
 

 
UNIT 1 

 
 SPEAKING SKILLS 1  

 
Structure 
 

1.1 Using conversation starters: introducing oneself; introducing others; small 
talk: about family, friends, hobbies, profession, studies etc 

1.2 Asking and responding to questions politely; seeking and giving information; 
seeking clarification ; offering and responding to offers; expressing thanks and 
gratitude 

1.3 Describing graphs, tables, and charts 
1.4 Describing machines and their functions, e.g. computers and hardware; 

describing processes, eg. how to download apps in mobile handsets 

 

1.1. USING CONVERSATION STARTERS 
 
When we meet people, we greet them and make a conversation. In English, conversations 
are started in various ways depending on who we are talking to. Conversations can occur in 
three different situations: a very formal, semi-formal and informal. That is why the 
conversation starters are different for all these situations . 

 

¶ Introducing oneself and introducing others 

 

When we learn the pronunciation facts of another language, here, English, it is not just to 

remember those facts as rules but to use ǘƘŜƳ ƛƴ ŜǾŜǊȅŘŀȅ ǎǇŜŀƪƛƴƎΦ Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ǿŜΩƭƭ 

have practice in using English for some major functions, such as, greeting people, asking and 

answering questions in English, talking about ourselves, our family, studies, friends and 

career, making requests and inquiries appropriately, so on. 

 

While talking in English, two things are very important: using proper English stress, and 

using meaningful intonation. 

 

ü Greeting; introducing yourself/others 
 

Greeting means welcoming someone with particular words and/or a particular action. 
When meeting people formally for the first time, we greet by shaking hands and saying: 
 
¶ How do you do? 

 

¶ Pleased to meet you. 

¶ How do you do? LǎƴΩǘ really a question; it just means Hello. We respond to this by 
saying: 

¶ How do you do? 

 

Hi/hello are not used in formal situations. 
Here are some expressions you can use to greet people and respond to their greeting. 
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Greeting Response to greeting 

   

¶  Hi/ Hello ¶ Hi/ Hello 
¶ Good morning/ Good afternoon/ ¶ Good morning/Good afternoon/Good 
¶  Good evening evening. 
¶  How are you? ¶ I'm fine thank you./Okay! Thank you 

¶ How are you doing? ¶ (thanks)/Can't complain/ Not bad. 
  ¶ How about you?/And you? 

  ¶ How do you do? 
¶ How do you do?  

 
 

 

Some expressions are used to say goodbye. These expressions depend on situations 

and the people involved, their social status and our personal relationship with them. 
 
 

Saying goodbye informally 
 

¶ All right, everyone, it's time to head off.  
¶ Anyway, guys I'm going to make a 

move.  
¶ Ok, everyone, it's time to leave you. 

 

¶ See you later / tomorrow / 
soon. Talk to you later! 

 

¶ If you have to leave before others, and have to say goodbye in a 
hurry 
 

¶ I'm so sorry, I've got to rush off / run / hurry!  
¶ I'm afraid I'm going to have to rush off / to hurry! 

 

Saying goodbye politely after meeting someone 

¶ Nice to see you. 
 

¶ It's been lovely to see 
you.  
 

¶ It was great to see you. 
 

¶ Good to see you. 
 

¶ Have a lovely / nice 
evening. 
 

¶ Have a good day. 

 

Saying goodbye to your hosts 
¶ Thanks very much for dinner/ lunch. It was lovely!  
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Introducing yourself and others 

 

We introduce ourselves and others by different expressions. Some are informal; some 
semi-formal; and some formal. When we meet strangers, we introduce ourselves. 
Sometimes, we also introduce others. 

 

Notice the expressions below: 

 Introducing yourself  Introducing others 

  ¶ My name is ...  ¶ Leila, this is Mrs Sharma. Mrs 
  ¶ I'm ....  Sharma, this is Leila. 
 ¶ Nice to meet you; I'm ...  ¶ Mrs Sharma, please meet Nirmal. 

 ¶ Pleased to meet you; I'm ...  
¶ Mrs Sharma, have you met Ms 

Misra? 
 ¶ Let me introduce myself; I'm ...  ¶ I'd like you to meet Shalini. 

 
¶ I'd like to introduce myself; I'm 

...  ¶ I'd like to introduce you to Mr 
                       Patidan. 
 Dialogue practice   

 i. ( a new recruit introducing himself to his   

 colleagues)   

 !ƭƛΥ IŜƭƭƻΗ LΩƳ Lǎǎŀ !ƭƛΦ L ƧƻƛƴŜŘ ǘƘƛǎ ŎƻƳǇŀƴȅ   

 today in the marketing division.   

 ii.  (a new recruit meeting her boss for the   

 first time)   

 Ali: Good morning, madam. My name is Issa   

 Ali. I joined the marketing division today.   

 .ƻǎǎΥ DƻƻŘ ƳƻǊƴƛƴƎΣ aǊ !ƭƛΦ LΩƳ bƛƳƛǎƘŀ   

 WŀŎƪŀǊƛŀΦ LΩŘ ƭƛƪŜ ȅƻǳ ǘƻ ƳŜŜǘ aǎ {ǳŘƘŀ   

 Bhaskaran, Senior marketing Executive.   

 {ƘŜΩƭƭ ǘŜƭƭ ȅƻǳ ȅƻǳǊ ŘǳǘƛŜǎ ŀƴŘ   

 responsibilities.   

 !ƭƛΥ ¢Ƙŀƴƪ ȅƻǳΣ ƳŀΩƳΦ   

 iii. (in a party)   

 Seema: Hi, Sri! Good to see you after such a   

 long time.   

 Sri: Hello, Seema. Wonderful to meet you!   

 Seema: Meet my friend, Dhara. She works in   

 the same company as I do. Dhara, this is   

 Seema, my friend from school. She teaches   

 mathematics in a college.   

 Dhara: Hello, Sri, how are you? So pleased to   

 meet you...   

     

     
 
 
 

 
3 

 



 

 

1.2 ¦ǎƛƴƎ ΨǎƳŀƭƭ ǘŀƭƪΩΥ ŀōƻǳǘ ŦŀƳƛƭȅΣ ŦǊƛŜƴŘǎΣ ƘƻōōƛŜǎΣ ǇǊƻŦŜǎǎƛƻƴΣ ǎǘǳŘƛŜǎ ŜǘŎ 
 

 
Small talk refers to informal conversation among colleagues, business associates, friends 
and others. Even while starting an interview, most interviewers try to put the interviewees 
at ease by initiating an informal conversation asking interviewees to talk about themselves. 
We need to use small talk in all kinds of social occasions, such as weddings, meetings, get-
togethers and similar events. Small talk creates a positive and friendly atmosphere while 
helping strangers to know each other and also helping to form a better relationship with 
the people we already know. In such informal conversations, we talk about our studies, job, 
career goals, hobbies, family, friends and such other topics of common interest. 

 

Such a friendly, social interaction can boost our ability to solve problems since some social 
ƛƴǘŜǊŀŎǘƛƻƴǎ ǎǘƛƳǳƭŀǘŜ ǳǎ ǘƻ ǘǊȅ ǘƻ ǊŜŀŘ ƻǘƘŜǊǎΩ ƳƛƴŘǎ ŀƴŘ ǘŀƪŜ ǘƘŜƛǊ ǇŜǊǎǇŜŎǘƛǾŜǎ ŀƴŘ Ǉƻƛƴǘǎ 
of view on things. This is another reason why interviewers use small talk at the beginning of 
interviews. 
 

¶ A few points are to be noted when in such conversation. 
 

First of all, a positive attitude towards ourselves and others is appreciated by all in such 
conversation. 
 

Secondly, humour increases the value of a conversation. Satire is looked down upon in quality 
conversation. 
 

We need to show enough interest in ƎŜǘǘƛƴƎ ǘƻ ƪƴƻǿ ƻǘƘŜǊǎΩ ƛƴǘŜǊŜǎǘǎΣ Ǝƻŀƭǎ ŀƴŘ ƘƻōōƛŜǎ 
rather than talking too much about our interests etc. 
 

Lǘ ƛǎ ƎƻƻŘ ƳŀƴƴŜǊǎ ƴŜǾŜǊ ǘƻ ŀǎƪ ǇŜǊǎƻƴŀƭ ǉǳŜǎǘƛƻƴǎ ǊŜƎŀǊŘƛƴƎ ǎƻƳŜƻƴŜΩǎ ŀƎŜΣ ǎŀƭŀǊȅΣ 
wife/husband/children, and so on. Positive small talk revolves around topics of general 
ƛƴǘŜǊŜǎǘΣ ǎǳŎƘ ŀǎΣ ǿƘŀǘ ǎƻƳŜƻƴŜ ƭƛƪŜǎ ŀōƻǳǘ ƻƴŜΩǎ ǎǘǳŘƛŜǎ ƻǊ ŎŀǊŜŜǊΤ ƛŦ ǎƻƳŜƻƴŜ ƛǎ ƛƴǘŜǊŜǎǘŜŘ 
in travel/music/reading etc. 
 

Because it is informal, it does not mean that you can be inattentive during such conversations. 
Paying attention shows that you are genuinely interested in the other person. Others in the 
conversation would, therefore, value you as a positive human being. 
 

Maintaining a good bond with family, getting a job, working with colleagues, winning new 
friends/clients, entertaining existing ones: all of these require quality small talk. 
 
 

¶ More on talking about family, friends, education, career, and hobbies 
 

 
In informal situations, we engage with people by talking about family, friends, 
education, career, and hobbies. 
The following are some general information about our family we share with others: 
¶ How important your family is to you 
¶ How important you are to your family 
¶ How much you prefer spending time with your family 
¶  If you get on well with all of your family member 
¶ Family get-togethers  

Similar information is shared about friends. 
The following are some information we talk about regarding our education and career: 
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¶ Your educational background; the institutions you 
studied in  

¶ Your favourite subjects  

¶ Your favourite teachers  
¶  If you could do a course of your choice 
¶ The kind of job you wanted to do when you were a 

child 
¶ If you got a job of your present choice 
¶ A typical day at your current 

job 
¶ People you work with 
¶ If you like your job 
¶ If you are able to divide your time effectively between work and family 

 

These are some general pieces of information we may share regarding our hobbies 
and interests.  
¶ Description of your main hobbies/ 

interests 
¶ How long you have had this hobby/s 

 

¶ Why you like your 
hobby/s 

¶ How you started  
¶ Time you spend on your hobby  

 

 

Activity 
Now, use the discussion points to give your real answers.  

Family and friends: 

 

How important your family/friends is/are to you 
How important you are to your family/ friends  

How much you prefer spending time with your family/ friends 
 

If you get on well with all of your family member/ all your 
friends Family get-togethers/ get-togethers with friends  

 

Education and career: 

 

¶ Your educational background; the institutions you 
studied in Your favourite subjects  

¶ Your favourite teachers  
¶ If you could do a course of your choice 

 

¶ The kind of job you wanted to do when you were a 
child If you got a job of your present choice 

 

¶ A typical day at your current 
job People you work with  

¶ If you like your job  

¶ If you are able to divide your time effectively between work and family  
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Hobbies and interests: 
¶ Description of your main hobbies/ 

interests  
¶ How long you have had this hobby/s 

 

¶ Why you like your 
hobby/s 

¶  How you started  
¶ Time you spend on your hobby/s  

 

  
 

 

 

 

 

1.3. ASKING AND RESPONDING TO QUESTIONS POLITELY 
 

 

Indirect questions are more polite than direct questions. In English, people normally use 

ƛƴŘƛǊŜŎǘ ǉǳŜǎǘƛƻƴǎ ƳǳŎƘ ƳƻǊŜ ǘƘŀƴ ŘƛǊŜŎǘ ƻƴŜǎ ǎƻ ǘƘŀǘ ǘƘŜȅ ŘƻƴΩǘ ǎƻǳƴŘ ǊǳŘŜΦ LƴǎǘŜŀŘ ƻŦ 

ŀǎƪƛƴƎ ŀ ǎǘǊŀƴƎŜǊΣ Ψ²ƘŀǘΩǎ ȅƻǳǊ ƴŀƳŜΚΩΣ ǇŜƻǇƭŜ ŀǎƪΣ Ψaŀȅ L ƪƴƻǿ ȅƻǳǊ ƴŀƳŜΣ ǇƭŜŀǎŜΚΩΦ !ǎ 

ǎŜŎƻƴŘ ƭŀƴƎǳŀƎŜ ǎǇŜŀƪŜǊǎΣ ǿŜ ƘŀǾŜ ǘƻ ƭŜŀǊƴ ŀǎƪƛƴƎ ǉǳŜǎǘƛƻƴǎ ƛƴ ǘƘƛǎ ǿŀȅΦ hǘƘŜǊǿƛǎŜΣ ǿŜΩƭƭ 

be considered impolite and rude. 
 

Direct Question 

 

We ask direct questions to friends, members of family, and colleagues, who are of our own 
level in the office. These are information questions, such as: Where do you live? How did you 
spend your vacation? How long has she worked for this company? and so on. 
 

Direct questions go right to the question and include no extra language, such as: I wonder or 
Can you tell me ... 
 

Indirect Question 
 

Indirect questions begin with extra language to make the question more polite. These  

phrases include I wonder, Can you tell me, Do you think ...  

Can you tell me where he plays tennis? (not: Where does he play tennis?)  

I wonder if you know what time it is. (not: What time is it?)  

Do you think she will be able to come next week? (not: Will she be able to come...?)  

Excuse me, do you know when the next bus leaves? (not: When does the next bus leave?) 

 

5ƛǊŜŎǘ ǉǳŜǎǘƛƻƴǎ Ŏŀƴ ǎƻǳƴŘ ǇƻƭƛǘŜ ƛŦ ȅƻǳ ŀŘŘ ΨExcuse me...Ω ōŜŦƻǊŜ ŀǎƪƛƴƎ ǘƘŜ ǉǳŜǎǘƛƻƴΦ  

However, it is best to use indirect questions in formal and unfamiliar situations. 
 

 

In indirect questions, modals are also used to start a question. Commonly used modals are: 

¶ Will ... 
 

¶ Would you ...: Would you mind if I sat here?/ Would you let me use your laptop? 
 

¶ Can I/you ...: Can I have more soup, please?/ Can you come a little later, please? 
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Activity  
Talk to a friend about your i. family, ii. friends, iii. hobbies and interests, one at a time. While talking, remember 
to use stress and intonation as appropriate. 



 

¶ Could you ...: Could you help me pick this up?/ Could you explain this to me? 
 

¶ May I...: May I come in please?/ May I use the telephone? 

 

Notice that an indirect question begins with a phrase, eg. I wonder, Do you think, Would 
you mind, etc. The actual question is then placed as a positive statement. The question 
form is not used here.  

Introductory phrase positive statement 
 

 

 

     

  

 
Activity: 
Role play the following questions with the answers with a partner. Use appropriate stress and intonation. 

Question  Answer  
Would you mind if I sat here? Not at all. 
Would you let me use your laptop? {ǳǊŜκ /ŜǊǘŀƛƴƭȅκ LΩƳ ǎƻǊǊȅΣ LΩƳ ǳǎƛƴƎ ƛǘ ƴƻǿΦ 
Can I have some more soup, please? Here you are 
Can you come a little later, please? Sure 
Could you help me pick this up? No problem. 
May I come in please? Please come in. 
May I use the telephone? Please do. 
I wonder if you could help me with this problem. LΩŘ ƭƻǾŜ ǘƻΦ 

Do you know when the next train leaves? It leaves at five 

/ŀƴ ȅƻǳ ǘŜƭƭ ƳŜ ƛŦ ǎƘŜΩƭƭ ŀŎŎŜǇǘ ǘƘƛǎ ƛƴǾƛǘŀǘƛƻƴΚ LΩƳ ƴƻǘ ǊŜŀƭƭȅ ǎǳǊŜκ L ǘƘƛƴƪ ǎƘŜ ƳƛƎƘǘ 

 

 
1.4. SEEKING AND GIVING INFORMATION; SEEKING CLARIFICATION 
 
In seeking and giving information and seeking clarification, we use the polite question forms 
discussed in the previous section: Asking and responding to questions politely. 
 
ü Offering and Responding To Offers 

 
We make offers in to friends, members of family and even to strangers to be helpful and polite. 
People also offer help to us in time of need. In English, we offer help by using certain expressions, 
such as: 

/ŀƴ LΧ Κ 
 
{Ƙŀƭƭ LΧ Κ 

 
²ƻǳƭŘ ȅƻǳ ƭƛƪŜ Χ Κ 
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I wonder if    
Do you know 
Would you mind if 
Can you tell me if 

you could help me with this problem.  
when the next train leaves? 

I opened the window? 
ǎƘŜΩƭƭ ŀŎŎŜǇǘ ǘƘƛǎ ƛƴvitation? 



 

How about ...? 

 

In making offers, such polite question forms are used: 

 

Can I help you? 
Shall  get you the medicine? 

Would you like  a glass of water? 
  to sit in this chair? 

How about  another piece of fish? 
  some more juice? 
 
 

 

We make offers as well as accept or decline them when others offer help or something else. 
 

The following are some useful expressions to accept or decline offers politely. 
 

Offering Accepting Declining 

¶ Can I help you? 
¶ ¢ƘŀǘΩŘ ōŜ ǎƻ ƪƛƴŘ ƻŦ 

you.  No, thanks. 
¶ Shall I get you the ¶ Yes, please. bƻΣ L ǊŜŀƭƭȅ ǿƻƴΩǘΣ ǘƘŀƴƪ 

medicine? ¶ Thank you very much.  you. 

¶ Shall I open the window ¶ LΩŘ ƭƛƪŜ ƛǘ ǾŜǊȅ ƳǳŎƘΦ Thanks so much, but I 
for you? ¶ Thank you, I would.  think I can manage. 

¶ Would you like a glass 
of water? 

¶ That would be very 
nice. ¢ƘŀǘΩǎ ǾŜǊȅ ƪƛƴŘ ƻŦ ȅƻǳΣ 

   but I have to do this 

¶ Would you like to sit in   myself. 
this chair?  ¢Ƙŀƴƪ ȅƻǳΦ LΩƳ ŦƛƴŜκLΩƳ 

¶ Would you like another   fine here. 
cup of coffee?  Not for me thanks. 

¶ Would you like me to  bƻΣ ǘƘŀƴƪǎΦ LΩƳ ƴƻǘ 
clean the whiteboard?   hungry. 

¶ How about a juice?  Thank yƻǳΣ ōǳǘ LΩƳ ƻƴ ŀ 
   diet. 
   ¢ƘŀǘΩǎ ǾŜǊȅ ƪƛƴŘΦ 
   ¦ƴŦƻǊǘǳƴŀǘŜƭȅΣ LΩŘ ƭƛƪŜ ǘƻΣ 
   ōǳǘΧ 

    
 
 
 
 

Task 
 

  Match the expressions in the table above of offer with the expressions of 
acceptance and declining. 

  Prepare 10 dialogues with offers, acceptance and declining.  

Example dialogues: 
Formal 

i. Person 1: Can I get you something to eat? 
 

tŜǊǎƻƴ нΥ ¸ŜǎΣ ǘƘŀǘ ǿƻǳƭŘ ōŜ ƴƛŎŜΣ ¢Ƙŀƴƪ ȅƻǳΦ κ ¢Ƙŀƴƪ ȅƻǳΣ ǳƴŦƻǊǘǳƴŀǘŜƭȅΣ LΩƳ ƻƴ 
a diet. (declining)  
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ii. Person 1: May I offer you some tea? 
Person 2: Thank youΦ όŀŎŎŜǇǘƛƴƎύκ ¢Ƙŀƴƪ ȅƻǳ ǎƻ ƳǳŎƘ ōǳǘ LΩƳ ŦƛƴŜΦ όŘŜŎƭƛƴƛƴƎύ 

Informal 
 

i. Person 1: Are you up for some dinner? 
 
tŜǊǎƻƴ нΥ IŜȅΣ ǘƘŀƴƪǎΦ ²ƘŀǘΩǎ ƻƴ ǘƘŜ ƳŜƴǳΚ όŀŎŎŜǇǘƛƴƎύ κ {ƻǊǊȅΣ Ƨǳǎǘ ƘŀŘ ŀ ǎƴŀŎƪΦ 
Sorry, not hungry now. (declining) 

 

ii. Person 1: What about something to drink? 
 

Person 2: Sure, do you have any coffee? (accepting)/ Not now really. Maybe 
later. Thanks. (declining) 

 

Role-play the dialogues with a partner. Try to produce the dialogues in a natural  

English speaking manner.  
 
 
 

 

ü Expressing thanks and gratitude; responding to thanks 

 

We say thanks to express our gratitude to someone for something that they have done for 

us. In English, several expressions are used to show gratitude to people. 

 

Here are different ways to say thank you and to show our appreciation for something done 

for us. These are informal, semi-formal and formal depending on who has done what for us. 

 

¶ Thanks. 
 

¶ Thank you. 
 

¶ Sincere thanks. 
 

¶ Thanks for being so thoughtful. 
 

¶ How can I ever thank you enough for all you've done? 

Thank you for being there for me. 
 

¶ You've been very helpful. 

That was very kind of you. 
 

¶ What you've done means a lot to me. 

If anyone deserves thanks, it's you. 
 

¶ I thank you from the bottom of my heart. 
 

¶ I appreciate very much what you've done for 

me. I am indebted to you. 
 

¶ I am grateful. 
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¶ You have been extremely supportive through this difficult time 

¶ I want to thank you for all the support and concern. 

 

ü Responding to thanks 

 

We use different expressions or phrases to respond to thanks and show that we are happy to 

help. Being polite in our response depends on how we say these expressions. The sincerity of 

our response is conveyed very much more in the tone of our voice, our positive body language 

and facial expression. 
 

Expressions to accept thanks 

 

¶ No problem 

¶ Not atall 

¶ Anytime 

¶ ¸ƻǳΩǊŜ ǿŜƭŎƻƳŜΦ 
¶ tƭŜŀǎŜ ŘƻƴΩǘ ƳŜƴǘƛƻƴΦ 

όƛǘΩǎύ  

¶ My pleasure. 

¶ LǘΩǎ ƴƻǘƘƛƴƎΦκ LǘΩǎ ƴƻ ōƻǘƘŜǊΦκLǘΩǎ 

ok. 

¶ LǘΩǎκ¢ƘŀǘΩǎ ŀƭƭ ǊƛƎƘǘ 

¶ Think nothing of it. 

¶ I'm glad/happy if I could help.  

 

Task 2 
 
Match the expressions of gratitude with their responses. One response can be used 
for more than one expression of gratitude.  

 

Expressions of gratitude Responses 

¶  Thanks. ¶  No problem 
¶  Thank you. ¶  Not at all 
¶  Sincere thanks. ¶  Anytime 

¶ Thanks for being so thoughtful. ¶  ¸ƻǳΩǊŜ ǿŜƭŎƻƳŜΦ 

¶ How can I ever thank you enough ¶  tƭŜŀǎŜ ŘƻƴΩǘ ƳŜƴǘƛƻƴΦ 
 for all you've done? ¶  όƛǘΩǎύ Ƴȅ ǇƭŜŀǎǳǊŜΦ 

¶ Thank you for being there for me. ¶ LǘΩǎ ƴƻǘƘƛƴƎΦκ LǘΩǎ ƴƻ ōƻǘƘŜǊΦκLǘΩǎ ƻƪΦ 
¶ You've been very helpful. ¶  LǘΩǎκ¢ƘŀǘΩǎ ŀƭƭ ǊƛƎƘǘ 

¶ That was very kind of you. ¶ Think nothing of it. 
¶ What you've done means a lot to ¶ I'm glad/happy if I could help. 

 me. ¶   

¶ If anyone deserves thanks, it's you. 
Ithank you from the bottom of my  

 

10 



 

 

heart. 
¶ I appreciate very much what you've  

done for me. 
 
¶ I am indebted to you. 

I am grateful. 
 
¶ You have been extremely 

supportive through this difficult  

time. 
 
¶ I want to thank you for all the 

support and concern. 
 

 

Role-play the expressions of gratitude and the responses with a friend.  

Use proper intonation, stress and positive body language.  
 
 
 
 
 
 

ü Describing graphs and charts 
 

21st century is the century of data and information. We gather, collate, analyse and present 
information in many ways. One of the most useful ways of presenting information is by using 
graphs and charts. Graphs or charts help people understand data quickly. We can use them 
to describe the present situation or condition, make a comparison with the situation in the 
past or show a trend. 
 
Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ǿŜΩƭƭ ƭŜŀǊƴ ǘƘŜ ŜȄǇǊŜǎǎƛƻƴǎ ǘƘŀǘ ŀǊŜ ǳǎŜŘ ƛƴ ŘŜǎŎǊƛōƛƴƎ ƎǊŀǇƘǎ ŀƴŘ ŎƘŀǊǘǎΣ ŀƴd 
how we present the data. 
 
 

 

Types of chart/ graph 

 

i. Pie chart  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

A pie chart is used to show percentages of occurrence. 

 

ii. Bar graph 
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A bar chart is used to compare different sets of information. 

 

iii. Line graph  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

A line graph is most useful for showing trends. A trend is a general tendency or direction, eg. 
 

an upward/downward trend. 
 

 

ü Expressions to describe a chart or graph: 
 

¶ The pie chart is about ... 
 

¶ The bar chart deals with ... 
 

¶ The line graph (clearly) shows ... 
 

¶ The slices of the pie chart compare the ... 
 

¶ The chart is divided into ... 

parts. It highlights ... 
 

¶ ... has the largest (number of) ... 
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¶ ... has the second largest (number of) ... 
 

¶ ... is as big as ... 
 

¶ ... is twice as big as ... 
 

¶ ... is bigger than ... 
 

¶ more than ... per cent ... 
 

¶ only one third ... 
 

¶ less than half ... 
 

¶ The number ... increases/goes up/grows by ... 
 

¶ The number ... decreases/goes down/sinks by ... 
 

¶ The number ... does not change/remains 

stable 

¶ I was really surprised/shocked by the ... 
 

¶ So we can say ... 
 

 

ü Structure of description 
 

A chart or a graph is described using this structure: description, interpretation and conclusion. 
The first section, description, simply describes what information/data are given in the chart 
or graph. In other words, here we transfer the visual data into words. In the second section, 
interpretation of the given data is done. The third section included our observation or opinion 
based on your interpretation/analysis of the data. 
 
In all the sections, we have to use the standard expressions to discuss the 
chart/graph. Example 
 

ü Discuss the data in the graphs below.  
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The two charts compare the highest level of education achieved by women in Homeland 

across two years, 1945 and 1995. The gap between these years is 50 years. It can be clearly 

seen that women received a much higher level of education in Homeland in 1995 than they 

did in 1945. 

 

In 1945, only 30% of women completed their secondary education. Only 1% went on to a first 

degree. No women had completed post-graduate studies. This situation had changed radically 

by 1995. In 1995, 90% of women had completed secondary education. Out of those, half had 

graduated from an initial degree and 20% had gone on to postgraduate studies. At the other 

end of the scale, we can see that by 1995 all girls were completing lower secondary, although 

10% ended their schooling at this point. This is in stark contrast with 1945. In 1945, only 30% 

of girls completed primary school, 35% had no schooling at all and only 35% completed the 

third grade. 

 

In conclusion, we can see that in the 50 years from 1945 to 1995 there have been huge 

positive developments to the education levels of women in Homeland. 
 
 

Task 
Read the report above. Then, present the report to your class by referring to the two  

charts. 
Prepare three reports for the three charts and graphs above: the pie chart, the bar  

graph and the line graph. 
Present your report to the class. 

 
 
 

 

ü Describing machines and their functions 
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In the present times, we have to use a lot of equipment and machinery where we study and 
at workplaces. We need to learn how to describe some of the most used equipment and their 
function. One of them is computer.  

 

Task  

See how the structure and functions of a computer are described: 

 

A computer is a programmable machine. Modern computers are electronic and digital. The 
two principal characteristics of a computer are: i. It responds to a specific set of well-defined 
instructions, and ii. it can carry out a pre-recorded list of instructions. These instructions are 
called programs. 
 

The actual machinery: wires, transistors, and circuits, is called hardware. The programs and 
data are called software. 
 

While the functions and applications of a computer are almost endless, there are four primary 
functions related to data: i. entering data, ii. manipulating data, iii. viewing processed data, 
and iv. storing data for future use. A computer is designed to transform 
 

raw data into information. It operates under the control of instructions stored in its own 
memory unit. All the applications of a computer derive from this basic starting point. 

 

Describe a grinder (kitchen equipment); a smart-phone; a two-wheeler.  
 
 
 

 

ü Describing processes 

 

Describing a process involves talking about how something happens, takes place or is made. 
The description includes directions or instructions in a step-by-step manner. We give a series 
of instructions to make or produce something using some common and simple language to 
sound fluent and natural.  
 

Task 

 

Read this sample description of obtaining a Demand Draft from a 
bank. Then, describe the process to your class. 

 

Go to a bank and get a DD form. Fill the form carefully, which requires the name of the person 
to whom it has to be sent, the amount of money to be sent, the name of the bank and the 
place. Write the name of the person who makes the remittance or payment. Hand over the 
application together with either a cheque or cash. The amount should include the DD 
commission. Then the clerk would issue the Demand Draft. 
 

Getting a driving licence 
Getting admission into a college 
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UNIT 2  
SPEAKING SKILLS 2  

 

2.1 Making requests, and responding to requests; asking for and giving 
direction; apologizing 
2.2 Suggesting; Agreeing, partially agreeing and disagreeing 
2.3 Making business appointments 
2.4 Telephone etiquette in telephone conversation 
 

2.1. Making requests, and responding to requests 
 
We understand that when we make request or ask for something, we have to be polite 

 

In English, we make a request by using the following expressions: 

 

¶ can you...? 

¶ couldyou... 

¶ willyou...? 

¶ would you 

mind ...? 

 

The use of any of the above expressions depends on the situation of the conversation, eg. 
 

formal, semi-formal or informal. 

 

Here are some examples of how to make a request. 

 

Can you open  the  door  for  me, 
Will you please? 
Could you possibly  

Would you mind opening the door for me ? 
 

 

Notice that in English, requests are generally made in the form of a question. These 

questions are not asked to get information. Rather, these are considered the polite way of 

making a request. Responses to requests are also made with politeness. 
 
 

Task S3a.i  

Requests are made using a rising tone. 
Responses to requests are normally produced with a falling tone. 

Match the responses to the requests correctly 
 

Produce all the requests and their responses with proper tone and stress. Role-play 
 

with a friend. 
When someone responds to your request, never forget to thank the person.  
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 Requests Responses  

 
¶ I was absent yesterday. Can you tell me 

about the CCS class, please? ¶ Sure, here you are.  

  ¶ Okay.  

 

¶ L ŎƻǳƭŘƴΩǘ ŀǘǘŜƴŘ ȅƻǳǊ ǿŜŘŘƛƴƎΦ /ŀƴ 
you show me your photo album, 
please? ¶ bƻΣ L ŘƻƴΩǘ ƳƛƴŘΦ  

  ¶ Sorry, I have no idea.  

 ¶ Will you lend me your notes for a day, ¶ No problem  

     please? ¶ I'm sorry I need it today.  

 ¶ Will you please send me the mail ID of ¶ I'm afraid I can't.  
 our teacher? I need to write to him about a   

 problem.   

 ¶ Would you help me with this exercise,   

 ǇƭŜŀǎŜΚ L ŎŀƴΩǘ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ ŦƻǊƳǳƭŀΦ   

 

¶ hƘΣ ƴƻΣ ǘƘŜǊŜΩǎ ƴƻ ƛƴƪ ƛƴ Ƴȅ ǇŜƴΦ 
Would you mind lending me your pen, 
please?   

    

 ¶ IŜƭƭƻΣ LΩƳ ƴŜǿ ƘŜǊŜΦ /ƻǳƭŘ ȅƻǳ Ǉƻǎǎƛōƭȅ   

 show  me  the way  to  the  post  office,   

 please?   

 ¶ Could you please tell me where to get    

 this ƳŜŘƛŎƛƴŜΚ LΩǾŜ ǘǊƛŜŘ ǎŜǾŜǊŀƭ ǇƘŀǊƳŀŎƛŜǎ   

 already.   

 ¶ Would you mind opening the door for   

 me? I My hands are full.   

    

 

wŜƳŜƳōŜǊ ǘƘŀǘ ǘƘŜ ǊŜǎǇƻƴǎŜ ǘƻΣ ά²ƻǳƭŘ ȅƻǳ ƳƛƴŘ ƻǇŜƴƛƴƎ ǘƘŜ ŘƻƻǊ ŦƻǊ ƳŜΚέ ƛǎ ϦbƻΣ I don't 

ƳƛƴŘέΦ ¢Ƙƛǎ ƛǎ ŀ ǇƻǎƛǘƛǾŜ ǊŜǎǇƻƴǎŜ ǘƻ ŀ ǊŜǉǳŜǎǘΦ Lǘ ƳŜŀƴǎ ǘƘŀǘ LΩŘ ƻǇŜƴ ǘƘŜ ŘƻƻǊ ŦƻǊ ƘŜǊΦ Ϧ¸ŜǎϦ 

is a negative response to this request. It means that I don't want to open the door for you. 

 

2.2 Asking about and giving direction 
 

²ƘŜƴ ǿŜ ŘƻƴΩǘ ƪƴow the direction or the route to a place, we normally ask perfect 

strangers to help us. To ask about directions is like making a request. We have to use 

polite language. Normally, we use these questions forms to ask about direction: 
 

Excuse me, how can I get to the railway station from here? 
Can you please tell me how I can get to . . . ? 

 

Can you show me the way to..., please? 
Can you please tell me how to get to . . . ? 

 

Could you please tell me where ... is located ? 

Excuse me, what's the best way to get to . . . ? 
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Giving directions 

 

Telling or giving the direction is like responding to a request. These expressions are used to 
give directions: 
 

Please go straight on. 
 

Turn left/right from the hospital. 

Take the first turn to the left/right. 

Go past the restaurant/school... 
 

The ... is beside/in front of/next to...the....  

 

Task 2.2.1 
See the expressions below. Expressions in the first column stand for asking for 

 

direction. Those in the second column are responses to the questions. 
Fill in the blanks to create complete sentences in the first column. The first one 

 

in each column has been done for you. 
Join the two parts in the two columns to create dialogues. Each dialogue must 

 

ŜƴŘ ǿƛǘƘ Ψ¢Ƙŀƴƪ ȅƻǳΦΩ 
 

Role-play the dialogues with a partner. Remember to producr stress 
and intonation as appropriate. 

 

 Asking for direction Giving direction  
    

 Excuse me, how can I get to the Please go straight on to the end  

 railway station from here? of this road. Turn right from the  

 Can you please tell me how I can hospital. The post office is next  

 get to . . . ? to the hospital.  

 Can you show me the way to..., Please take the first turn to the  

 please? left/right...  

 Can you please tell me how to Please go past the  

 get to . . . ? restaurant/school...  

 Could you please tell me where Just go on this road. The ... is  

 ... is located ? beside/in front of/next to the....  

 Excuse me, what's the best way on the left.  

 to get to . . . ?   

    
 

 

2.3 Apologising 

 

To apologise is to tell someone ǘƘŀǘ LΩƳ ǎƻǊǊȅ ŦƻǊ ƘŀǾƛƴƎ ŘƻƴŜ ǎƻƳŜǘƘƛƴƎ ǘƘŀǘ Ƙŀǎ ŎŀǳǎŜŘ 

ƘŜǊκƘƛƳ ƛƴŎƻƴǾŜƴƛŜƴŎŜ ƻǊ ǳƴƘŀǇǇƛƴŜǎǎΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ǿŜ ŀǊŜ ǊǳŘŜ ǘƻ ǎƻƳŜƻƴŜ ƻǊ ƛŦ ǿŜ ŎŀƴΩǘ 

help someone for some reason, the person feels hurt. It is good manners to apologise so that 

we can maintain the relationship. 
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Some examples of apologies: 
 

I must apologise to the Director for my late arrival. 
 

I'd like to apologise for my talking in the class for no reason. 
 

Trains may be delayed on the eastern line due to floods. We apologise for any 
inconvenience caused. 

 

Here are some expressions we use to make and respond to apologies. Some are used in 
formal situations and some in informal contexts: 
 

Making apologies 
 

¶ It's all my fault. 
 

¶ I am so sorry for... 
 

¶ Sorry, I shouldn't have... 
 

¶ I'm ashamed of... 
 

¶ Please, forgive me for... 
 

¶ Excuse me for ... 
 

¶ I'm terribly sorry for... 
 

¶ Pardon me for this... 
 

¶ I apologize for... 
 

¶ I do apologize for... 
 

¶ I must apologize for... 
 

¶ I'd like to apologize for... 
 

¶ Please, forgive me for my.... 
 

¶ Please accept my apologies for... 

 

Accepting apologies: 
 

¶ Never mind. 
 

¶ No harm done.  

¶ That's OK. 

¶ That's all right. 
 

¶ It doesn't matter. 
 

¶ Don't worry about 
it.  

¶ Forget about it. 
¶ Don't mention it.  

¶ I quite understand. 

¶ You couldn't help it 

¶ Don't worry about it. 
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Task 2.3.1 
 

Match the expressions in the two columns below. 
Create the dialogues. 

 

Role-play in a natural manner.   

Apologising Accepting apologies 
   

It's all my fault.  Never mind. 

I am so sorry for...  No harm done. 

Sorry, I shouldn't have...  That's OK. 

 I'm ashamed of...  That's all right. 

Please, forgive me for...  It doesn't matter. 

 Excuse me for ... Don't worry about it. 

I'm terribly sorry for...  Forget about it. 

Pardon me for this...  Don't mention it. 

 I apologize for...  I quite understand. 

I do apologize for... You couldn't help it 

I must apologize for... Don't worry about it. 
I'd like to apologize for... 

 

Please, forgive me for my.... 
 

Please accept my apologies for...  
 
 
 

 

2.4. Suggesting and responding to suggestions  
 

We make suggestions or give advice to people when we think something needs to be done, 
such as, deciding what we may do with our friends, or giving them advice on what they might 
do in a certain situation. 

 

In English, specific phrases and expressions are used to make suggestions or to give advice. 
The frequently used ones are given below in italics and used in sentences. Notice that these 
phrases/expressions are indirect in their use. That is, instead of directly saying: ²ŜΩƭƭ ǊŜǾƛǎŜ 
our lessons, a suggestion is being made indirectly by using ƭŜǘΩǎ.  
 

Expression and phrases used to make suggestions:  
 

¶ [ŜǘΩǎ revise our lessons. 
 

¶ What about volunteering in the hospital in this vacation? 
How about cleaning our street this Sunday?  

¶ Why don't you help your mother in the kitchen? όǿƘȅ ŘƻƴΩǘκŘƻŜǎƴΩǘ Ҍ ȅƻǳκǿŜκǘƘŜȅ  

¶ /he/she/it) 
¶ Couldn't we invite your team to our cricket match? όŎƻǳƭŘƴΩǘ Ҍ ȅƻǳκǿŜκǘƘŜȅκƘŜκ ǎƘŜ  

¶ /it)  
¶ Shall we take a walk along the river? (shall+ you/we/they/he/she/it)  

¶ What would you say to a cup of coffee? (what would+ you/we/they/he/she/it) 
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¶ Don't you think it is a good idea to watch TV? όŘƻƴΩǘκŘƻŜǎƴΩǘҌ ȅƻǳκǿŜκǘƘŜȅκƘŜκǎƘŜ  

/it)  
¶ Does it matter if I use your computer? (does it matter if+ I/you/we/they/he/she/it)  

 

Accepting suggestions:  

 

¶ Ok. Yes, let's. 

¶ Yes, I'd like to. 

¶ Yes, I'd love to. 

 

¶ What a good idea! 

¶ Why not? 

 

¶ Yes, with pleasure. 

 

¶ Yes, I feel like taking a walk.  

¶ That sounds like a good idea. 

 

 

 
 
Refusing suggestions:  
 

¶ No, let's not. 

 

¶ No, I'd rather not. I 

don't feel like it. 

 

¶ I dislike going for a walk. 

What an awful / bad idea! 
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Task 2.4.1 
Role-play the dialogue below with a friend.  

 

Dialogue:  
 

Two friends talking about blood donation:  

 

!ƳƛǘΥ IŀǾŜ ȅƻǳ ƘŜŀǊŘ ŀōƻǳǘ ǘƘŜ ōƭƻƻŘ Řƻƴŀǘƛƻƴ ŎŀƳǇ ƛƴ ƻǳǊ ŎƻƭƭŜƎŜ ǘƻƳƻǊǊƻǿΚ ²Ƙȅ ŘƻƴΩǘ 
we donate blood there?  
 

{ƘŀƳƛΥ ²Ƙŀǘ ŀ ƎƻƻŘ ƛŘŜŀΗ [ŜǘΩǎ Ǝƻ ǘƻƎŜǘƘŜǊ ƛƴ ǘƘŜ ƳƻǊƴƛƴƎΦ  
 

Amit: How about asking our other friends?  

 

{ƘŀƳƛΥ ²Ƙȅ ƴƻǘΚ LΩƭƭ Ŏŀƭƭ Ƴȅ ŦǊƛŜƴŘǎ ŀƴŘ ŀǎƪ ǘƘŜƳ ǘƻ ŎƻƳŜ ƛƴ ǘƘŜ ƳƻǊƴƛƴƎΦ {Ƙŀƭƭ ǿŜ ǿŀƭƪ ƻǊ ǘŀƪŜ ǘƘŜ 
bus?  
 

!ƳƛǘΥ LΩŘ ƭƛƪŜ ǘƻ ǿŀƭƪ ōǳǘ ƭŜǘΩǎ ŀǎƪ ƻǘƘŜǊǎ ŀƴŘ ǘƘŜƴ ŘŜŎƛŘŜΦ 

 

¶ Match the utterances below to create short dialogues. Role-play each 
dialogue with a friend.   

Making suggestions Accepting suggestions Refusing suggestions  

 -[ŜǘΩǎ revise our lessons.  - Ok. Yes, let's.  -No, let's not.  

 -What about volunteering in   -  Yes, I'd like to.  -No, I'd rather not.  

 the hospital in this vacation?     - Yes, I'd love to.  -I don't feel like it.  

 -How about cleaning our  - What a good  -I dislike going for a  

 street this Sunday?   idea!  walk.  

 -Why don't you help your   -Why not?  -What an awful / bad  

 mother in the kitchen?   
-Yes, with 
pleasure.  idea!  

 όǿƘȅ ŘƻƴΩǘκŘƻŜǎƴΩǘ Ҍ       

 you/we/they /he/she/it)  --Yes, I feel like όDƛǾŜ ŀ ǊŜŀǎƻƴ ǿƘȅ ȅƻǳ ŘƻƴΩǘ  
 -Couldn't we invite your   taking a walk. like the suggestion.)  

 team to our cricket match?   -That sounds    

 όŎƻǳƭŘƴΩǘ Ҍ   like a good    

 you/we/they/he/ she /it)   idea.     
-Shall we take a walk along the 
river? (shall+  
you/we/they/he/she/it)  

 -What would you say to a cup of 
coffee? (what would+ 

 
you/we/they/he/she/it)  

-Don't you think it is a good idea   
to watch TV?  
όŘƻƴΩǘκŘƻŜǎƴΩǘҌ  
you/we/they/he/she /it)  
-Does it matter if I use your 
computer? (does it matter if+ 
I/you/we/they/he/she/it)   

 

 

22 



 

 

 
2.5 AGREEING, PARTIALLY AGREEING AND DISAGREEING  

 

In discussions, debates and arguments, we may agree with the others or we may disagree. 
We may also partially agree with a point of view or a suggestion. Expressing disagreement is 
never done jǳǎǘ ǘƻ ƘƻƭŘ ƻƴ ǘƻ ƻǳǊ Ǉƻƛƴǘ ƻǊ ǘƻ ǎƛƳǇƭȅ ǊŜƧŜŎǘ ǎƻƳŜƻƴŜΩǎ ǇƻƛƴǘΦ 5ƛǎŀƎǊŜŜƳŜƴǘ ƛǎ 
a responsible action. We have to think logically why we may disagree with a point or opinion. 
²Ŝ Ƨǳǎǘ ŘƻƴΩǘ ǊŜƧŜŎǘ ŀƴ ƛŘŜŀ ƻǊ Ǉƻƛƴǘ Ƨǳǎǘ ōŜŎŀǳǎŜ ǿŜ ŘƻƴΩǘ ƭƛƪŜ ǘƘŜ ǇŜǊǎƻƴ Ƴŀƪƛƴg the point, 
or we have pre-decided to object the points made. When we disagree, we must say why we 
ŘƛǎŀƎǊŜŜ ǿƛǘƘ ƻǘƘŜǊΩǎ ǾƛŜǿǎ ƻǊ ǇƻƛƴǘǎΦ wŜǎǇƻƴǎƛōƭŜ ŘƛǎŀƎǊŜŜƳŜƴǘ ƛǎ ŀƭǿŀȅǎ ǊŜǎǇŜŎǘŜŘ ŀǎ 
honest, and sometimes as courageous. People care about such disagreement. 

 

We express our agreement, partial agreement or disagreement using expressions as the 
following:  
 

Agreeing 
 

¶ There is no doubt that your point is important. I 
completely / absolutely agree with you. 

 

¶ I agree with you entirely. 
I totally agree with you. 

 

¶ I simply must agree with that. I 
am of the same opinion. 

 
¶ I am of the same opinion. 

 
¶ ¢ƘŀǘΩǎ ŜȄŀŎǘƭȅ ǿƘŀǘ L ǘƘƛƴƪΦ  

 

Expressions for disagreement 
 

¶ ¢ƘŜǊŜ ƛǎ ƴƻ Řƻǳōǘ ǘƘŀǘ ȅƻǳǊ Ǉƻƛƴǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ōǳǘ L ŎŀƴΩǘ ŀƎǊŜŜ ōŜŎŀǳǎŜΦΦΦ 
 
¶ I don't agree with you because... 

 
¶ LΩƳ ǎƻǊǊȅΣ ōǳǘ L ŘƛǎŀƎǊŜŜ ōŜŎŀǳǎŜΦΦΦ 

 
¶ I'm afraid, I can't agree with you since the sales data is different from what you have 

 

presented. 
¶ The problem is that... 

 
¶ I (very much) doubt whether... 

 
¶ This is in complete contradiction to... 

 
¶ With all due ǊŜǎǇŜŎǘΣΧ 

 
¶ I am of a different opinion because ... 

 
¶ I cannot share this / that / the view as... 

 
¶ I cannot agree with this idea since... 

 
¶ What I object to is... 

 
¶ I have my own view about that. I view is...  

 

Partial agreement 

 

We may also agree partially to points made, especially when we are in doubt about 
ǎƻƳŜǘƘƛƴƎΣ ƻǊ ŦŜŜƭ ǘƘŀǘ ǿŜ ŎŀƴΩǘ ŀŎŎŜǇǘ ƻǇƛƴƛƻƴǎ ƻǊ ǾƛŜǿǎ ŎƻƳǇƭŜǘŜƭȅ ŘǳŜ ǘƻ ŎŜǊǘŀƛƴ ǊŜŀǎƻƴǎΦ 
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Expressions 
 

¶ It is only partly true that... 
 
¶ ¢ƘŀǘΩǎ ǘǊǳŜΣ ōǳǘΧ 

 
¶ I can agree with that with these reservations... 

 
¶ That seems obvious, but... 

 
¶ That is not necessarily so. I think... 

 
¶ It is not as simple as it seems. 

 

¶ L ŀƎǊŜŜ ǿƛǘƘ ȅƻǳ ƛƴ ǇǊƛƴŎƛǇƭŜΣ ōǳǘΧ  
¶ L ŀƎǊŜŜ ǿƛǘƘ ȅƻǳ ƛƴ ǇŀǊǘΣ ōǳǘΧ 

 
¶ Well, you could be right but I think a little differently...  

 

Task S3b.  
Read and discuss with a friend how you may complete each incomplete utterance by 
giving a logical reason. You can do this by thinking of a situation for each utterance, and 

 
imagining someone making a point with which you disagree/partially disagree. 

Prepare five dialogues of agreement, five of disagreement and five of partial agreement 
 

using your logic and utterances. 
Role-play the dialogues with different partners.  

 
 
 
 
 

2.6. MAKING BUSINESS APPOINTMENTS 
 

We make appointments for different purposes: to meet an official, to discuss with a client, 

to 24rganize a party with friends and so on. Being able to make and cancel an appointment 

is an important skill in English. We need to be able to: 

 

¶ make an appointment, 
 

¶ respond to an appointment and 
 

 

¶ know how to cancel an appointment. 
 

 

Here are some expressions to do all of the above concisely and appropriately.  
 
 

Making an appointment: 

 

I need to discuss _____ with you. Are you  

 available on _____/ next ____?/free on ____? 

Can we meet on ____ at ___/ next ________ at 
 _______? 

Would next _________ be ok? 

  

What about next ________? 
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Is next _________ all right? 

  

I need to have an appointment with _____ on ____. 

  
 
 

 

Making appointments more formally 

 

 -Is it possible    
--Mr Jackson 

--on Monday morning? 
 -To book an 

 -to see --t 10 am?  --The lawyer 

 

  

--today? -Can I appointment  -to meet  --the doctor  

 -May I   -with  --the head of the  --... 
 -LΩŘ ƭƛƪŜ ǘƻ    department   

     -I wonder if I    ...   
     

 can      

       
 
 
 

Responding to an appointment: 

 

Yes, ____ is/ would be fine. 
 _____ suits me. 
 _____ would be perfect. 

  

LΩƳ ŀŦǊŀƛŘ L ŎŀƴΩǘ ƳŀƪŜ ƛǘ ƻƴ ψψψψψψψψ ŀǎ ψψψψψΦ 
LΩƳ ǎƻǊǊȅ LΩƳ ƴƻǘ ŦǊŜŜ ƻƴ ψψψψψψψψΦ LΩƳ ŀǘǘŜƴŘƛƴƎ 

 __________ on _________. 
 L ǿƻƴΩǘ be able to ______ on ________ as_____. 

  

L ǊŜŀƭƭȅ ŘƻƴΩǘ ǘƘƛƴƪ L Ŏŀƴ ŎƻƳŜ ƻƴ ψψψψψΦ LΩƳ ƳŜŜǘƛƴƎ ψψψψψψψ ǘƘŀǘ 
 day. 
 

 

Cancelling an appointment 
 
 

We normally try not to cancel an appointment because it seems discourteous to the other 

party, be it in official work, in business or with colleagues. However, sometimes things can 

ƘŀǇǇŜƴ ǘƘŀǘ ǿŜ ŎŀƴΩǘ ŎƻƴǘǊƻƭΣ ŜƎΦ ŘǳŜ ǘƻ ǎƛŎƪƴŜǎǎ ƻǊ ŀƴƻǘƘŜǊ ǳƴŀǾƻƛŘŀōƭŜ ŜƴƎŀƎŜƳŜƴǘΣ 

and so have to cancel the previous appointment. If we cancel an appoint, we must: i. 

apologise for cancelling, ii. give the reason for cancelling, and iii. schedule another 

appointment according to the convenience of the other party. 
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We can cancel an appointment using expressions as given below particularly in 

business and official situations: 

 

Unfortunately, I will be unable to keep our appointment for tomorrow 
afternoon. Would it be possible to arrange another time later in the week? 

 
LΩƳ ŀŦǊŀƛŘ ǘƘŀǘ L ƘŀǾŜ ǘƻ ŎŀƴŎŜƭ ƻǳǊ ƳŜŜǘƛƴƎ ƻƴ ²ŜŘƴŜǎŘŀȅΣ ŀǎ 
something unexpected has come up. Would you be free to meet 
early next week? 

 
LΩƳ ǎƻǊǊȅΣ ŘǳŜ ǘƻ ǎƻƳŜ ǳƴŦƻǊŜǎŜŜƴ ōǳǎƛƴŜǎǎΣ L ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ŎƻƳŜ ǘƻ ǘƘŜ 
meeting on Tuesday. Would be all right to meet on Wednesday?  

 
 

 

Task 2.6.1  
In the following samples, the dialogues are available in two columns: making and 
responding to appointments. Complete the dialogues by correctly pairing them. 

 

  Making appointments   Responding to appointments   Cancelling an appointment  
          

  Are you available on the 17th?   I'm afraid I can't on the 3rd. What about  the   Iõm sorry, I wonõt be able to meet   

  Can we meet on the 16th  at 3 in    6th?   you on Tuesday. The Chairman has   

  the afternoon?"   Friday would be perfect.    called an emergency meeting that    

  Does the 3rd sound all right to    Yes, next week is fine.    day. Can we meet on Wednesday at   

  you?   Iõm a little busy on Tuesday.   the same time?   

  Are you free next week?   I really don't think I can on the 17th. Can we    Unfortunately, due to some    

  Would Friday suit you?   meet up on the  19th?   unforeseen business, I will be unable    

  Is next Tuesday convenient for    I'm sorry, I won't be able to make it on    to keep our appointment for    

  you?   Monday. Could we meet on Tuesday instead?"   tomorrow afternoon.    

  What about Wednesday next   16th  is ok but a little earlier would suit me.    Would it be possible to arrange    
  week?   How about at 1?   another time later in the week?    

  How about Monday?   Ah, Wednesday is going to be a little difficult.    Iõm afraid that I have to cancel our   
     I'd much prefer Friday, if that's alright with    meeting on Wednesday, as   

     you.   something unexpected has come up.   

         You know we were going to meet    
         next Friday? Well, I'm very sorry, but    

         something urgent has come up.   

         I'm afraid that I'm not going to be    
         able to meet you after all. Can we    

         fix another time?    

            

Role-play the dialogues.          
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UNIT 3  PRESENTATION SKILLS -I  

 
Structure 

 
3.0 Introduction  
3.1 Objectives 

3.2 Reading: Presentation Skills 

3.3 Grammar: Verbs often Required in Presentations 

3.4 Language Focus 

3.5 Listening: Importance of Body Language in Presentations 

3.6 Speaking: Preparing an Outline of a Presentation 

3.7 Pronunciation 

3.8 Summary 

3.9 Answers to Check Your Progress 
 
 

3.0 INTRODUCTION  
 

 
Presentations are frequently used in business organizations and educational institutions for 

communicating ideas and information to a group. In this Unit you will learn how to make effective 

presentations. You will learn 
 
Å how to prepare for presentations  
Å hints on effective delivery  
Å preparing outlines of presentations  
Å use of a variety of presentation verbs  
Å use of signaling, signposting and listing techniques  
Å the importance of body language in presentations 

 
 

3.1  WARM UP 
 
 

When you give a presentation, just 

as important as what you say. 

knowing your audience are both 

considerations. Here are some of 

Can you add some more to the 

 
 
how you deliver the information is 

Knowing your subject well and very 

important. But there are other them. 

What is your opinion on these? list? 

 
 
 
 
 
 
 
 

 

Body language notes    language confidence 

voice  visual aids humour length speed 
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3.2 READING: PRESENTATION SKILLS  
 

 

Presentation skills are absolutely essential in almost all work areas. In the business world  
presentations are made to clients, prospective buyers, business associates, seniors, colleagues andPresentation 

Skills-I  subordinates. These days presentations have also become part of the recruitment process. In order  
to be effective and impressive in your presentations you need to prepare the presentation before 

you actually deliver it. Even experts in communication need to plan and prepare their 

presentations in advance. 
 

Check Your Progress 1 

 

Look at these tips on Presentation skills and decide whether you would put them in Preparation 

or Delivery. 
 

i) If you are not enthusiastic about what you say you cannot expect to generate interest 

amongst the audience; Adapt to response ï donôt stick to your plan necessarily. If you find 

that it is not working, alter it to adapt to the audience  
ii)  Check room, seating, acoustics, OHT or Computer (depending on what you decide to use). 
iii)  Vary your tone and pitch. Ensure proper modulation. Everything should not be said with 

equal amount of stress. Certain things need to be emphasized more than others.  
iv) Memorize your introduction. This will help you to sound confident and in control. 

v) Try to involve the audience and respond to their reactions 

vi) Keep your sentences short and simple. Use deliberate pauses to punctuate your speech 

vii)  Never talk down or up to your audience. Treat them as equals, no matter who they are. 
viii)  Whenever you make a really important point, pause and let the full significance of what 

you have said sink inéébefore you move on.  
ix) Donôt put boring tables of figures and long lines of text on the overhead projector and read 

them out. 

x) When showing a visual, keep quiet and give people time to take it in. 

xi) Welcome questions from your audience. When members of your audience ask you a 

question, it is usually because they have a genuine interest in what you are saying and want 

to know more. Treat questions as an opportunity to get your message across better.  
xii)  Know the size and the knowledge level of your audience. You must not tell them what 

they already know. 

xiii)  Be clear about the purpose of your presentation ï is it to inform or to persuade. 

xiv) Key ideas should be emphasized ï you must ensure that the importance of your key points 

is not lost because of over emphasis on sub points  
xv) Donôt cram ï if you have a lot of information to give you could consider giving some of it 

through handouts rather than cram all of it into your presentation. 

xvi) You must present an outline in the beginning of your presentation so that your audience 

knows how your presentation is structured. This should be well prepared in advance. 

xvii)  Rehearse your presentation in order to time it, and to become familiar with names and 

figures as well as any complex information you need to give to the audience.  
xviii)  Pay attention to your body language: eye contact; gestures; posture; movement.28 

 

Preparation Delivery 

ii) Check room, seating etc. i) Be enthusiastic 



 

  
Now check your chart with the Answer key. 

 

 

3.3 GRAMMAR: VERBS OFTEN REQUIRED IN PRESENTATIONS  
 

 

Outl ining Your Presentation 

 

It is important to present an outline of your presentation at the very beginning. This helps the audience to 

understand how you have structured your presentation. A presentation will be much clearer to the audience if 

the structure is clearly signaled. 
 

The use of a variety of presentation verbs can help you to present the outline clearly, specifically and 

effectively. 
 

Check Your Progress 2 

 

Here are some verbs often required in presentations. Can you complete the outlines of the presentations below 

by inserting suitable verbs from the box? You may need to use some of these twice. 
 

talking discuss outline filling  sharing bring 

 highlight tell  report start 

 

i) Good morning everyone. I am Aditya Sen. This morning I am going to be ____________ to you about the 

Adult Education project taken up by our Institution. So Iôll begin by  
____________________ you in on the background of the project and then ___________ you up to date on 

the progress of the project. Iôll go on to ______________ what I see as the main achievements of the 

project. 
 

Next I will _____________ our plans for further extension of the project. In the end I will  
___________ you how you can become a part of this project. Please feel free to interrupt me anytime 

with any questions you might want to ask. 
 

ii)  Good afternoon ladies and gentlemen. I am here to ____________ on the results of the market study of our 

new product in the western zone. I will begin with Mumbai which is our main domestic market in the west. 

I will then go on to Jaipur and Ahemdabad in that order. 
 

After ____________ with you information on the data collected from these cities, I will  
_____________ in depth the implications of this report. My presentation will be followed by an open 

discussion on or performance in the western zone. 
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Here are some more ways of signaling the structure of your presentation. Pay particular 

attention to the verbs in bold. 

Introductio

 

Greeting 

 

Good morning ladies & gentlemen / everyoneéééé..



 

 

Topic 

 

Iôd like to talk  to you aboutéééé.  
Iôd like to say a few words aboutééééé. 

Iôm here to make a presentation onéééé 

This morning Iôm going to be talking  to you about / telling you about / showing 

you / reporting  / taking a look atééééé. 
 

Outline Iôll be dealing with three areas.  
Iôve divided my talk intoéééé. 

So Iôll start off by filling  you in on the background to / bringing  you up-to-date 

on / giving you an overview of/ making a few observations about / 
outliningéééé And then Iôll go on to discuss in more depth / highlight  what  
I see as the main / make detailed recommendations regardingéééé. 

I will conclude withééé / I will end my presentation withéééééé. / 

At the end of my presentation I will invite  you to ask me any questions that you 

may have. 
 

Check Your Progress 3 

 

Join the words in A with the phrases in B to make complete sense: 

 

 A B 

i. reporting a. you in 

ii. filling  b. you up to date 

iii.  bringing c. in more depth 

iv. discuss d. the implications of 

v. talking e. a look at 

vi. taking f. on the results of 

vii.  understanding g. you through 
 

 

3.4 LANGUAGE FOCUS 
 

Signposting 

 

Signposts help to guide the audience through a presentation. Look at the phrases given below.  
These will help you to guide your audience through a presentation. 

 

to move on to go back to summarize 

to expand on to recap to turn to 

to digress to conclude to elaborate on 

to illustrate   
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Check Your Progress 4 

 

Choose one of the signpost expressions from above for the following situations: 

 

i. When you want to make your next point Toééééééééé 

ii. When you want to change direction Toééééééééé 

iii.  When you want to refer to an earlier point Toééééééééé 

iv. When you want to repeat the main points Toééééééééé 

v. When you want to give a wider perspective Toééééééééé 

vi. When you want to give an example Toééééééééé 

vii. When you want to do a deeper analysis Toééééééééé 

viii.  When you just want to give the basic points Toééééééééé 

ix. When you want to deviate from your plan Toééééééééé 

x. When you want to finish your talk Toéééééééé... 
 

More Signposting 

 

Here are some more helpful signposts which you could use in the middle stage of your 

presentations. 
 
 

 

Showing steps 

 
 

 

First of all letôs look atéééééééééééé  
Thenééééééé.. 

Nextééééééé 

Lastlyéééééééé.. 
 

Visuals too are included in the middle of a presentation. In the next section we discuss ways 

to present them: 
 

Using Visuals 

 

Visuals like bar graphs, line graphs, pie charts, pictograms, maps, photographs, charts, PowerPoint 

slides are commonly used in presentations to present statistical information or to make 

comparisons. These will be dealt with in more detail in the next chapter. 
 

Introducing a visual  
Iôd like to show youéééééé 

Have a look at thisééééééé 

This graph shows / representséééé. 

Here we can seeéééééééé 

Letôs look at thisééééééé.. 

As you can see in this graph / tableéééééé 
 

Comparisons 

 

This compares x with y  
Letôs compare theéééééé 
Here you see a comparison betweenéééé.. 

 

Conclusion 
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And here is some language input for the end of your presentation. 

 

Closing 

 

Finally, to sum upééééééé..  
Iôd like to sum up nowéééééé..  
That concludes my presentation. 

To concludeéééé 
 

Questions / Discussion 

 

At the end of a presentation you are required to invite the audience to ask any questions that they 

may like to ask. Alternatively you could also permit them to ask questions whenever they want in 

the course of your presentation. This has to be told to them in the very beginning. 
 

Inviting questions 
 

Are there any questions?  
If there are any questions Iôll be glad to try to answer them.  
Iôll be glad to answer any questions you may have. 

Now we could have a discussion onéééé 
 

Check Your Progress 5 

 

Cross out the words in italics which are not suitable in these extracts from presentations: 

 

i) I would like to begin with a preview / an introduction / an outline of the main points of my 

talk.  
ii)  The first thing Iôll be saying / telling / talking about is why we need to change our pay policy. 

iii)  I will then go on to inform / share / confide with you some of the viewpoints of our senior 

executives. 

iv) If we could just draw / focus / attract our attention on the major benefits of the scheme. 
v) I would like to inform / state / assure at the very beginning that this is just a proposal and not 

a decision.  
vi) But we do need to seriously ask / address / answer the question of how we are going to deal 

with the problem. 

vii)  I will be glad to call / answer / invite any questions that you may have at the end of the 

presentation. 
viii)  Please feel free to interrupt / ask / enquire me with any questions you may have in the course 

of the presentation. 
 

 

3.5 LISTENING: IMPORTANCE OF BODY LANGUAGE IN 

PRESENTATIONS 
 

 

You will now hear some tips on the importance of Body Language in Presentations. Listen to the 

audio and match the two columns: 
 

Check Your Progress 6 

 

Slouching shows that you are friendly & approachable 

eye contact helps you to be more clear and effective 

Smile make for better understanding 
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Gestures shows disinterest 

Posture enhances the comfort level of the audience 

Proximity helps counter boredom 

variation in voice signals interest in others 

 

Can you explain what the speaker means by: 

 

i) smiling is contagious  
ii)  invading otherôs space. 

 

Consult the Answer Key and compare your answer. 

 

A. Listen to the beginning of a presentation on the introduction of a new course in Cinematics. 

Do you think it is a good introduction? 
 

B. Now listen to the beginning of another presentation on the same topic. Which one is better 

and why? 
 

Compare your analysis with the one given in the Answer key. 
 

 

3.6 SPEAKING: PREPARING AN OUTLINE OF A 

PRESENTATION 
 

 

Now prepare an outline of a presentation on any one of these topics and present it before the mirror 

or before your friends. If possible you can record the presentation and then listen to it. You can 

now listen to the tape script and compare your outline with the sample tape script. 
 
 

 

1. Your town / city  
2. Television as a source of information and entertainment 

3. Your favourite book / magazine 
 

Now have a look at two sample outlines given in the Answer key. 
 

 

3.7 PRONUNCIATION  
 

 

Here are some words that are commonly used for presentations. Mark the stressed syllable in these 

words and speak them out aloud. The first is done for you as example. Now listen to the tape and 

check your pronunciation. You may also refer to a good dictionary for the correct stressed syllable. 
 

1. presen'tation  
2. recommendation 

3. expansion 
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4. supervision  
5. efficient 

6. sufficient 

7. strategic 

8. systematic 

9. analytical 

10. economical 

11. typical 

12. experience 

13. inconvenience 

14. potential 

15. commercial 

16. individual 

17. essential 

18. gradual 

19. actual 

20. responsibility 

21. incredible 

22. impossible 

23. diversify 

24. obvious 

25. spontaneous 
 

 

3.8 SUMMING UP  
 

 

In this unit we have introduced you to Presentation Skills in terms of - 

 

Å how to prepare for presentations  
Å how to deliver effective presentations  
Å some linguistic skills for introducing a presentation, signposting, using visuals and 

concluding. 
 

We have also dwelt on Body language, which is very important when making a Presentation. All 

these skills are discussed in greater detail in the next unit. 
 

 

3.9 ANSWER TO CHECK YOUR PROGRESS 
 

Check Your Progress 1 

 

Preparation 

 

ii), iv), ix), xii), xiii), xv), xvi), xvii).  

 

Delivery 

 

i), iii), v), vi), vii), viii), x), xi), xiv), xviii)  
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Check Your Progress 2 

 

The answers are given in bold print. 

 

1. Good morning everyone. I am Aditya Sen. This morning I am going to be talking  to you about 

the Adult Education project taken up by our Institution. So Iôll begin by filling  you in on the 

background of the project and then Iôll bring  you up to date on the progress of the project. Iôll 

go on to highlight  what I see as the main achievements of the project. 
 

Next I will outline our plans for further extension of the project. In the end I will tell you how 

you can become a part of this project. Please feel free to interrupt me anytime with any 

questions you might want to ask. 
 

2. Good afternoon ladies and gentlemen. I am here to report  on the results of the market study of 

our new product in the western zone. I will begin with Mumbai which is our main domestic 

market in the west. I will then go on to Jaipur and Ahemdabad in that order. 
 

After sharing with you information on the data collected from these cities, I will discuss in 

depth the implications of this report. My presentation will be followed by an open discussion 

on our performance in the western zone. 
 

Check Your Progress 3 
 

i. reporting f. on the results of 

ii. filling  a. you in 

iii.  bringing b. you up to date 

iv. discuss c. in more depth 

v. talking g. you through 

vi. taking e. a look at 

vii.  understanding d. the implications of 
 

Check Your Progress 4 

 

Signpost expressions: 

 

i. When you want to make your next point To move on to. 

ii. When you want to change direction To turn to 

iii.  When you want to refer to an earlier point To go back to 

iv. When you want to recall the main points To recap 

v. When you want to give a wider perspective To expand on 

vi. When you want to give an example To illustrate 

vii.  When you want to do a deeper analysis To elaborate on 

viii.  When you just want to give the basic points To summarize 

 once again  

ix. When you want to deviate from your plan To digress 

x. When you want to finish your talk To conclude 
 

Check Your Progress 5 

 

The suitable options are underlined for you. 
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i. I would like to begin with a preview / an introduction / an outline of the main points of my 

talk.  
ii. The first thing Iôll be saying / telling / talking  about is why we need to change our pay 

policy.  
iii.  I will then go on to inform / share / confide with you some of the viewpoints of our senior 

executives. 

iv. If we could just draw / focus / attract our attention on the major benefits of the scheme. 
v. I would like to inform / state / assure at the very beginning that this is just a proposal and not 

a decision.  
vi. But we do need to seriously ask / address / answer the question of how we are going to deal 

with the problem. 

vii.  I will be glad to call / answer / invite any questions that you may have at the end of the 

presentation. 

viii.  Please feel free to interrupt  / ask / enquire me with any questions you may have in the 

course of the presentation. 
 

Listening  
Tape script 

 

The Body 
 

Your body communicates different impressions to the audience. People not only listen to you, they 

also watch you. Slouching tells them you are indifferent or you do not care...even though you might 

care a great deal! On the other hand, displaying good posture tells your audience that you know 

what you are doing and you care deeply about it. Also, a good posture helps you to speak more 

clearly and effectively. 
 

Now let us turn to eye contact. This helps to regulate the flow of communication. It signals interest 

in others and increases the speaker's credibility. Speakers who make eye contact open the flow of 

communication and convey interest, concern, warmth, and credibility. 
 

Facial expressions are equally important. Smiling is a powerful cue that transmits happiness, 

friendliness, warmth, and liking. So, if you smile frequently you will be perceived as more likable, 

friendly, warm, and approachable. Smiling is often contagious and others will react favorably. They 

will be more comfortable around you and will want to listen to you more. 
 

If you fail to gesture while speaking, you may be perceived as boring and stiff. A lively speaking 

style captures attention, makes the material more interesting, and facilitates understanding. 
 

Attention to posture and body orientation are essential. You communicate numerous messages by 

the way you talk and move. Standing erect and leaning forward communicates that you are 

approachable, receptive, and friendly. Interpersonal closeness results when you and your audience 

face each other. Speaking with your back turned or looking at the floor or ceiling should be avoided 

as it communicates disinterest. 
 

Now what about the space we keep from the audience? Notions of proximity vary with cultures. 

Cultural norms dictate a comfortable distance for interaction with others. You should look for 

signals of discomfort caused by invading other's space. Some of these are: rocking, leg swinging, 

tapping, and gaze aversion. Typically, in large rooms, space invasion is not a problem. In most 

instances there is too much distance. To counteract this, move around the room to increase 
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interaction with your audience. Increasing the proximity enables you to make better eye contact 

and increases the opportunities for others to speak. 
 

One of the major criticisms of speakers is that they speak in a monotone voice. Listeners perceive 

this type of speaker as boring and dull. People report that they learn less and lose interest more 

quickly when listening to those who have not learned to modulate their voices. 
 

Adopted from Source: www.nwlink.com 

 

Check Your Progress 6 

 

slouching shows disinterest 

eye contact interest in others 

smile shows that you are friendly & approachable 

gestures make for better understanding 

posture helps you to be more clear and effective 

the right proximity enhances the comfort level of the audience 

variation in voice helps counter boredom 

 

i. smiling is contagious 

 

When you smile at somebody, chances are that he / she will smile back at you. A smile 

spreads happiness around you as it makes others smile in response. 
 

ii. invading otherôs space 

 

Getting so close to somebody that he /she becomes uncomfortable because of your nearness 

and feels that his / her privacy is being invaded. 
 

Tape scripts 

 

A. Good morning ladies and gentlemen. Iôm glad you are here to listen to me. Iôd like to talk to 

you about our new course in Cinematics. Iôm sure you will find the course relevant and 

interesting. It is very much in demand these days and Iôm here to tell you all about it ï who can 

join it and what you can do after a course like this. There are lots of places you can work in 

after learning Cinematics, but of course I wonôt have time enough to tell you about all of them. 

You can also ask me questions about the course if you want. 
 

B. Good morning ladies and gentlemen. Thanks for being here. This morning Iôm going to be 

talking to you about a new course we have launched in Cinematics. 
 

Iôll begin by explaining what Cinematics is. I will then go on to highligh the relevance and 

scope of Cinematics. Next I will outline the kind of skills that the course could help you to 

develop. I will conclude by filling you in on information about eligibility and requirements for 

the course. 
 

You are free to ask me any questions you may have at the end of my presentation. 

 

Answer 
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The second outline is better because it has a clear structure. The speaker states exactly the order in 

which he / she will be dealing with the topic, making appropriate use of presentation verbs and 

connectives. He/she also states his/her policy on questions ï the speaker would not like to be 

disturbed with questions during the course of the presentation and this is made clear at the very 

beginning. 
 

Speaking 
 

Television as a source of information and entertainment 

 

Good morning ladies and gentlemen. This morning Iôm here to talk about the importance of 

television as a source of information and entertainment. I will begin my talk with giving an 

overview of the popularity of television as a means of communication.  
I will then go on to outline the areas in which it provides invaluable information. Next I will 

emphasize upon the importance of television as a popular and affordable source of entertainment 

for all age groups.  
My presentation will last for 10 minutes. I will be glad to answer any questions that you may have 

at the end of my presentation. 
 

My Favourite Magazine 

 

Hello friends. Iôd like to say a few words about My Favourite Magazine. Iôve divided my talk into 

three parts. Firstly, I will begin by telling you which is my favourite magazine. Secondly, I will 

highlight the main features of the magazine. In the end I will tell you why I prefer this magazine to 

other magazines. I will invite you to ask me any questions you may have at the end of my talk. 
 

Note: The second outline is more informal than the first one. This may be used when you make a 

presentation before an audience where you do not need to be too formal. 
 

Pronunciation ï Tape Script 

 

1. presen'tation 
 

2. recommen'dation 
 

3. ex'pansion 
 

4. super'vision 
 

5. e'ffi cient 
 

6. su'ffi cient 
 

7. stra'tegic 
 

8. syste'matic 
 

9. ana'lytical 
 

10. eco'nomical 
 

11. 'typical 
 

12. ex'perience 
 

13. incon'venience 

38



 

 

14. po'tential 
 

15. co'mmercial 
 

16. indi'vidual 
 

17. 'essential 
 

18. 'gradual 
 

19. 'actual 
 

20. responsi'bility  
 

21. in'credible 
 

22. im'possible 
 

23. di'versify 
 

24. 'obvious 
 

25. spon'taneous 
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UNIT 4 PRESENTATION SKILLS -II  
 

Structure 
 

4.0 Objectives  
4.1 Warm up 

4.2 Reading: Structure of Presentation 

4.3 Study Skills: Visual Aids 

4.4 Ending the Presentation 

4.5 Language Focus: Talking about Increase and Decrease 

4.6 Grammar: Prepositions 

4.7 Listening: Podium Panic 

4.8 Speaking 

4.9 Pronunciation: Emphasizing the Important Words in Context 

4.10 Summary 

4.11 Suggested Readings 

4.12 Answer to Check Your Progress 
 

 

4.0 OBJECTIVES 
 

 

In the previous Unit the focus was on introductions and outlines. This unit takes you forward and 

introduces you to 

 
Å commonly used structures of presentations  
Å using visual aids  
Å language associated with visual aids  
Å summaries and conclusions  
Å question/answer sessions at the end of the presentations  
Å practicing presentations 

 

 

4.1 WARM UP 
 

 

Engaging the interest of the audience is central to the success of a presentation. Read these 

statements about the audience. To what extent do you agree with them? Discuss with a friend 

or a colleague at the Study Centre. 

 

¶ Effective presenters recognize that communication is both intellectual and emotional. 

Organizing your ideas is part of the task. The other is to gain and maintain attention. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

¶ Listeners listen only 25 to 50% of the time.  
¶ The audience will forgive a lot if the speaker is enthusiastic. But donôt confuse enthusiasm 

with loudness.  
¶ Compose for the Ear, not for the Eye. 

 

 

4.2 READING: STRUCTURE OF PRESENTATION  
 

Structures of Presentations 

 

Once you know what you want to say, you need to consolidate the materials into a meaningful 

message. When organizing your ideas begin by placing your topic in context. 
 

The commonly used structures in presentations are: 

 

1. Topical: This is when you have several ideas to present and one idea seems naturally to precede 

the other. This is one of the most common types of patterns, and it is especially useful for 

informative presentations. 
 

2. Chronological: This uses time sequence for a framework. This structure is useful in 

informative and persuasive presentations, both of which require background information. 
 

3. Classification: Puts things into categories. For example you might want to talk about three 

aspects of a product- finance, marketing and production. 
 

4. Problem/Solution: This is used mostly for persuasive presentations. The first part of the 

speech outlines a problem and the second part presents a solution. 
 

5. Cause/Effect can be used for persuasive speeches. The first part describes the cause of a 

problem and the second describes its effect. 
 

Check Your Progress 1 

 

The structure of a presentation is outlined at the outset. Here are three such outlines. Match them 

with the appropriate structures listed above. Check your answers with the Answer key. 
 

A.Good afternoon ladies and gentlemen. Iôm here to talk to you about lack of efficiency in the   

Marketing division. Firstly, I will spell out specific areas where there has been laxity. 
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Secondly, I will share with you what I believe to be the reasons for low performance in this division. 

Thirdly, I will suggest solutions for tackling this problem. At the end of my presentation we will have 

a discussion where you can express your views about the problem. 
 

A. This morning I am going to talk to you about our new policy on personal loans. I will begin my 

presentation by outlining the main features of this policy. I will then go on to highlight the 

major employee benefits of this new policy. Next I will talk you through the new procedure for 

availing these loans. Please feel free to ask any questions you may have in the course of the 

presentation. 
 

B. Iôm here to make a presentation on Netlinks Worldwide. I shall begin with a brief history of 

the company, after which I will present a brief profile of its present status. Next Iôll go on to 

talk to you about our major products and services. I will then focus on specific products and 

services which could meet your needs and enhance your output. I will conclude my presentation 

with a 10 minute film on useful packages for your company. In all, my presentation will take 

30 minutes. 

 

4.3 STUDY SKILLS: VISUAL AIDS  
 

Using Visual Aids 

 

A variety of visual aids like flip charts, line graphs, bar  
graphs, pie charts, pictograms, maps, tables, diagrams, 

photographs, etc. can be used for presentations. Visual 

aids are commonly  used in presentations to present 

information which is complex or statistical in nature. 
 

Visual aids can make a presentation more interesting and  
easier to understand. They also help you to cut down on 

the amount of talking you have to do. 
 

However, you must ensure that your visuals are relevant,  
appropriate and clear. You must never overload them 

with  information.  Effective  presenters  introduce  and 

highlight visual information briefly and clearly, making 

sure they allow their audience time to absorb the information. 
 

Use visuals to reinforce and clarify, and not to overwhelm the audience. 

 

Here are three samples of visuals commonly used for presentations ï a pie chart, a table and a bar 

graph. In order to be able to talk about them you need language which is specifically used to 

describe visuals. 
 

Let us recap the useful expressions for introducing visuals which you learnt in the last unit and 

apply them to the given visuals. The expressions are highlighted in bold. In addition, you will also 

be introduced to some more formulaic language useful for describing visuals. 
 

4. Iôd like to show you a pie chart that will give you a clear picture of our sales in the four 

sectors in the last quarter. As you can seeéééééééééééé 
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