approaches to the problem differ from your own. Additionally, you will be able to observe their progress and work by looking at it on the web as time progresses. Criticism will be encouraged, and one of the things that you will learn during the course is how to criticise a piece of work. Criticism is the analysis of something that highlights the good and the bad in it. It should note the excellent ideas and innovations as well as pointing out the obvious and less obvious defects. If you criticise well, people will value your opinions and comments, and your own work will improve as you have a chance to learn from others mistakes as well as your own. If you criticise badly, then people will think that you cannot be objective (at one extreme you laugh at other peoples "mistakes", which is uselessly negative, whilst at the other you think everything is always "fine" or "nice", at which point your opinion becomes too weak to be any use). 

http://www.merlinhelpsstudents.com/resourcecentre/studyguide/groupwork.asp also contains some helpful material.  

D. Taking responsibility for your effective learning and skills development

The understanding is that a year’s study involves 1200 hours (… OK, for law students, that may just be a little on the optimistic side!) which translates into a norm of 120 credits of coursework (although law students often exceed this limit). Yet only 200 or so of these hours will be spent in the lecture theatre or tutorial.   You will be learning on our own or in groups for much of the time!  How you spend that time is important.  

Note-taking

Virginia Tech's study skills site contains a list of Note-taking and In-Class Skills (http://www.ucc.vt.edu/stdysk/notetake.html). Listening, note-taking and avoiding distractions are dealt with at the University of Waterloo site: http://www.adm.uwaterloo.ca/infocs/study/listening.html
Mind-mapping is featured at http://www.jcu.edu.au/studying/services/studyskills/mindmap/summarising.html
Effective reading

There’s simply too much to read. Two helpful approaches:

SQ3R – Survey, Question, Read, Recite, Review [ie, quickly read the article, etc; question what this survey raises in your mind (what does it mean? How does it relate to other things I’ve read?); choose the part(s) which appear(s) particularly interesting and read through it, underlining/highlighting (if it is your own copy!) anything which appears particularly relevant; recite by closing the book and summarising in your own words what you have learnt; and then review by re-reading anything which seems important.

Dunleavy’s Gutting the Literature – Establish the aims, contents, etc of the article or book; Identify key passages or chapters; Skim read by rapidly scanning to grasp the context; and Read in depth any selected sections.

Time management

Most of the theory is self-evident, but most of us need to be reminded of this!  Put into practice the theory – especially planning out (on paper) your term, week, and even day. 

From : http://www.ukc.ac.uk/uelt/learning/on-line/timeman.html
1. Sort tasks into priority groups: A. Needs doing within 48 hours ; B.Needs doing this week ; C. Longer term tasks 

2. Revise the list regularly (as a 5-minute morning task) to cross tasks off when accomplished, to change priority groups, and to add new tasks. 

3. Make lists, but don't use list-making to substitute for working! 

4. Develop regular work routines. Review your week. What is working well for you in terms of time management? What is presenting problems? Hold on to what works well, and aim to change or adapt (a bit at a time) what needs changing. 

5. Carry with you a range of 5-minute tasks, 10-minute tasks, 20-minute tasks, that can be done if you have to wait in a long queue, or before a lecture begins, or when travelling. 

6. Keep notepaper and pen with you all the time, so that you can jot down sudden thoughts that will contribute to your work, or suggestions made by others. 

7. Studying for short blocks of time with brief breaks is often more effective than studying for lengthy periods of time with no break. 

8. Work out: What needs doing by you and no-one else, and must be done? ; What needs doing, but can be shared?; What needs doing, but can be delegated? What can be given up, for the time being? 

· Family commitments: aim to get people to take you seriously as a student. You have the right to study and to have that respected. This may mean some change and negotiation within the household. 

· If emergencies crop up and these are affecting your study, let your tutor know as soon as possible. Don't miss deadlines without telling anyone on campus what is wrong. 

· Remember you are aiming for an effective, workable balance as regards study, exercise, relaxation, sleep and eating properly. If you are having problems with the last three, drop in at the [Student Heath Service, Effective Learning Service], or see your own doctor, for advice. 

· If you are responsible for a household, try lowering your housework standards, and get others to do their bit. Take study time ("quiet time") together sometimes works well if you have children with homework to do. Cooking for the week, rather than day by day, often saves time. Try some of the student-focussed books ("Bed sit cookery", etc) for time-saving ideas. 

· Plan ahead! 

· If you find you are feeling very stressed about your studies, the Counselling Service may be able to help. The time to tackle stress is now, not leaving it till you feel worse!… Don't expect to be able to change everything at once. Try a little at a time. If something does not work, try to work out why, and then try an alternative course of action. Good luck! 

For additional helpful information, see http://www.services.unimelb.edu.au
If it all becomes too much, learn to recognise and deal with stress at the Consumer Health Information Center (CHIC) which contains an information-packed site including a short quiz to test your own stress levels (see http://www.chic.org.uk). See also http://www.nhsdirect.nhs.uk/he.asp?ArticleID=350
E. Information technology [IT]

Ie, computers!  At the University of Glasgow, each student must obtain a basic certificate in IT in order to graduate, and you will take this course in year 1. You will, in the course of your studies, be expected to develop competence in legal information retrieval using packages such as Westlaw; you may even use programmes such as Powerpoint in seminar presentations.   Our computer facilities in the School of Law are first-rate: make the most of the training opportunities available!

(d) Practising skills

Now, develop these skills through PRACTICE.  

Practice involves trying out the skill involved: seek opportunities, have a go, and do not be afraid of making mistakes! Many of your courses will require you to take part in some form of activity such as a group presentation; most (if not all) will require at least an essay.  But there are many other opportunities to develop and further your skills. You will wish to identify and to make use of additional skills development opportunities while at University. These can be considered under various headings:

A. OPPORTUNITIES WITHIN THE SCHOOL OF LAW 

Course options

Particularly at levels 3 and 4, you will be able to choose courses which seek to develop distinctive ‘skills’ as part of the learning strategy.  The Honours Course handbook, for example, not only describes the intellectual content of courses on offer but also the extent to which the five key skills are practised. 

Placements opportunities

Glasgow law students have an unrivalled and ready access to term- and vocation time- activities which can both complement the delivery of key skills within degree programmes and help develop skills not easily promoted within degree courses. These opportunities at the same time are likely to enhance your interest in and understanding of coursework. (Experience also shows that these opportunities can have an important place in helping students obtain employment after studies.)  These opportunities may also attract academic credit. Details appear in the School of Law Student Handbook, section 4.  Notices inviting students to sign up for placements training appear each autumn.

For further information, contact the Student Development Office in Room G/27 [Mrs Morna Roberts].

Mooting 

Glasgow’s reputation for mooting is strong: and mooting certainly provides an opportunity to practise group work, problem-solving, and oral presentation skills. Further details appear in the School of Law Handbook, section 4.

For further information, contact the Mooting Organiser, Dr Mark Godfrey, in Room G/06.

Study abroad opportunities

Over a third of Glasgow law students take part in ‘study abroad’ opportunities – probably the highest percentage of any law school in the European Union!  These opportunities not only enhance academic understanding of the law , but also give an unrivalled chance to develop a range of new skills while abroad. (Employers clearly are impressed – the employability of a student who has successfully taken part in such an activity is certainly enhanced.) 

For further information, contact the International Office in Room G/27 [Mrs Morna Roberts] or the International Officer in room 2/24 [Mr John Brown].  ELSA – the European Law Students’ Association – also has a flourishing campus presence. Become a committee member!

B. OPPORTUNITIES OUTSIDE THE SCHOOL OF LAW 

Within the University

…you may want to take part in Union DEBATING, become a STUDENT REPRESENTATIVE (as a member of the SRC – or as a Law School Staff-Student Committee member). There are also plenty of opportunities to become OFFICE-BEARERS in student unions or societies. 

Outside the University

… think about doing some useful  VOLUNTARY SERVICE, standing for office in a CLUB OR SOCIETY, and what skills can be practised in vacation or weekend WORK.

What opportunities exist to volunteer in the city?  Try www.volunteerglasgow.org
(e) Reflection : taking stock

As important as practice is REFLECTION. You need to be able to talk meaningfully in job interviews about such matters as :

· effective communication

· teamwork

· decision-making skills

· problem analysis and solving

· flexibility and adaptability

· imagination and creativity

· research skills

· IT skills

You must be able to demonstrate that you have these skills and attributes through evidence!  But before getting to the end of your studies and the search for full-time employment, you need to be able to develop the skill to evaluate your own performance: by identifying strengths and weaknesses of your performance, you can concentrate on those aspects which call for improvement. (This may not be an easy task: you will be used to receiving a grade for work from others; at university, however, the primary responsibility for skills development is yours, and while you will continue to receive feedback on assessed coursework such as essay presentations, teaching staff are unlikely to be able to give effective feedback on group performance, time management, or problem-solving.)  The School of Law will, however, do its best to help you develop self-assessment skills. In Sources and Institutions of Scots Law, for example, you will be given materials on self-assessment of teamwork and oral presentations. 

Personal Development Planning 

Universities are (gradually) moving towards student Higher Education progress files. These will serve 2 purposes:

· a transcript recording student achievement; and 

· a means by which students can monitor and build and reflect upon their personal development

In other words, progress files will serve both an external  function (that is, to enable employers to have a clear statement of knowledge and skills acquisition) and an internal purpose (to help students in an active way to develop their own learning and skills development). The two parts of the file would be discrete! (If you want further information on these proposals, see http://www.qaa.ac.uk/academicinfrastructure/progressFiles/default.asp
The second part of the file involves Personal Development Planning (PDP). The Quality Assurance Agency’s rationale for this is as follows:

Personal Development Planning is a structured and supported process undertaken by an

individual to reflect upon their own learning, performance and / or achievement and to plan for

their personal, educational and career development.

· The primary objective for PDP is to improve the capacity of individuals to understand what and

· how they are learning, and to review, plan and take responsibility for their own learning, helping

· students:

·    become more effective, independent and confident self-directed learners;

·    understand how they are learning and relate their learning to a wider context;

·    improve their general skills for study and career management;

·    articulate personal goals and evaluate progress towards their achievement;

·   and encourage a positive attitude to learning throughout life.

· PDP will help students:

· integrate their personal and academic development and improve their capacity to plan

· their own academic programmes;

· be more effective in monitoring and reviewing their own progress

· be more aware of how they are learning and what different teaching and learning

· strategies are trying to achieve;

· recognise and discuss their own strengths and weaknesses;

· identify opportunities for learning and personal development outside the curriculum;

· be better prepared for seeking employment or self-employment and be more able to

· relate what they have learnt to the requirements of employers;

· be better prepared for the demands of continuing professional or vocational development

· when they enter employment.

PDP will be coming into higher education soon… but meanwhile, you can get started now. You need a logbook – a diary, some sheets of paper, a space on the hard drive.  

· identify the components of the five skills listed above

· note down the opportunities you have had to develop each BEFORE starting higher education (you may have been in a youth club or organisation, held an office of responsibility at school, undertaken work…)

· list each opportunity for practice as it occurs: and briefly reflect upon (a) how you think you performed; and (b) what action you will take to gain further practice.  

· identify further opportunities for skills development outside formal studies

· at the end of each term / session, ‘take stock’:  critically assess your skills attainment progress, and identify how you will make good any perceived shortfalls.

For example: 

Nov 21st : SISLs tutorial – oral presentation on electoral systems.  

Used an OHP for the first time! Thought the session went well, but I spent too much time on the first two issues, with the result that I overran. But was this entirely my fault?? The class wanted to discuss these issues in some depth = I stimulated the audience’s attention! I forgot, though,  to summarise the conclusions of the discussion.  ACTION FOR NEXT TIME: a. prepare a timetable and stick to it! B. ensure I bring the discussions to a clearer conclusion.

All of this (for ‘personal development planning’) involves you in honest self-assessment and in identifying additional routes for further skills development. You will be introduced to self-assessment in first year: Sources and Institutions of Scots Law , for example, has an oral skills self-evaluation questionnaire exercise. Even where you are not formally required to assess your presentation skills, you should find time to assess your own learning and performance in respect of the objectives set [ see p 3 above].  Giving feedback to yourself is not the easiest task! But in real life, you will need to do this on a continuous basis – that is, you will have to work out the objectives you set yourself, and also the criteria by which you measure whether you have met these objectives.

In some classes, too, you will be required to give (and to receive in turn) peer assessment – that is, feedback from your fellow students. 

Specifying criteria is thus at the heart of PDP: and you can develop your own, or modify criteria used by others.  Some statements of criteria now appearing are relatively sophisticated and are intended to be used as a common measuring-rod of achievement by learners and by employees: the Council of Europe’s 2001 Language Portfolio, for example, is likely to be adopted throughout Europe. (If you are taking law with languages, you may want to make use of this:   see http://culture2.coe.int/portfolio for further details: an overview of skills levels is provided at Appendix 4.) In information technology, a similar European framework for assessing skills competence is now provided by the European Computer Driving Licence – further details are available at  http://www.ecdl.co.uk/
You may find the appendices which follow to be of some use in helping you assess your own progress in (certain) skills acquisition. Some of these are taken from Nightingale et al, Assessing Learning in Universities  (UNSW, Sydney: 1996)

(f) And finally… getting help

The School of Law can provide further assistance through advisers of studies, course tutors, study skills advisers, and our student support and international offices.  Do not be afraid to ask…
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