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ABSTRACT :

This instructor/iesson guide provides instructional
materials for a 4 -hour course in listening skills in the workplace.
Stated objectives are to help students to become more effective
listeners, to assist students in obtaining an understanding of how
effective they are as listeners, and to assist students in
identifying bad listening habits. Two introductory pages list
references, terminal objectives, and general homework guidelines, and
instructional materials (classroom requirements, transparencies, and
handouts). The outline of instruction follows. The content is
accompanied by corresponding instructor and student activities.
Topics include what listening is, listening errors, personal
listening profile, improving listening skills, and conclusion. The
transparencies and handouts listed in the introductory pages follow.
Contains 8 references. (YLB)
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