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TAKING AN EXAMINATION

a4v1Nn =z

“ you understand

Obviously, you take an examination so that you
may show what you have learned about a course. You
are well aware of the nature of the objective test.
It is easy to give and to grade and indicates how
many facts of the course you can recognize.
However, it does not show at all how thoroughly
those facts and the general
principles involved. Unhappily, you may answer
an objective test perfectly, yet not have any idea
of what the course means.

In the essay type examination over a two or three
hour time period, you may be asked to respond
to five or more questions. These will undoubtedly
touch on major divisions in the course. Here,
you must truly understand the course material.
Your answers must inciude elementary as well as
major points. Do not assume that your instructor
will take it for granted that you know minor
details. Give him the evidence he needs as to
your understanding of the course.

PROCEDURES TO FOLLOW

Your preparation — — —

Review. By reviewing for an examination it is
not meant cramming during the week before, but
a continuing ‘review’ throughout the semester. A
day by day or weekly restudy of the material
covered is necessary.

Actually, you can almost foretell what questions
will be asked. Give yourseif trial-run examinations.
Ask yourself, if [ were the instructor, what questions
would ! ask? Then write out carefu! answers.

Relax. Having reviewed carefully during the
semuester, you will not need to cram. [ast minute
cramming will only confuse you. it would be
better if you were to have a good night’s sleep
prior to taking the examination. Leave your
textbooks at home.

Arrive on time. Avoid arriving too early, but be
on time. If too early, you will worry nerviously.

Reading the cxamination. A reading of the entire
examination is important. As the questions will
touch on the high points of the coure, you will
have a last minute opportunity to see the course
pattern as your teacher sees it. You can then
adjust your knowledge to your instructor’s thinking
ahout the semester’'s work. Then too, knowing
what all the questions are will prevent your
answers from overlapping. You will also have a
chance to see specific directions. This is VERY
important.

Reread each question carefully. There are certain
commonly used terms which should be noted.

Discuss means that you are to answer fully.

Explain suggests that you answer as fully
as possible,

Analyze means to ‘break down' you answer
into ite related parts. 2

Identify, define or characterize means to
differentiate this term. or person, from all others
that are similar.

Illustrate means that you are to give examples:

Compare, strictly means to show similarities.

Contrast means that you are to show how
certain things differ.

FEvaluate means that you are to weigh and
to judge the question.

Planning. Here we have the biggest reason for an
unsuccesful examination. Think through the
question and then write down a brief outline of
the points you feel will cover the question. This
will give organization and unity to your writing.
Try to allow yourself a few minutes toward the
end of the examination period to read over your
answers. This in itself might add poiants to your
grade if, by so doing, you catch glaring errors or
misspellings.
S. Bailey

Business Administratiop
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