HANDOUTS FOR ENGLISH


NUMBER 11





SHORT TALKS


WHAT TO DO...


	...WHEN PREPARING YOUR TALK


Choose a subject you know something about - or which you can easily get information about - and which interests you.


Choose an interesting title.


Make a plan containing the main ideas in key words and linkers.


Structure your talk for easy note-taking.


Give your listeners enough background information to understand your talk. The introduction is the sensible place to do this.


Separate fact from comment clearly.


If you are dealing with a problem, make sure you give several points of view before stating your own conclusion.


Use handouts to explain new and difficult words. Give the phonetic pronunciation of the words. Also put any important facts, dates, statistics, etc. in your handout. This will make understanding your talk easier.


Practise your talk before you give it (mirror technique!!).


B.	 ...WHEN DELIVERING YOUR TALK


Speak slowly and clearly. If your talk sounds too slow to you, then the speed is probably about right for your listeners.


Speak to your listeners DIRECTLY. Look at THEM, not at your notes.


Be as spontaneous as possible.


Go through the new words in the handout so that your listeners know what they mean and what they sound like. Use phonetic transcription


Make sure the salient points are easily identifiable.


In your handout give all the sources you have used. These should include the name of the publication, the author, publisher, date of publication, chapter and pages. If your source is a magazine you must give the title of the magazine, the name of the article, the date of the issue and the number where possible.


Leave time at the end of the talk for questions and discussions.


WHAT NOT TO DO


DO NOT speak too quietly or too quickly.


NEVER read your talk.


DO NOT learn your talk by heart beforehand. This will stop you from being spontaneous.


AVOID beginning discussions in the middle of talks.


DO NOT just stop speaking at the end of your talk but come to a tidy and sensible conclusion.


DO NOT get anxious if you lose your place while talking. Refer to your notes and tell your listeners what you are doing. Nothing is worse than a long silence while the speaker tries to find his place.


INTRODUCE your discussion sensibly. Do NOT ask 'oral examination' questions. e.g. “ Now I’d like to know what you think about …”


�
SOME USEFUL PHRASES


Introducing the Talk


The topic�The subject�The (central) problem�
�I'd like to �
deal with�talk about�discuss�consider�
�today�this morning�
�is ...�
�
The subject�The theme�
of my talk today is ..�
�
�
�
My topic for today is ...�
�
�
�
�
To begin with, I'd like to ...�
�
�
�
�
Have you ever�
thought about ...?�considered ...?�
�
�
�
Concluding the Talk


��I'd like to �
��conclude�end�
��by�
saying ...�stating ...�pointing out ...�summing up ...�stressing ...�
�
Let me�
finish by ...�conclude by ...�
�
�
�
To sum up�In conclusion�
I'd like to (say etc.) ...�
�
�
�
I'd like to leave you with one last thought.�
�
�
�
�
Thank you for�
listening.�your attention.�your interest.�being so attentive.�being so patient.�
�
�
�
Opening the Discussion


I'd now like to�
open the discussion.�throw open the topic for discussion.�
�
�
�
�If you have any�
questions�comments�points to make�queries�
�I'd be delighted to�
�have them.�try to deal with them.�
�
Ending the Discussion


��I'm afraid �
we've run out of time.�we've no more time.�we must finish now.�we must close / end the discussion now.�
�
�
�
Thank you.�
�
�
�
�
�
SOME USEFUL PHRASES FOR DISCUSSIONS


Expressing Opinions


As far as I'm concerned,�In my opinion�I think�I believe�
��(changes must be made in ... because....)�
�
�
Expressing Opinions Strongly


I�
feel sure (that) ...�am (absolutely) certain / sure (that) ...�am (utterly) convinced that ...�
�
�
Expressing Opinions Carefully


�I rather�
think that ...�feel that ...�believe that ...�
�
�
I suspect that ...


As far as I can judge ...�As far as I can see ...�As far as I'm concerned ...�
�
�
�
Expressing Agreement


I�
agree with�support�
(what you are saying because ...)�
�
That's my feeling, too.�That's my opinion, too.�I agree.�That's the way I feel.�
�
�
�
Expressing Disagreement


I (strongly / emphatically) disagree.�I can't accept that.�
That's not the way I see it. (Polite)��
I don't think I can accept that.�
�
Reference


I'd like to come back to what A said / to A's point.�
I'd like to take up A's point again.�
Can I just come back to / return to what A said?�
�
Interrupting


�Can I just�
break in here?�interrupt here?�come in here?�
�
�
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