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                                                      Lesson 01:
                                         General Concepts

1- Communication: a process by which information is exchanged between individuals through a common system of symbols, signs, or behavior.

2- Media: all the means of communication, as newspapers, radio, and Tv that provide the public with news, entertainment …. etc

3- Difference between communication and media: media is the primary source of medium used to reach vast majority of general public. While communication is delivering and receiving messages through media.

4- Propaganda: the spreading of ideas, information or gossip for the purpose of helping or injuring an institution, a cause or a person.

5- Journalism: the collection and editing of news for presentation through the media.
6- Mass media: this term refers to the means of communication by which information of the communication process are gathered, presented, reported or spread.

7- Media Law: the legislation through which governments regulate the mass media.



                                                        







                                                      Lesson 02:
                                        Introduction to communication
* Communication is sending and receiving information between two or more people. The person sending the message is referred to as the sender, while the person receiving the information is called the receiver. The information conveyed can include facts, ideas, concepts, opinions, beliefs, attitudes, instructions and even emotions.
[image: ]* Elements of the communication process:
- Sender: the person who transmitts the message.
- Message: is the information or the idea.
- Medium: channel: the means by which message is transmitted.
- Reciever: the one who recepts the message.
- Feedback: reaction to the sender that the message is understandable. 
* Communication Skills
1. Listen: being a good listener is one of the best ways to be a good communicator. No one likes communicating with someone who only cares about putting in her two cents, and does not take the time to listen to the other person. If you're not a good listener, it's going to be hard to comprehend what you're being asked to do.
2. Questions: asking a good question is a good way to show your interest in the other party
3. Be interested: take a real interest in what the other party in communicating. People are attracted to those that show an interest in them, and will watch more closely what they are wearing.
4. Relax: body language says a lot, and bad body language sends the wrong message, so relax, stop twirling and stop fidgeting.
5. Smile: the use of eye contact and smiling are very important in communication because they show your interest in what the sender is communicating with you.
6. Different points of view: if the other part has different point of view, you have to ask questions about why the views are different because the more you understand, the better your communication will be.
7. Be enthusiastic: when you are speaking show the appropriate enthusiasm in your tone, and when you are listening, show the appropriate enthusiasm in your body language.
8. Confidence: it is important to be confident in all of your interactions with others. Confidence ensures your coworkers that you believe in and will follow through with what you are saying. Exuding confidence can be as simple as making eye contact or using a firm but friendly tone (avoid making statements sound like questions). Of course, be careful not to sound arrogant or aggressive. Be sure you are always listening to and empathizing with the other person.
9. Open-Mindedness: a good communicator should enter any conversation with a flexible, open mind. Be open to listening to and understanding the other person's point of view, rather than simply getting your message across. By being willing to enter into a dialogue, even with people with whom you disagree, you will be able to have more honest, productive conversations.
10. Respect: People will be more open to communicating with you if you convey respect for them and their ideas. Simple actions like using a person's name, making eye contact, and actively listening when a person speaks will make the person feel appreciated. On the phone, avoid distractions and stay focused on the conversation. Convey respect through email by taking the time to edit your message. If you send a sloppily written, confusing email, the recipient will think you do not respect her enough to think through your communication with her.
 

                                              Lesson 03:
     Types of communication and what makes communication effective 
*Types of Communication: methods of communication vary, and you are almost certainly familiar with all of them. Let's take a look at some of the primary methods. 
• Verbal communication: is simply sending a message through a spoken language that is understood by both the sender and receiver of the message. Examples of verbal communications include face-to-face talking, listening to a lecture or seminar, and listening to a television program. In fact, if you are listening to this lesson, you are engaged in a verbal form of communication. 
• Written communication: is sending a message by the use of symbols that are understood by both the sender and receiver of the message. If you are reading the transcript of this lesson, you are engaged in written communication. 
• Body language: is a form of nonverbal communication that can be used to send a message. You can often tell if your boss is pleased or upset simply by looking at his facial expressions, posture and gestures.

* Effective Communication: an effective communication is a communication between two or more persons where in the intended message is successfully delivered, received and understood. In other words, the communication is said to be effective when all the parties (sender and receiver) in the communication, assign similar meanings to the message and listen carefully to what all have been said and make the sender feel heard and understood.
*  Factors of effective communication:
- Clarity of message.
- Use of appropriate language.
- Observing appropriate timing.
- Active listening.
- Asking questions.
- Observing reaction.
- Considering the type of audience.
 


                                             Lesson 4
                                        Journalism                                                                                              * Journalism is a discipline of collecting, analyzing, verifying, and presenting news regarding current events, trends, issues and people. Those who practice journalism are known as journalists.
Journalism is sometimes described as the "first draft of history," because journalists                                                                                             often record important events, producing news articles on short deadlines.
A journalist is a person who collects, writes, or distributes news or other current information to the public. A journalist's work is called journalism. A journalist can work with general issues or specialize in certain issues.
A reporter is a type of journalist who researches, writes, and reports on information in order to present in sources, conduct interviews, engage in research, and make reports. Journalists sometimes expose themselves to danger, particularly when reporting in areas of armed conflict or in states that do not respect the freedom of the press.
* Reporting: journalism has as its main activity the reporting of events — stating who, what, when, where, why and how, and explaining the significance and effect of events or trends. Journalism exists in a number of media: newspapers, television, radio, magazines and, most recently, the World Wide Web through the Internet. 
Journalists, especially if they cover a specific subject or area (a "beat") are expected to cultivate sources, people in the subject or area, that they can communicate with, either to explain the details of a story, or to provide leads to other subjects of stories yet to be reported. They are also expected to develop their investigative skills to better research and report stories
* Types of journalism:
· Print Journalism: print journalists usually report for newspapers or magazines. They may be full-time reporters for one particular publication or freelance writers who contribute to a variety of different publications. Oftentimes a print journalist will be paired with a photojournalist who will take pictures to complement the written story. 
· Photojournalism: photo journalists are different from traditional photografers in that they are more interested in capturing images that tell a story than ones that just look nice. Photojournalists are generally highly-trained photographers who may have worked in a traditional photography medium like wedding photography before transitioning into journalism. 
· Broadcast Journalism: broadcast journalism encompasses both television and radio news. There are two ways that journalists can be involved in broadcast journalism: behind the scenes or on the air. Journalists working behind the scenes do a lot of research and reporting, but their faces or voices will not be broadcast. Journalists who work on the air may do their own reporting or read stories crafted by their colleagues. 
· Multimedia Journalism: this is the newest field of journalism and also the fastest-growing. Multimedia journalism can encompass all the fields listed above because a web page can have a written story, still photos, video, and audio. Multimedia journalists are encouraged to have a wide set of storytelling abilities, as well as highly defined technical skills.     
* Qualities of a Good Journalist:
1. Curiosity: a good journalist must be curious about all things. He/she must always be questioning the world in which he/she lives in.
2. Honesty: a journalist must be an honest person by nature. There is no room in journalism for manipulation and/or lies. The truth is the truth. A journalist must look at the world objectively, but not too objectively that it hinders his/her ability to think critically.
3. Fearless: a good journalist must not be afraid. He/she will be in situations where tough questions must be asked. He/she might be in the middle of physical danger. A journalist cannot be afraid of risk-taking and/or adventure.
4. Kind: a good journalist must be kind. He/she deals with different people daily, whether it be sources, co-workers, state &/or national officials. A good journalist must be kind, unless someone warrants it to be any different.
5. Trustworthy: a good journalist must be a trustworthy person. When building relationships with sources, these people will only help out a journalist when they know he/she can be trusted.
6. Tenacious: a good journalist must have a sense of tenacity. A good journalist can not be discouraged easily, but rather thrive off the challenge.


                                         Lesson 05:
                            Information Legislation
1- Journalism: the collection and editing of news for presentation through the media.
2- Media Law: the legislation through which governments regulate the mass media.
3- Journalistic ethics: are the common value that guide reporters. They lay out both the aspirations and obligations that journalists, editors, and others working in the field should follow to execute their work responsibly.
4- The standards ethical principles for journalists: there are several key ethical standards that appear across global news organizations. At the highest level, they call on journalists to seek the truth, act in the public interest, and minimize harm.
a- Honesty: journalists have an obligation to seek out the truth and report it as accurately as possible.
b- Independence: they should avoid taking political sides and should not act on behalf of special interest groups.
c- Fairness: in addition to being independent, they should show impartiality and balance in their reporting.
d- Harm minimize: not every fact that can be published should be published.
e- Avoid libel: journalists cannot print false statements that damage a person’s reputation.
f- Proper attribution: journalists must never plagiarise. If they use information from another media outlet or journalist, they need to attribute it to them.


                                                    Lesson 06:
                        Grammar: simple past and present tenses:
a- Simple past tense:
1- Form:
Main verbs                                                           


Regular                                                                                                              irregular
Stem+ “ed ”                                                                                                  ( see verb list 
                                                                                                         at the end of the lesson)
										                                                                          
                                                                                                                                    		                                                                                                                2- Use: action happened and finiched in the past.
3- Time expression: last week, last month, yesterday, one month ago, on + date, in + year… ago, …etc
Examples: -They (to arrive) five months ago 	   arrived
       -She (to visit) Annaba last summer 	    visited
	      - He (to write) his novel in 1995 and (to publish) it on december 1997         wrote/ published

                                                      Auxiliary verbs
*To be
[bookmark: _Hlk89737459]I/she/ he/ it   was                                
You/ we/ they   were                          
* To have
[bookmark: _Hlk89737548]I/ you/ she/ he/ it/ we/ they   had                                
* To do
I/ You/ she/ he/ it / we/ they       did                                    
b- Simple present tense
1-Form: I, we, you, they + stem
		He, she, it + stem + « s » or « es » 
2- Use:  habitual action, general truth, description
3- Time expression: always, sometimes, on Sundays, every day, every month, every year, often...etc
Examples: -John always (to drink) tea at 5. 		John (he) drinks
		       -The Earth (to turn) round the Sun 	 the Earth (it) turns
		       -She (to be) tall 		she is tall / They (to be) generous 	   they are generous.
                                            Auxiliary verbs
* To be
I   am
You/ we/ they   are
She/he/it   is
* To have
I/ you/we/ they   have 
She/ he/ it   has  
* To do
I/ you/ we/ they   do
She/ he/ it does
* Note: stem means the infinitive form without to!
Irregular verb list (some verbs):
	Verb
	Past 
	Past participle

	To be
To have
To do
To speak
To write
To buy
To break
To smell
To bring
To build
To burn
To come
To go
To leave
To catch
To cut
To put
To drink
To drive
To read
To eat
To fall
To feed
To fly
To forget
To forgive
To give
To get
To grow
To Keep
To know
To lose
To make
To mean
To meet
To rise
To run
To see
To send
To sit
To smell
To spend
To teach
To take
To tell
To think
To understand
To win
To wear
	Was/were
had
did 
spoke
wrote 
bought
broke  
smelt /smelled
brought
built
burnt/burned
came
went
left
caught
cut
put
drank
drove
read
ate
fell
fed
flew
forgot
forgave
gave 
got
grew
kept
knew
lost
made
meant
met
rose
ran
saw
sent
sat
smelt /smelled 
spent
taught
took
told
thought
understood
won
wore
	Been
Had 
Done
Spoken
Written
Bought 
Broken
smelt /smelled
brought
built
burnt/burned
come
gone
left
caught
cut
put
drunk
droven
read
eaten
fallen
fed
flown
forgotten
forgiven
given
gotten
grown
kept
known
lost
made
meant
met
risen
run
seen
sent
sat
smelt /smelled
spent
taught
taken
told
thought
understood
won
worn
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