UNIT 1
SPEAKING SKILLS 1

Structure

1.1Using 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

1.3Describing graphs, tables, and charts

1.4Describing machines and their functions, e.g. computers and hardware;
describing processes, eg. how to download apps in mobiatisets

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 verformal, semiformal and informal. That is why the
conversation starters are different for all these situations .

1 Introducing oneself and introducing others

When we learn the pronunciation facts of another language, here, English, it is not just to
rememnber those facts asrulesbuttsell KSY Ay S@SNERFI& aLISF{Ay3o
have practice in using English for some major functions, such as, greeting people, asking and
answering questions in English, talking about ourselves, our family, stfidéesls 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.

U Greeting; introducing yourself/others

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

1 How do you do?

Pleased to meet you.

How do you do® & yedllyia question; it just meartdella We respod to this by
saying:

1 How do you do?

1
T

Hi/helloare not used in formal situations.
Here are some expressions you can use to greet people and respond to their greeting.
1



Greeting Response to greeting

i Hi/ Hello 9 Hi/ Hello

1 Good morning/ Good afternoon/ 1 Good morning/Good afternoon/Good
1 Good evening evening.

1 How are you? I'm fine thank you./Okay! Thank you
1 How are you doing? (thanks)/Can't complain/ Not bad.

How about you?/And you?
How do you do?

= =4 —a -4

=

How do you do?

Some expressions are usedsay goodbye. These expressions depend on situations
and the people involved, their social status and our personal relationship with them.

Saying goodbye informally

1 Allright, everyone, it's time to head off.

1 Anyway, guys I'm going to make a
move.

1 Ok, everyone, it's time to leave you.

1

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

1 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!

1
1 I'm afraid I'm going to have to rush oftd hurry!

Saying goodbye politely after meeting someone
1 Nice to see you.

1 It's been lovely to see
you.

1 It was great to see you.
1 Good to see you.

1 Have alovely / nice
evening.

1 Have a good day.

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

We introduce ourselves and others by different expressions. Some are informal; some
semiformal; and some formal. When we meet strangers, we introduce ourselves.
Sometmes, we also introdee others.

Notice the expressions below:

Introducing yourself Introducing others
i My name is ... 1 Leila, this is Mrs Sharma. Mrs
i I'm .... Sharma, this is Leila.
1 Nice to meet you; I'm ... 1 Mrs Sharma, please meet Nirma
1 Mrs Sharma, have you met Ms
1 Pleased to meet youjni ... Misra?
1 Let me introduce myself; I'm ... 1 I'd like you to meet Shalini.

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

9 I'd like to introduce you to Mr
Patidan.

Dialogue practice

i. (a new recruiintroducing himself to his

colleagues)

lfAY 1 SEf2H LQY L&3

today in the marketing division.

ii. (a new recruit meeting her boss for the
first time)

Ali: Good morning, madam. My name is Is
Ali. | pined the marketing division today.

. 2aaY D22R Y2NyAy3d:
WE Ol FNAF® LQR fA71S
Bhaskaran, Senior marketing Executive.
{KSQff GStf e2dz &2d
responsibilities.

FPfAY ¢KIYy]l €2dzz YI ¢

iii. (in a party)

Seema: Hi, Sri! Good to see you after suc
long time.

Sri: Hello, Seema. Wonderful to meet you
Seema: Meet my friend, Dhara. She work:
the same company as | do. Dhara, this is
Seema, my friend from school. Sieaches
mathematics in a college.

Dhara: Hello, Sri, how are you? So please
meet you...




1.2 aAy3 wavlft GFrf1QY lFo2dzi FrYAfe&Y FNASYRAZX

Small talk refers to informal conversatiomang 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 all kinds of social occasions, such as weddings, meetings, get
togethers and similar events. Srhallk creates a positer and friendly atmosphere while
helping strangers to know each other and also helping to form a better relationship with
the peoplewe 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 somle socia
AYGSNI OGtAz2ya adGAYdZ 4GS dza G2 GNB (G2 NBFR 20F
of view on things. This is another reason why interviewers use small talk at the beginning of
interviews.

1 A few points are to be noted when in such conversatio

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 S G GAyYy 3 (2 (1y26 20KSNEQ Ayl
rather than talking too much about our interests etc.

LG A& 3I22R YIYYySNAR VYSOSN) G2 Fail LSNaz2ylft |
wife/husband/children, and so on. Positive small talk revolvesuad topics of general
AYyUiGSNBadGs adzOK lFaszx ¢gKFG az2yS2yS tA1Sa | o2dzi
in travel/music/reading etc.

Because itis informal, it does not mean that you can be inattentive during such conversations.
Paying attetion 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, etertaining existing ones: all of these require quality small talk.

f 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:
1 Howimportant your family is to you
1 How important you are to your family
1 How much you prefer spending time with your family
1 If you get on well with all of your family member
1 Family gettogethers
Similar information is shared about friends.
The following are some information we talk about regarding our education and career:
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1 Your educational background; the institutions you
studied in

1 Your favourite subjects

1 Your favourite ¢achers

1 If you could do a course gbur choice

1 The kind of job you wanted to do when you were a
child

1 If you got a job of your present choice

1 Atypical day at your current
job

1 People you work with

1 If you like your job

1 If you are able to divide your timeffectively between work and family

These are some general pieces of information we may share regarding our hobbies
and interests.

Descriptionof 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

= = = =4 =

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 timattvyour family/ friends
If you get on well with all of your family member/ all your
friends Family getogethers/ gettogethers with friends

Education and career:

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

Your favourite teachers
If you could do a course of your choice
1 The kind of job you wanted to do when you were a
child If you got a job of your present choice
1 A typical day at your current
job People you work with
If you like your job
If you are abled divide your time effectively between work and family

= =

= =4




Hobbies and interests:

1 Description of your main hobbies/
interests

1 How long you have had this hobby/s
1 Why you like your
hobby/s
i How you started
1 Time you spend on your hobby/s

Activity
Talk to a friend about your i. family, ii. friends, iii. hobbies and interests, one at a time. Whilkitg, remember
to use stress and intonation as appropriate.

1.3. ASKING AND RESPONDING TO QUESTIONS POLITELY

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

AYRANBOG ljdzSaidArzya YdzOK Y2NB GKIFYy RANBOUG 2vyS
FA1AY3a || aidN2NMISWEY FRET (1982 L)X S a1z Waleée L 1
d4SO2yR flFy3dzr3S &ALISIF{SNBRE S KIFE@S (G2 €SNy |
be considered impolite and rude.

Direct Question

We ask direct questions to friends, members of fanmalyd colleagues, who are of our own

level in the office. These are information questions, sucWésere do you live? How did you

spend your vacation? How long has she worked for this comparg/80 on.

Direct questions go right to the question and irdduno extra language, such asvonderor

Can you tell me ...

Indirect Question

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

phrases includéwonder, Can you tell me, Do you think ...

Can you tell me where héags tennis?not: Where does he play tennjs?

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

Do you think she will be able to come next we@d?: Will she be able to come...?)

Excuse me, do you know when the next bus leayegVhendoes the next bus leave?)

5ANBOG 1jdzSaiGA2ya OlEyusa delzy B SIH2INBG $ aA R y&E2 dzKISR R

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

In indirect questions, modals are also used to staytiastion. Cormonly used modals are:
T Wil ...

1 Would you ...Would you mind if | sat here?/ Would you let me use your laptop?

1 Can l/you ...Can | have more soup, please?/ Can you come a little later, please?
6



1 Could you ...Could you help me pick shup?/ Could you explain this to me?
1 May l....May | come in please?/ May | use the telephone?

Notice that an indirect question begins with a phrase,legonder, Do you think, Would
youmind, etc.The actual question is then placed as a positive stat@nilrhe question
form isnot used here.

Introductory phrase positive statement
| wonder if you could help me with this problem.
when the next train leaves?
Do you know
Would you mind i _ I opened the window?
Can you tell me if aKsSQt t I waiard
Activity:
Role play the following questions with the answers with a partner. Use appropriate stigasd intonation.
Question Answer
Would you mind if | sat here? Not at all.
Would you let me use your laptop? {dzNBk / SNIIAQY daked LYY XK
Can | 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 | come in please? Please come in.
May | use the telephone? Please do.
| wonder if you could Hp me with this problem. LOQR t2@S (2®
Do you know when the next train leaves? It leaves at five
[y &2dz GStf YS AF &KS|LQY y20 NBIFftfteé& &adNBk L

1.4. SEEKING AND GIVING INFORMATION; SEEKING CLARIFICATION

In :eking and giving information and seeking clarification, we use the polite question forms
discussed in the previous section: Asking and responding to questions politely.

U Offering and Responding To Offers

We make offers in to friends, members of familydaven 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:

Ity LX K
{KFff LX K
22dZ R 82dz tA18 X K



How about ...?

In making offers, such polite quést forms are used:

Can | 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 offprdredomething else.
The following are some useful expressions to accept or decline offers politely.

Offering Accepting Declining
T ¢KIFGQR 035
1 Can help you? you. No, thanks.
1 Shall I get you the 1 Yes, please. b2 L NBIffe
medicire? 1 Thank you very much) you.
 Shalllopenthewindofl § LQR f A1 S A[Thanks so much, but |
for you? 1 Thank you, | would. think 1 can manage.
1 Would you like aglas§y T Thatwould be very ) o
of water? nice. ¢KIFUQa OYSNE 1
but | have to dahis
1 Would you like to sit in myself.
this chair? ¢KIYyl] €e2dzdp LC
1 Would you like anothe fine here.

cup of coffee?
1 Would you like me to
clean the whiteboard?
1 How about a juice?

Not for me thanks.

b2y GKIFIylaod L
hungry.
Thank @ dz> o6 dzi L ¢
diet.
¢CKIGQa @GSNE

| YF2Nldzy'l G S
0 dzii X

Task

Match the expressions in the table above of offer with the expressions of

acceptance and declining.

Prepare 10 dialogues with offers, acceptamand declining.

Example dialogues:
Formal

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

t SNER2Y
a diet. (declining)

HY

Saz GKIKd ¢

5

2dz R 60S yAOSH
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il. Person 1: May | offer you some tea?
Person 2: Thankydw 6 OOSLIGAY 30k C¢KIFy]l @&2dz a2 YdzO
Informal

i. Person 1: Are you up for some dinner?

t SNBE2Y HY | Sez GKIylad 2KFEGQa 2y (GKS| YSydzK
Sorry, not hungry now. (declining)

ii. Person 1: What about stething to drink?

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

Roleplay the dialogues with a partner. Try to produce the dialogues in a natural
English speaking manner.

U Expressing thanks ahgratitude; 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 sdlgank youand to show our ppreciation for something done
for us. These are informal, sefioirmal and formal depending owho has done what for us.

Thanks.
Thank you.

1

1

1 Sincere thanks.
1 Thanks for being so thoughtful.
1

How can | ever thank you enough for all you've done?
Thank youor being there for me.

1 You've been very helpful.

That was very kind of you.

1 What you've done means a lot to me.
If anyone deserves thanks, it's you.

1 Ithank you from the bottom of my heart.

91 | appreciate very much what you've done for
me. | am indebtedo you.

1 I am grateful.



1 You have been extremely suppie through this difficult time
1 [I'want to thank you for all the support and concern.

U Responding to thanks

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

L 2dz2QNB St O02YS o

tf SIFaS R2y Qi YSyidAzyo

6AGQaL

A A A =4

My pleasure.
LiQa yL2000KEA WRdko 2 G KSNIbk L QA
ok.

T LGQakeKIFdiQa ff NRIAKID]

1 Think nothing of it.
1 I'm glad/happy if | could help.
Task 2
Match the expressions of gratitude with their respoes. One response can be used
for more than one expression of gratitude.
Expressions of gratitude Responses
1 Thanks. 1 No problem
1 Thank you. T Notatall
M Sincere thanks. 1 Anytime
f  Thanks for being so thoughtful. § ,2dzQNBE 4SSt 02YS o
' How can | ever thankou enough 9 tftSIasS R2y Qi YSy
for all you've done? 1 OAGQaU0 Yé LI SI adz
§ Thankyou for beingthereforme. | § LU Qa y20KAYy3Idk L {
f You've been very helpful. 9 LIQakeKIGQa | ff
1 That was very kind of you. 1 Think nothing of it.
1 Wha you've done means a lot to 1 I'm glad/happy if | could help.
me. 1
1 If anyonedeserves thanks, it's you.
Ithank you from the bottom of my
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heart.
1 | appreciate very much what you've
done for me.

1 [Iam indebted to you.
| am grateful.

1 You lave been extremely
supportive through this difficult

time.

1 [Iwant to thank you for all the
support and concern.

Roleplay the expressions of gratitude and the responses with a friend.
Use proper intonation, stress and positive body language.

U Describing graphs and charts

215t 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 hefople 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.

Ly GKA& aSOilAaz2ys 6SQftf tSINYy GKS SELINBaarAz2ys
how we present the data.

Types of chart/ graph

i. Pie chart

4% g%

38%

33%

A pie chart is used to show percentages of occurrence.

ii. Bar graph
11
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A bar chart is used to compare different sets of information.

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

an upward/downward trend.

U Expressions to describe a chart or graph

The pie chart is about ...
The bar chart deals with ...

The line graph (ekrly) shows ...

The chart is divided into ...

= =2 =4 4

parts. It highlights ...

1 ... has the largest (number of) ...

The slices of the pie chart compare the ...

12



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

..i1s 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 ...

= =2 =4 4 A4 -4 A5 -5 - -

The number ... does not change/remains
stable

=

| was really surprisedfocked by the ...

1 So we can say ...

U 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 setions, we have to use the standard expressions to discuss the
chart/graph.Example

U Discuss the data in the graphs below.

Highestlevel of education of women in someland - 1945

1% 0%

B No Schooling
B Third Grade
W Year6

W Year9

W Year12

B First Degree

B Post Geaduate
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Highestlevel of education of womenin someland - 1995

B No Schooling
M Third Grade

m Year6

H Year9

W Year12

B First Degree

® Post Geaduate

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 educa@mly 1% went on to a first
degree. No women had completed pegtaduate 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% haxhg 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 pmary 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 thereport 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.

U Describing machineand their functions

14



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
Seehow the structure and functions of a computer are described:

A computer is a programmable machine. Modern computers are electronic and digitgl. The
two principal characteristics of a computer are: i. It responds to a specific set edefgied
instructions, and ii. it can carry out a precorded list of instructions. These instructions are
called programs.

The actual machinery: wires, transistors, and circuits, is chbiedware.The programs and
data are calledoftware.

While the functions and apigations 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 infemation. 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 smaohone; a twowheeler.

U Describing processe

Describing a process involves talking about how something happens, takes place or is made.
The description includes directions or instructions in a digystep manner. We give a series

of instructions to make or produce something using some commonsangle 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 étson
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 shoullidecthe DD
commission. Then the clerk would issue the Demand Dratft.

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; apologring

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 etiimg, we have to be polite
In English, we make a request by using the following expressions:

can you..?

1

1 couldyou...
1 willyou...?
1

would you

mind ...?

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

formal, seni-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 forria question. These
guestions 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 requsts 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. jialg

with a friend.
When someone responds to your request, never forget to thatietperson.
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Requests Responses
1 lwas absent yesterday. Can you tell
about the CCS class, please? 9 Sure, here you are.

1 Okay.

f L O2dzZ RyQu FadSyl
you show me your photo album,

please? b2 L R2y QG YAYF
Sorry, | lave no idea.

No problem
I'm sorry | need it today.

I'm afraid | can't.

1 Will you lend me your notes for a day
please?
1 Will you please send me the mail ID
our teacher? | need to write to him abou
problem.

1 Would you help me withhis exercise,
L SIFaSK L OFyQi dzyF
T hKX y23 0KSNBQa
Wouldyou mind lending me your per
please?

E R L

T 18Stt22 LQY ySs K.
show me the way to the post offi
please?
. Coud you please tell me where to ¢
thsYSRAOAYSK LQ@S
already.
1 Would you mind opening the door 1
me? | My hands are full.

wSYSYOoSNI GKFG GKS NBaLRyaS (23 G2 2dZdBn'té 2dz YA

YAYRéED CKAA Aa || LRaAAGAGBS NBalLkrRyasS G2 |

is a negative response to this request. It means that | deatit to open the door for you.

NEB |j d

2.2 Asking about and giving direction

2 KSyYy ¢S ofrtheg déctioh of 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 étgo the railway station from here?
Can you please tell me how | can getto...?

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

Could you please tell me where ... is located ?
Excuse me, what's the best way to ¢get . . ?

17



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 pasthe restaurant/school...
The ... is beside/in front of/next to...the....

Task2.2.1
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
SYR 6AGK WeCKIYy] &2dzQ
Roleplay the dialogues with a partner. Rememb#o producr stress
and intonation as appropriate.

Asking for direction Giving direction

Excuse me, how can | get to the
railway station from here?

Can you please tell me tol can

Please go straight on to the end
of this road. Turn right from the

hospital. The post office is next

getto...? 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
getto...? restaurant/schod..
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.
togetto...?
2.3 Apologising
To apologise is to tell someorieK I & L QY &A2NNE F2NJ KI gAy 3

R2Y S

KSNKKAY AyO02y@SyASyO0S 2N dzyKI LAy Saad C2N SE
help someone for some reason, the person feels hurt. It is good manners to apologise so that

we can maintai the relationship.
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Some examples of apologies:

| 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.

| am so sorry for...

Sorry, | shouldn't have...

I'm ashamed b..

Please, forgive me for...
Excuse me for ...

I'm terribly sorry for...
Pardon me for this...

| apologize for...

| do apologize for...

| must apologize for...

I'd like to apologize for...
Please, forgive me for my....
Please accept my apologiéor...

=4 =4 =4 4 4 4 -5 -5 -5 5 -5 -5 -9

Accepting apologies:

1 Never mind.

No harm done.
That's OK.
That's all right.

It doesn't matter.

= =4 =4 -4 4

Don't worry about
it.

Forget about it.
Don't mention it.

| quite understand.
You couldn't help it
Don't worry about it.

= =4 =4 4 -
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Task2.3.1

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

Roleplay in a natural manner.

Apologising Accepting apologies
It's all my fault. Never mind.
| am so sorry for... No harm done.
Sorry, | 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.
| apologize for... | quite understand.
| do apologize for... You couldn't help it
| 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 suggesins or give advice to people when we think something needs to be done,
such asdeciding what we may do with our friends, or giving them advice on whatrttight
do in a certain situation.

In English, specific phrases and expressions are used to mgfessions 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 say®@2f t NB JA &
our lessonsa suggestion is being ma indirectly by using S.G Q &

Expression and phrases used to make suggestions

1 [ S tedise our lessons.

What aboutvolunteering in the hospital in this vacation?

How aboutcleaning our street this Sunday?

Why don'tyou help your mother in the kiten?0 s K& R2y QUk R2Say Qi b
/he/shelit)

Couldn'twe invite your team to our cricket matci?O 2 dzf Ry Qi b &2 dzk ¢ Sk
/it)

Shallwe take a walk along the river? (shall+ you/we/they/he/shelit)

What wouldyou sayto a cup of coffee? (what @uld+ you/we/they/he/she/it)

=

= =24 8- -9
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f Don'tyou thinkit is a good idedo watch TV® R2y QUi k R2Say Qiib &2dzx 4 S
/it)
1 Does it matter if use your computer? (does it matter if+ I/you/we/they/he/shelit)

Accepting suggestions:

1 Ok. Yes, let's.
M1 Yes/'d like to.

M Yes, I'dlove to.

1 What a good idea!
1 Why not?

1 Yes, with pleasure.

1 Yes, | feel like taking a walk.

1 That sounds like a good idea.

Refusing suggestions:

1 No, let's not.

M No, I'd rather not. |

don't feel like it.

1 1 dislike going for avalk.

What an awful / bad idea!
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Task2.4.1
Roleplay the dialogue below with a friend.

Dialogue:

Two friends talking about blood donation:

''YAGQY @S @2dz KSFNR | o2dzi GKS 06f22R R2Yy L (
we donate blood there?

{KFYAY 2KFG +F 322R ARSIFIH [SGQa 32 (G23SGKSN

Amit: How about asking our other friends?

{KFYAY 2Ké y2GK LQff OFrftft Y& FTNASYRa FyR |
bus?

' YAGY QR |f oOd& Gx5G60a a]l 20KSNA FyR (KSy

1 Match the utterances below to create short dialogues. Rgily each
dialogue with a friend.

Making suggestions

Accepting suggestion: | Refusing suggestions

- S teqsk our lessons. - Ok. Yes, let's. -No, let's not.

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

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

-How aboutcleaning our - What a good -1 dislike going for a

street this Sundy? idea! walk.

-Why don'tyou help your -Why not? -What an awful / bad
-Yes, with

mother in the kitchen? pleasure. idea!

06Ke& R2YyQiGkR2S

you/we/they /he/shelit) --Yes, | feel like ODAGS | NBI a

-Couldn'twe invite your taking a walk. | like the suggestion.)

team to our cricket match? -That sounds

002dzZ RYyQil b like a good

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

-Shallwe take a walk alonthe
river? (shall+
you/we/they/he/she/it)
-What wouldyou sayto acup of
coffee? (what would+
you/we/they/he/shelit)
-Don'tyou thinkit is a good idea
to watch TV?
OR2yQGkR2SayQib
you/we/they/he/she /it)
-Does it matter it use your
computer? (does it matter if+
I/lyou/welthey/he/shelit)
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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
neverdonedza i G2 K2fR 2y (2 2dzNJ LRAY(d 2N 2 &AYLXM
a responsible action. We have to think logically why we may disagree with a point or opinion.

2SS 2dzad R2y QG NB2SOO Fy ARSI 2N LBthepdint,2dza i o
or we have predecided to object the points made. When we disagree, we must say why we
RA&IFIIANBS 6AGK 20KSNNaE GASéa 2N LRAyliao wSal
honest, and sometimes as courageous. People care about such disa&grteem

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

Agreeing

1 There is no doubt that your point is important. |
completely / absolutely agree with you.

1 I agree with you entirely.
| totally agree with ya.

1 1 simply must agree with that. |
am of the same opinion.
1 1 am of the same opinion.
9 ¢KFEiQa SEFOGfte 4KIG L GKAY(|®

Expressions for disagreement

CKSNBE Aa y2 R2dzo0 GKFG €2dz2NJ LRAY(d A& AYLR
| don't agree with you beasse...

LQY &a2NNEZ 0dzi L RA&FINBS 0SSOl dAaSodD

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

presented.
The problem is that...

| (very much) doubt whether...

This is in complete contradiction to...
With all dueNB & LIS Ol = X

| am of a different opinion because ...

| cannot share this / that / the view as...

| cannot agree with this idea since...
What | object to is...

| have my own view about that. | view is...

T
1
il
il

=4 =4 =4 4 8 8 95 -5 -9

Partial agreement

We may also agree partially points made, especially when we are in doubt about
Aa2YSUKAYy3IZ 2N ¥FSSt 0KIUG ¢S OlFyQu | OOSLIWu 2LAY
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Expressions

1 Itis only partly true that...
T ¢KIFIGQa GNMHzSEZ 0 dziX
1 I can agree with that with these reseions...
1 That seems obvious, but...
1 That is not necessarily so. | think...
i Itis not as simple as it seems.
T L FINBS 6AUK &2dz Ay LINAYOALX ST 0 dziX
T L F3INBS G6A0K é&€2dz AY LIJ NUZ 0dzi X
1 Well, you could be right but I think a little differently...
Task SB.

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.
Roleplay the dialogues with different partners.

2.6. MAKING BUSINESS APPOINTMENTS

We make appointments for different purpes: to meet an official, to discuss with a client,
to 24rganizea 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:

1 make an appointment,

1 respond to an appointment and

1 knowhow to cancel an appointment.

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

Making an appointment:

| 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?
| need to have an appointment with on
Making appointments more formally
-Is it possible e Jack --on Monday morning?
--IMr Jackson
-To book an -0 see The lawyer -t 10 am?
-Can | appointment -to meet | --the doctor --today?
-May | -with --the head of the -
‘L QR f A department
-l wonder if |
can
Responding to an appointment:
Yes, is/ would be fine.
______suitsme.
would be perfect.
LQY | FNJ AR L OFyQd YI{1S AlG 2y uwy
LQY &2 NNE LQY y2G FNBS 2y uyypypyy
on )
L ¢ Pe/abdito on as
L NBIrffte R2yQld GKAYy{l |L OFy 0O2YS 2y Yyuyupyod

day.

Cancelling an appointment

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

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

KFELIISYy GKI G

gS Ol yQi

O2y GNRf X S3d RdzS

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

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

appointment according to the convenience of the other party.

25
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We can cancel an appointment using expressions as given below particularly in

business and official situations:

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

LQY

I FNJ AR

GKIG L KI @S (2

Ol yOSt

something unexpected has come up. Would you lee fio meet

early next week?
LQY

Aa2NNEZ RdzS G2

a2YS dzy¥F2NBasSSy

meeting on Tuesday. Would be all right to meet on Wednesday?

Task2.6.1

In the following samples, the dialogues are available in two columnsiking 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?

Can we meet on the 16" at 3 in
the afternoon?"

Does the 3rd sound all right to
you?

Are you free next week?

Would Friday suit you?

Is next Tuesday convenient for

you?

What about Wednesday next

week?

How about Monday?

I'm afraid | can't on the 3rd. What about the
6th?
Friday would be perfect.
Yes, next week is fine.
I dm a little
| really don't think | can on the 17th. Can we
meet up on the 19th?
I'm sorry, | won't be able to make it on
Monday. Could we meet on Tuesday instead?"
16™ is ok but a little earlier would suit me.
How about at 1?
Ah, Wednesday is going to be a little difficult.
I'd much prefer Friday, if that's alright with

you.

busy on Tu.

I dm sorry, | wonot
you on Tuesday. The Chairman has
called an emergency meeting that
day. Can we meet on Wednesday at
the same time?

Unfortunately, due to some
unforeseen business, | will be unable
to keep our appointment for
tomorrow afternoon.

Would it be possible to arrange
another time later in the week?

I dm afrai d tamaeltourl h
meeting on Wednesday, as
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?

Roleplay 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

35 Listening: Importance of Body Language in Presentations
3.6 Speaking: Preparing an Outline of a Presentation

3.7 Pronuncation

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 rffakéwe
presentations. You will learn

how to prepare for presentations

hints on effective delivery

preparing outlines of presentations

use of a variety of presentation verbs

use of signaling, signposting and listing techniques
the importance of bodwanguage in presentations

Too To Too To T T

3.1 WARM UP

When you give a presentation, just m how you deliver the information is
as important aswvhat you say. ' Knowing yoursubject well and very
knowing youraudience are both important. But there are other them.
considerations. Here are some of What is your opinion on these? list?
Can you add some more to the

Body language notes language confidence
voice visual aids humour length speed
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3.2 READING: PRESENTATION SKILLS

Presentation skills are sdlutely essential in almost all work areas. In the business world
presentations are made to clients, prospective buyers, business associates, seniors, colleagaastiand
Skills- subordinates. These days presentations have also become pareofuhliment process. In order
to be effective and impressive in your presentations you nqeeépare 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 tRespdnation
or Delivery.

i) If you are not enthusiastic about what you say you cannot expect to generate interest
amongst the audience; Adapt to respdndeo n 6 k to yeur plan necessarily. If you find
that it is not working, alter it to adapt to the audience
i)  Check room, seating, acoustics, OHT or Computer (depending on what you decide to use).
iii)  Vary your tone and pitch. Ensure proper modulation. Everything shotilide 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)  Tryto involve the audience and respond to their reactions
vi)  Keep your sentenseshort 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 saidisn k i néébefore you move on.
ix)y Dondét put boring tables of figures and | ong |
them out.

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

xi) Welcome questions from your audience. When memberngooi 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 audie¥oe. must not tell them what
they already know.

xiii) Be clear about the purpose of your presentatiinit to inform or to persuade.

xiv) Key ideas should be emphasiZegou must ensure that the importance of your key points
is not lost because of over emphagissab points

xv) Do n 6tiifcyoudname 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 yamcaudi
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) Payattention to your body language: eye contact; gestures; posture; mo&dment.

Preparation Delivery

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



Now check your chart with the Answer key.

3.3 GRAMMAR: VERBS OFTEN REQUIRED IN PRESENTATIONS

Outlining Your Presentation

It is important to present an outline of your presentation at the very beginning. This helps the audience
understand how you have structured your presentation. A presentation will be much clearer to the audience
the structurés clearly signaled.

The use of a variety gbresentation verbscan 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 outlinesesétitatipns 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. | am Aditya Sen. This morning | am going to be to you about the
Adult Education project taken up by our Instit
you in on the background of the project and then you up to date

the progress of the pr o] ehattl see as@He Imaingaschiewements of the
project.

Next | will our plans for further extension of the project. In the end | will
you how you can become a part of this project. Please feel free to interrupt me anytime
with any guestions you might want to ask.

i) Good afternoon ladies and gentlemen. | am here to on the results of the market study of
new product in the western zone. | will begin with Mumbai which is our main domestic market in the west.
| will then goon to Jaipur and Ahemdabad in that order.

After with you information on the data collected from these cities, | will
in depth the implications of this report. My presentation will be followed by an open
discussion on or perforance 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 | adies & gentlemen / everyoneé



(@)

Topic d Iltalkkkogo u oabout eééeéé.

d Isayk ef ¢ew words about ééeéeéé.

m hrmeakea tpo esentation onéeéeéé

Thi s mor ni ng takidgrno ypwabautg telling yol aboushowing

,,,,,

you/reporting/ taking a | ook atééeeéeéé.

o O

Outline I 6 | dealifgwith three area
|l 6ve divided my talk intoéééé.
So | 01l | fiingaoutin oo thef backgyound tdfinging you upto-date
on / giving you an overview of/making a few observations about /
outliningééeéeé An ddiscussen moré diepth higrdight what t o
| see asthe maimtaked et ai | ed recommendations regard
| willconcludewi t h é élawiléndmy presentation withéeéeééeée
At the end of my presentationlill 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.youin
ii. filling b. you up to date
iii.  bringing c. in more depth
iv. discuss d. the implications c
v. talking e. a look at
vi. taking f. on the results of

vii. understandin¢ 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 sunmarize
to expand on to recap to turn to

to digress to conclude to elaborate ol
to illustrate
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Check Your Progress 4

Choose one of theignpostexpressions from above for the following situations:
i. When you want to make your nexipt Toééeééeééeééc
ii. When you want to change direction Toééééeeeééé
ii.  When you want to refer to an earlierpoint Toé é e é éé é é ¢
iv. When you want to repeatthe mainpoints Toé éééééééc¢
v. When you want to give a wider perspectivi To é é é é é é é é ¢
vi. When ya want to give an example Toééééeeeééé

vii.  When you want to do a deeper analysis Toééeééeééeééc

vii. When you just want to give the basicpoint Toé é é é é é é é ¢
iXx. When you want to deviate fromyourplan Toé éé é éé é é ¢
X.  When you want to finish your talk Toé

(¢}
(¢}
(¢}
(¢}
(¢}
m,

o @
o8
D~
D
D
o8

More Signposting

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

Showing steps First of all l et 6s | ook at éééééééeéeéeééé
Thenééééeéé.
Next ééééeéecé
Lastlyéeéeéeéeée.

Visuals too are induded 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 tosgure statistical information or to make
comparisons. These will be dealt with in more detail in the next chapter.

Introducing a visual

Il 6d |'i ke to show youéééééé

Have a | ook at thisééééééé

This graph shows / representsééée
Here we ca céeééeée

Letldook at
As you can see i

Comparisons This compares with y
Letds compare theéééééé

Here you see a comparison betweeneéécéé.

Conclusion
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And here is some language input for the engoeir presentation.

Closing Finally, to sum upééeéeééceéee.
I 6d |i ke to sum up noweéeééeéeéeé. .
That concludes my presentation.

To concludeééeéé
Questions / Discussion

At the end of a presentation you are required to invite the audience to ask any qtiestithresy
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?
Ifthereareap questions | 61| be glad to tr)
I 611 be glad to answer any questi ol

Now we could have a discussion oneé:c¢

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 witha preview / an introduction / an outlired the main points of my
talk.

i) The f i r stsaying/itefiimg/ thliingboutls &hy we need to change our pay policy.

iii) I will then go on tanform / share / confidevith you sane of the viewpoints of our senior
executives.

iv) If we could justdraw / focus / attracbur attention on the major benefits of the scheme.

v) | would like toinform / state / assurat the very beginning that this is just a proposal and not
a decision.

vi) But wedo need to seriouslsk / address / answdre question of how we are going to deal
with the problem.

vii) | will be glad tocall / answer / inviteany questions that you may have at the end of the
presentation.

viii) Please feel free taterrupt / ask / enquirene 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 loonns:

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 aud&nc
Proximity helps counter boredom

variation in voice signals interest in others

Can you explain what the speaker means by:

i) smiling is contagious
i) invading otherdés space.

Consult the Answer Key and compare your answer.

A. Listen to the beginning of agsentation 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 Aarskey.

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 ligtevicw ¢an
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 inAhswer 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 pronunciatioY.ou 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

Presentation Skills|

3.8 SUMMING UP

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

A how to prepare for presentations
A howto deliver effective presentations

A 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 discusseddreater detail in the next unit.

3.9 ANSWER TO CHECK YOUR PROGRESS

Check Your Progress 1
Preparation

i), iv), ix), xii), Xiii), Xv), Xvi), xvii).
Delivery

i), i), 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. | am Aditya Sen. This morning | am goingtalkieg to you about

the Adult Education
background of t hingyrowaj et tan dl att keerm nl @ lhle

go on tohighlight what | see as the main achievements of the project.

Next | will outline our plans for further extension of the project. In the end Italillyou how
you can become a part dii$ project. Please feel free to interrupt me anytime with any

guestions you might want to ask.

project

t dilkng gou m pn tHe y

2. Good afternoon ladies and gentlemen. | am heregort on the results of the market study of
our new product in the western zone. | viadigin with Mumbai whch is our main domestic

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

After sharing with you information on the data collected from these cities, |digitussin

depth the implications of this report. My presentation bdlfollowed by an open discussion
on our performance in the western zone.

Check Your Progress 3

i
ii.
iii.
iv.
V.
Vi.
vil.

reporting f. on the results of
filling a.youin

bringing b. you up to date
discuss c. in more depth
talking g. you through
taking e. a look at
understanding d. the implications c

Check Your Progress 4

Signpostexpressions:

i

ii.
iii.
iv.
V.
Vi.
Vii.
viii.

iX.
X.

When you want to make your next point
When you want to change direction

When you want to refer to an earliaript
When you want to recall the main points
When you want to give a wider perspectivi
When you want to give an example

When you want to do a deeper analysis
Whenyou just want to give the basic point:
once again

When you want to deviate from your plan

When you want to finish your talk

Check Your Progress 5

The suitable options are underlined for you.

To move on ta
Toturnto

To go back to
To recap

To expand on
To illustrate
To elaborate o
To summarize

To digress
To conclude
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i. 1would like to begin with a preview / an introductioan outline of the main points of my
talk.

i.h. The first t hing tdkiad aboutisesvhyswve geeditgchangeowpay i ng /
policy.

iii. I will then go on to inform share/ confide with you some of théewpoints of our senior
executives.

iv. If we could just draw focus/ attract our attention on the major benefits of the scheme.

v. | 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 teeriously ask &ddress/ answer the question of how we are going to deal
with the problem.

vii. 1 will be glad to call / answerifvite any questions that you may have at the end of the
presentation.

viii. Please feel free tfiaterrupt / ask / enquire me with arguestions 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 yoood 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, andodisdi

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 oftentagious 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 thaterial more interesting, and facilitates understanding.

Attention to posture and body orientation are essential. You communicate humerous messages by
the way you talk and move. Standing erect and leaning forward communicates that you are
approachablagceptive, 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 fribra 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 tliexgmity 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 repattthey learn less and lose interest more
quickly when listening to those who have not learned to modulate their voices.

Adopted from Sourcevww.nwlink.com

Check Your Progress 6

slouching shows disinterest

eyecontact 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 helpscounter 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.

i. invading otherodés space

Getting so close to somebody that/stee becomes uncomfortable because of your nearness
and feels that his / her privacy is being invaded.

Tape scripts

A. Good morning | adies and gentl| emen. Il 6m gl ad yoc
you about our new c suerysuewill ifind th€ conrsge meevant casd. | 6 m
interesting. It is very much i n deimaocdn t hese

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

after learning Cinmat i ¢ s, but of cour se | wonot have ti me

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

B. Good morning | adies and gentlemen. Thanks for
talking to you about a new cse we have launched in Cinematics.

I 61 1 begin by explaining what Cinematics i s.
scope of Cinematics. Next | will outline the kind of skills that the course could help you to
develop. I will conclude by filhg 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 stitesesrader 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 questitims speaker would not like to be
disturbed with questions during the course @ pinesentation and this is made clear at the very
beginning.

Speaking
Television as a source of information and entertainment

Good morning | adies and gentl emen. Thi s morni ng
television as a source of informati@md entertainment. | 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 | will

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

for all age groups.

My presentation will last for 10 minutes. | will be glad to answer any questions that you may have

at the end of my presentation.

My Favourite Magazine

Hel l o fili&«mdso s@a¢g a few words about My Favouri
three parts. Firstly, | will begin by telling you which is my favourite magazine. Secondly, | will

highlight the main features of the magazine. In the end | will tell you yehgfér this magazine to

other magazines. | 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 glonot need to be too formal.

Pronunciation i Tape Script

preseftation
recommetfdation
expansion
supelvision
efficient
sufficient
strdtegic
systématic

© © N o o > w DN

andlytical

[EEN
©

ecdnomical

. 'typical
. expelience

e N
w N B

. incorivenience
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14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.

potenial
commerial
indi'vidua
‘essefial
'gradual
‘adual
responsbility
in‘credible
im'possible
di'versify
‘obvious

sportaneous
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Structure
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4.3 Study Skills: Visual Aids
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4.5 Language Focus: Talking about Increase and Decrease
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410 Summary

4.11 Suggested Readings
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40 OBJECTIVES

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

commonly used structures of preséiotas

using visual aids

language associated with visual aids

summaries and conclusions

guestion/answer sessions at the end of the presentations
practicing presentations

Too To Too o T To

41 WARM UP

Engaging the interest of the audience is central to the succeasfsa 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.

i Effective presenters recognize that communication is both intellectual and emotional.
Organizingyour 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 |l ot if the speaker
with loudness.

1 Composdor the Ear, not for the Eye.

= =4

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 youritopontext.

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 examyplemight want to talk about three
aspects of a produdinance, 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. Cau®/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.

AGood afternoon | adies and gentl emen. I dm here
Marketing division. Firstly, | will spell out specific areas where thexre been laxity.
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Secondly, | will share with you what | believe to be the reasons for low performance in this division.
Thirdly, 1 will suggest solutions for tackling this problem. At the end of my presentation we will have
a dscussion where you can express your views about the problem.

A. This morning | am going to talk to you about our new policy on personal loans. | will begin my
presentation by outlining the main features of this policy. | will then go on to highlight the
major employee benefits of this new policy. Next | 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.1d6m here to make a pr es eshdl beginwith a wief hidtbeytofl | n ks We
the company, after which | wild|l present a brie
talk to you about our major products and services. | will then focus on specific products and
services which could megour needs and enhance your output. | 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 ip 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 presentatiopie 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 intoioiy 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. 1 6d | i ke apecharthhatwill give ywou a clear picture of our sales in the four

,,,,,,,,,,,,
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