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Course Description:

Interpersonal communication and interviewing are activities in which we engage on a daily basis, in both our personal and professional lives.  Even though we frequently engage in such communications, they are not simple phenomena.  They are complex, dynamic, and, at times, challenging interactions.  This class is designed to provide you with a theoretical, an empirical, and a personal understanding of effective communication skills.

In order to be an effective communicator it is important to understand one’s own attributes that can work to both help and hinder the communication process.  Some personal characteristics that can affect the interview process include one’s assumptions and biases, strengths and skills, beliefs, values, and level of self-awareness.  As a part of this course you will be asked to engage in various activities that will help you to explore and become more aware of your personal characteristics, as they impact the communication process.  

Course objectives:

· Learn about your own communication style and how this applies to the interview setting.

· Practice basic communication skills of active listening, empathy, and letting others know you understand their point of view.

· Gain a better understanding of how communication styles impact the interviewing process.

· Develop your interviewing skills as they relate to your personal life and professional interests.

· Learn to conduct audio taped practice interviews and evaluate your performance.

· Understand the differences in goals and rules among different types of interviews.

Required Readings:

Barone, J. T., & Switzer, J. Y. (1995).  Interviewing: Art and skill.  Allyn & Bacon.

Ivey, A. E., et al.  (2006).  Basic Attending Skills (4th Edition).  Microtraining Associates.

**You are responsible for reading all assignments.  Exam questions will be from both the lectures and readings.
Course Assignments and Grading  (200 points total):

Attendance & Participation in lecture & lab

50 points (10 labs/5pts. for each lab)

Daily journals





20 points (2 pts. for 8 entries, 4 for summary)
Audiotape exercise #1




30 points

Audiotape exercise #2




30 points

Quiz






20 points

Final exam





50 points
* Opportunities for extra credit will be announced in class *

NOTE:  Attendance in lecture is mandatory.  Your lab instructor will determine the attendance policy for lab meetings. 
	Accommodation Statement: I wish to fully include persons with disabilities in this course.  Please let me know if you need any special accommodations in the curriculum, instruction, or assessments of this course to enable you to fully participate.  I will try to maintain the confidentiality of the information you share with me.




Date

Topic




Reading

Assignment
May 29
Course Introduction:


IAS Ch. 1

Respect-Appreciate-Agree



Interviewing as communication

May 30
Listening & Attending Skills

IAS Ch. 2&3

Best/Worst Communication 

Basic Interview Structure

BAS Ch. 1

of the Day

May 31
Challenging Stereotypes

IAS Ch. 5

Journal entry #3



Understanding Cultural Differences
BAS Ch. 2

June 4

Interview Process


IAS Ch. 3

Journal entry #4

June 5

The power of questions

IAS Ch.4

Journal entry #5







BAS Ch. 3

June 6

Clarifying & Responding

BAS Ch. 4- 6

Journal entry #6



Summarization





Audiotape #1 due
June 7

**QUIZ**


Organizing Interviews 

BAS Ch. 7

June 11
Impression Management &

IAS 11


Journal entry #7



Persuasion in interviews 

June 12
Employment/Selection Interviews
IAS Ch. 8&9

Journal entry #8

June 13
Journalistic and 


IAS Ch. 6

Journal summary 



Counseling Interviews

IAS Ch.14

Audiotape #2 due
June 14
FINAL EXAM





Turn in journal summary

This syllabus may change:  students will be notified of changes as they occur.

DESCRIPTION OF COURSE ASSIGNMENTS

Course Journal:  An important theme of this course is self-exploration.  One goal is for you to reflect on your own communication style, and on the process of communication as it relates to the interview setting.  Your course journal will contain your reflections on lecture and lab activities and out-of-class exercises.  Journal entries should be 1-2 pages, typed, double-spaced.  Journals should be turned in to your lab instructor.  

For the final submission, write a brief summary (2 page, typed, double-spaced) of your growth as an interviewer as reflected in your journal writings.  Journal entries will be evaluated on clarity of expression and thoughtfulness of reflections on what you have learned.  

Audiotape #1 (reflective listening exercise):  This exercise is an opportunity to practice “reflective listening” skills, and is described in detail below (see full-page description).  Both your annotated transcript and the associated journal entry should be turned in to your lab instructor on 6/6/07.

Audiotape #2 (helping role-play or informational interview):  In this interview you will demonstrate the skills learned in the lab (see full-page description below).  Your tape, partial transcript, and associated journal entry should be turned in to your lab instructor on 6/13/07.

►  Late papers will not be accepted.

Exams:  There will be a mid-term quiz and a cumulative final exam.  Both of these exams will cover the readings and lecture materials.  Please note that the readings and lectures parallel one another, but do not completely overlap.

*Note on equipment needs:  An audio recorder will be needed for these two required assignments.  We have a limited number of recorders available at the Department of Counseling Psychology (Room 321 Education Building).  You will need to bring your Student ID to check out the recorder overnight or from Friday afternoon until Monday morning.  Please use your own recorder or borrow one from a friend (or from your own department, or from the CIMC [3-4750]) if possible because of the limited number we have available.  Audiotapes should be standard cassette tapes (not micro cassettes or CD-ROMs) unless you have made prior arrangements with your lab instructor.

Out-of-class exercise 

Journal entry #1:

Appreciate-Respect-Agree

Goal:  Improving existing relationships in school, work, or personal life.

Setting:  Almost any.  Choose one conversation today, with a friend, co-worker, or fellow student, and practice voicing respect, appreciation, and/or agreement.

Practice:  Find areas where you do in fact respect, appreciate, or agree with someone you are communicating with - and let them know.

Background:  An article for job seekers noted, “If I want magical conversations, whether in business or personal interactions, I look for a way to honestly say, ‘I respect you,’ ‘I appreciate you,’ or ‘I agree with you.’  Those three words can sometimes, like magic, turn a discussion from adversarial to collaborative, from cordial to inspired.”  (Marty Nemko, “Under the Radar,” San Francisco Examiner, 1998).

People like to be respected, appreciated, or agreed with.  But the point of this exercise is absolutely not flattery, pretending to like what in fact you don’t.  The goal is to find areas where you can work well with someone, and focus there.  If you really cannot find anything at all, then you probably don’t belong in that relationship in the first place.

Journal Entry:
Give a brief description of the setting you chose and how you practiced this exercise.  Then reflect on the following questions.

· What did you like about this practice?  What felt comfortable to you?

· Which aspect of the exercise (respect, appreciation, agreement) was most difficult for you to express?  Why?  (Is this hard for you in general, or would it have been easier in a different relationship?)

· How did the other person respond?  What changes did you notice in the quality of the communication?

Adapted from John S. James, Communication Practices discussion group
http://www.communicationpractices.org

Out-of-class exercise

Journal entry  #2:

Best and Worst Communication of the Day

Goal:  Awareness of your communication strengths and weaknesses.

Setting:  Almost any.  At the end of the day, take time to reflect back on your communications with other people.  

Practice:  Notice your best - and also your worst - communication (or interaction, or relationship) of the day.

Background:  Sometimes a communication or other task goes very well - it “clicks,” or one is “on a roll.”  At other times, nothing seems to work, and everything seems to be awkward or going wrong.

“Best” means that it feels good, but also that it is consistent with your deepest integrity, and also that you are accomplishing, being productive in the world.

The ultimate purpose of this exercise is to gain some control of the forces that determine our success and happiness. Hopefully, you will learn how to use certain actions or attitudes (either in one’s inner world, or in the outer, public one) to build personal effectiveness.  But at first, focus on observing the flow of events, rather than trying to make changes.

Journal Entry:
Describe your best and worst communications today.  With whom were you talking and what went well or badly?  Questions:

1. For the “best” conversation:  Why do you think this communication went smoothly?  What did you do to facilitate communication?  What did the other party do?  

2. For the “worst” conversation:  Why do you think this communication went badly?  What did you do that got in the way of clear communication?  What did the other person do?  What if anything got in the way of your integrity in this conversation (telling the truth, saying what was most important or meaningful)?

3. For the “worst” conversation:  What (if any) assumptions were you making about the other person’s motivations.  How could you have checked these out with him or her?  What (if any) assumptions did you feel he or she might have made about you?

4. What can you learn from this exercise about how more of your conversations can be “best”?

Adapted from John S. James, Communication Practices discussion group
http://www.communicationpractices.org

Audiotape #1:
Acquaintance Audiotape:  Reflective Listening Exercise

Goal:  Understanding and building rapport.  

Setting:  Find an acquaintance who is willing to let you audiotape a short (max of 10 min) interaction on a topic of your choosing.  Possible topics include sports, politics, art, music, or social issues.  The topic should be one on which the two of you have different opinions!

Practice:  Have your partner discuss her/his opinions on the topic the two of you have selected.  Attend especially to his/her supporting evidence—the reasons for holding these opinions.  Rather than argue, try your best to understand your partner’s point of view.  When your partner has finished articulating a point, try restating that point yourself (you might try starting with “What I hear you saying is…”).  Make your best effort to capture her/his meaning, and then ask whether you got it all (and if not, work at restating his or her amendments to your restatement).  Only when your partner indicates that s/he feels understood should you go on to ask clarifying questions, or request additional details.  End the interview after 10 min, or when your partner feels that you are able to accurately summarize his/her views and reasons for holding them.

Background:  One barrier to communication is our desire to be right about things, and to persuade others of the correctness of our views.  It is very difficult to hear someone when we are thinking up counter-arguments while s/he is talking.  The goal for the reflective listening exercise is to put aside your own goals and opinions, and focus on understanding the views of the other person as clearly as you possibly can.  To accomplish this goal, you may find that you have to resist impulses to respond to what s/he is saying in other ways (e.g., debate, correcting factual errors, helping problem-solve, etc.).  Notice what other motivations get in the way of simply listening and reflecting.
Written Assignment (to be turned in):
1.
Transcribe the audiotape of this conversation verbatim.  Your transcript should include a column indicating who is speaking, a column indicating what was said, and a third column (far right) for your annotations.  (The Table function in Microsoft Word works well for this.)

2.
In the right-hand column, annotate each of your speaking turns in the conversation.  Indicate where you feel you are accurately reflecting your partner’s views.  For your other speaking turns (those in which you are not reflecting or restating), indicate your best recollection of what was your motivation (e.g., opening conversation, debating a point, setting person at ease, etc.).  You may wish to include additional information (e.g., nonverbals) in your annotations.

3.  Reflect in writing on the following questions:  What (if anything) interfered with your goal of focusing on understanding your partner’s point of view?  What makes “just listening” difficult?  How did you feel when you were accurately restating your partner’s views?  What was the impact on the relationship?

Audiotape #2:

Audiotape:  Basic Interview Skills

Goal:  Practice basic interview skills (active listening, effective inquiry, reflecting feeling and content) 

Setting:  Three options:  

(1) unrehearsed role-play (helping interview) with a classmate, 

(2) informational interview with an individual working in a profession you are interested in pursuing, or

(3) journalistic interview with someone who has an interesting story to tell.

For option (2) or option (3), please consult IAS Ch. 6 for ideas on information interviews.

Practice:  Audiotape a 15-min interview.  

Written Assignment:

1. Transcribe any 4-min section of this interview and annotate, describing which interview techniques you were using at each speaking turn, with comments on their appropriateness/effectiveness.  Again, be sure to note information not evident from the transcript (e.g., interviewee nonverbals) that affected your conversation.  Turn in the original audiotape, as well your annotated transcript and related journal entry (below).

2. Describe the type of interview and introduce the interviewee.  Why did you choose this type of interview?  Comment on your effectiveness as an interviewer in this audiotape.  How well did you:

· Set the tone (including stating the purpose) of the interview at the outset?

· Use skills/techniques comfortably and in a fluid manner?

· Attend to the interviewee’s point of view?

· Understand the interviewee’s feelings?

· Understand the content of the interviewee’s statements?

· Communicate your understanding/empathy to the interviewee?

· Close the interview?

What did you feel you did well in this interview?  In what areas would you like to improve your interview skills?  Which of your goals for this interview were met?  Any unmet?  How was the interview useful to you?  To the interviewee?  Be sure to adapt your answers to fit the purpose of the interview type you have chosen.
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