
 

Course: Communication Skills for Information Professionals (9215)    

Level:  BS-LIS              Semester:Spring, 2024 

 

Assignment No. 2 

(Units: 6-9) 

Q.1 Why do we develop PowerPoint presentation? How can a librarian prepare a good presentation 

for the information literacy program at university level? Discuss key tips with example 

Why Do We Develop PowerPoint Presentations? 

PowerPoint presentations are widely used tools for delivering information in a structured and visually 

engaging manner. Here are several reasons why developing a PowerPoint presentation is important: 

 

Organizing Information: 

 

Structured Content: PowerPoint helps in organizing content logically, making it easier for the audience 

to follow and understand the material. 

Visual Aid: It provides a visual framework that supports the spoken content, enhancing comprehension 

and retention. 

Enhancing Communication: 

 

Clear Presentation: Visuals such as charts, graphs, and images can make complex information more 

accessible and clearer. 

Engagement: A well-designed presentation can capture and maintain the audience's attention better 

than text alone. 

Supporting Learning: 

 

Interactive Elements: PowerPoint allows for the inclusion of interactive elements like hyperlinks, videos, 

and quizzes, which can make learning more dynamic and engaging. 

Visual Learning: It caters to visual learners by incorporating diagrams, illustrations, and other visual aids. 

Facilitating Delivery: 
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Professional Appearance: A well-designed PowerPoint presentation gives a professional look to the 

presentation and enhances the speaker's credibility. 

Guided Presentation: It provides a structured outline for the speaker, helping them stay on track and 

cover all key points. 

Documentation and Reference: 

 

Record Keeping: The slides can serve as a record of what was presented, which can be useful for future 

reference or for sharing with others who could not attend the presentation. 

Handouts: Slides can be printed and distributed as handouts for the audience to review after the 

presentation. 

Preparing a Good Presentation for the Information Literacy Program at University Level 

When preparing a PowerPoint presentation for an information literacy program at the university level, 

librarians should consider the following key tips to ensure effectiveness: 

 

Define Clear Objectives: 

 

Establish Goals: Clearly define what you want students to learn or achieve by the end of the 

presentation. For example, the goal might be to teach students how to effectively use library databases 

for research. 

Tailor Content: Align the content with the specific learning objectives and needs of the audience. 

Know Your Audience: 

 

Understand Their Needs: Consider the academic level and background of your audience. For instance, 

first-year students may need more basic guidance compared to advanced students. 

Adjust Complexity: Adjust the complexity of the content based on the audience's familiarity with the 

topic. 

Create a Structured Outline: 

 

Organize Content: Start with an introduction to set the context, followed by the main points, and 

conclude with a summary or call to action. 

Logical Flow: Ensure that the presentation follows a logical sequence that builds on each point 

progressively. 

Design Engaging Slides: 
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Visual Appeal: Use a clean and consistent design with readable fonts, contrasting colors, and high-

quality images. Avoid cluttering slides with too much text. 

Visuals and Graphics: Incorporate relevant visuals such as charts, graphs, screenshots of databases, and 

infographics to illustrate key points and enhance understanding. 

Use Interactive Elements: 

 

Live Demonstrations: Include live demonstrations of library databases or search techniques to provide 

hands-on experience. 

Quizzes and Polls: Integrate interactive quizzes or polls to engage the audience and assess their 

understanding. 

Incorporate Real-Life Examples: 

 

Case Studies: Use real-life examples or case studies to show how information literacy skills can be 

applied in academic research. 

Practical Scenarios: Provide practical scenarios or exercises related to the library’s resources to illustrate 

the application of skills. 

Practice and Rehearse: 

 

Run Through: Practice delivering the presentation multiple times to become familiar with the flow and 

timing. Ensure that you can navigate the slides smoothly. 

Get Feedback: Rehearse in front of a colleague or friend to get constructive feedback on content and 

delivery. 

Prepare for Q&A: 

 

Anticipate Questions: Prepare for potential questions that students might ask and include answers in the 

presentation or be ready to provide them during the Q&A session. 

Encourage Interaction: Create opportunities for students to ask questions and discuss the content 

during or after the presentation. 

Provide Supporting Materials: 

 

Handouts: Prepare handouts or supplementary materials that students can refer to after the 

presentation. 
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Resources: Provide links to additional resources, tutorials, or guides that students can access for further 

learning. 

Evaluate and Improve: 

 

Gather Feedback: After the presentation, seek feedback from the audience to understand what worked 

well and what could be improved. 

Continuous Improvement: Use the feedback to make improvements for future presentations. 

Example: Information Literacy Program Presentation 

Title Slide: "Effective Research Strategies for University Success" 

 

Slide 1: Introduction 

 

Overview of Information Literacy 

Importance for Academic Success 

Slide 2: Understanding Library Resources 

 

Types of Resources (Books, Journals, Databases) 

How to Access Them 

Slide 3: Effective Search Techniques 

 

Using Keywords and Boolean Operators 

Example Search Queries 

Slide 4: Evaluating Sources 

 

Criteria for Reliable Sources 

Example of Evaluating a Source 

Slide 5: Practical Demonstration 

 

Live Demo of Database Search 
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Hands-on Practice Exercise 

Slide 6: Interactive Quiz 

 

Quiz on Search Techniques and Source Evaluation 

Slide 7: Conclusion and Q&A 

 

Summary of Key Points 

Open Floor for Questions 

Slide 8: Additional Resources 

 

Links to Library Guides and Tutorials 

Contact Information for Further Assistance 

By following these tips and structuring the presentation effectively, librarians can create engaging and 

informative presentations that enhance students' information literacy skills and support their academic 

success. 

Q.2 Define and explain micro counseling and micro training. Why the two techniques are important 

for learning and development of libraries? Also discuss Allen E. Ivey’s theory of micro skills hierarchy in 

detail.  

Ans: 

 

Micro Counseling and Micro Training 

Micro Counseling and Micro Training are techniques used in professional development and education to 

enhance skills and competencies through focused, incremental practice. 

 

Micro Counseling 

Definition: 

Micro Counseling refers to the practice of focusing on specific, small-scale interactions or skills within 

the broader context of counseling. It involves breaking down complex counseling processes into smaller, 

manageable components and practicing these components in a controlled environment. 

 

Explanation: 

Ge
niu
sn
es
thu
b.c
om



 

Specific Skills Focus: Micro Counseling focuses on specific skills such as active listening, questioning, and 

providing feedback. Each skill is practiced in isolation to improve proficiency before integrating them 

into more comprehensive counseling sessions. 

Role-Playing: This technique often involves role-playing scenarios where counselors practice particular 

skills with peers or supervisors providing feedback. 

Incremental Improvement: By concentrating on individual skills, counselors can incrementally improve 

their overall effectiveness. This method allows for detailed observation and refinement of each 

component of the counseling process. 

Importance in Libraries: 

 

Enhanced Communication: Librarians can use micro counseling techniques to improve their interactions 

with patrons, focusing on specific skills like active listening or providing clear instructions. 

Personalized Assistance: It helps librarians better understand and address individual patron needs, 

improving the overall quality of reference services and user support. 

Micro Training 

Definition: 

Micro Training refers to training techniques that focus on small, specific learning objectives or tasks. It 

breaks down complex training content into shorter, focused segments that are easier to learn and apply. 

 

Explanation: 

 

Focused Segments: Micro Training involves delivering content in short, manageable segments, often 

lasting only a few minutes. Each segment targets a specific skill or piece of knowledge. 

Just-in-Time Learning: It provides training on an as-needed basis, allowing learners to acquire skills or 

knowledge just before they need to use them. 

Interactive Elements: Micro Training often includes interactive elements such as quizzes, videos, or 

simulations to engage learners and reinforce learning. 

Importance in Libraries: 

 

Efficient Learning: Librarians can quickly learn new tools or technologies, improving their ability to 

provide up-to-date services and support to patrons. 
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Ongoing Professional Development: It allows for continuous learning and skill development without 

requiring long periods away from daily responsibilities. 

Allen E. Ivey’s Theory of Micro Skills Hierarchy 

Allen E. Ivey, a prominent figure in counseling and psychotherapy, developed a theory of micro skills 

hierarchy to guide the development of counseling skills. This hierarchy outlines a structured approach to 

acquiring and mastering essential counseling skills. 

 

Micro Skills Hierarchy 

Attending Skills: 

 

Definition: These are foundational skills that involve actively listening and showing attentiveness to the 

client. 

Components: Includes maintaining eye contact, using open body language, and providing verbal and 

non-verbal encouragement. 

Importance: Attending skills help build rapport and create a supportive environment for effective 

communication. 

Listening Skills: 

 

Definition: Involves actively and empathetically listening to the client’s concerns and experiences. 

Components: Includes reflecting, summarizing, and clarifying what the client is saying to ensure 

understanding and validation. 

Importance: Effective listening helps in accurately assessing the client’s needs and facilitating a deeper 

understanding of their issues. 

Questioning Skills: 

 

Definition: Skills related to asking questions to gather information, explore issues, and guide the 

counseling process. 

Components: Includes open-ended questions, closed-ended questions, and probing questions. 

Importance: Proper questioning helps in uncovering important details and encouraging clients to 

explore their thoughts and feelings. 

Responding Skills: 
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Definition: Involves providing appropriate responses to the client’s disclosures and concerns. 

Components: Includes providing feedback, offering support, and making empathetic statements. 

Importance: Effective responding helps in reinforcing the client’s feelings, offering guidance, and 

facilitating progress in the counseling process. 

Intervention Skills: 

 

Definition: Skills related to implementing specific techniques or strategies to address the client’s issues. 

Components: Includes providing suggestions, setting goals, and developing action plans. 

Importance: Intervention skills help in addressing specific problems and facilitating concrete steps 

toward resolution or improvement. 

Advanced Skills: 

 

Definition: Involves integrating and applying all previously learned skills in complex and nuanced ways. 

Components: Includes advanced techniques such as cognitive restructuring, crisis intervention, and 

integrating multiple counseling approaches. 

Importance: Advanced skills enable counselors to handle more complex cases and provide 

comprehensive support to clients. 

Application of Micro Skills Hierarchy in Libraries 

1. Developing Reference Skills: 

 

Attending Skills: Librarians use attending skills to create a welcoming environment for patrons, ensuring 

they feel heard and understood. 

Listening Skills: Active listening helps librarians accurately identify and address the specific needs of 

library users. 

Questioning Skills: Effective questioning enables librarians to gather relevant information from patrons 

to provide precise assistance. 

Responding Skills: Appropriate responses help librarians offer valuable information and support, 

enhancing user satisfaction. 

Intervention Skills: Librarians use intervention skills to guide users in utilizing library resources 

effectively and resolving information-related issues. 

2. Training and Professional Development: 
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Micro Counseling: Librarians can apply micro counseling techniques to improve their interactions with 

patrons, focusing on specific communication skills. 

Micro Training: Ongoing micro training helps librarians stay updated with new technologies and 

methods, allowing for continuous improvement in their services. 

Conclusion 

Micro Counseling and Micro Training are essential techniques for improving skills and competencies in 

various professional contexts, including libraries. By focusing on specific skills and providing targeted 

practice, these techniques enhance communication, support continuous learning, and improve overall 

effectiveness. Allen E. Ivey’s theory of micro skills hierarchy offers a structured approach to mastering 

essential counseling skills, which can also be applied to enhance library services and interactions with 

patrons. 

Q.3 Why working in groups is important in an academic environment? What are the key 

characteristics of group communication? How working in groups do help to develop individual 

creativity?  

Ans: 

Importance of Working in Groups in an Academic Environment 

Working in groups is fundamental to the academic environment for several reasons: 

 

Enhanced Learning and Understanding: 

 

Diverse Perspectives: Group work allows students to benefit from diverse viewpoints, which can lead to 

a deeper understanding of the subject matter. Different members bring varied experiences and 

knowledge, enriching the learning process. 

Collaborative Problem Solving: Students can tackle complex problems more effectively by pooling their 

ideas and working together to find solutions. 

Development of Interpersonal Skills: 

 

Communication Skills: Group work helps students develop strong communication skills as they need to 

express their ideas clearly and listen to others. 

Conflict Resolution: It provides opportunities to learn how to manage conflicts and disagreements in a 

constructive manner. 

Preparation for the Workforce: 
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Teamwork Experience: Many careers require collaboration and teamwork. Group work in academic 

settings prepares students for real-world professional environments where they will need to work 

effectively with others. 

Leadership and Responsibility: Students learn to take on different roles within a group, such as leader, 

facilitator, or contributor, which helps build leadership and organizational skills. 

Increased Engagement and Motivation: 

 

Active Participation: Working in groups can increase student engagement as they become more actively 

involved in the learning process. 

Support and Encouragement: Group members can provide support and motivation to each other, which 

can be especially beneficial for challenging tasks. 

Enhanced Critical Thinking: 

 

Debate and Discussion: Group discussions encourage students to critically evaluate and debate different 

ideas, leading to improved critical thinking skills. 

Key Characteristics of Group Communication 

Effective group communication is characterized by several key elements: 

 

Clarity: 

 

Clear Expression: Members should communicate their ideas clearly and concisely to avoid 

misunderstandings. 

Defined Objectives: The group should have clear goals and objectives for their discussions and activities. 

Active Listening: 

 

Engagement: Members should actively listen to each other, showing attentiveness and interest in the 

speaker's contributions. 

Feedback: Providing constructive feedback helps in clarifying ideas and improving understanding. 

Respect and Consideration: 

 

Respectful Interaction: Members should interact respectfully, valuing each other's opinions and 

contributions. 
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Considerate Communication: Being considerate of different viewpoints and maintaining a positive tone 

enhances group cohesion. 

Effective Feedback: 

 

Constructive Criticism: Providing and receiving constructive feedback helps improve individual and 

group performance. 

Encouragement: Positive reinforcement and encouragement contribute to a supportive group 

environment. 

Collaboration: 

 

Shared Responsibility: Members should work collaboratively, sharing responsibilities and contributing to 

the group's objectives. 

Mutual Support: Offering support and assistance to fellow group members fosters a cooperative 

atmosphere. 

Conflict Management: 

 

Resolution Strategies: Effective groups use strategies to manage and resolve conflicts, ensuring that 

disagreements do not hinder progress. 

Open Communication: Encouraging open and honest communication helps address issues before they 

escalate. 

How Working in Groups Develops Individual Creativity 

Exposure to Diverse Ideas: 

 

Idea Generation: Interacting with others exposes individuals to a variety of ideas and perspectives, 

which can spark new insights and creative solutions. 

Brainstorming: Group brainstorming sessions can generate a broader range of ideas than individual 

efforts, leading to innovative approaches. 

Constructive Feedback: 

 

Refinement of Ideas: Receiving feedback from group members helps refine and improve ideas, leading 

to more polished and creative outcomes. 

Encouragement: Positive feedback and encouragement from peers can boost confidence and motivate 

individuals to explore and develop their creative ideas. 
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Collaborative Problem Solving: 

 

Shared Creativity: Collaborating on problems allows individuals to combine their creative strengths and 

approaches, leading to more effective and inventive solutions. 

Diverse Problem-Solving Techniques: Exposure to different problem-solving techniques and approaches 

enhances an individual's creative toolkit. 

Role Flexibility: 

 

Multiple Perspectives: Taking on different roles within the group, such as facilitator, researcher, or 

presenter, encourages individuals to think creatively in various contexts. 

Adaptability: Adapting to different group dynamics and tasks fosters flexibility and creative thinking. 

Motivation and Inspiration: 

 

Peer Motivation: Working with motivated and enthusiastic peers can inspire individuals to push their 

creative boundaries. 

Inspirational Environment: A collaborative environment often fosters a sense of excitement and 

inspiration, which can enhance individual creativity. 

Skill Development: 

 

Skill Enhancement: Group work helps individuals develop skills such as critical thinking, problem-solving, 

and communication, which are essential for creative thinking. 

Learning from Others: Observing and learning from the creative processes of others can inspire and 

influence an individual's own creative strategies. 

Conclusion 

Working in groups in an academic environment is essential for enhancing learning, developing 

interpersonal skills, and preparing for professional collaboration. Effective group communication, 

characterized by clarity, active listening, respect, and constructive feedback, is crucial for successful 

teamwork. Additionally, group work stimulates individual creativity by exposing members to diverse 

ideas, providing constructive feedback, and fostering a collaborative and supportive environment. By 

leveraging the strengths and perspectives of group members, individuals can enhance their creative 

thinking and contribute to innovative solutions. 

Q.4 What is an interview? What are key considerations that support conducting a good interview? 

Also differentiate between good and bad interviews. 

Ans: 
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What is an Interview? 

An interview is a structured conversation between two or more parties, where one party (the 

interviewer) asks questions and the other party (the interviewee) provides answers. Interviews are 

commonly used in various contexts, including: 

 

Job Interviews: To assess candidates' qualifications, skills, and fit for a position. 

Research Interviews: To gather data and insights for academic or market research. 

Media Interviews: To obtain information or opinions for news stories or features. 

Counseling Interviews: To understand clients' issues and provide support or guidance. 

The primary objective of an interview is to gather relevant information, assess suitability, or understand 

perspectives. 

 

Key Considerations for Conducting a Good Interview 

Preparation: 

 

Research: Understand the background of the interviewee, the purpose of the interview, and the specific 

topics to be covered. 

Questions: Prepare clear, relevant, and open-ended questions to facilitate detailed responses. Avoid 

questions that are leading or biased. 

Setting: 

 

Environment: Choose a comfortable and quiet location to minimize distractions and ensure privacy. 

Timing: Allocate sufficient time for the interview, ensuring both parties are not rushed. 

Communication: 

 

Active Listening: Listen attentively to the interviewee’s responses, showing interest and engagement. 

Clarity: Speak clearly and ensure that questions and instructions are understood. 

Professionalism: 

 

Respect: Treat the interviewee with respect and courtesy, creating a positive and open atmosphere. 
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Objectivity: Maintain neutrality and avoid expressing personal biases or opinions. 

Flexibility: 

 

Adaptability: Be prepared to adapt the interview based on the responses and direction of the 

conversation. 

Follow-Up: Ask follow-up questions to clarify or expand on the interviewee’s answers. 

Documentation: 

 

Record Keeping: Take accurate notes or record the interview (with permission) to ensure that 

information is captured correctly. 

Confidentiality: Handle sensitive information with confidentiality and discretion. 

Evaluation: 

 

Review: After the interview, review the responses and evaluate them in the context of the interview’s 

objectives. 

Feedback: Provide feedback if appropriate, especially in job interviews or research contexts. 

Differentiating Between Good and Bad Interviews 

Good Interviews 

 

Clear Objectives: 

 

Purpose: The interview has a clear purpose and set objectives, with questions aligned to these goals. 

Relevance: The questions are relevant to the interviewee's background and the topic. 

Effective Communication: 

 

Engagement: Both the interviewer and interviewee are engaged and communicate effectively. 

Active Listening: The interviewer listens attentively, clarifies responses, and follows up on interesting 

points. 

Professional Conduct: 
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Respect: The interview is conducted respectfully, and the interviewee feels valued and heard. 

Impartiality: The interviewer remains neutral and avoids showing bias or judgment. 

Well-Structured: 

 

Organization: The interview follows a logical structure, with a clear introduction, body, and conclusion. 

Time Management: The interview is well-paced, covering all key topics without unnecessary digression. 

Useful Outcomes: 

 

Insightful Information: The interview yields valuable and actionable information relevant to its purpose. 

Clear Understanding: The interviewer gains a clear understanding of the interviewee’s perspectives or 

qualifications. 

Bad Interviews 

 

Unclear Objectives: 

 

Purpose: The interview lacks a clear purpose, leading to irrelevant or disjointed questions. 

Focus: Questions are off-topic or not aligned with the interview’s goals. 

Poor Communication: 

 

Disengagement: The interviewer or interviewee is disinterested or disengaged. 

Misunderstanding: Questions are unclear or poorly phrased, leading to confusion or miscommunication. 

Unprofessional Conduct: 

 

Disrespect: The interviewee feels disrespected or uncomfortable due to inappropriate behavior or 

remarks. 

Bias: The interviewer shows clear biases or judgments that affect the interview process. 

Disorganized Structure: 

 

Lack of Structure: The interview is poorly organized, with no clear flow or structure. 
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Time Issues: The interview may be rushed or overly lengthy, leading to incomplete or superficial 

coverage of topics. 

Ineffective Outcomes: 

 

Unhelpful Information: The interview does not yield useful or relevant information. 

Lack of Clarity: The interviewer fails to gain a clear understanding of the interviewee’s responses or 

qualifications. 

Conclusion 

A good interview is characterized by clear objectives, effective communication, professionalism, well-

structured interactions, and valuable outcomes. Key considerations for conducting a successful 

interview include thorough preparation, creating a comfortable setting, active listening, and maintaining 

professionalism. In contrast, a bad interview is often marked by unclear objectives, poor 

communication, unprofessional conduct, disorganization, and ineffective outcomes. By focusing on 

these aspects, interviewers can enhance the quality and effectiveness of their interviews. 

Q.5 Write short notes on each of the following:  

 i. Objective and subjective paradigms 

 ii. Evaluation and follow-up of a training program  

Ans 

i. Objective and Subjective Paradigms 

Objective Paradigm: 

 

Definition: The objective paradigm refers to a viewpoint where knowledge and reality are seen as 

external, measurable, and independent of individual perception. It emphasizes observable and 

quantifiable aspects of phenomena. 

Characteristics: 

Empirical Data: Relies on empirical data and scientific methods to understand and explain phenomena. 

Standardization: Uses standardized procedures and metrics to ensure consistency and reliability in 

measurement and evaluation. 

Objectivity: Aims for objectivity by minimizing personal biases and subjective influences in the analysis. 

Examples: Quantitative research, statistical analysis, and experiments in natural sciences. 

Subjective Paradigm: 
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Definition: The subjective paradigm focuses on the individual's perception and interpretation of reality. 

It emphasizes personal experiences, feelings, and interpretations as central to understanding 

phenomena. 

Characteristics: 

Personal Perspective: Recognizes that knowledge and reality are influenced by individual experiences 

and perceptions. 

Contextual Understanding: Emphasizes the importance of context and personal meaning in interpreting 

experiences. 

Qualitative Insights: Uses qualitative methods such as interviews, case studies, and narrative analysis to 

gather in-depth insights. 

Examples: Qualitative research, phenomenology, and ethnography. 

Comparison: 

 

Objective Paradigm: Seeks to measure and understand phenomena through external, quantifiable data. 

It aims for consistency and generalizability. 

Subjective Paradigm: Focuses on personal experiences and interpretations, valuing context and 

individual perspectives. It provides depth and insight into complex human experiences. 

ii. Evaluation and Follow-Up of a Training Program 

Evaluation of a Training Program: 

 

Definition: Evaluation involves assessing the effectiveness and impact of a training program to 

determine whether it meets its objectives and provides value. 

Key Components: 

Pre-Evaluation: Assessing needs and setting objectives before the training begins. This includes defining 

goals and desired outcomes. 

Formative Evaluation: Conducted during the training process to monitor progress and make necessary 

adjustments. Methods include feedback surveys and observations. 

Summative Evaluation: Conducted after the training to assess its overall effectiveness. Methods include 

testing knowledge retention, evaluating performance improvements, and gathering participant 

feedback. 

Metrics: Common metrics include participant satisfaction, learning outcomes, behavior changes, and 

return on investment (ROI). 

Follow-Up of a Training Program: 
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Definition: Follow-up involves ongoing activities to ensure that the training has a lasting impact and that 

the skills and knowledge gained are applied effectively. 

Key Components: 

Post-Training Assessments: Evaluating the long-term impact of the training through assessments, 

surveys, or performance reviews. 

Support and Resources: Providing additional resources, coaching, or support to help participants apply 

what they have learned. 

Feedback Collection: Gathering feedback from participants and stakeholders to understand the 

training’s effectiveness and areas for improvement. 

Continuous Improvement: Using feedback and evaluation results to make improvements to the training 

program for future iterations. 

Comparison: 

 

Evaluation: Focuses on assessing the immediate effectiveness and outcomes of the training program. It 

provides insights into the success of the training in meeting its objectives. 

Follow-Up: Ensures that the training has a lasting impact by supporting the application of learned skills 

and gathering feedback for ongoing improvement. It emphasizes long-term effectiveness and continued 

development. 

Summary 

Objective and Subjective Paradigms offer different approaches to understanding reality, with the 

objective paradigm focusing on measurable and observable phenomena, while the subjective paradigm 

emphasizes personal perspectives and experiences. Evaluation and Follow-Up of a training program are 

essential for assessing its immediate effectiveness and ensuring its long-term impact, respectively. 

Evaluation provides insights into how well the training met its goals, while follow-up ensures that the 

training results in lasting improvements and continued development. 
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