ACADEMIC SKILLS


Below are some very basic helps for learning.  They are in a rough form, but it seemed best to get them up as soon as possible.  So, take what you can from them, email suggestions, and we will continue to develop them so we can all learn better together.

Blessings,

BRM

LEARN TO USE A COMPUTER

There are several good reasons for learning to use a computer as early as possible in your college career:  (1) You may be required so to do.  (2) You can type faster than you can write, especially if you then have to have someone else type it.  (3) Using the computer and its various facilities will allow you to do papers, etc. much more quickly.  (4) Increasing numbers of classes are using computers as part of their regular class work.  (5) The price of computers is rapidly coming down.  (6) You will almost certainly have to use a computer when you go "on the job."  (7) There are many Biblical studies resources now available on the computer.  (8) The Internet promises extraordinary research and communication possibilities.  

SPEED READING


Reading should take up a large part of your study time.  The following hints will help you to read more quickly and with greater understanding and retention.  (These hints are useful and should help your reading speed, they are not, however, a substitute for a course with a qualified instructor.)  (1) Before reading  Examine the text: jacket, contents, chapter headings, summaries, section headings, etc.  This will help you get an overall idea of what to expect.  Think of specific questions before you read.  (2) Read in phrases.  Start with small phrases and them work up to larger ones.  The essence of speed reading is to read groups or phrase of words, not individual words.  Since we listen, speak, and think in phrases; and since we remember so little of the exact words we read this should speed our reading without reducing our comprehension.  (3) Start slowly  Each time you begin to read begin at a comfortable pace and then increase your speed as you “get into” the flow of the material.  This is rather like warming up when exercising.  (4) Don't subvocalize or say the words as you read them.  You may not realize you are doing this.  Have someone watch your lips as you read or put some tape over your mouth.  (Be careful if you have a beard or mustache or are prone to sneezing!)  (5) Practice, practice which also includes your level of understanding.  (9) Work on these skills an hour or two a day for one week and you should see a marked improvement in your reading speed and increased comprehension.

MATH TIPS

1. General.

1.1. Reconsider large numbers in terms of dollars and cents.

1.2. Round off to estimate right answers.

2. Adding.

2.1. Add columns from left to right.

2.2. Add numbers in easiest order.

3. Subtracting.

3.1. Minuend - subtrahend = remainder.

3.2. Subtract columns from left to right.

3.3. “Add up.”

3.4. Use 100 etc. as a middle number.

3.5. Since adding or subtracting the same value to both the minuend and subtrahend does not affect the answer, add or subtract an equal value to each number such that the minuend or subtrahend is a round number, then subtract.

4. Multiplication.

4.1. In double digit numbers, cross multiply and add to get the middle digit.  Then just multiply the left two digits.

4.2. Number greater than 100: Add the 2nd and 3rd digits from one number to the other.  This is the  base answer to a decimal place 1 less than the total number of digits.  Then multiply the 2nd and 3rd digits to the base.

4.3. Squaring.  

4.3.1. Numbers below 100.  Subtract the number from 100.  Subtract this remainder from the original number.  This is the first two digits.  Square the remainder for the remaining digits.

4.3.2. Numbers above 100.  Subtract the number from 100.  Add this remainder from the original number.  This is the first two digits.  Square the remainder for the remaining digits.

4.3.3. Numbers that end in 5.  The last two digits will always be 25.  The add 1 to the first digit and multiply this by the first digit.  352 = ([3+1] x 3 = 12) and 25 = 1225; 1052 = ([10 + 1] x 10) and 25 = 11025.. 

5. Practice skills.

TAKING NOTES


Taking notes in class is the first link in the chain which goes from the lectures will you hear to the exams you will take.  Taking good notes, therefore, is the first step in studying for your quizzes and finals.  STUDYING FOR THE TEST BEGINS WHEN YOU ARE TAKING NOTES IN CLASS AND ON YOUR READING.  Some suggestions:  (1) Take a thin pad  to class for note taking.  Start each class period on a new sheet.  Put the subject and date on each sheet.  Write only on the front of the paper.  Later, at home, transfer each sheet to a loose-leaf notebook labeled for that subject.  This has several advantages. (a) Less to carry.  (b) Easier to organize, insert handouts, etc.  (c) You can use the blank backs of note pages to help you study.  (d) It is not a disaster if you class note pad since it should never contain more than one day’s work.  (e) No forgetting to take the right or taking the wrong notebook to class.  (2) Take fewer notes.  Better students usually do not take notes word for word but try to identify the concepts.  (3) Outline, outline, outline.  Take your notes in outline form.  (a) Use indented dashes (this is faster than the traditional system).  (b) Outlining helps you to organize and hence remember.  (c) Using symbols and abbreviations help you to take notes more quickly and focus more on the lecturer than on your  writing.  You may wish to develop your own system.  The following are some examples which may be helpful.  & - and, | - or, @ - at or with, # - number, x - times, etc.  (4) Rewrite your notes in a more orderly form.  Ideally, you should enter them into your computer integrating lecture and reading materials (keeping good references to know the difference) and scanning in handouts and other materials.  

MEMORIZING AND LEARNING

Learning to memorize is a critical skill. On the surface the outlook is bleak.  We all forget.  Classic research by Ebbinghaus on the “retention curve” indicates that after 20 minutes only 63% is remembered, after 1 day only 38% is remembered, after 2 days only 31% is remembered, and after 31 days only 25% is remembered.  The techniques below, however, can help you beat the curve!


(1) Personalize your system of memorizing and learning to maximize your own skills.  That is, pick and choose from and modify the following to who you are.   (2) Baddeley (194) suggests ideas for general use: (a) Lists.  (b) Diary of recollections.  (c) Notes, including writing on hands, etc.  (Not recommended for test taking!)  (d) Retrace events backwards to help you jog your memory.  (e) Alarm clocks, timers, etc.  (f) Calendars, wall charts, planners, etc.  (g) Face-name associations.  Imagine personal characteristics as a key to proper names.  Mr. "Hill" might be remembered by the mountainous features of his face.  (h) Asking others to remember for you and/or remind you.  (i) Leaving objects in unusual places.  (Putting the phone in an odd place to remind you to call someone when you come home.)  (j) Leaving objects in usual places.  (Always putting your keys, etc. in the same place every night so as not to have to search for them in the morning.)  (3) Take two minutes before leaving class to review your notes and / or think about them on the way to the next class.  (4) Organize, organize, organize. It is vastly more difficult to remember unorganized that organized material. (5) Try to organize your material according to concepts.  (6) Make associations with things you already know.  (7) Learn etymologies or the source meanings of words.  (8) Do a little at a time.  Short study sessions over a long period usually allow you to retain much more than "cramming."  (9) Repeating material audibly is often helps some people much more than simply reading it over.  (10)  Many people profit from recording their notes on a tape recorder and playing them back while exercising, cleaning, etc.  (11) Many people retain more if they study just before sleeping.  (12) Make use of "lost moments."  Put your notes onto 3 x 5 cards or in some other convenient form and carry them with you for review while waiting in the lunch line or for an appointment.  Tape memory material to your mirror for review while combing hair, etc.  (13) When reading, do not try to memorize the material, but try to interact with it through asking questions, etc.  (14) Things remembered first and last in a series are most easily remembered.  The precedence and subsequence effects.  (15) Things with unusual aspects are most easily remembered.  Take notes in bright colors, use huge flash cards, etc.  (16) Remember less the more you are not bothered by having to remember everything because you write it down, have routines, etc; the more opportunity you have to remember what is really important.  (17) Read some books on developing your memory.  Check the bibliography and the library catalogue.  (18) Singing material is one of the most effective ways of remembering material.  (How many Scripture verses have you unintentionally memorized by singing choruses?)  (19) First-letter prose "Every good boy deserves fun" reminds us of the notes of the lines of the treble staff in music.  (20) Rhyme "In fourteen hundred ninety two, Columbus sailed the ocean blue."  (21) Place Imagine a well known physical place such as a room.  Mentally hide the different objects or concepts to be memorized at specific points places in the room.  (22) Story Make up a story which connects the various elements to be remembered.  The more silly and the more imaginative the better.  (23) Numbers keyed to letters.  (a) An old, but still excellent system, was developed by the Reverend Brayshaw, Metrical Mnemonics (1849).  Only consonants are used so that you may insert vowels to construct words as necessary (325 = GoD eL, God + the Hebrew word for God, giving the year of the Council of Nicaea where the doctrine of God was much discussed.)


1
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0


B C
D F
G H S
J K
L Z
M N
P Q
R
T V
W X

or, (b) slightly modified
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B C
D F
G H
J K
L M
N P
Q R
S T
V W
X Z

or, (c) much modified connecting the similar sounds of consonants and numbers (* = hard “c” sound)


1
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 H W
B P  
G J
L R
F Ph V
C* K Q
C S(h)
D T(h) 
M N 
X Z

(d) The number memory technique.  Make these associations 


1
2
3
4
5
6
7
8
9
0


 T D
N
M
R
L
J Sh Ch
C* K G*
F V Ph
P B
C S Z 

Use these rules: Vowels: A, E, I, O, U and W, H (except when part of a diphthong as in PH) and Y have no value.  Disregard silent and double letters.  Use X as it sounds: in “foX” it is a soft sound equaling 0, in “compleXion” it is hard equaling 6.  Alternatively one could always make X equal to 6.  (24) The pegword technique helps you to remember lists in the correct order.  You begin by having a memorized list of words easily associated with numbers, such as: "One is a bun, two is a shoe, three is a tree," etc.  The concepts you wish to memorize are then uniquely associated with the objects you already know in order, usually by devising clever pictures.  (25) Pictograms are one of the most powerful tools for memorizing astoundingly large amounts of conceptual data.  Draw a connected comic strip like representation of the data.  The crazier, more colorful, and off-beat you can make the pictures the more easily they will be remembered.  (8) Bibliography  Baddeley, Lorrayne, Lorrayne and Lucas, Minninger, Werner.

TEST TAKING


(1) Utilize the study skills ideas above.  (2) Know the material before hand.  (3) Identify topics for study.  What is your professor likely to ask.  Use your own estimates and check with other students.  (4) Ask for sample questions.  (5) Quiz yourself as you study, thinking up potential questions.  (6) Summarize key points in small outlines.  (7) Discuss issues with your professor.  (8) Form a study group.  This is the single most powerful technique you can use.  It provides information, structure, interaction, and motivation.  (8) Sometimes exercise and / or a bit of candy can sharpen your mind.  A heavy meal usually does the opposite.  (9) After the test go over questions you missed to make sure you know why.  (10) In all events: PRAY before, during, and after!

DOING A RESEARCH PAPER


Research is the ability to find things out on your own.  The ability to engage in research is an essential skill for the scholar, pastor, Christian leader, Christian worker, etc. 

AN OVERVIEW OF THE PROCESS


(1) Generate tentative topic and hypothesis.  (2) Gather information.  (3) Take notes.  (4) Refine topic and hypothesis.  (5) Gather additional information.  (6) Organize notes.  (7) Write paper.  (8) Fill in holes.  (9) Edit paper.

TOPIC AND HYPOTHESIS


(1) Be sure to pick a topic which is within the limits of your course.  Clear the topic with your instructor if this is required or if you are in the least bit unsure.  If you are very interested in something, it is a good idea to inquire.  Your interest may allow your instructor to stretch the rules a little.  Many instructors also suggest topics, especially if you ask.  If you do ask, it is best to have first read the text book.  (2) Topics This is that about which you want to write.  Types of topics: people, cultures (including subcultures, religions, philosophies, etc.), Ideas (doctrines, etc.), contemporary issues, things (documents, artifacts, experiments, etc.), combinations of the preceding.  (3) Thesis or hypothesis  This is stating the point which you wish to make about your topic: Types of hypotheses:  Survey.  comparison and / or contrast.  Historical development (Sources, Influences, Results or consequences).  Controversy (arguing against someone else’s hypothesis).  New idea or discovery.  (4) All research involves breaking concepts down into their constituent parts and reassembling them into new forms.  That is:  What are the pieces from which a thing is made? What are the different things which constitute it?  What are the similarities between things which can allow us to group them together?   Emerson is noteworthy here: "Genius is seeing the miraculous in the ordinary."  (5) Limiting and Delimiting  All topics and hypotheses usually go through a process of limiting and delimiting during the process of doing research.  (a) Limiting: This involves reducing the topic and / or hypothesis.  Those new to scholarly research often have difficulty limiting their topic. Usually they pick one which is too broad.  This means there is a great deal of information which can be used, so much, in fact, that they are lost in a sea of data.  (B) Delimiting: This involves expanding the topic or hypothesis.  This is usually done when there you discover a new and important aspect of the issue while doing your research or there is not enough research material for you, either because it does not exist or is beyond your reach for some reason.  The broader the topic and/or hypothesis the more you have to work with, but the more work you have to do.  The narrower the topic and / or hypothesis the less you have to work with, but the less work you can do.  Your instructor is a very important resource in these matters.

SOURCES OF INFORMATION


There are several main sources of information:  (1) The library will be the best source of material for you.  (2) If your library is limited you may wish to go to another.  (3) Check with your professor.  (4) Computer sources are also becoming available.  


A number of specific sources of information are as follows:  (1) Literary (a) Library card or computer files: topic, title, author.  (b) Reference works: dictionaries, encyclopedias, data bases.  (c) Books: text books, monographs (books on a single subject), collections or anthologies (books containing essays by different authors), Festschrifts (German for "writings in celebration  of" that is works which in several scholars honor another scholar).  (d) Periodicals, including: Religion Index, OT Abstracts, NT Abstracts, journals in general (especially recent and unindexed issues), journal indices (often annual, of unindexed or particularly relevant journals).  (e) Government documents.  (f) Computer searches especially CD based materials and the new on-line services.  (g) Bibliographies: personal collections, in reference works, in periodicals (try to find the latest and work backwards), in books, from computer searches, in other's papers (but not without proper citation!).  (2) Non-literary sources (a) Ask the librarians.  (b) Ask your instructors.  (c) Personal correspondence or conversation to and from experts (always very impressive).  (d) Surveys you have conducted.  (e) Art, icons, etc.  (f) Movies, video, TV programs.  (g) Audio recordings.  (h) Museums.  (I) Etc.

TAKING AND ORGANIZING RESEARCH NOTES


There are various approaches to taking research notes for a paper.  (1) Use 3 x 5 cards (or 4 x 6, etc.) both for bibliography and for taking notes.  When done researching, make an outline of the paper and sort the cards as per the topics in the outline.  Write each topic.  Then go review, fill in any research holes, edit, sort and complete the bibliography, and submit.  “Note” these sample cards.

SAMPLE BIBLIOGRAPHIC (TOP) CARD (Not to scale)
Bruce Bear, Box 123                                                                                                 Ref BS543 E49 1991

Prof. Marino 
Hermeneutics

Jan 1, 1999

Elwell, Walter A.  Topical Analysis of the Bible.  Grand Rapids: Baker, 1991.

          A topical Bible arranged according to the categories of systematic theology with topical and Scripture indices.  Very useful.

SAMPLE RESEARCH CARD (Not to scale.  Include short title only if more than 1 work by same author.)
Elwell, Topical Analysis 203                                                  Parallel passage: God’s provision: John 6:31

Deut 8:3  “He humbled you, causing you to hunger then feeding you with manna, which neither you nor your fathers had known, to teach you that man does not live on bread alone.”

Reminder: Also check Deut 8:2-4                                                                                                     Quote

(2) Use notebook paper for taking notes and 3 x 5 cards for the bibliography.  Do the same process as #1 but take notes in outline form on the notebook paper, recording page numbers in the margins.  Color code your outline and then color code your notes to match the appropriate parts of your outline.  Go through doing all the reds, blues, etc.  Finish according the procedure in #1.  (3) On a computer do the same procedure as #2 depending on your software.  Data bases are especially useful here.

WRITING THE PAPER


(1) For general elements of form and style a good and appropriate manual is essential.  (2) Neatness is important.  (Psychological research indicates that this is a less important factor if the instructor is not neat and a more important factor if he/she is, hence: beware!)   (3) A good introduction is essential:  (a) Have an interesting and relevant introductory sentence.  (b) State you topic and hypothesis clearly in the first paragraph.  (c) Organize, organize, organize.  (d) Support arguments or positions you take with facts and references and avoid "preaching".  (e) Although the body of the paper shows the breath of scholarship, foot or end notes show the depth of scholarship (R. Nicole, personal conversation, South Hamilton, MA, Fall 1984).  (4) Use parenthetical, foot, or end notes to: (a) cite: Any direct quote. Any concept which is not generally known (appears in less than three sources with which you are familiar). Explain any interesting material that the reader would benefit from knowing, but which would be distracting in the main body of your work.  (5) A good conclusion is essential.  Restate your topic and hypothesis, summarize your major findings, and make suggestions concerning the implications and applications of your work including further research which may be done.

DO'S

(1) Use an approved style (MLA, Turabian, etc.) modified appropriately according to the instructor's instructions.  (Remember that MLA requires 1 inch margins all around, 1/2 inch indentations for paragraphs, and 10-12 point type.)  (2) Have a neat and presentable paper with sufficiently dark type.  If you print on a public printer it is a good idea to but your own ribbon for final copies of your paper.  (3) Include page numbering.  (4) Have a good introduction, body, conclusion, bibliography.  (5) State your purpose, hypothesis, clearly, and early.  (6) Make sure that you state the limits of your paper at the beginning so that the reader knows what you intend to include and what you intend to leave out. Otherwise, he / she may think something is missing.  (7) Have a good outline prior to writing.  (8) Use headings (if appropriate) to clarify the development of your paper.  Note the forms in Turabian. 

Level One Heading
Level Two Heading

Level three heading
Level four heading


Level five heading.  Indent, use the ending period, and begin text here on this heading only.  In a double spaced format, skip three lines before each heading.  (9) Present arguments and their supporting data clearly and concisely.  (10) Present all sides of all issues.  (11) Stylistic features  (a) Avoid gender biased language.  Use: he / she, her / him, etc.  (b) When using the divine pronouns (He, Him, etc. standing for God) many people choose to capitalize them out of respect.  For a similar reason some people also capitalize the adjective "Biblical".  (c) Underline or italicize foreign language words when written in English letters (technically called a transliteration) within an basically English document.  (d) Bible versions you have used are not usually incl                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                E. (common ear) after dates.  (g) If you use erasable typing paper, it is a good idea to hand in a photocopy.  Erasable paper does not make a good appearance and it is not an easy surface upon which to write comments, making it difficult for the instructor.  (12) The conclusion should include:  (a) A summary of results.  (b) Implications of your work.  (c) Suggestions for further research.  (13) Make sure your bibliography includes quality, scholarly resources and a balance of books and articles.  (14) Proofread your paper: Spelling is best proofread by reading backwards.  A spell-checker on a computer is even better.  (b) Because you are so familiar with your paper, proofreading is difficult.  You may wish to trade papers with another student in whom you have confidence.  (15) Always, always, always, have copies of your written work.  It can always get lost.

DON'TS


(1) Do not preach.  (2) Do not say "I believe," this does not support your position, your arguments do.  (3) Do not be wordy.  Content not volume is important.  (4) Do not plagiarize.  If your are not sure, cite it.

USEFUL BIBLIOGRAPHIC FORMS

Use these basic forms and your style manual.

Burdick, Donald W.  “James.”  The Expositor’s Bible Commentary.  Vol. 12.  Ed. Frank E. Gaebelein.  Grand Rapids: Zondervan, 1981.  12 vols.  161.  [Work in a multi-volume anthology]

Annotations begin here.  The first line is indented 10, the rest 5.  Complete sentences are not necessary.  If not obvious, describe the subject and section read.  Always comment critically.  

Carson, D. A.  When Jesus Confronts the World: An Exposition of Matthew 8-10.  Grand Rapids, MI: Baker, 1987.  [1 author, 1 volume]
---.  The Farewell Discourse and Final Prayer of Jesus: An Exposition of John 14-17.  Grand Rapids: Baker, 1980.  [Next work in alphabetical order by previous author]
Harnack, Adolf.  Outlines of the History of Dogma.  Trans. / Ed. / Eds. Edwin Knox Mitchell.  Boston: Beacon, 1957.  [1 author, 1 volume, with translator[s] or editor[s]; use Trans., Ed., Eds. as appropriate]

Harris, R. L.  “James.”  The International Standard Bible Encyclopedia.  Grand Rapids: Eerdmans, 1982.  [Signed encyclopedia or dictionary article]
Hawthorne, Gerald F.  Philippians.  Word Biblical Commentary 43.  Waco, TX: Word, 1983.  [Separate volume in a series]

Huey, F. B. Jr., and Bruce Corley.  A Student’s Dictionary for Biblical and Theological Studies.  Grand Rapids: Academie, 1983.  [2 authors / co-authors, or more, of 1 volume]
Moo, Douglas.  “James.”  Evangelical Commentary on the Bible.  Ed. Walter A. Elwell.  Grand Rapids: Baker, 1989.  1150.  [Article in an anthology: individual sections by individual authors]
“Wesley Center for Applied Theology.”  Northwest Nazerane College.  http://wesley.nnc.edu/  (20 Oct. 1996).  [Web site: site name in quotes, author of the site, the address, and the date you visited.]
Wilkinson, John.  "Healing in the Epistle of James."  Scottish Journal of Theology 24 (1971): 326-345.  [Article in a journal paginated by volume, 24.2 if paginated by issue]
* Note these web sites for form and style. 

Bibliographic Formats for Citing Electronic Information.  Information Today.  http://www.uvm.edu/~ncrane/estyles  (10 Aug 2000).

MLA web site.  The Modern Language Association.  http://www.mla.org/style/style_index.htm  (5 Sep 2000).

USEFUL ABBREVIATIONS


(1) Official Society of Biblical Literature (SBL) abbreviations of biblical books, periods are optional: (a) OT: Gen, Exod, Lev, Num, Deut, Josh, Judg, Ruth, 1 Sam, 2 Sam, 1 Kings, 2 Kings, 1 Chron, 2 Chron, Ezra, Neh, Esther, Job, Ps (pl Pss), Prov, Eccles, Song of  Sol, Isa, Jer, Lam, Ezek, Dan, Hos, Hoel, Amos, Obad, Jon, Mic, Nah, Hab, Zeph, Hag, Zech, Mal. (b) NT: Matt, Mark, Luke John, Acts, Rom, 1 Cor, 2 Cor, Gal, Eph, Phil, Col, 1Thess, 2 Thess, 1 Tim, 2 Tim, Titus, Philem, Heb, Jas, 1 Pet, 2 Pet, 1 John, 2 John, 3 John, Jude, Rev.  (2) States (a) States: AL, AK, AR, AZ,  CA, CO, CT, DE, FL, GA, HI, IA, ID, IN, IL, KS, KY, LA,  MA, MD, ME, MI, MN, MO, MS, MT, NC, ND, NE, NJ, NM, NV, NY, OH, OK, OR, PA,  RI, SC, SD, TN, TX, UT, VA, VT, WA, WI, WV, WY. (b) Territories and possessions: DC, GU, PR, VI. 

