
[image: feiye]



目录


内容提要



前言



Part One Academic Conferences

Unit 1 Preparing for a Conference

Learning Objectives



Passage A Getting the Big Picture



Passage B Obtaining Conference Information



Passage C Correspondence before the Conference



Exercises



Useful Expressions



Cultural Tips Preparations before the Conference





Unit 2 Attending a Conference

Learning Objectives



Passage A Communication at the Reception Desk



Passage B Conference Etiquette



Passage C Asking and Answering Questions



Exercises



Useful Expressions



Cultural Tips Tipping





Unit 3 Peripheral Exchanges

Learning Objectives



Passage A Dining



Passage B Talking with Professionals



Passage C Guiding Tours



Exercises



Useful Expressions



Cultural Tips Dining in a Western Restaurant







Part Two Academic Presentations

Unit 4 Planning a Presentation

Learning Objectives



Passage A Planning an Effective Presentation



Passage B The Academic Speaking Style



Passage C Structuring a Presentation



Exercises



Useful Expressions



Cultural Tips Political Correctness





Unit 5 Creating a Presentation

Learning Objectives



Passage A What to Include in a Presentation



Passage B Creating Presentation Slides



Passage C Practicing a Presentation



Exercises



Useful Expressions



Cultural Tips Hedging in Academic Speaking





Unit 6 Delivering a Presentation

Learning Objectives



Passage A Using Signposts



Passage B Interacting with Visual Aids



Passage C Delivering a Presentation Effectively



Exercises



Useful Expressions



Cultural Tips How to Overcome Stage Fright







Part Three Lectures and Seminars

Unit 7 Lectures and Note-Taking

Learning Objectives



Passage A Understanding a Lecture



Passage B Adopting a Proper Note-Taking Style



Passage C Strategies in Note-Taking



Exercises



Useful Expressions



Cultural Tips Types of Lectures





Unit 8 Seminars

Learning Objectives



Passage A Getting to Know about Seminars



Passage B How to Make a Seminar Successful



Passage C Effective Group Discussion Skills



Exercises



Useful Expressions



Cultural Tips The Importance of Courtesy in a Discussion







Part Four Professional Communication

Unit 9 Teleconferencing

Learning Objectives



Passage A Getting to Know about Teleconferencing



Passage B Preparing for a Teleconference



Passage C Hosting and Attending a Teleconference



Exercises



Useful Expressions



Cultural Tips Making Yourself a Cooperative Participant





Unit 10 Job Interviews

Learning Objectives



Passage A Different Types of Job Interviews



Passage B Job Interview Mechanics



Passage C 15 Most Common Job Interview Questions



Exercises



Useful Expressions



Cultural Tips Uncovering a Company's Corporate Culture







Video Transcripts



Key to Exercises



References




图书在版编目（CIP）数据


学术交流英语口语/赵鸿雁主编．—上海：上海交通大学出版社，2014

研究生公共英语系列教材

ISBN 978-7-313-11023-7

Ⅰ．①学…　Ⅱ．①赵…　Ⅲ．①学术交流-英语-口语-研究生-教材　Ⅳ．①H319.9

中国版本图书馆CIP数据核字（2014）第060259号


学术交流英语口语


主　　编：赵鸿雁

出版发行：上海交通大学出版社

地　　址：上海市番禺路951号

邮政编码：200030

电　　话：02164071208

出 版 人：韩建民

印　　制：绍兴越生彩印有限公司

经　　销：全国新华书店

开　　本：710mm×1000mm　1/16

印　　张：17.25

字　　数：327千字

版　　次：2014年7月第1版

印　　次：2014年7月第1次印刷

书　　号：ISBN 978-7-313-11023-7/H

定　　价：39.00元

版权所有　侵权必究

告读者：如发现本书有印装质量问题请与印刷厂质量科联系

联系电话：0575-8865712600



内容提要

本书以学术交流为主线，通过营造互动的语言环境，将读、视、听、说、写等环节有机结合。全书分四个部分，对应的主题分别为学术会议、学术演讲、讲座与研讨会、职业沟通。共十章，每章均由五个板块组成：学习目的、阅读、练习、经典句式与表达及文化小贴士。内容的设计可以激发读者的学习兴趣和潜能，培养学术交流能力。

本书是上海交通大学“985工程”三期资助项目“研究生公共英语课程建设”部分成果。可作为高等学校非英语专业的硕士生和博士生英语教材，也可供其他需要提高英语学术交流能力的人员使用。



前言

在现今的互联网时代，随着经济全球化进程的加速和深化，我国与世界各国的学术交流正在以惊人的速度和规模迅猛发展。非英语专业研究生英语教学以培养国家急需的高端人才的国际交流能力为主旨，必须加强并革新以适应这一发展趋势。这本供非英语专业研究生使用的《学术交流英语口语》教材，就是编者为此所作的区区奉献。

在编写之初，我们对国内非英语专业研究生英语能力的现状与国际交流需求做了细致的调研分析，力求本书在教学内容、方式方法和形式编排诸方面都具有针对性。鉴于我国大多数非英语专业研究生英语能力的现状，即阅读理解能力尚可而听说和书写能力较弱，缺少英语文化素养和在英语环境中的操练机会，仅靠课堂所学难以顺畅流利地表述自己的研究结果，不能与国外同行自由地讨论学术等主要问题，本教材竭力为研究生营造听说互动的语言环境，对教学模式和实用能力的考核评估等方面都做了革新尝试；将读、视、听、说、写等环节有机结合，激发读者的学习兴趣和潜能；模拟参与各种学术活动，从中培养交流能力，磨炼理解、概括和表达能力。

参比国内同类教材，本教材力求突出以下特点：


	内容丰富：既包括主要的公众交流活动，如学术会议、学术演讲和学术讨论等，也包括日见盛行的远程会议，还有谋职面试等，更符合研究生学习期间和日后英语交流的需要。

	选材实用：本教材本着学以致用的原则，着重加强选材和配套练习的实用性，努力营造英语环境和学术氛围。

	活动多样：通过小组讨论、模拟场景、角色扮演等丰富多彩的教学活动，锻炼学生在各种交流场景中的主动性、灵活性和沟通技巧。

	输入输出相当：本教材以任务教学法为主导。阅读和视听是输入，口语和写作是输出。输入与输出相辅相成，以期有效地培养学生的英语交流能力。



本教材共四个部分，分十章，对应的主题分别是学术会议、学术演讲、讲座与研讨会、职业沟通。每部分含两至三章，涵盖主题涉及的主要环节。每章均有五个板块组成。第一，学习目的。学生对本章主要内容须有总体了解。第二，阅读。以文字输入形式，深入浅出地介绍本章主题内容，提供大量的知识信息及学习指导。第三，练习。既有阅读效果的检测，也有口语、写作及听力练习。通过接近真实情景的任务型练习，给学生提供学术交流的预演操练机会。第四，经典句式与表达。提供与章节内容紧密相关的经典句式、语篇模板和表达方式。第五，文化小贴士。通过富有趣味的补充阅读，提高学生的英语文化素养。

本教材编者均为长期从事研究生英语教学的一线教师，并都有在海外学习和访问的丰富经历。本教材适用于高等学校非英语专业的硕士生、博士生以及其他需要提高英语学术交流能力的人员使用，也可用作高等学校英语教学参考书。

本教材出版之际，编者衷心感谢上海交通大学研究生院、外国语学院及出版社的关心与支持，并热诚期待广大读者和国内外同行对本教材的错误和缺点提出批评指正。

本书是上海交通大学985工程三期资助项目“研究生公共英语课程建设”的部分成果。

编者



Part One　Academic Conferences


Unit 1　Preparing for a Conference

Learning Objectives

— To learn about different types of conferences

— To learn about the principal activities at a conference

— To learn about various types of conference letters

— To learn how to obtain conference information

Passage A　Getting the Big Picture

The Latin root of the word“conference”literally means“bring together”. An academic conference brings together researchers who meet to present their work and discuss their views. Attending an academic conference can be a highly rewarding experience. Conferences not only provide an important channel for exchange of knowledge and information, but also have much more to offer: papers get published, new ideas are inspired, connections are made, grants are located, and jobs are offered. To help you better understand what to expect at a conference, a brief introduction is provided to different types of conferences and major conference activities.


I. Different types of conferences


The word“conference”can refer to a broad range of events. Conferences can be huge or small, long or short, formal or informal. You might find it useful to familiarize yourself with the different types of conferences listed below.


A conference
 is the most general term adopted by organizations, communities and associations for their regular meetings which typically last for a few days. Members of a profession, a political party, or people who have similar interests gather together at an arranged place and time in order to engage in discussions of their concern. Conferences are usually composed of various presentations followed by questions.


A convention
 is a large and formal conference, where delegates or representatives from various groups exchange information and discuss matters of common interest. Conventions are usually routine gatherings which are planned to offer a multitude of academic activities, educational and technical resources, and networking opportunities.


A symposium
 usually describes a small conference at which experts meet to discuss a single subject. Its original meaning of a drinking party devoted to conversation and debate suggests that it is a slightly informal meeting which provides participants with an opportunity to deepen their discussion and to exchange useful information and opinions.


A seminar
 is a highly interactive occasion when a teacher and a group of students meet to study and discuss something. As a form of academic instruction different from a lecture, a seminar expects more student involvement, with the teacher overseeing rather than leading the class. Students present are requested to discuss assigned readings, raise questions, and exchange results of their own research.


A colloquium
 indicates a conversational seminar, as suggested by its literal meaning“to talk together”. Unlike a seminar, which is usually designed for a more technically versed audience, a colloquium tends to be less technical and cover more accessible topics, so that someone from outside the field will not have trouble understanding the presentations and participating in the discussions.


A workshop
 originally describes a room or building used for manufacture or repair of goods. In academia, it refers to a brief intensive course in which a group of people share their knowledge and experience through discussion and practical work. A workshop usually has a less academic and more hands-on character than a seminar, and its main focus is for the participants to gain new techniques and skills in a particular field.


A roundtable
 is a form of academic discussion. Participants come together to discuss and debate a specific topic which they have agreed on. The roundness of the table symbolizes the equal status of all participants. Each of them has the same right to take the floor and can speak their mind freely on the subject. A roundtable has no head, but may have a moderator to facilitate the work process.


A forum
 is an open meeting which encourages reflective thinking, exchange of experience, and debate of ideas. Extensive discussions on various topics are held among participants to provide an opportunity to further dialogue and foster collaboration.


A teleconference
 allows people to discuss matters, hear presentations, and do many of the things they might do at a conference, without having to travel long distances to get to a site. Telephones, computers, video cameras, and high-speed Internet connections may be employed to enable people in different locations to communicate with one another.


II. Conference activities


Different types of conferences may vary in length. Typically, seminars and teleconferences are shorter and may only last for a few hours, whereas the other types are usually longer and may last anywhere from a few days to over a week. During these longer conferences, participants can have access to all kinds of activities, including formal meetings, informal meetings, and various additional events. The following are some formal meetings which usually take place at a conference.


General Assemblies
 are attended by all the participants of a conference and sometimes by government officials and reporters. Activities may include the opening ceremony, welcome speeches, and the closing ceremony.


Plenary Sessions
 are typically scheduled both near the start and towards the end of a conference. All participants are invited to attend these sessions during which plenary speeches are given by prominent speakers to introduce the theme of the conference.


Parallel Sessions
 refer to smaller meetings held concurrently to address various issues. They are important occasions for individual speakers to present their work. Participants may attend one of these sessions based on their own interests.


Poster Sessions
 require subscribed authors to post a visual description of their paper on bulletin boards or walls. During the session, they will be standing with their posted materials to lead discussions and answer questions posed by interested viewers.

Apart from the formal meetings mentioned above, a conference program may also include various informal meetings to promote exchange of information among participants.


Free Information Exchanges
 are arranged in a relaxing setting for participants to walk in and talk about ideas on topics related to the theme of the conference.


Free Paper Presentations
 typically allot each accepted paper ten minutes, which is usually eight minutes for presentation and two minutes for questions from the audience. The chair for each session needs to enforce time limits so that no presenter uses someone else's time.

Additional events of a conference program may include product or equipment exhibitions, teaching services in the form of short courses or tutorials, and a job fair that brings job seekers and employers together. During intervals or breaks of a conference, field trips may take participants to visit and experience places and programs related to the topics of the conference. Social events, such as dinner dances, live music, films, tours of local attractions, may also be included in a conference program.

Passage B　Obtaining Conference Information

There are various ways to find academic conferences relevant to a specific discipline. One's personal contacts, such as supervisors, advisers, or colleagues, may run or attend conferences in a particular subject area. Conference organizers often advertise through faculty heads or administrators of academic departments, and many departments have a notice board where such advertisements can be easily accessed. Some portals provide an updated directory of conferences as they become available, and alert subscribers on their mailing lists to upcoming events. Journals are another good way of finding out about conferences. In this case, it is important to consult the latest issues or there may not be enough time to respond to a conference advertisement.

Conferences are generally announced through conference notices and calls for papers.


I. Conference notices


A conference notice is circulated to academic institutions and specialized mailing lists and newsgroups to inform prospective participants about details of the conference, including the name, date, venue, organizer, aim, theme, topics to be covered, registration, and contact information. Below is a sample conference notice.


Sample conference notice



THE THIRD INTERNATIONAL CONFERENCE ON BUSINESS CHINESE TEACHING

Atlanta, Georgia, USA

(August 31-September 1, 2012)

CONFERENCE NOTICE

With increased business activities between China and other countries in recent years, we have witnessed a growing demand for business Chinese by foreign companies. To address this demand and its accompanying challenges as well as opportunities, the 1st and 2nd International Conferences on Business Chinese Teaching were held respectively by the Confucius Institute for Business London in 2010 and the Copenhagen Business Confucius Institute in 2011. To build on the success of these two previous conferences, the Confucius Institute at Georgia State University is pleased to announce that, with the support by Hanban, Georgia State University, and Beijing Language and Culture University, the 3rd International Conference on Business Chinese Teaching will be held at Georgia State University on August 31-September 1, 2012.

The theme of this year's conference will be Cutting-edge Theories and Practice of Business Chinese Teaching. The details of the Conference are as follows:


	
Dates and Venue}/it


Dates: August 31-September 1, 2012

Venue: Georgia State University, Atlanta, GA, USA

	
Theme: Cutting-edge Theories and Practice of Business Chinese Teaching


We invite proposals that address any topic related to the teaching of business Chinese, including, but not limited to, the following:

· Research on and Development of Teaching Materials of Business Chinese

· Fundamental Qualities and Models for Training Teachers of Business Chinese

· Teaching Methods and Modes of Business Chinese Programs

· Application of Science and Technology to Business Chinese Teaching

· Corporation-oriented Business Chinese Programs

· Assessment and Evaluation in Business Chinese Programs

· Market Exploration and Promotion of Business Chinese Teaching

· Organization and Promotion of Business Cultural Activities

	
Agenda and Format


Our conference will feature plenary talks, keynote speeches, individual presentations, and a discussion of the possibility of establishing the International Association for Business Chinese.

	
Working Languages


Chinese and English

	
Conference Registration


· Conference registration fee: 260.

· Transportation and accommodation are not included in the registration fee.

· Meals are partially included in the registration fee.

Information about conference registration will be updated in future conference notices. News of the Conference will be updated on the GSU Confucius Institute website at www.gsu.edu/ci.

	
Contact Information


Email: gsuci2010@gmail.com





(Adapted from http://clta-us.org/newsletter/2012/1205/p08.pdf, retrieved May 12, 2013)


II. Calls for papers


A call for papers is directed to interested parties for collecting conference papers and presentations. Like a conference notice, a call for papers contains information about the name, time, venue, aim, organizer, and theme of the conference. In addition, it provides prospective participants with paper topic categories, submission guidelines, and information on other related issues. Given below is a sample call for papers.


Sample call for papers



CALL FOR PAPERS

2013 IEEE International Conference on Big Data (IEEE BigData 2013)

October 6-9, 2013, Silicon Valley, CA, USA

In recent years,“Big Data”has become a new ubiquitous term. Big Data is transforming science, engineering, medicine, healthcare, finance, business, and ultimately society itself. The IEEE International Conference on Big Data 2013 (IEEE BigData 2013) provides a leading forum for disseminating the latest research in Big Data Research, Development, and Applications.

We solicit high-quality original research papers (including significant work-in-progress) in any aspect of Big Data with emphasis on 5Vs (Volume, Velocity, Variety, Value and Veracity): big data science and foundations, big data infrastructure, big data management, and big data applications. Relevant topics include but are not limited to:


	Big Data Science and Foundations

a. Novel Theoretical Models for Big Data

b. New Computational Models for Big Data

c. Data and Information Quality for Big Data

d. New Data Standards

	Big Data Infrastructure

a. Cloud/Grid/Stream Computing for Big Data

b. High Performance/Parallel Computing Platforms for Big Data

c. Autonomic Computing and Cyber-infrastructure, System Architectures, Design and Deployment

d. Energy-efficient Computing for Big Data

e. Programming Models and Environments for Cluster, Cloud, and Grid Computing to Support Big Data

f. Software Techniques and Architectures in Cloud/Grid/Stream Computing

g. Big Data Open Platforms

h. New Programming Models for Big Data beyond Hadoop/MapReduce, STORM

i. Software Systems to Support Big Data Computing

	Big Data Management

a. Advanced Database and Web Applications

b. Novel Data Model and Databases for Emerging Hardware

c. Data Preservation

d. Data Provenance

e. Interfaces to Database Systems and Analytics Software Systems

f. Data Protection, Integrity and Privacy Standards and Policies

g. Information Integration and Heterogeneous and Multi-structured Data Integration

h. Data Management for Mobile and Pervasive Computing

i. Data Management in the Social Web

j. Crowdsourcing

k. Spatiotemporal and Stream Data Management

l. Scientific Data Management

m. Workflow Optimization

n. Database Management Challenges: Architecture, Storage, User Interfaces

	Big Data Applications

a. Complex Big Data Applications in Science, Engineering, Medicine, Healthcare, Finance, Business, Law, Education, Transportation, Retailing, Telecommunication

b. Big Data Analytics in Small Business Enterprises

c. Big Data Analytics in Government, Public Sector and Society in General

d. Real-life Case Studies of Value Creation through Big Data Analytics

e. Big Data as a Service

f. Big Data Industry Standards

g. Experiences with Big Data Project Deployments



Industrial Track

The Industrial Track solicits papers describing implementations of Big Data solutions relevant to industrial settings. The focus of industry track is on papers that address the practical, applied, or pragmatic or new research challenge issues related to the use of Big Data in industry. We accept full papers (up to 10 pages) and extended abstracts (2-4 pages).

Conference Co-Chairs:

Prof. T.Y. Lin, San Jose State University, USA

Prof. Vijay Raghavan, Univ. of Louisiana at Lafayette, USA

Prof. Benjamin Wah, Chinese Univ. of Hong Kong, China

Industry and Government Program Committee Chairs:

Mr. Rayid Ghani, Obama for America

Dr. Wei Han, Huawei Noah Ark Lab, China

Dr. Ronny Lempel, Yahoo! Labs, Israel

Dr. Raghunath Nambiar, Cisco Systems, USA

BIGDATA Steering Committee Chair:

Prof. Xiaohua Tony Hu, Drexel University, USA, thu@cis.drexel.edu

Paper Submission:

Please submit a full-length paper (up to 9 page IEEE 2-column format) through the online submission system:

http://wi-lab.com/cyberchair/2013/bigdata13/cbc_index.html.

Papers should be formatted to IEEE Computer Society Proceedings Manuscript Formatting Guidelines (see link to“formatting instructions”below).

Formatting Instructions:

8.5″×11″ (DOC, PDF)

LaTex Formatting Macros

Important Dates:

Electronic submission of full papers: June 23, 2013

Notification of paper acceptance: Aug 10, 2013

Camera-ready of accepted papers: Sept 1, 2013

Conference: October 6-9, 2013



(Adapted from http://www.wikicfp.com/cfp/servlet/event.showcfp?eventid=30233&copyownerid=44057, retrieved July 8, 2013)

Passage C　Correspondence before the Conference

Once you have obtained the information of a conference you intend to go to, you may need to exchange correspondence with the organizer to get well equipped for it. For example, you may write to ask for some detailed information about the conference, such as the date and keynote speakers invited, or to express your wish to attend the conference. This section will introduce different kinds of letters related to international conferences.


I. Organization of conference letters


Basically, conference letters are written in the format of business letters. Thus, they have a standardized format and usually include seven parts:


	Heading

	Inside address

	Salutation

	Body of the letter

	Complimentary close

	Signature

	Printed name



The heading usually contains the writer's full address and the date of writing. Below is an example:


Ms. Mary Williams



Department of English as a Second Language



University of California, Los Angeles



405 Hilgard Ave, Los Angeles



CA, 90095



USA



November 12, 2012


The inside address is usually put one or two lines under the date of writing and consists of the receiver's name and full address. If the letter is sent to an organizing committee, the inside address should include the full name and address of the conference. If the letter is intended to be sent to an individual, the courtesy titles such as“Mr.”,“Mrs.”,“Ms.”, and“Miss”should be used. Sometimes, the receiver's official position may be included and typed on the line immediately below the person's name. For example:


Mr. Daniel McAuley



Organizer of 2013 Interdisciplinary Linguistics Conference



Modern Languages and Education, School of English



Queen's University Belfast



University Road, Belfast



BT7 1NN



Northern Ireland, UK


The salutation is a greeting to the addressee. Usually, if you do not know who your addressee is, you can use“Dear Sir”or“Dear Madam”, or if you do not know the gender of your addressee, you can use“Dear Sir or Madam”.“Dear Mr. X”,“Dear Ms. X”, or“Dear Professor X”is also a good choice if you are clear about the addressee's name and academic title.

In the body part, you can tell the purpose of your writing the letter. The letter should not be too long (no more than one page), but it should be clear in content, preferably one letter containing only one specific topic. Besides, the language used should be correct and concise, avoiding grammatical mistakes and wordy expressions. Remember to use language and terminology familiar to your intended recipient. If some technical terms and acronyms have to be used, explain them if you think that the recipient may be unfamiliar with them.

In the complimentary close, the conventional practices for conference letters are“Faithfully yours”, which is used when you do not know the name of the addressee, and“Sincerely yours”, when you know the name of the addressee.

Your signature is placed at the end of the letter between the complimentary close and your printed name.

Sometimes, a handwritten signature is hard for others to read, and therefore the last part is your printed name, which includes not only your name, but also some of your basic information, such as whether you are a student or a professor, what title you have, and which university or academic institution you are from.


II. Layout of academic letters


There are four widely used formats for business letter writing: the Indented Style, the Full Block Style, the Modified Block Style, and the Simplified Style. As a category of business letters, academic correspondence should follow one of these styles.


The Indented Style


It is a traditional writing style. The writer's address, the date, the complimentary close and the signature should begin on the right half of the page, and stay in one ventical line starting slightly to the right of the center of the page. The main feature of this style is that the first line of each paragraph is set four to six letter spaces off the left side of the text. Honestly speaking, this style is not convenient for typing and therefore seldom used today.


The Full Block Style


The majority of the letters that we receive today are in the Full Block Style. Put simply, it means that every part of the letter is typed from the left margin. Usually, there is a blank line between two parts, for example, between the salutation and the body of the letter. The Full Block Style is convenient and effective. The samples in this section will all take this form.


The Modified Block Style


A Modified Block Style letter starts every part of the letter from the left margin, except the complimentary close, signature, and printed name, which are put at the center below the body.


The Simplified Style


The Simplified Style is very similar to the Full Block Style. The only differences lie in that the salutation and complimentary close are omitted and a subject line is often added to the letter just above the body.


III. Commonly used letters


In this section, we will introduce the most commonly used types of letters a participant may deal with. As is mentioned above, all the letters below will follow the widely adopted Full Block Style. However, in today's information age, most of the correspondence is carried out through email, and therefore the format can be simplified compared with that of hard-copy letters. For example, the heading, inside address and handwritten signature are usually omitted. Based on this reason, all the sample letters below will only contain the most essential parts: the salutation, body of the letter, complimentary close, and printed name.


Letter of invitation


You may sometimes receive a letter from a conference organizer inviting you to present your new idea, valuable works or ongoing research at their conference. As a conference participant, there is no need for you to write an invitation letter, but it is better that you get familiar with its format. The body of an invitation letter usually covers three essential elements:


	Stating the purpose of invitation

	Introducing the conference arrangement, including the date, venue and keynote speakers

	Expressing the wish for the acceptance of the invitation




Sample letter 1



Dear Professor Smith,

On behalf of the Organizing Committee of the ICEEN, it is my great pleasure to invite you to join us at the ICEEN to be held on September 21-24, 2013 in Beijing, China. The conference will be held at the Chinese Academy of Sciences and some prestigious speakers will be invited to give speeches. They are Toyoki Kunitake from Kitakyushu University and RIKEN, Japan, Gaoqing (Max) Lu from the University of Queensland, Australia, and Lijun Wan from Institute of Chemistry, CAS, China.

ICEEN aims to provide a successive forum for researchers and educators from all over the world to exchange ideas and latest research and development and identify research needs and opportunities in these emerging fields. The conference will include plenary speeches, invited presentations, contributed presentations and poster presentations. I sincerely hope that you could accept our invitation. Your participation will be among the highlights of the conference.

We are looking forward to meeting you in Beijing in September.

Sincerely yours,

Prof. Wu Junhui

Chair of the ICEEN

Technical Institute of Physics and Chemistry

Chinese Academy of Sciences




Letter of acceptance of the invitation


When you receive an invitation, you should respond early to inform the conference organizer of your attendance at the conference. The essential elements to be included in the body of this letter are as follows:


	Repeating the main content of the invitation letter and the date, time and venue of the conference

	Expressing your pleasure and honor of being invited

	Agreeing to do what was asked

	Closing the letter with your thanks, good wishes, etc.




Sample letter 2



Dear Dr. Rose Smith,

I have received your letter dated December 28, 2012, inviting me to attend the 8th International Conference on Wireless Innovations to be held in Birmingham, England, from July 18 to 20, 2005. Thank you for your kind invitation.

I am pleased to accept your invitation and will submit my paper entitled“A Preliminary Discussion on Unlicensed Wireless Technologies”before the required date.

Thank you once again for your kind invitation and for your effort in making the conference a successful one. I am looking forward to meeting you soon in Birmingham.

Sincerely yours,

John Smith

University of California, LA




Letter of declination of the invitation


Sometimes, you may have to decline the invitation from a conference committee for some reason. On such occasions, you need to write a letter to express your regret for not participating in the conference and send your best wishes to the inviter. The body of this letter should include the following elements:


	Expressing thanks for the kind invitation

	Specifying the reason for the declination

	Expressing regret

	Extending best wishes to the inviter




Sample letter 3



Dear Dr. Xu,

Many thanks for your letter of July 12, 2003, inviting me to attend the forthcoming“2004 International Conference on Comparative Literature”to be held in Xi'an, China, from May 5 to 8, 2004.

Much to my regret, I will not be able to accept the invitation because I have to attend and chair another meeting to be held in America at that time.

I feel sorry to miss the opportunity of meeting you and many others in the field of comparative literature.

I wish the conference a complete success.

Faithfully yours,

Zhu Zhiliang

School of Foreign Languages and Literature

Wuhan University




Letter of inquiry


If you are interested in attending an international academic conference, you may have to communicate with the organizer for more information about the conference so that you can get yourself well prepared for it. Thus, you may need to write a letter of inquiry to the organizer. Remember to include the following information:


	Introducing yourself

	Inquiring about the conference

	Soliciting a quick reply




Sample letter 4



Dear Sir/Madam,

I am a Ph.D. candidate in the Computer Science Department of PLA University of Science and Technology, P. R. China. I notice from the Proceedings of the 2012 Conference on Integrated Network Management and those of the previous meetings that the conference is held biennially. I assume the next one will be held in 2014. I am therefore writing to ask for general information about the forthcoming conference, such as the date, venue, the keynote speakers, and other details. I would be very much obliged if you could include me in your mailing list for the 2014 conference and for any further information pertinent to each of the forthcoming conferences.

I am looking forward to hearing from you soon.

Faithfully yours,

Chen Pingwei



In response to the inquiry, the organizing committee will offer a letter of reply soon. Such a letter usually includes the following information:


	Stating the receiving of the letter

	Informing the date and venue of the conference

	Providing detailed information about the conference and where this information can be located




Sample letter 5



Dear Mr. Philip Annio,

I have received your letter of August 20, 2010, and thank you for your interest in the Symposium on Contemporary Issues in Architecture to be held in Ottawa, Canada, from May 25 to 26, 2012.

The Symposium is dedicated to exploring contemporary issues in architecture. Paper submissions are welcome on topics that include, but are not restricted to, city development, environmental complexity, maintenance of heritage architecture and global city.

Detailed information can be found in the Call for Papers
 enclosed herewith. If you have any inquires or require any assistance, please do not hesitate to contact me.

We are looking forward to your participation.

Sincerely yours,

George Farifield




Letter of application for financial aids


As a student, you may need to write a letter of application for financial aids so that you do not need to pay for registration or other potential expenses.

The body of such an application letter may include:


	Introducing yourself

	Expressing your wish to attend the conference

	Asking for financial assistance

	Explaining why you need the assistance

	Expressing your wish for an early reply




Sample letter 6



Dear Prof. McBride,

I am currently a Ph.D. student in the School of Environmental Science and Engineering of Wuhan University, P. R. China. I take a great interest in attending the 10th International Conference on Cities and Conservation which will be held in the University of California, Los Angeles, from August 5 to 7, 2013.

However, my participation is hindered by some financial reasons. Therefore, I am writing to inquire whether it is possible for Ph. D. students to get any financial support for the attendance.

I am looking forward to your early reply.

Sincerely yours,

Liu Chao

School of Environmental Science and Engineering

Wuhan University




Cover letter for abstract/paper submission


When you submit your abstract or paper to the conference, it is better that you write a cover letter. You need to explain why you are interested in this conference and prove to the conference organizer that your paper is relevant to the theme of the conference. Your cover letter should be brief, containing just a few sentences.

The body of this cover letter may include:


	Indicating the submission of your abstract or paper

	Introducing yourself briefly

	Expressing your interest in attending the conference

	Expressing your wish for an early reply




Sample letter 7



Dear Sir or Madam,

Enclosed herewith is the abstract for my paper entitled: Mathematical Model of Cutting Saturated Dense Sand in Tunneling. I am a Ph.D. student majoring in Engineering Mechanics in Dalian University of Technology, China. I am really eager to have the opportunity to present my paper at the conference and I am confident that you may find something inspiring in it.

An early reply is really appreciated.

Faithfully yours,

Chen Mingquan

Engineering Mechanics

Dalian University of Technology




Letter of paper acceptance or rejection


After you have submitted your abstract or paper to the conference organizer, generally the organizer will reply with a letter of acceptance or rejection. The body of an acceptance letter may include:


	Informing about the acceptance of the paper

	Inviting the addressee to present his paper at the conference

	Expressing a wish for further contact or thanks




Sample letter 8



Dear Prof. Morrison Shaw,

We are pleased to inform you that your paper entitled“The Single Global Currency—Common Cents for Commerce”is accepted for presentation at the 8th International Business Research Conference. We invite you to present your full research paper at the conference. Your paper will be included in the Conference Proceedings which will be published online with an ISBN. If your paper wins the“best paper award”, it will be published in the Journal of Business and Policy Research.

Please send us attached a completed registration form along with payment on or before February 25, 2012 to confirm your participation. We do not provide any assistance relating to visa other than this acceptance letter for the conference. All information relating to hotel and other issues is provided at the conference website.

We look forward to seeing you at the conference.

Sincerely yours,

Dr. Zia Haqq

Conference Coordinator



However, sometimes the paper may be rejected by the conference organizer for some reason. Out of courtesy and respect, the organizer may send you a letter. The body of such a rejection letter includes:


	Stating the paper has been rejected

	Explaining briefly the reason for rejection

	Expressing gratitude for your submission or expectation of your next submission




Sample letter 9



Dear Mr. Smith,

We would like to express our sincere appreciation for the abstract you submitted, but with much regret we have to inform you that the topic of your paper is not covered in our conference and therefore your paper can not be accepted this time.

Thank you for your interest in our conference!

Sincerely yours,

Chris Wade

Chair of Organizing Committee



The above are some major types of letters that you may need to deal with in relation to a conference. Besides, you may need to write some other letters. For example, after a conference, you may need to write a letter of congratulations or a letter of thanks as a follow-up. Due to the limit of space, they will not be illustrated one by one. One principle to keep in mind is that while writing an academic letter, you should keep it concise, clear, courteous and correct.

Exercises


I. Review questions


Answer the following questions:


	What are the different types of conferences introduced in Passage A? How do they differ?

	What activities are involved in a conference?

	How do people find conference information?

	What types of academic letters are introduced? Which one(s) do you think will be used more often? Why?

	Read the letter below. Then answer the following questions.




Dear Mr. Falak Kodi,

I am a graduate student in the Institute of Fine Arts and Philosophy of New York University. I happen to notice from the latest issue of Fine and Studio Art
 that the Symposium on Contemporary Issues in Aesthetics will be held in Kingston, Canada, in December, 2013. I think attending this conference will broaden my horizon and give me more insights into aesthetics. I am therefore writing for detailed information about the forthcoming symposium, such as the date and venue, the deadline for the submission of abstracts and other details.

I am looking forward to hearing from you soon.

Sincerely yours,

Sigh Rubin



1）What is the purpose of the letter?

2）What conference does the letter talk about?

3）When will the conference be held?

4）What information does Sigh Rubin want to get?


II. Oral tasks



1.
 Here is a list of ten reasons for attending a conference. Work individually to rank the reasons in order of importance. 1 represents the most important and 10 the least important. Then compare your ranking with others and discuss the similarities and differences.

_____　a) To expand knowledge base and skill sets.

_____　b) To interact with presenters and other participants.

_____　c) To get a paper published.

_____　d) To become a familiar face and build a reputation.

_____　e) To relax, eat well, and have fun.

_____　f) To meet interesting people.

_____　g) To learn about new and emerging trends in the profession.

_____　h) To gain insight and inspiration from top leaders in the field.

_____　i) To find a job or internship.

_____　j) To test firsthand new equipment, products, and services.


2.
 Conferences are a great way to aid your professional development. However, attending a conference may be difficult, as it requires a time off and usually incurs a registration fee and travel costs. Work in small groups. Explain how you will approach your supervisor or manager to justify your attendance at a conference. The following are some suggestions you might consider:


	connect the value of the conference to your division's or organization's goals

	submit a paper or poster to showcase your organization

	create a conference report and share it with co-workers

	bring back new skills or approaches and train others on your team

	estimate potential savings due to performance change

	offer to cover some of the costs




3.
 Work in small groups. Compare the body of the conference letters introduced in this unit and discuss their similarities and differences.


III. Writing tasks



1.
 Suppose you have received an invitation letter from the organizing committee of the 28th International Conference on Data Engineering which is to be held in Paris from October 10 to 13, 2013. Work in pairs and write a letter of acceptance and a letter of declination (the reason is your busy workload).


2.
 Work in pairs. One acts as a secretary of an international conference on business and finance to be held in Mid-July, and the other one as a Ph.D. candidate who will attend the conference. The candidate wants to know more about the conference arrangement, including the keynote speakers, accommodation, registration fees and so on. Work together to write a letter of inquiry in the tone of the Ph.D. student and a reply in the tone of the secretary. You can use Sample letter 4 and 5 for reference.


IV. Listening tasks


A. How conference and event speaking enhance a career

Attending an academic conference can be an educational and motivational experience. In the following interview, Innovations Director Caroline Giegerich introduces how she furthers her career by participating in conference and event speaking opportunities.

(Suggested website: http://voices.yahoo.com/video/how-conference-event-speaking-enhance-career-8356737.html?cat=3, accessed May 12, 2013)

Directions:

Watch the video and fill in the missing words.

In my job, I do innovation, I have to 1) __________ to understand what's going on in the world, because what's going on in the world isn't as simple as 2) __________ from the Internets
 . The world is much larger than that. So, the conferences and speaking engagements, attending conferences, going to panels, that's 3) __________, because that's when I talk to other marketers about what they are doing, what's worked, what hasn't, what do you like. Let's 4) __________. Cause usually what happens is if you take someone who is incredibly interested in a space and put them right next to one other building block that's really excited about the same space, 5) __________, because we will just start talking about the things that we love. And, that's 6) __________. My engine 7) __________. And if I don't get it, I just start to get into the doldrums. So, that's 8) __________.

B. Stanford Medicine 2.0 Conference Promo Video

A conference promo is a promotional video for a conference. These videos are usually two to five minutes in length and intended to highlight the value of future events to encourage participation. Here is a promo video for“Stanford Medicine 2.0 Conference”.

(Suggested website: http://v.youku.com/v_show/id_XNDAxOTExNzQw.html, accessed May 12, 2013)

Directions:


1.
 Watch the conference promo and fill in the table with the information provided in the video.



	Conference title
	



	Host
	



	Time
	



	Venue
	



	Goal
	



	Speakers
	



	Attendees
	





2.
 Answer the following questions based on the information provided in the video.

1）Where is Stanford University located?

2）How are the lecture halls connected to the main plenary venue?

3）What famous technology companies can participants visit in Silicon Valley?

4）Why are models of desserts placed on Google campus?

5）What is special about the Apple Employee Store on Apple Campus?

6）How far is it from Stanford to San Francisco?

7）What is San Francisco widely regarded as?

Useful Expressions


To express invitation



	On behalf of ..., I am very pleased to invite you to attend ... to be held in ... from ... to ...

	In the name of ..., I sincerely invite you to participate in ... to be held from ... to ... in ...

	We are writing to sincerely invite you to attend ... which will be held at ... from ... to ...

	Considering your expertise in this field, ... be (is/am/are) very pleased to invite you to attend ...




To express a wish for the acceptance of invitation



	I would like to take this opportunity to sincerely invite you to attend this very important meeting.

	We are looking forward to meeting you at ... If you need any help regarding your participation in this conference, please do not hesitate to contact us.

	It is our sincere hope that you can find time to attend this grand conference to share experiences and exchange views with other participants, and to offer your valuable suggestions for further development of this field.

	We would appreciate your participation and look forward to a successful and rewarding conference.




To express the acceptance of invitation



	I am really pleased to accept your invitation and will send my paper entitled ... to the committee before the required date.

	Thank you for your letter of June 15th. I am pleased to confirm my participation in this year's conference in December.

	I would be grateful if you could send me further details about the conference.

	Thank you once again for your kind invitation and for your effort in making the conference a successful one.

	I am looking forward to meeting you in July.




To express the declination of invitation



	Much to my regret, I will not be able to honor the invitation because ...

	I feel very sorry to miss the opportunity of meeting you and many other professors in the field of ...

	Unfortunately, I will not be able to make it for the coming conference since I am occupied with some work which requires continuity.

	However, I look forward to attending the conference next year.




To apply for financial aids



	Would you please send me the application forms or other related materials at your earliest convenience?

	I am writing to ask for possible financial aids for attending the conference.

	Could you please advise me as to whom I may contact for possible financial assistance?




To inform about abstract/paper submission



	Enclosed herewith is the abstract of my paper entitled ...

	Enclosed herewith is the full text of my paper entitled ... Thank you for your kind consideration.




To express inquiry



	I should be very much obliged if you could kindly give me information on the deadline for the submission of abstracts, papers and other written materials.

	Would you kindly advise me whom I could contact for the full details of the future conference?

	I would like to be informed of the present status of my submitted paper.

	I would appreciate it if you could send me the call for papers and other details of the conference.



Cultural Tips　Preparations before the Conference

In order to guarantee the success of your attendance at a conference, it is better that you make thorough preparations before the conference. Below are some tips for what to prepare ahead of time.


Make your plane reservations early.
 If you have decided to attend a conference, make your flight plans as early as possible, so that you have more choices of the flights and the plane tickets may be comparatively cheaper. If you fly to another country, you have to consider the problem of jet lag. It will be terrible if you feel dizzy all the time during the conference.


Check and recheck your accommodations.
 Same as booking your plane tickets, you also need to book a hotel early and make sure the hotel has the right accommodations for you. Choose a hotel near or within easy access of the conference, so that you do not waste much time every day traveling back and forth. Besides, confirm with the hotel whether it provides some services you may need, for example, access to the Internet.


Prepare enough business cards.
 One purpose of attending an academic conference is socializing with people. Therefore, remember to prepare enough business cards and present them to those who have shown interest in having more contact with you or those whom you want to further contact.


Watch the weather condition.
 Besides preparations for the conference itself, you also need to pay attention to other things. One of them is the weather condition of the place where the conference is to be held. The day before you travel, check the weather channel or other sources to find out the long-range weather forecast for your destination and pack accordingly.


Create a checklist.
 In case that you forget something important, create a checklist of things to take for the travel. Gather all of your travel documentation and conference materials in one place so that you will not forget any item.


Unit 2　Attending a Conference

Learning Objectives

— To learn how to communicate at the reception desk

— To learn proper etiquette in attending a conference

— To learn the techniques for asking and answering questions in a question and answer session

Passage A　Communication at the Reception Desk

When first arriving at the conference place, you need to register or make some inquiry at the reception desk. The receptionist will help you with your registration and answer your requests. Since it is a face-to-face talk, you can understand each other fairly easily. If you have difficulty communicating with the receptionist, feel free to write and draw to get your meaning across.

Generally, the receptionist may ask you to register, instruct you to fill in the required forms, give you the conference badge, and provide some relative information you need. As a participant, you may need to inquire about the registration fee and the way of payment if you have not paid in advance, or ask for directions to the conference hall or some other places, such as scenic spots, restaurants and shopping centers.

The communication at the reception desk is relatively formal, and here are some examples of the expressions used by receptionists and participants.


Receptionist:



	Asking about the participant's information

E.g.　Ma'am, may I have your name, please?


　　　Sir, what's your name, please?


　　　Could you please put your name down here? We take every participant's name.


	Filling in the form

E.g.　Please fill in/out this registration form.


　　　Use block letters, please./Please print.


　　　Put your signature here, please./Please sign here.


　　　Hello, Dr. Lee. We have been expecting you, sir. Will you sign your name here?


	Informing about the registration fee

E.g.　Sir/Ma'am, have you registered yet?


　　　Did you register in advance?


　　　Those who haven't paid the registration fee yet, please come here to pay.


　　　Those who haven't paid a fee for the reception, please come up to this desk.


　　　This is the desk where you can pay an annual membership fee for this year.


　　　We are supposed to ask you to pay the fee if possible.


　　　There is no need for you to pay the membership fee here.


	Informing about other information

E.g.　Here is your name card/badge. You are requested to wear it all times.


　　　Please wear it throughout the convention/meeting.


　　　Please show this pass when you board the bus.


　　　Let me check the list of registration today. Sorry, sir. Mr. Wu hasn't arrived yet.


　　　Sorry, sir. You seem to be a little too early. The hall opens in about thirty minutes.


　　　The main hall is at the end of this hallway. There is a guide at the door. You can ask her where to sit.


　　　I'm sorry. The cooling system is out of order. The repairmen say they will fix it by the start of the symposium.


　　　Please don't bring your dripping umbrella in as it is. There are bags over there to put your umbrella in. Please use them.


　　　Here is the map of the building. Here is the room you're supposed to go to. You may use the escalator over there.


　　　The elevator is right behind you. After getting off the tenth floor, go to the right, and the third door on your left will be the lecturer's waiting room.


　　　I'm sorry, ma'am, anyone who comes late has to take that entrance over there.


　　　The bathroom/toilet is just around the corner over there.


　　　I'm sorry, ma'am, the ladies' room on this floor is closed for repair. Please use the one upstairs.





Conference participant:



	Greetings

E.g.　Good morning. I'm here to attend the ABC Conference, and my name is John Lee. Shall I register here?


	Asking about the fee

E.g.　How much is the registration fee, please?/How much do I have to pay for the registration?


　　　I won't attend the social gathering after the presentation programs. How much is the total registration fee?


　　　I will only attend the morning session. Would you tell me how much the registration fee is in that case?


　　　I'm a new member here. I would like to pay the membership fee. How much is the annual fee?


　　　Where do I pay my registration fee?


　　　Sorry, I only have twenty-dollar bills. Do you have any change?


　　　Can I pay after the meeting is over?


　　　Is credit card OK?


　　　Will you accept a check?


　　　Can I ask for a receipt?


	Asking for other information

E.g.　What's the best way to go downtown?


　　　How can I make train reservations?


　　　When does the bus leave for the night tour?


　　　Do you have the name list of the participants?




Passage B　Conference Etiquette

When attending a conference, you need to behave and dress in accordance with its etiquette. People can tell from your behavior whether you are just getting started or an experienced conference participant. Here are some etiquette rules for you to follow at a conference.


Arrive ahead of time


It is always best to arrive at the conference hours or even a day ahead. It allows you to make various preparations before the tight-scheduled conference. After you check in and get your full package of conference materials, you can have a good rest in your room and read through all the materials about the conference; you can also get familiar with the hotel, the vicinity, and the way to the conference; or you can learn about how long it will take to get from one location to another using different transport options, thus to avoid being late to an activity. This allows you to keep up with the tight schedule of the conference once all the events get underway.


Be on time for conference activities


As a participant, you should respect the overall timeline for the conference, that is, you should always stay with the schedule of the conference. No speaker likes being ignored or interrupted. You should not be late for any session.


Do not be absent if you are a presenter


Some presenters just do not show up when it is his or her turn, which is disrespectful to both the conference organizer and the audience. If you are a presenter, you should stick to the conference schedule and appear on time. If you do have some urgent things which prevent you from the conference, you should inform the conference organizer as early as possible. That may allow the organizer to arrange someone else or some other activities to take the time slot of your absence.


Do not go over your time slot


Conference organizers will routinely send very specific instructions about the time length allotted to each presenter well in advance of the meeting. So every presenter is supposed to adhere to the time limit. Going over time is an act of disrespect to the audience and other speakers. As a presenter, you should remind yourself that“I have X minutes. What are the points I need to make?”instead of that“These are the points I want to make.”


Be a good listener


If you are a member of the audience, sometimes you may feel that it is difficult to hear the speaker or the speech is boring. It is also possible that the speech is being delivered in a foreign language you do not understand. In such circumstances, you must remain silent as a courtesy to the speaker. It is impolite to talk or whisper to one of your neighbors when there is a speech on stage. If you must talk to someone, you shall leave the room. Meanwhile, you shall remember to turn off your cell phone or put it in silent mode. In case you have forgotten to do so, do not answer a call. If you must take a call, you shall leave the room. If the above situations happen around you, you can quietly and politely ask the people to remain silent.


Meet and greet people properly


You should introduce yourself before extending your hand. A handshake is a friendly and respectful gesture. You should always offer a firm handshake with your fingers tilted down and your thumb up, and ensure that your handshake is not a show of physical strength to crush or hurt the other person's hand. The handshake should last only two to three seconds, and then you should take your hand back gracefully. While shaking hands, you may greet the person by looking into his or her eyes with a smile.


Wear your name badge


If you want people to see your badge and remember who you are, then you shall wear your name badge all through the conference. This helps you to achieve your networking purposes.


Do not make a fuss or be a complainer


When you feel it necessary to complain, you shall remain calm, explain the situation in a normal tone, and ask for reasonable, mutually agreeable solutions. Some professional meetings request the participants to complete an evaluation sheet at the end of the meeting. This is the best time to write down your complaints and helpful suggestions for improvement. Or, you could email or call the organizer to submit your thoughts after the close of the conference.


Dress appropriately


At the conference, you should always wear neat and freshly pressed formal clothes. It is wise to wear clothes which you are comfortable in. Women should avoid wearing exposing dresses and exaggerating jewelry, yet a little and natural make-up would be recommended. Men need to keep their hair (including facial hair) neatly trimmed. Remember to polish your shoes and keep your nails clean.

Passage C　Asking and Answering Questions

Question and answer sessions, or Q & A sessions, are important for the exchange of knowledge and experience at a conference. If you are a participant, having a clear idea of how to raise questions will allow you to benefit more from these sessions. If you are a presenter, a question and answer session may well be the part you are most worried about, because it seems that you have no control over the questions the audience might ask you. This passage will introduce some techniques in handling different types of questions, which may help you build up your confidence.


I. Raising a question


In a question and answer session, you, as a member of the audience, may raise various kinds of questions in order to clarify problems and eliminate confusion, get additional information, and express different opinions.


Questions for clarification


You may ask a speaker to clarify some points which have not been fully demonstrated or explain further a theory about which you are still confused. This kind of questions might be labeled as“ordinary questions”which make up the greatest proportion in a discussion session.

E.g.　Mr. Smith, what do you refer to by getting a peak value?


　　　Could you please tell me ...?


　　　I don't quite understand what you really mean by saying“ ...”. Can you explain it again?


　　　I would like to ask you a question, or rather, make a request. Is it possible for you to show me again your last slide?



Questions for additional information


In a speech, the speaker might only introduce a point briefly due to the limit of time. If you are interested in it, you may ask questions in order to get more detailed information, such as detailed data, specimens, examples and technologies in a particular field, or to have a deeper understanding of a project related to the research under discussion.

E.g.　You mentioned very briefly that you've got a quite different result with different methods in another experiment. Would you please elaborate on that point?


　　　I'm still confused about the relationship between the temperature and the epidemic. Could you talk about that again?


　　　I'm very keen on what you say about the growing process of a cell. Could you tell me exactly how long it would take a cell of the microorganism to grow into a full body?


　　　I'm very interested in hearing your presentation today on cigarette smoking and Parkinson's disease. Would you please say a few more words about the tentative assumption, particularly at its preliminary stage?



Questions for expressing different opinions


Scientific research tends to result in different conclusions, opinions, or viewpoints. Even studies with the same methods and experimental measures may result in different conclusions. Therefore, it is quite natural for participants to express different opinions in professional discussions, and different voices should be welcomed and needed for the progress of science. A question and answer session provides a platform for people to exchange their ideas. When expressing a different opinion for discussion with the speaker, you, the question raiser should be courteous and respectful to the speaker.

E.g.　If I am not mistaken, you said in your presentation that the higher the temperature, the higher quality of the product. However, as far as I know, generally the temperature should be in inverse proportion to the product quality. Would you please give us some explanation about this?


　　　Perhaps we're looking at the problem from different viewpoints/angles/ approaches. To the best of my knowledge, what you say seems to be theoretically unclear in ... For example ... Could you give us further explanation on that aspect?


During the question and answer session, you should change from a passive listener to an active participant. As a beginner, you'd better write down your questions and think of why you ask these questions—for the purpose of clarifying some points, bringing out your different opinion, or showing your respect to the presenter, etc. You should avoid asking questions that are not relevant. Since you are seeking information to fill a gap in your knowledge and the presenter is the person who may have the answer, you should be polite.

Asking a question usually proceeds in four steps: signaling you want to ask a question, expressing your appreciation, asking the specific question, and giving your feedback. The following example clearly shows these four steps.



	
I have a question for Prof. Lee.

	1. Signaling you want to ask a question

　　There are two ways to show your intention to ask a question: first, raise your hand; second, write your question on a slip of paper and pass it to the speaker or to the chairperson.



	
Prof. Lee, your speech has deeply impressed me, especially the app-lication of the new experimental method in your field.

	2. Expressing your appreciation

　　Expressing your appreciation to the speaker or making a positive comment on his/her speech always enhances a positive feeling.



	
My question is whether the new method has some weak points as compared with the old one?

	3. Asking a specific question

　　Phrase your question in a concise way. Never ask a question in an aggressive manner. (For more details about the importance of courtesy in a discussion, please refer to Cultural Tips, Unit 8) Otherwise, you will receive a defensive and less than helpful response.



	(after the answer)

Yes, I got it. Thank you very much for your answer.

	4. Giving your feedback

　　At the end of the answer, you should tell the speaker directly and immediately whether you have understood it, and at the same time show your appreciation.





II. Handling a question


Properly answering the audience's questions gives a presenter a chance to reinforce the main points of the presentation and enhance his or her status as an expert. The following are some tips you can use as a presenter to handle different types of questions.


1. Common steps of answering a question


There are six common steps of answering a question, including choosing a questioner, listening carefully to the question, welcoming the question, repeating the question, answering the question concisely, and asking the questioner for feedback. Here is an example to show these steps.



	If some listeners raise their hands to ask questions.
	1. Choosing a questioner

　　The chairperson selects one questioner for you, the presenter, or you choose your own questioner. You'd better choose questioners from different parts of the conference hall to make the audience feel equal.



	If questions are written on a slip of paper.
	You may choose a question by yourself. You can take a quick glance and select some desirable ones to answer and ignore the difficult and unfriendly ones.



	Question: ...
	2. Listening carefully to the question

　　Listening carefully to the questioner will increase your chance of comprehension.

　　If you do not understand the question, feel free to ask the questioner to repeat it.

　　Or you can rephrase the question in your own words and ask the questioner if you understand correctly.



	
Sorry, I didn't catch it. Could you please say that again?


Sorry, I'm not quite sure of your question. Could I understand your question like this: ...?


That's an interesting question.

	3. Welcoming the question

　　It shows your good manners and professionalism.



	（Question: In your experiment, which is the most important factor, the temperature, the humidity, or any other factors?
 ）

Repetition: This lady would like to know which is the most important factor in my experiment, the temperature, the humidity, or any other factors.

	4. Repeating the question

　　Repeating the question is beneficial to both you and the audience. You can confirm that you have comprehended the question correctly. Meanwhile, you may gain extra time to think about the answer. The audience may become clear about the question and be more interested in listening to your answer.



	
It is hard to say which one is more important, because all these factors are closely interrelated and a slight change in one factor will cause a huge difference in the result.

	5. Answering concisely

　　Most questions are ordinary questions, and to answer them requires you to give a concise and explicit repetition, description, verification, or correction. (As to how to answer non-ordinary questions, please refer to the next part—techniques in answering non-ordinary questions.) Do not take too long for each question and remember that you are not having a one-to-one conversation with one member of the audience. If a lengthy response is necessary, you may offer to meet with the questioner after the session.



	
I don't know whether this answered your question or not.

	6. Asking the questioner for feedback

　　After providing the answer, it is polite to ask the questioner whether he/she understands you, which shows your concern and care about the audience.





2. Techniques in answering non-ordinary questions


Apart from the ordinary questions, some people in the audience might raise some non-ordinary questions, including questions you do not know the answers to, questions to show different opinions, questions to request confidential information, and questions to provoke, embarrass or depreciate you, etc.

The following are some techniques you can adopt to handle such non-ordinary questions. These techniques form just a very small part of the techniques and methods which could possibly be used. They can be changed or synthesized in practice according to specific conditions.


(1) Avoiding answering the question


If you are unluckily facing a question you do not know the answer to, you could admit it tactfully. You may start with an apology for the sake of politeness.

E.g.　Sorry, I am afraid I know very little about the matter. So I don't think I can answer your question right now.


　　　I'm sorry. I don't happen to know the answer to that question, but I'll be happy to check into it for you.


　　　I wish I could answer your question, but unfortunately I have no good answer now.


　　　Regretfully, I don't have the information on hand.



(2) Answering the question partially


Sometimes you will get a series of questions at one time. It is generally the best option to choose one question that is simpler to answer. Or else, you may choose to answer the major one instead of giving detailed answers to all. Sometimes only one or two of the questions are meaningful, or the questions raised may not be interesting to most audience members. In such cases, giving a partial answer is advisable.

E.g.　For the time being, I would like to answer your question of ...


　　　One of the questions you put forward is about ... which, I think, is very interesting. And now I'd like to answer it with the following example.


　　　All right, I'll now say a few words about my future consideration on the subject ... And I think that might be the answer to your last question.



(3) Answering the question later


When facing a question which is hard to answer within a limited time or which has limited interest for the rest of the audience, you may adopt the“answer-it-later”strategy. This strategy could also be applied to those questions to which you do not know the answers yet.

E.g.　If it is convenient for you, I would like to talk it over with you after the session or at any other time.


　　　Please let me have your contact information after the meeting and I'll get back to you with it soon.


　　　We are now doing an experiment on this problem and, if you agree, I'll answer your question when it is completed.


　　　I think you have raised a very interesting question, but it cannot be answered with a few words. In order to give the audience a comprehensive and also specific answer, please allow me to make appropriate preparation and give you the answer next time.


　　　Thank you very much for your encouraging remarks on my presentation. And according to your suggestion, I would like to make some more preparation for ... If there is not too much trouble, could we meet fifteen minutes before today's social dinner so that I could have another chance to give you a further account on the subject?


　　　Would you mind emailing me that question, and then I will get back to you?


　　　Do you think you could ask me that question again during the coffee break?


　　　Sorry, I really need to check with a colleague before being able to answer that question.


　　　For me this is a fascinating topic, but I think it might be best if we discuss this during the break, if that's OK with you.


Promising to provide the answer later is a commonly used tact to avoid answering the question on the spot. Normally the questioner will let you go when getting your hint of such indirect avoidance. If the questioner really wants to get the answer, he or she will contact you and you may have an informal talk off the stage at that time.

Some audience members might raise questions with the purpose of collecting information about detailed data, specimens, examples, and specific crafts and technologies, etc. If you do not want to give such information to them, you may adopt the“answer-it-later”strategy as well. Sometimes you could also provide some other information to temporarily satisfy the questioner. The following example shows how an experienced speaker may deal with a question raised to ask about the technological process of an experiment.

E.g.　As I said in my speech, we haven't yet finalized the results of the entire experiment because some of the technical indexes to be measured are still under way. So I'm afraid it's a bit difficult for me to present any more quantitative information at the moment. But I can tell you the framework of the experimental deliberations if you are interested, and I would like to inform you of the final results as soon as the experiment is finished. And I also hope to communicate with you in exchanging this kind of information in the years to come.


The following example illustrates how to deal with a question asking for concrete parameters.

E.g.　I'm afraid I'm unable to give you the concrete parameters you asked for at the moment, because we are just at the beginning of the experiment and the accuracy of some of the data available still remains to be increased and finally verified. But I'd like to show you some data in the prototype of our atomic clock, in which, I guess, you may also be interested.


The following is an example showing you how to deal with a question raised to ask about the specimen.

E.g.　I'm very glad that you're interested in our specimen. In your question you were saying about ... which, to my understanding, may mean the specific properties of the specimen. To that, I'm afraid, it's hard to tell within the limited time now. But I have brought with me some relevant printed materials and I'd like to have a talk with you after the session, if you're interested. What do you think of that?



(4) Shifting the attention


If you find it necessary to avoid answering a question, you can shift the audience's attention to the chairperson or to another expert for help, or you can ask if anyone in the audience could answer the question.


	Shifting the attention to the chairperson

E.g.　Mr. Chairman, just now a gentleman in the back row asked me a question, but I didn't quite understand what it was. Could you explain it to me?


	Shifting the attention to colleagues or friends

E.g.　Fortunately, Prof. Lee, who is an expert in this field, is here! He would be a better person to answer your question.


　　　My team member, Dr. Lee, has worked on it for five years, and he may be more suitable to provide you with detailed information.


　　　Mr. Lee and I work in the same laboratory, so I would leave that question to Mr. Lee. I'm sure he will certainly give you a satisfactory answer.


	Shifting the attention to the written material

E.g.　If you are really interested in the subject, I suggest you take a look at the 3rd chapter of my book entitled ...


	Shifting the attention to the audience

E.g.　I'm sorry, but I'm not sure on that point. Is there anyone here who can help to answer?


	Shifting the attention to the questioner

E.g.　I'm very interested in your question. Therefore, I would like to know how you have initiated the research project.


　　　One result of the experiment indicates that the direct method is in good agreement with ... By the way, what about your experiment result?





(5) Changing the topic


Changing the topic or question is frequently used in debate by politicians. This technique can also help you out of the difficult situation in the question and answer session of an academic conference.

E.g.　That's an important question—almost as important as ...
 (another question you could answer)

　　　I was hoping someone would ask me that question, because it gives me an opportunity to talk about ...
 (something you are familiar with)

　　　I think we need to look at the problem from a different angle ...
 (the angle you could handle)


(6) Being polite


Politeness reflects your good manners and professionalism. Therefore, when answering questions, especially non-ordinary ones, including questions to show disagreement, questions to point out your mistakes, questions to show off and aggressive questions, you should always remember to be polite.


To disagreement


When facing a question which shows disagreement to your presented opinions, ideas and viewpoints, you'd better not say anything negative about other researchers or their findings, and you do not need to take any criticisms or objections personally. You should follow the principle of respecting facts to explain your ideas and persuade the questioner with reason. Meanwhile, you should have a sincere attitude and avoid stubbornness. Before you express your different opinion, you may express your appreciation for the question and your agreement to some extent.

E.g.　Thank you very much for your comments and suggestions. I agree with much of what you said, but for the last point, I would say it would be better if you could look at the problem from another perspective.


　　　I'm afraid that our different views on the topic may come from the different angles from which we're looking at the problem. My idea is mainly out of the theoretical consideration, specifically, on the basis of the following three aspects: ...


　　　Well, it seems that your understanding of my viewpoints is somewhat different from my original intention. It might be due to the short time that I couldn't put it clearly. Here I'd like to explain it briefly. My original intention is ...


If the questioner still strongly or even rather angrily disagrees with your opinion after your patient answering, you can say:

E.g.　Well, I guess we'll have to agree to disagree on this point.


　　　Unfortunately, there's no time to go into this more deeply right now.



To questions pointing out your mistakes


When the questioner positively points out that some information you have given is not accurate but you are absolutely sure that you are correct, you can provide the information source or additional support for your statement. Or you could say:

E.g.　I believe that my information is correct, but I will certainly recheck my facts
 .

If you are not sure whether your information is correct or not, stay calm and do not feel threatened or regard the question as an attack. You can say:

E.g.　I appreciate your bringing this to my attention. I will recheck my source to see what is correct.



To show-off questions


There are always some people trying to ask long-winded or literature-rooted questions in order to impress or to demonstrate their own knowledge. To answer such a question, you may simply say:

E.g.　You are absolutely right. I didn't mention that point because it is quite technical/because there was no time. But it is covered in my paper.



To aggressive questions


Very occasionally, some questioners seem to want to provoke you with some improper or unfriendly questions. In this case, you should avoid keeping silent or arguing with the questioners or getting offended, which shows your professionalism. You can still thank the person for the question and, if you like, you can mention you will discuss it with him or her in private after the session.

E.g.　I think you have raised an interesting point, and it would be great if we could discuss it in the bar.


　　　I was not aware of those findings. Perhaps you could tell me about them during the coffee break.


　　　However, as it has no direct bearing on our subject, could we discuss it after the conference?


The following answers are not recommended, for they sound rude.

E.g.　I am sorry to say that the remarks in your questions must be regarded as less than friendly. And that is far beyond the subject area of this symposium, I am afraid. I think, as a scientist, one should be, first of all, interested in academic problems rather than what you have put forward. I do believe that Mr. Chairman and all the friends here would not accept what you said, either.


　　　I don't like but have to say it's useless to be that strong in wording, and I don't think it is helpful for the discussion. As to what you say about it, I'm afraid it's not within the area of this speech session. If you forgive my saying so, I don't see any point in discussing the question any further.



3. Using body language


Apart from verbal techniques in handling a question, non-verbal techniques are also very important. If you are concentrating on your questioner with an interested look or a nodding head, he or she will feel greatly encouraged and know that the question is understood. Looking at the podium or the ceiling when a questioner is speaking is considered rude. When answering a question, you should have eye contact with the questioner and the audience in various parts of the conference room from time to time.

Exercises


I. Review questions


Answer the following questions:


	What information do conference participants usually inquire about at the reception desk?

	What etiquette rules should be followed at a conference?

	How should a participant behave to be a good listener at a conference?

	How should a participant meet and greet people at a conference?

	What kinds of questions are usually raised in question and answer sessions?

	What are the common steps of raising a question?

	What are the common steps of answering a question?

	What kinds of questions are easy to answer?

	What kinds of questions are difficult to answer?

	How should a presenter handle a question if he or she does not know the answer to it?




II. Oral tasks



1.
 Role play. Work in pairs. One student plays the role of a professor who is going to attend an international conference with his or her spouse and their seven-year-old child. The other student is a receptionist at the reception desk. Design a conversation at the reception desk about the registration, the way to the hotel and the conference location, the way to downtown for shopping and dining, and the way to some resort places nearby. Please refer to the following registration form for the related information.


REGISTRATION FORM

2013 YALE INTERNATIONAL CONFERENCE ON THE HISTORY OF MEDICINE

NEW HAVEN, CONNECTICUT, OCTOBER 4-7, 2013

First Name __________　Last Name __________

If you are a presenter, list the submission ID number(s) from your acceptance letter(s): __________

Badge Name __________

E-Mail __________

Department __________　Affiliation __________

Mailing Address, 1st Line __________

Mailing Address, 2nd Line __________

Mailing Address, 3rd Line __________

City __________ State/Province __________ Zip/Postal Code __________

Country __________


Registration Fees:


$350, if paid by April 10, 2013

$415, if paid between April 11, 2013 and July 10, 2013

$440, if paid between July 11, 2013 and September 11, 2013

$470, if paid after September 12, 2013


Registration Fee: $_____



Breakfast:
 Included in your registration fee are 4 breakfasts for October 4-7, 2013. Order extra meals for friends/family below. Each additional breakfast is $25 per adult, $17 per child aged 5-12. Children less than five years old are complimentary.

$25.00 per adult

X_____ (# of adult breakfast tickets, cost is PER DAY)=$_____

$17.00 per child (5-12 years)

X_____ (# of child breakfast tickets, cost is PER DAY)=$_____


Special Event:




New York City Sightseeing Tour.
 To be held on October 7, 8:30 am. Pick up from Phelps Gate.




	$50.00 per adult
	X _____ (# of adults) =
	$_____



	$40.00 per junior (14-20 years)
	X _____ (# of juniors) =
	$_____



	$30.00 per child (6-13 years)
	X _____ (# of children) =
	$_____




Children under 6 years are complimentary with an adult, number of children = _____


Circle one: VISA　MasterCard　Discover　AMEX




TOTAL PAYMENT
 US Dollars $
 _____


Card Number: __________　Exp. Date: _____/_____




2.
 Work in groups of four. Each group member should choose one of the following topics and spend a few minutes thinking about some questions related to it. Then, suppose that one group member has just finished a presentation on a topic chosen and is now expecting questions to be raised. He or she may stand up and tell the group about the topic and the rest of the group may ask questions related to the topic. When this person finishes answering the questions, another group member does the same. So do the rest of the group. Follow the common steps of raising and handling a question, and make use of the questioning and answering techniques learned in this unit.



Topics for Choice



	Climate change

	Ethical education in schools

	Internet safety

	Breast cancer

	Genetically modified food

	Food safety problems in China

	How to keep fit

	How to beat depression

	How to get rid of video game addiction






III. Writing tasks


Suppose you have just listened to a presentation on the advantages of genetically modified (GM) food. The following are the main points of the presentation. Try to write down at least three questions with different purposes or reasons, and then give your possible answers.


	GM crops are more productive and have a larger yield.

	GM crops have inbuilt resistance to pests, weeds, and diseases.

	GM foods could potentially offer more nutrition and flavor.

	GM foods are more resistant and stay ripe for longer, so they can be shipped long distances and kept on shop shelves for longer periods.

	GM foods are safe. Changing a few genes here and there does not make a crop toxic or dangerous.




IV. Listening tasks


A. Dress etiquette for a business meeting

The dress etiquette for an academic conference is quite similar to that for a business meeting. In the following video, you will learn how to dress properly for such meetings.

(Suggested website: http://www.youtube.com/watch?v=tjvLmgWVPac, accessed June 1, 2013)

Directions:

Watch the video and fill in the missing information.

The first thing someone's going to notice about you is how you look. This doesn't mean you have to be 1)__________, but you need to be 2)_____, 3)_____, and 4)_____. And your items need to be 5)__________.

· For ladies:

Make sure that you are not wearing something that is 6)__________. The focus needs to be on 7)__________, not on 8)__________.

Jewelry: 9) ___________________

Shoes: 10) ___________________

Suit: 11) ___________________

· For gentlemen:

Hair: 12) ___________________

Shoes: 13) ___________________

Belt: 14) ___________________

Tie: 15) ___________________

Shirt and undershirt: 16) __________________________

B. How do you prepare for questions during a presentation?

As a presenter, handling questions is as important as delivering a presentation. You will learn a few strategies of handling some difficult questions in the following video.

(Suggested website: http://www.youtube.com/watch?v=Hgk215R2zkc, accessed June 1, 2013)

Directions:

Watch the video and answer the following questions.


	According to the speaker, what do most presenters fear?

	If a presenter knows there is going to be a particular question from the audience, what should he or she do?

	What does the speaker mean by saying“putting the fish on the table”?

	According to the speaker, how can a presenter invite questions after the presentation?

	What can a presenter do if someone asks a question to which he or she really does not know the answer?

	What should a presenter say if he or she does not agree with what a questioner states?



Useful Expressions


Raising a question



1. Signaling you want to ask a question



	I'd like to ask Prof. Lee a question.

	I have a question for Dr. Lee.

	Could I ask you a question, Prof. Lee?




2. Expressing your appreciation



	Dr. Lee, thank you very much for your insightful talk.

	Dr. Lee, I am fascinated by your description of your study.

	Dr. Lee, your speech has deeply impressed me, especially ...

	Dr. Lee, you did splendid work!

	Dr. Lee, I appreciate your point about ...




3. Giving your feedback



	Thank you very much for your answer.

	Yes, I got it. Thank you.




Handling a question



1. Asking for repetition



	I am sorry I couldn't hear you. Would you please say that once again?

	Pardon, could you repeat your question?

	Sorry, I didn't catch it. Could you please say that again?

	I am sorry, but like many people in the audience, I am not a native English speaker. Could you speak a little more slowly please? Thank you.

	I don't quite understand your question. Would you be more specific?

	You have mentioned three questions. However, would you tell me what your second question was?




2. Repeating/rephrasing a question



	What I mean to say is ...

	Do you mean ...?

	If I understand you correctly, what you are asking is ...?

	To the best of my knowledge, you were asking me about ... Am I right?

	Sorry, I'm not quite sure of your question. Could I understand your question like this? ...

	Could I understand your question this way? ...

	It seems to me that what I have been asked perhaps means ... Was that your question?




3. Welcoming a question



	This is a good/interesting question.

	Thank you very much for your good comments and suggestions.

	I appreciate your encouragement for my future study.

	Thank you for bringing up these questions. They are meaningful but challenging questions, and I'm afraid I can only provide a partial answer to them. But I'll do my very best to reply.

	Thank you for your questions. Let me try to answer them one by one.




4. Asking a questioner for feedback



	I don't know whether this answered your question or not.

	Did I answer your question?

	I hope I have answered your question.




5. Indicating limited time



	We are running out of time. Therefore, I will focus only on your first question.

	In the interest of time, I cannot take much time to answer your question, but I'll try.

	Because the time is limited, I am afraid I cannot answer the rest of your questions.

	I cannot answer the question you asked me due to the lack of time. However, I will answer it later if time permits.



Cultural Tips　Tipping

When attending an international conference in a foreign country, you might have a chance to dine out in a local restaurant instead of always having the meals provided by the conference organizer. In this case, you should be aware that tipping is a social custom in service sectors in some countries.

A tip or gratuity is a sum of money customarily given for a service provided or anticipated. Tipping and how much to tip is a matter of social custom, which varies between countries and settings. In some countries, tipping is insulting and therefore discouraged, whereas in some other countries tipping is expected from customers. The following is mainly about the tipping custom in the US.


Why are you expected to tip?
 Tipping is widely practiced and considered a standard etiquette rule in the US. Unlike servers who work for a fixed salary in many other countries, those in the US live on tips. It is practically impossible for them to survive on the minimum hourly wage.


Who to tip?
 Tips are generally given to waiters at sit-down restaurants, bartenders, barbers/hairdressers/attendants at beauty salons, taxi drivers, tour guides, food delivery folks, and service providers in hotels as well.


How much to tip?
 The tip should be calculated as a percentage of your bill. Most people calculate tips before the tax, and some people tip on the total bill. It is customary to tip as low as ten percent for bad or unacceptable service. Fifteen percent usually means all is OK, twenty percent for excellent, and twenty-five percent for outstanding. Fifteen percent and over is considered“normal”. Tipping percentages vary in different parts of the US. In major cities, twenty percent is considered to be a“good tip”. In rural areas, tipping percentages tend to be lower.

If you have been mistreated, inform the manager and let someone know you are unhappy. You may even leave a note to the server to let him or her know why there is no tip added to the bill. A cash tip is almost always better for servers, because they can avoid paying the income tax.

It is always good to check your bill before tipping, because sometimes“Service Charge”or“Gratuity”may be automatically added to your bill. If you are with a large party of six or more people, fifteen to twenty percent is often automatically charged. In some highly tourist-oriented areas, the automatic gratuity is becoming common.

If you are in a buffet restaurant, a tip of about fifteen percent of the bill is still recommended, because the servers there often take care of many more tables than in a standard restaurant, and they do work hard keeping your table clean of your multiple used plates.

If you are in a hotel, you are expected to tip some service workers. For the housekeeping or maid service, one or two dollars up to five dollars per night is usually expected, and more in high-end hotels. You may leave the tip on your pillow or in a similar obvious place with a note to say“Thank you”. You'd better leave the tip each day when you leave the room rather than at the end of your stay, because your room might get cleaned by a different person each day. If you need additional items to be delivered to your room, such as extra pillows, blankets, hangers, and luggage racks, you should tip the person who brings them two or three dollars. For the doorman or porter, a tip of one to two dollars per bag is normal. More is expected if the bags are very heavy. If the valet parking attendant picks up your car for you, two to five dollars is customary.

For taxi drivers, ten to fifteen percent of the fare is customary. If the driver helps you with your luggage, one to two dollars per piece is expected.

For tour guides, depending on the quality of the service, such as knowledge and friendliness, fifteen to twenty percent of your tour cost is expected.

If you are not sure about the tipping custom when you are in a new location, the easiest solution is to ask the local people for suggestions.


Unit 3　Peripheral Exchanges

Learning Objectives

— To learn basic dining etiquette

— To learn how to talk with professionals in social activities

— To learn how to guide a lab/campus/city tour

Passage A　Dining

Dining events in a conference include receptions, banquets, social lunches and dinners, and tea or coffee breaks.

The conference organizer will usually hold a reception on the eve of the first plenary session in order to welcome all the participants. The reception may be held in the form of a cocktail party of about one and a half hours, followed by a banquet. On the evening of the closing ceremony, the conference organizer may arrange an entertaining banquet or dinner party.

In western countries, academic conference banquets, social lunches and dinners are usually held in the form of a buffet, in which a variety of food is served along with soft and hard drinks. These occasions, together with tea or coffee breaks, provide great opportunities for conference participants to socialize with each other.

In various conference programs, you may notice that the names used for these dining events may be slightly different, such as“icebreaker reception”,“welcome reception”,“lunch”,“social dinner”,“cultural event and dinner”, and“conference dinner”.

Generally, the chairperson of a conference will deliver a speech at the beginning of a reception. Under some specific circumstances, some celebrities, well-known scholars or authorities may be invited to join in the reception as well. The participants of the conference can enjoy themselves on such an occasion, for the atmosphere is always relaxing.

Some westerners are not very concerned about dining etiquette. However, there are still some dos and don'ts which should be paid attention to.


DOS




	Dress properly. Men normally wear dark suits, and women often wear formal or semi-formal dresses.

	If you are at a buffet, keep all food and drink towards your left, leaving the right hand for handshakes.

	After you sit down at a table, put the napkin on your lap. It is used to protect your clothes from spilled food and to clean your hands and mouth when necessary.

	Keep your mouth closed while chewing, and make as little noise as possible.

	Use a handkerchief or tissue to cover your mouth and nose when you sneeze or blow your nose. If you cough, cover your mouth with your hand.






DON'TS




	Don't eat or drink too much.

	Don't talk with your mouth full.

	Don't point the knife or fork towards another person while eating or speaking.

	Don't spit food on the table or floor. If you have bones in your mouth, you could place the napkin in front of your mouth tactfully, take the bones out with your fingers, and put them on the edge of your plate. Don't put your fingers directly inside your mouth to get rid of them.

	Don't throw nut shells, fruit peelings, etc. on the floor. Put them in a trash bin.

	Don't drink soup directly out of the bowl. Use a spoon. Never lift your plate or bowl off the table while eating.

	If you are at a buffet, don't reuse your plate to get food again. In that case, some crumbs of food in your plate might drop into the serving bowl, which is both disgusting and unsanitary. So, always use a clean plate to get food.

	Don't put your own utensils (fork, knife, and spoon) into a serving bowl. Use the utensil in the bowl to put some of the food on your own plate, and then return it to the bowl.





Passage B　Talking with Professionals

Whether in a reception or coffee break, you will have a chance to socialize. Talking with professionals, such as conference presenters, authoritative persons, famous scholars and paper contributors, may help enrich your experience, broaden your vision, solve your academic problems, and establish new friendships. This passage will share with you some tips on how to talk with professionals on such occasions.


I. Three initial stages of talking with professionals


Before initiating your talk, you should make good preparations. Here are three stages for you to follow: clarifying the purpose of talking, selecting talking partners, and selecting topics.


Stage 1　Clarifying the purpose of talking


Many people agree that one of the primary purposes of attending an academic conference is talking with professionals, i.e., finding people with whom you can establish collaboration or who can provide you with useful feedback on your work. Due to the limited time you have for networking at conferences, you'd better have a clear idea of your purposes in advance of the conversations. Here for your reference are some general purposes of talking with professionals at academic conferences:


	Finding out hot research topics

	Finding out what other researchers are working on

	Keeping up to date with the technical progress

	Getting new ideas

	Getting feedback on your published work

	Meeting up with old friends, colleagues, and those you have heard of a lot but not met before



Once you have a clear idea of what you want to achieve, networking is much simpler.


Stage 2　Selecting talking partners


Although each participant has his or her own strong points, it is impossible for you to talk with everyone in the conference due to the large number of participants and limited time. Once you have a clear purpose for your talk, it is easy for you to target your key persons, i.e., those who can meet your needs. The following potential talking partners might be helpful to you.


Question-raisers
 are those who raised relevant questions during discussion sessions or have expressed interest in your paper or work.


Paper contributors
 are those who have made great achievements or published papers in a research area similar to yours.


Potential visitors
 are those who have visited your institution before or have comparatively more opportunities to come and therefore have greater possibilities for professional cooperation.


Interested presenters
 are those presenters who work in the frontier of the field with active thinking and would like to talk with other professionals.


Authoritative figures
 are those who are in charge of the research work of a college or university, a research institute, or an industrial enterprise, and who have the“final say”in the decision-making of professional activities.


Conference conveners
 are members of the academic committee or organizing committee of the conference.

Other experts include specialists, professors, journal editors, supervisors, and those who have rich experience and are outstanding in a particular field.

To sum up, you can select your potential talking partners by considering factors such as profession, information, financing (e.g. Is it possible to get financial aid?), collaboration, research interests, and personality.

Once you have decided on the key persons you want to meet, you need to make some preparations, which means getting information about their personal experiences, academic achievements, specializations, strong points, and current interests.

A simple way to do this is to look at the conference program, find the names of the key persons, and then get information about them from their personal pages on their institute websites. You'd better find a photograph of them, so you will be able to identify them when you see them.

After getting to know about them, you need to prepare questions that you wish to ask them. You should also predict how they might answer your questions. This will help you understand their answers and also enable you to think of follow-up questions.

One effective way to increase your chances of having conversations with your key persons is to email them before the conference. In the email, you may say frankly that you would be interested in meeting them. Here is a sample email.


Sample email




	Subject: XYZ Conference—meeting to discuss ABC



Dear Professor Smith,



I see from the program for the XYZ Conference that you will be giving a presentation on ABC. I am a researcher at the Institute of XXX and working in a very similar field. There seems to be a lot of overlap between our work and I think you might find my data useful for your current research. I was wondering if you might be able to spare a few minutes for us to meet and talk about a few questions.



There is a social dinner on the second night—perhaps we could meet fifteen minutes before it begins, or of course any other time that might suit you.



I look forward to hearing from you.



Sincerely yours,



Bin Li

Institute of ××
	1. Say how you know about the key person.

2. Briefly introduce what you do.

3. Show how what you do relates to what he/she does.



4. Indicate how long the meeting might last (keep it as short as possible).

5. Suggest a possible place and time, but show flexibility.




(Adapted from Wallwork, 2011: 196)

Although there is no guarantee that your key persons will even open your email, once they do, you will not only create an opportunity for a meeting, but also avoid the embarrassment of having to walk up to a complete stranger and introduce yourself.


Stage 3　Selecting topics


It is true that an infinite number of topics could be discussed at social activities, but when talking at an international conference with people from various parts of the world, you should realize that what is appropriate to one person may be inappropriate to another, and that some topics may be universally acceptable while some others are better avoided with certain groups of people.

Appropriate topics may include:


	location and organization of the conference

	social events (including tourist excursions) connected with the conference

	weather

	food

	other people's presentations

	latest technologies



Money is a topic that many people consider inappropriate for discussion with strangers at a social event. They may feel embarrassed to be asked:

E.g.　How much do you earn? /What is your salary?


　　　How much is your house worth?


　　　How much did you pay for your car/house/dress/earrings?


　　　How much do you spend on your children's education?


Besides, the following questions would also be considered inappropriate by many people.

E.g.　How old are you?


　　　What is your religion?


　　　Are you married?


　　　Do you plan to have children?


　　　How much do you weigh?


Most people would not consider the following questions to be too personal, because these questions are merely a friendly way of finding things people have in common.

E.g.　Where do you study?


　　　What kind of research do you do?


　　　What did you major in?


　　　What seminars are you planning to go to?


　　　Have you taken your vacation yet?


There are other safe topics that involve cultural similarities rather than just differences. It will generally create a better atmosphere if you focus on the similarities rather than try to claim that your country does things better than another country. Focusing on cultural similarities does not necessarily involve having heavy ethical or political discussions. Some safe but interesting topics are:


	legal age to do certain things (e.g. drive a car, vote, buy alcohol)

	dialects and different languages within the same national borders

	things people do for fun (e.g. bungee jumping, karaoke)

	tipping habits (e.g. hotels, restaurants, taxi drivers)

	holiday destinations

	jobs (e.g. how often people change them, how far people commute to work)

	national sports

	natural resources

	shop and office opening and closing times

	punctuality and its relative importance



If you live in or are familiar with the region where the conference is being held, you have the perfect opportunity to share your knowledge. Here are some typical questions and answers about restaurants, sightseeing, and shopping.

E.g.　— Are there any good restaurants where I can try the local food?


　　　— Yes, there is a good one in the Grand Gateway Plaza, and another one just round the corner from here on Huashan Road.


E.g.　— What local sites would you recommend I go and see?


　　　— Well, the standard places where all tourists go are the Bund and the Oriental Pearl Tower. But I suggest that you visit Shanghai Museum. And if you want to try the local food, you can go to the Town God Temple.


E.g.　— Do you have any suggestions as to where I might buy a silk scarf?


　　　— You could try the department stores in Xujiahui.



II. Conversational skills


After the above preparations for initiating a conversation, some skills about how to start, proceed with, and end a conversation may help ensure a smooth interaction between you and the other participants.


1. How to start a conversation


If you meet some acquaintances, talking with them will be simple. The more familiar you are with each other, the simpler opening expressions you will use. You may go directly to the desired topic.

E.g.　Hello, Mike. Are you free now? I'd like to have a talk with you about ...


　　　Hi! Have you heard about ...? That's rather rare, I'm afraid. What do you think of that?


　　　How are you doing, Mr. Lee? I just dropped in for a chat.


　　　Mr. Lee, shall we go on with the subject we talked about this morning?


When you are with strangers, you may especially need some skills to ensure a smooth talk. The key lies in the way of starting. You may introduce yourself directly to your potential talking partner or be introduced through a third party.


Making a self-introduction


Self-introductions should not be too long, because they only serve as a start. For example, you could start by saying,“Hello! Aren't you Prof. Lee? I'm John Smith from UCLA. I met you at the party last night. Do you remember me?”


Being introduced through a third party


Sometimes you may feel intrusive to directly introduce yourself to a desired talking partner, especially when that person is a celebrity. On such an occasion, you may ask someone who is acquainted with the desired partner to introduce you. You can say,“Dr. Lee, may I ask you to introduce me to your friend Prof. Smith?”


Rechecking your talking partner's name


If your talking partner's name is not heard clearly, it is natural to ask again.

E.g.　Sorry, I didn't get the name.


　　　Oh, Richard Armstrong, isn't it?


If his or her name is long and cannot be pronounced correctly, it is also quite normal to ask for the spelling in order to have a deeper impression.

E.g.　Could you tell me/would you please tell me how to spell your name?



Expressing appreciation or interest


Naturally, when you show your appreciation of your potential talking partners, or when they feel that you know quite a lot about them, they would usually be pleased to talk with you and exchange more information.

E.g.　I really appreciate your lecture very much since it is so wonderful and informative. And I still remember clearly the lecture you gave at the International Environment Conference. I retrieved several papers you published on ecology. And I'm very interested in the experiment you mentioned in one of your papers named ...


　　　I have heard of you for many times and I'm very interested in your research subject. I know that you have been doing research in the life sciences for many years and you have a number of articles published.


　　　I have read two papers concerning your recent research and I quite agree with your viewpoints. I know that you specialize in mechanics and have been invited to attend the International Mechanics Conference held in New York. I cherish most the opportunity to talk with you.


　　　Professor Lee, as I know, you've done the pioneering work on genetics. Personally, I've retrieved 22 papers you've published since 2000. Professor Smith from Harvard told me that you've chaired some international meetings and published several books. So I feel it an honor to have this opportunity of talking with you.



2. How to proceed with a conversation


Once you have introduced yourself to the potential talking partner, you will naturally move into a conversation. Then you may need to use some conversational skills to facilitate your conversation.


Presetting your topic


Presetting your topic will help avoid wasting time on trivial topics in a time-limited conversation. Usually one conversation cannot cover every aspect, so a small and specific topic might be more proper. You can make a list of major items to talk about in order of importance. As for the language, you should be familiar with relevant terms, new words and expressions, thus your talk will not be blocked due to language barriers. You may directly set the topic as follows.

E.g.　As an expert in ecology, what do you think of Mr. Lee's speech which claims that ...?


　　　Would you do me a favor to give me more information on ...?


　　　Mr. Lee, would you spare me just several minutes this evening? I'd like to talk with you about the economic issues you mentioned in one of your articles.


　　　Dr. Lee, I am eager to talk with you about the radical problems studied in your new article.



Shifting the topic


During the process of talking, you might feel that a certain topic is improper to continue and intend to shift to another one. There can be two kinds of topic-shifting. One is“natural shifting”, which means both sides have talked over one topic and would like to continue to talk, so they naturally shift to a new topic. The other is“intended shifting”, which means one side intends to end the topic and turns to a new one.

If you wish to turn to a new topic intentionally, you should adopt some proper methods and polite expressions so as to keep the atmosphere friendly. You may first ask for your partner's opinion on something related to the new topic. In this way, you can make your partner feel at ease and willing to accept the change of topic.

E.g.　By the way, are you interested in the XYZ project?


　　　Since you're very interested in our program, how about I give you a brief introduction?


　　　Maybe we can talk about the traditional teaching approach.


　　　How is your recent research? I've heard that it runs smoothly these days. What's your next step?


　　　Er, I'd like to know the current problems. Would you spare me a little time on it?


　　　Oh yes. Would you like to discuss the program we talked about the other day?



Expressing agreement and disagreement


In a conversation, people do not just listen to others. They frequently express their agreement or disagreement to their talking partner's opinions, or comment on what they have said. (For more information on useful skills and expressions for discussion, please refer to Passage C and Cultural Tips of Unit 8.)


Making an appointment


For various reasons, your talking partner might not have time for a longer conversation with you. In this case, you may make an appointment with him or her on a preset topic. The date and place for the meeting and the length of time should be made clear when you make the appointment.

E.g.　Mr. Lee, I'd like to have a talk with you about ... For my part, perhaps about half an hour will do. I wonder if you have time tomorrow evening at about seven.


　　　Mr. Lee, I know you're awfully busy, but do you think you could spare me some time this evening? I've heard about your contributions in ... and I'd like very much to have a talk about ... Do you think you could manage to spend a little time on it?


　　　Mr. Lee, I'd like to see you about ... What time could be convenient for you? Would three o'clock this afternoon be all right for you? If that's OK, could you please bring the materials you mentioned when we first met?



Speaking politely and thoughtfully


Politeness and thoughtfulness, showing one's cultural education and personal character, greatly facilitate a desired conversation. You should talk politely and thoughtfully, especially when you are demanding something, asking for other's opinion, pointing out other's inappropriateness or mistakes, or not sure of something.


3. How to end a conversation


Sometimes for various reasons, one side of the conversation may have to leave before the other side is ready, even when the conversation is still interesting.

There are some signs of body language which indicate an intention to leave, such as a wondering gaze, a small step away, increasingly short verbal responses, and putting things in a bag or putting on a coat. When observing these signs, you should realize that your talking partner is going to leave.

If it is you who want to end a conversation, there are some ways for you to depart gracefully.


Wait for a pause and offer a handshake.
 At the same time, you may say:

E.g.　It was great talking with you.


　　　I enjoyed our conversation, but I have a few more things to do. See you later.


　　　I don't want to keep you any longer/I can see you're busy, but it was good to see you.



Offer an apology.
 It is polite to say sorry when you cannot continue the conversation.

E.g.　I'm sorry I have to go, because I have some things to do today.



Say you have to leave.
 You should remain polite but firm.

E.g.　I wish we could talk some more, but I have to go.



Smile and say goodbye.
 A smile shows that you are friendly. You could add something about being happy that you have had a chance to talk.


Suggest meeting in the near future.
 If you want to see your talking partner again, you shall be specific. For example,“How about next Wednesday morning?”is better than“We'll have to get together soon.”If you might have a chance to see him or her in the future, you could say,“I believe we will have crossed paths in the near future.”

Passage C　Guiding Tours

Various tours are usually arranged by conference organizers as entertainment activities. During a tour, participants can get to know about a lab, a university, or a city. They can have fun, relax themselves, and establish friendships.

If you are a conference participant, you may enjoy yourself by just following the tour guide. However, if you yourself are going to guide a tour, it is necessary to know what should be covered in such tour guiding.


Guiding a lab tour


Since labs play an important part in doing academic research, participants will be particularly interested in visiting labs and hope to get much information about them. When introducing a lab, the guide could cover the following aspects: the lab's history, location, function, facilities, research methods, research staff, research funds and grants, research projects, experimental achievements, and the status of the lab.


Sample lab tour




	　　Our school's laboratories were founded in 2001 under the sponsorship of XYZ organization. They are located in the West Campus of ABC University. These labs consist of four connecting main laboratories, a conference room, and an instrument room. Our labs are equipped with ...
	History

Sponsor

Location

Facilities



	　　The laboratory staff consist of ten full-time employees, including two Ph.D. candidates and four Master candidates.
	Staff members



	　　Around our research directions and topics, the laboratory has taken on a lot of projects, most of which belong to the National Key Basic Research Development Project.
	Research projects



	　　The lab has been recognized as having the most advanced system ever realized on workstations using special software technique.
	Status





Guiding a campus tour


When guiding a campus tour, the guide could introduce the history of the university, disciplines and departments, populations of students and faculty, academic research, international exchanges and cooperation, famous alumni, and campus scenery.


Sample campus tour




	Yale's roots can be traced back to the 1640s, when colonial clergymen made an effort to establish a college in New Haven in order to preserve the tradition of European liberal education in the New World.
	History



Location



	　　The central campus now covers 310 acres or 125 hectares. It stretches from the School of Nursing in downtown to residential neighborhoods around the Divinity School.
	Size



	　　Today, Yale has become one of the world's great universities. Its 11,000 students come from all 50 American states and from 108 countries. There are 3,200 faculty members, who form a richly diverse group of men and women. They are leaders in their respective fields.
	Populations of students & faculty



	　　Teaching and research at Yale University are organized through the schools, departments, and programs. The undergraduate school, or Yale College, is the heart of the University. More than 2,000 undergraduate courses in the liberal arts and sciences are offered each year by over 65 departments and programs, which form a curriculum of remarkable breadth and depth. Yale University has three major academic components: Yale College, the Graduate School of Arts and Sciences, and the professional schools.
	Disciplines & Departments



	　　Yale's 260 buildings include contributions from distinguished architects of every period in its history. The building styles range from New England Colonial to High Victorian Gothic, from Moorish Revival to contemporary. Yale's buildings, towers, lawns, courtyards, walkways, gates, and arches made one architecture critic call Yale“the most beautiful urban campus in America”.
	Scenery





Guiding a city tour


When guiding a city tour, the city's location, history, population and tourist attractions may be introduced.


Sample city tour




	New Haven, founded in 1638 by English Puritans, is a city in Connecticut. It is one of the most popular places to visit on the east coast of the USA because of its ideal location between New York and Boston, Massachusetts. Downtown New Haven has a particularly residential character. It has a population density of 6,000 people per square kilometer. It is also most famously known as the home of Yale University, and the birthplace of pizza and hamburgers. There are plenty of cultural and scenic attractions in New Haven, including the Hillhouse Avenue, Wooster Square, Yale University, the Lighthouse Park, and East Rock Mountain.
	History

Location





Population





Attractions




Exercises


I. Review questions


Answer the following questions:


	What dining etiquette should conference participants observe?

	According to Passage A, what is considered to be the main purpose of the receptions and coffee breaks at a conference?

	Passage B introduces various purposes of talking to professionals at a conference. What are these purposes?

	Who can be considered as potential talking partners in social events of a conference?

	How does a participant get to know about the key persons before a conference?

	According to Passage B, what are some universally appropriate topics at a conference?

	Is there an overlap of what is covered in a lab tour, a campus tour, and a city tour? If yes, what is it? If no, what information should be covered in each of these tours?




II. Oral tasks



1.
 Role play. Suppose you are a participant in an international conference and you would like to talk with the keynote speaker, Prof. John Smith, at the conference reception. Please design a conversation with Prof. Smith by using the conversational skills mentioned in Passage B, including 1) how to start a conversation, 2) how to proceed with a conversation, and 3) how to end a conversation. Remember to use polite expressions when talking with the keynote speaker.


2.
 Group work. Work in a group of four or five. One of the students will act as a“tour guide”, and the rest of the students will act as“tourists”. The tasks for the tour guide and tourists are as follows:

Tour guide:

a) Prepare for guiding a tour around a lab, a campus, or a city which he or she is familiar with.

b) Pretend, in front of the class, to show the tourists around the lab, the campus or the city.

c) Try to answer the questions raised by tourists.

Tourists:

Ask questions about the site regarding its history, location, size, population, and attractions, etc.


III. Writing tasks


Suppose you are going to attend an international conference on a research topic you are familiar with. You find through the conference agenda that Janus Lee, an American professor's presentation is close to your current research interest. So, you would like to meet him during the conference in order to ask for some suggestions about your research or talk about cooperation opportunities in the future. Since you have never met him before, you decide to make an appointment with him through email. Please write an email to this professor to increase your chance to meet him during the conference.


IV. Listening tasks


A. Formal dining: Conversation guide

Having conversations with other people may be the most effective way to socialize at a conference. In the following video, some conversation skills at a social dinner are introduced.

(Suggested website: http://on.aol.com/video/etiquette-for-conversation-at-the-dinner-table-517172049, accessed June 21, 2013)

Directions:

Watch the video and answer the following questions.


	According to the speaker, what topics should be avoided at a dinner table? And what are appropriate topics?

	According to the speaker, what kind of questions will open up the doors of conversation? Please give an example.

	How can one involve other people into the conversation at a dinner table?



B. Cerca Insights lab tour

When guiding a lab tour, some key information of the lab should be introduced, such as the location, the specialization, and the equipment. Here is a video of the Cerca Insights lab tour guided by Anthony Bishop, the CEO of Cerca Insights.

(Suggested website: http://www.youtube.com/watch?v=gyOtjksHmHk, accessed June 22, 2013)

Directions:


	Watch the video for the first time and answer the following questions.

1）Which country is Cerca Insights based in?

2）What does Cerca Insights specialize in?

3）When did Cerca Insights move into the new labs?

4）What was the purpose of designing the new labs?

5）What is the living condition of the animals in the lab?

	Watch the video again and fill in the missing words.

We 1) _____ the US Animal Care and Use Guide and 2) __________ towards AAALAC accreditation. All our animals are housed in 3) __________ which keep the animals free of disease. We pay great attention to 4) __________ and 5) __________. Our staff follow a comprehensive set of SOPs and 6) __________ for all tasks. The key for conducting behavioral pharmacology is 7) __________. Our whole laboratory is controlled by 8) __________ unit that controls temperature, pressure, and 9) __________ in every room. Each procedure room is 10) __________ to ensure the experiments we conduct for you are 11) __________. The lab has been purpose-built for behavioral pharmacology and has nine individual test suits, each with an empty room for a scientist to 12) __________ the experiments. This 13) __________ human-animal interactions whilst the experiments are in progress. Each procedure room can 14) __________ a range of equipment and mazes for rats or mice to 15) __________ a wide range of experiments. We conduct a wide range of 16) __________ that can assist neurological and cognitive function along with behavioral toxicity.



Useful Expressions


Starting a conversation



	I don't believe we've met before. Please allow me to introduce myself. I'm ...

	I believe you're Mr. Lee, aren't you? My name is ...

	You are Mr. Lee. I think I've seen you somewhere before. I'm ...

	Excuse me, are you Mr. Lee? I'm ... from ...

	Are you Mr. Lee? My name is ... Here's my card. I've heard a great deal about you.




Asking a third party to introduce



	Dr. Lee, may I ask you to introduce me to your friend Prof. Wang?

	I'd be very much pleased if you could introduce me to Mr. Lee.

	I'd like to meet Mr. Lee. Would you kindly do me a favor?

	I want to have a talk with Mr. Lee. Would you please be so kind as to introduce me to him?

	If it's not too much trouble, could you let me meet Mr. Lee?




Shifting the topic



	By the way, are you interested in ...?

	Well, shall we move on to ...?

	Oh yes. Do you happen to know ...?

	Well, speaking of ..., what do you think of the program?

	All right. Since you're very interested in ..., shall we talk about that?

	And how did the morning session go? Did you enjoy it?

	Er, could we turn our attention to ...?

	Perhaps you'd like to know something about ...?

	By the way, I've learned you specialize in ... How about talking a bit about the subject?




Talking politely and thoughtfully



1. Requesting something



	Mr. Lee, I was hoping you could offer me some detailed figures.

	Could you please tell me that ...?

	May I ask you ...?

	Would you mind if I ask ...?

	I wonder if you could ...?




2. Asking for others' opinion



	Now that you've run over my paper, what is your impression of it?

	That's my opinion. What do you think of it?

	Since I've done that, I hope you'll give me your comments.

	That's what I thought. What's your opinion of it?

	Now that you've seen what I've done on the subject, I'd like very much to have your views on that.




3. Pointing out inappropriateness or mistakes



	I thought you might have made a mistake here ...

	I'm afraid something seems to be wrong in what you said about ...

	I agree with much of what you said, but I doubt about one point, that is ...

	I would say it would be better if ...




4. Being not sure of something



	I wonder if I could ...

	Personally, I suppose/guess/think ...

	I'm afraid it's very unlikely ...

	I would say that it might ...

	Perhaps/Maybe it would ...

	It's hard to say/tell ...

	I'm not quite sure of that. It all depends.




Guiding a tour



1. History



	It can be traced back to ... (year)

	It was founded/established/set up in ... (year)

	It has grown from ... and it has now developed into a comprehensive university including ... (names of disciplines/departments)

	It was founded under the sponsorship of ...




2. Location, size and equipment



	It is located/situated at/in ...

	It is located ... miles/kilometers west of/away from ...

	It covers ... acres/hectares/square feet/square meters/square kilometers.

	It is equipped with ...

	It contains ...

	It consists of ...




3. Disciplines and departments



	More than ... undergraduate courses in liberal arts and sciences are offered each year by over ... departments and programs.

	It has/consists of/is composed of more than ... degree-granting schools, departments, research institutes and research centers.

	It covers research in human resources, humanities, biomedical science, life science, and engineering sciences.

	The university is currently made up of ... colleges, offering ... majors for undergraduates ... programs of master's degree ... doctoral programs and ... post-doctoral research programs.




4.
 Population


	The staff consist of ... full-time employees.

	There are more than ... full-time students, including ... undergraduates ... Master candidates and ... Ph.D. candidates.

	It has an enrollment of over ... degree candidates, including undergraduate and graduate.

	It has more than ... alumni around the world.

	It has a population of ... people.

	It is a big city with over ... residents/inhabitants.




5. Attractions



	It is one of the most exciting cities in the world. It has many tourist attractions, such as ...

	There are plenty of cultural and scenic attractions in Beijing, including ...

	The most popular resort place for local people is ...



Cultural Tips　Dining in a Western Restaurant

If you participate in an international conference in some western countries, such as the United States and the United Kingdom, you might have a chance to dine out in some local restaurants. Thus, it is necessary to learn about how to dine in a western restaurant, for instance, how to read the western-style menu and how to order food in English.


Reading the menu


A typical western-style meal usually consists of an appetizer, a main course, and a dessert, which are served in sequence. The food terminologies vary from place to place. Americans use the word“entrée”to refer to the main course of a dinner. However, in France and Britain,“entrée”refers to a dish served before the main course. Besides, in some menus you might not find terms such as“appetizer”or“main course”. Instead, you might find more concrete items such as“salad”,“soup”,“side dish”,“chicken”,“pork”,“fish and shrimp”, and“pasta”.

Western-style restaurants usually offer two kinds of menus: a la carte and a set menu.“A la carte”is a phrase in French, meaning“according to the menu”. You can choose the dishes you want from an a la carte menu. A set menu option means a fixed combination of food. It is often called“combo”in the United States.

The heaviest and most complex dish in a meal is the main course. The most common choices of the main course can be chicken, steak, fish, shrimp, and pasta. After the main course, a dessert will be served. Tea or coffee will be served at last instead of during the meal.


Ordering food


Once you understand the menu, you can order food. Here is a sample conversation of ordering food in a western restaurant.


Waiter:
 Good evening, sir. A table for two?


Diner A:
 Yes. By the window, please.


Waiter:
 No problem. This way, please.


Diners A and B:
 Thank you.


Waiter:
 Please take your seats, gentlemen. Here are the menus. Would you like to order an aperitif?


Diner A:
 I'll have a Campari and soda. What about you?


Diner B:
 A medium dry sherry, please.


Waiter:
 Thank you.

(The waiter brings back the drinks.)


Waiter:
 Here we are. One medium dry sherry and a Campari and soda. Are you ready to order now?


Diner A:
 No, we are still looking at the menu. Do you have anything to recommend for the main course?


Waiter:
 Certainly. The T-bone steak is very good. I would suggest that you try this.


Diner A:
 That's a good idea. I love beef steak. I'll have the T-bone steak.


Waiter:
 How would you like it cooked?


Diner A:
 Medium.


Waiter:
 And what will your vegetables be?


Diner A:
 Mushrooms and Carrots.


Waiter:
 And what would you like for your appetizer?


Diner A:
 I'll have hors d'oeuvres and baked salmon.


Waiter:
 Thank you, sir. What about you, sir?


Diner B:
 I'll start with the hors d'oeuvres followed by sole.


Waiter:
 What would you like to follow?


Diner B:
 What is this Noisettes Milanese exactly?


Waiter:
 It's lamb cooked with herbs and served with spaghetti.


Diner B:
 That sounds very interesting. I'll try that.


Waiter:
 Mashed, boiled, or baked potato?


Diner B:
 Mashed.


Waiter:
 And what will your vegetable be?


Diner B:
 Some spinach, please.


Waiter:
 Thank you.


Waiter:
 Good Evening, gentlemen! Your wine list.


Diner A:
 Thank you. Let's see what they've got for us.


Waiter:
 I'd like to recommend the white Chablis, sir. It's very popular.


Diner A:
 OK, a bottle of the Chablis. How about you, Jim?


Diner B:
 Bring me some mineral water, please.

(Adapted from http://e.3edu.net/dd/E_73872.html, retrieved June 21, 2013)


Some dining tips


Here are a few tips for you when dining in a western-style restaurant:


	When first arriving at the restaurant, although sometimes it is all right to find a table for yourself, you'd better wait for one of the restaurant staff to show you to one.

	Generally, each person orders their own food or dishes and eats what they order. They do not normally put all the food in the middle of the table and share like we Chinese do, unless they are eating pizza. Sometimes people share dishes because they might want to try different kinds of food with limited stomach space or money.

	Unlike Chinese restaurants, most western restaurants are quiet, where people speak and chat in a low voice.

	When you need service, you should attract the waiter's attention with your eyes instead of your voice. You'd better not raise your hand or wave at them. You should also avoid shouting to them.

	When the bill comes, most western people are used to paying their own bills. In this case, people may say,“Let's go Dutch.”If someone would like to treat, he or she will say“It's on me”or“It's my treat.”

	Do not forget to tip the waiter.





Part Two　Academic Presentations


Unit 4　Planning a Presentation

Learning Objectives

—To learn about the key steps to an effective presentation

—To learn how to achieve a more academic speaking style

—To learn how to prepare a well-structured presentation

Passage A　Planning an Effective Presentation

An academic presentation is an opportunity to share your research work and communicate the value of your findings. It also enables you to gain visibility, which increases your chance of engaging in dialogues, collaborating with other researchers, and even attracting funds for further research.

You might have sat through a presentation, feeling that it was just another mediocre one which failed to leave a mark on you. And you might have witnessed a professional and entertaining presentation that left you feeling impressed, inspired, and curious to learn more. That is indeed the difference between a sleep inducer and an effective presentation. The following are seven steps you may consider to help you plan a successful presentation.


Step 1　Analyze the audience


It is important to consider how to create your presentation based on the needs and expectations of the audience. What do they already know about the topic? What do they want to know? How can you help them achieve their goals? The audience are in the room for a particular reason, so it is critical to tune your presentation in relation to their status. You may ask the conference organizer for a list of attendees. Go through this list carefully, as it may give you an idea of how many experts there are. This information may allow you to determine how general or technical your presentation should be.


Step 2　Limit your topic


It is not necessary to include everything you know about a certain topic, otherwise you will have trouble covering the topic within the time limit and making your presentation relevant to the audience. You should consider how much time you have for the presentation, and what aspects of the topic best suit the needs and interests of the audience. Think of your presentation as an opportunity for you to explain the most interesting and significant highlights in a more personal and understandable fashion.


Step 3　Identify key points


Focus on the purpose or the most important idea you want to cover in the presentation, and try to identify three, four, or at most five main points as evidence for that idea. You may have many points and pieces of evidence to back up your argument, but it is necessary to consider how many details the audience can absorb in a single session due to finite attention spans.


Step 4　Organize your material


You can use different types of organization to order your main points. Choose one that works best for your topic and your audience. There are five commonly used organizational patterns:


	The chronological order arranges materials in time sequence.

	The spatial order presents things following a directional pattern.

	The topical order divides a large topic into several sub-topics.

	The causal order demonstrates a cause and effect relationship.

	The problem-solution order shows a problem and provides remedies.




Step 5　Write the script


Some people may argue that it is not necessary to write the script of an oral presentation as it will make the speech sound unnatural. Obviously, you do not need to write down every word you say. For those sections you are very familiar with, a few brief notes may suffice. On the other hand, the beginning and ending of your presentation are particularly important as they shape the first and last impressions the audience may have of you, yet they may also be moments when your stage fright is at its peak. In this case, it is a good idea to write down what you intend to say in your introduction and conclusion. If you do intend to write up the full script, get the timing right. Most presenters speak about 100 words per minute. Thus, if you are giving a ten-minute presentation, aim for about 1,000 words.


Step 6　Create slides


Good slides allow you to grab the audience's attention and clearly communicate your information. But remember, if you are going to give an effective presentation, make your slides as simple as possible. Slides are there to support you, not to replace you.


Step 7　Practice


Sufficient practice is the key to a smooth delivery of your presentation. There are many benefits you will gain from practice. To name just a few: you can fix awkward phrases and speak to the audience in a conversational tone; you can accurately time your speech to make sure it is delivered in the time limit specified; you can reduce nervousness and increase confidence in your material. Set aside plenty of time for practice, especially for your first few presentations.

If you plan well ahead and follow the seven steps above, you will be well on your way to an effective presentation.

Passage B　The Academic Speaking Style

The style of our speaking—the kind of vocabulary and sentence patterns we use—is determined by many factors such as the social occasion, the purpose, the audience, and the topic under discussion. For example, you would not speak to a three-year-old baby, a close friend, and a college professor all in the same style of speech. Academic speaking is an overall term used to describe the language spoken in various academic settings, which include, but are not limited to, making oral presentations, giving lectures, leading seminars, and participating in discussions. Using the appropriate language style for such purposes not only allows you to communicate your ideas more effectively, but also shows your understanding of what an“academic community”is and your desire and ability to participate in it.

The following sections elaborate on the essential features of academic speaking.


Relatively informal


There are essentially three levels of formality: formal, relatively informal, and very informal. Academic writers, trying to get their papers published, may aim at the highest level of formality in an attempt to enhance their authoritativeness and credibility. Academic speakers, however, may choose to present in a relatively informal manner. This style of language adds friendliness and warmth, rendering the speaker more approachable and the audience more receptive to what is being said. For example, academic writing tends to avoid the use of personal pronouns and active structures, whereas they are frequently adopted in academic speaking as devices to involve the audience. Therefore, instead of saying“Here are shown variations of the dependent variable,”you can say“Here you can see variations of the dependent variable.”

Though relatively informal, academic speaking is different from everyday conversation. Colloquial words and expressions such as“stuff”,“ain't”,“sort of”,“all righty”are very informal and should thus be avoided.


Simple


In close connection with informality is simplicity. The audience have only one chance to hear your message, so keep it simple and easy to follow. Consider the two paragraphs below. Which would you rather hear?



	ORIGINAL
	REVISED



	The scenario is a typical wireless network, in which there is a single base station in the middle and subscriber stations around it. We used a simulator in order to understand how the power-saving mechanism influences the performance of the users in addition to calculating what effect it has on the environment. It is also worth noting that testing can be classified in different ways on the basis of the part of the network being tested and how testing is performed.
	The scenario is a typical wireless network. There is a single base station in the middle and subscriber stations around it. We used a simulator to help us understand two factors. First, how the power-saving mechanism influences how users perform. Second, the effect that power saving has on the environment. Another important aspect is testing. Testing can be classified in different ways depending on which part of the network you are testing and on how you are doing the testing.




(Adapted from Wallwork, 2010: 14)

The revised version is simpler and thus easier on the ear. Its simplicity is achieved through the following changes:


	Using short sentences rather than long sentences (e.g. the first and second sentences in the revised paragraph were originally combined into one long and complex sentence; ideas in the third, fourth, and fifth sentences were originally crammed into one difficult sentence ).

	Repeating key words in the place of pronouns (e.g. in the fifth sentence:“power saving”instead of“it”).

	Using verbs rather than nouns (e.g. in the fourth sentence:“perform”instead of“performance”).

	Using active structures rather than passive structures (e.g. in the final sentence:“you are testing”instead of“being tested”;“you are doing the testing”instead of“testing is performed”).




Explicit


It is a responsibility of the speaker to make it explicit to the audience how different parts of the speech are connected and how they are related to the central theme. These connections can be clearly stated by the use of signposts. Signposts refer to words and expressions which people use to tell their audience what has happened and what is going to happen. Signposts such as“My topic today is ...”,“I'd like to begin by ...”,“Then I'll go on to ...”, and“Finally ...”guide the audience through a presentation and make it easier to understand. (For more information on signposts, please refer to Passage A of Unit 6.)


Accurate


Academic speaking uses grammar and vocabulary accurately. Speakers who observe the conventional rules of grammar and usage are viewed as more competent and credible.

Technical words usually have specific meanings, and therefore never use synonyms to refer to the same concept. For instance, if“computer experiment”is a key concept, do not use“computer simulation”for it. If there are differences between these two terms, explain to the audience; but if they are identical in meaning, then only one should be used in the presentation. However, you are encouraged to use synonyms for non-technical words to avoid unnecessary repetitions.


Precise


In academic speaking, facts and figures are given precisely. Avoid unspecific quantities such as“some”,“a lot”,“a few”and“a number of”, and use a precise number. For example, instead of saying“An elephant needs a lot of vegetation every day,”try saying“An elephant needs as much as 660 pounds of vegetation every day.”


Concise


Academic speaking is expected to adhere to time limits. You have probably seen speakers who have to omit some important points because their time is running out. Be concise and only say things that add value. In the following revised sentences, some phrases are deleted, reduced or reworded to make the statements more concise.



	ORIGINAL
	REVISED



	I have prepared some slides. Let me show them to you. Here is a slide about ...
	Here is a slide about ...



	Sporting climbing can be considered an activity that is an offshoot of traditional climbing.
	Sporting climbing is an offshoot of traditional climbing.



	With your busy schedule, it will be difficult for you to be waiting at your house for delivery when we arrive.
	Your busy schedule will make it difficult for you to be at home for our delivery.





Repetitive


Repetition is an important feature of academic speaking. Skillfully repeating the key ideas will help the audience remember the speech without getting bored.

For example, you might mention that there are three main points to be discussed and briefly introduce them.

Then say,“Let's begin with the first point, which is ...”

After you finish this point, you can say,“So far, we have talked about point one (restate in a few words). Now, I'd like to move on to point two.”

Afterwards you can say,“Up to this point we have discussed point one which was ... and point two which was ... The third point to consider is ...”

In the end, you can conclude by saying,“I'd like to quickly recap the three main points of my presentation. Point one was ... Then we looked at point two ... Finally in point three we discussed ...”

Repetition leads to retention. This form of repetition is very effective in reinforcing the key points, so that the audience will be able to remember them after the presentation is over.

Passage C　Structuring a Presentation

The structure of a presentation is vitally important for its success. An audience will forgive most things, a weak voice, poor eye contact, unpolished speaking, and even language deficiencies. There is one thing though they never forgive, and that is poor structure. They have taken the time to listen to you, so you should respect that by putting time into organizing your presentation. The following are three steps you can follow to help you structure your presentation.


Step 1　Brainstorm ideas


It is easy for you to get overwhelmed when you start planning your presentation, because you have so much information and you do not even know where to start. You can actually start by scribbling down anything you think you might need to say. At this stage, do not worry if you end up with pages of information.


Step 2　Be selective in what the presentation contains


After everything is written down on the paper in front of you, the selection process begins. The purpose of your presentation is to share your research work and to convince the audience that the research presented is important and relevant to them. To this end, you should deliver what the audience want to hear, rather than what you think you want to tell them. Therefore, select those elements that will give the audience a reason for listening. If you fear that you may leave out something important, then a better approach is to be selective in the presentation itself and to provide additional information you feel the audience might need during, say, the Q & A session afterwards.


Step 3　Use a simple structure


Once you have decided on the content of your presentation, you need to look for ways that link the various components together. Here is a good rule of thumb in structuring a presentation: keep it simple. Generally, it is difficult for people to understand what they hear unless they are able to organize the information in their own minds. To help with this, create a presentation with a simple structure. One structure which works well for any presentation you may have to give consists of three parts: introduction, body, and conclusion. The introduction at the beginning tells the audience the topic your presentation is about. Then, the body in the middle contains the main points used to support your topic. Finally, the conclusion repeats the topic you covered at the start.

Apart from the three sections introduced above, there is one more component for a presentation structure—transitions. Transitions do not constitute a separate section, yet they are no less important for the success of your presentation. They establish connections between sections and help guide your audience through your presentation. Just as you depend on a map to find your way in a new place, transitions provide the audience with directions for how your ideas fit together in a logical order. Signal to your audience when you move from one section to another, and from one main point to another.

The following chart illustrates the presentation structure described above:


INTRODUCTION


Transition


BODY

I. Main point 1


Transition


II. Main point 2


Transition


III. Main point 3


Transition


CONCLUSION



This simple structure may seem a little dull, but it will enable your audience to easily follow, thus greatly enhancing the appeal of your presentation. With a good structure in place, you can now begin writing your script with greater ease.

Exercises


I. Review questions


Answer the following questions:


	What is the very first step towards a successful presentation? Why is it crucial?

	Why is it necessary to limit the topic of a presentation?

	How many key points should a presentation cover?

	What organizational patterns are commonly used for academic presentations?

	Why is it necessary to write a script for an oral presentation?

	What are considered as good slides for a presentation?

	What are the essential features of academic speaking?

	What is a good rule in structuring a presentation? What is a highly recommended structure for presentations?




II. Oral tasks



1.
 Work in pairs and discuss the following questions:

1）Have you given academic presentations before? What are your strengths and weaknesses?

2）How can the developing of presentation skills help you with your personal life, as well as enhance your academic and professional prospects?


2.
 Work in small groups. Discuss the following questions:

1）Do you agree with the seven steps introduced in Passage A for planning an effective presentation? Why or why not? Which step(s) do you find the most helpful in the preparation of your presentation? Are there any other steps you would like to add to the list?

2）Why is audience analysis an important key to a successful presentation? How do you design a presentation which gets the audience's attention?

3）Academic writing is very formal in style; academic speaking is relatively informal; and everyday conversation is usually very informal. Analyze the following three paragraphs and label each with the correct language style: academic writing, academic speaking, or everyday conversation. Then explain the reasons for your choices.

a）__________


The global economy shows signs of improving as major tail risks emanating from advanced economies have receded. Asia also faces better prospects. After a year of subdued economic performance, growth in Asia is set to pick up gradually in the course of 2013, to about 5.75 per cent, on strengthening external demand and continued robust domestic demand. Consumption and private investment are expected to be supported by favorable labor market conditions—unemployment is at multiyear lows in several economies—and relatively easy financial conditions.



(Adapted from http://www.imf.org/external/pubs/ft/reo/2013/apd/eng/areo0413.pdf, retrieved June 28, 2013)

b）__________


Let me start with the global economy, where momentum continues to slow. We expect global growth of 3.3 per cent in 2012 and 3.6 per cent in 2013—lower than we thought a few months ago. The slowdown itself is not the main story. The main story is that the slowdown is spreading to regions that have previously held up well. This is what worries me the most. In this interconnected world, there is really nowhere to hide. We see this here. Malaysia has held up well so far with growth above 4.5 per cent, but we are in risky territory. This year, growth in emerging Asia fell to its lowest level since 2008—partly from domestic slowdowns in China and India, but also because of strong gusts from storms in the west.



(Adapted from http://www.imf.org/external/np/speeches/2012/111412.htm, retrieved June 28, 2013)

c）__________


Hey, you guys need to make money? Umm ... Well, we go to a church camp every year. It's real expensive, so we do hot dogs and other foods after church. And when people come in to eat, they sort of donate. It really works! We made over 500 dollars one time!




III. Writing tasks



1.
 In most cases, presenters at academic conferences develop ideas from their academic papers into a presentation. A potential problem is that, due to the differences between written and spoken language, a presentation derived in this way may sound too formal and stiff. The following sentences are written in very formal language. Revise these sentences so that they become less formal and thus appropriate for oral presentation.

1）Communities differ greatly with respect to the establishment of membership and the assessment of social power.

______________________________________

2）On the surface, the reasons for the association between physical activity and mental health were unclear.

______________________________________

3）The reduced complexity of patterns will lead to the shortening of the training duration.

______________________________________

4）It is recommended that these issues be discussed at the next meeting.

______________________________________

5）When performing these tests, the active participation of the members being tested is required.

______________________________________

6）With regard to profit forecasts, the figures pertaining to this year will appear to indicate a downward tendency.

______________________________________

7）One potential problem with using tape media to back up server data is that data drives require regular cleaning to maintain reliability.

______________________________________


2.
 Suppose you are going to give a presentation to a group of college students. What topic do you plan to focus on? What information do you want to convey? How do you organize all the information? Create a plan of how you will structure your presentation. For example, if you are going to talk about depression, then your plan may look like the following:



Introduction:
 What is depression?


Body:



	Causes of depression

	Symptoms of depression

	Ways to cope with depression




Conclusion:
 Depression doesn't have to rob people of the joy of living.




IV. Listening tasks


A. How to deliver an Oscar winning presentation

If you hate giving presentations, you are not alone. The reality is that many people get anxious because they fear messing up their presentations and being embarrassed. Knowing that presentations are a necessary pain, you should not let your anxiety put you off. On the other hand, presentations do get easier with practice and experience. The following video provides you with nine useful steps which should help you boost your confidence.

(Suggested website: http://www.videojug.com/film/how-to-deliver-an-oscar-winning-presentation, accessed June 12, 2013)

Directions:

Watch the video and answer the following questions.


	How to relax before a presentation?

	How well should a presenter know the source material?

	Is it acceptable to pause for thought during a presentation? How can such a pause help with the presentation?

	Why should presenters give out handouts at presentations?

	What kind of PowerPoint slides are effective?

	How can a speaker jazz up a presentation?

	Why should a speaker beware of numbers in a presentation? How to deal with them properly?

	What is the“presenter view”? How can it help a presenter?



B. How to structure a speech

When you have a speech to make, the first important element is structure. The following video provides you with insightful tips on how to put your ideas into a clear, strong structure.

(Suggested website: http://www.videojug.com/film/how-to-structure-a-speech, accessed June 25, 2013)

Directions:

Watch the video and complete the outline below.

Topic: How to structure a speech


	Three key things to bear in mind for speech giving

1）There is nothing to beat __________. _______________, the better.

2）Don't worry about speaking for too long.

A five-minute speech is much more __________ than a twenty-minute one.

_____ is often the key.

3）Don't think about __________ separately.

They are one and the same thing: you are writing to make the speech __________.

	Tips for structuring your speech

__________ this part of the process.

A good structure or outline can be __________.

1）Start by __________ you could think of that you might need to say.

Do not start by trying to __________.

2）Step aside from the information you've got, and look at __________.

“__________”: those elements in the speech that you must say;

“__________”: those that might be quite nice to bring the thing to life;

the structure will give you the ability to __________.

3）Decide the impression you want the speech to create and the core to the structure.

Create something in-tune with _______________, rather than with __________.

4）Find __________ to pull things together.

Find something that will act as _______________ of the various facts and stories, something that will give the audience __________.　

5）Do another“brain-dump”.

Which parts of that structure __________; which parts __________.　

6）Only when you have something scribbled on the paper in front of you _______________. Writing can be very easy when there is __________ in place. And if not, it could __________.



Useful Expressions


Introduction



1.Starting a presentation



	Shall we begin?

	OK, then, let's start.

	Ladies and gentlemen, may I have your attention, please?

	If I could have your attention, please.




2. Welcoming the audience



	Good morning, ladies and gentlemen/everyone.

	I'd like to thank you for coming.

	Thank you all for coming.

	Thank you for finding the time to come and join me for this presentation.

	I am very happy/pleased to be here with you today.

	I am honored/privileged to be here on this special occasion.

	I consider it a great honor to share this special time with you.




3. Introducing yourself



	First of all, I'd like to introduce myself.

	Let me start with a few words about myself.

	I am a Ph.D./Master's student at ...

	I am doing a Ph.D./a Master's at ...

	I study ... and I am in my second year.




4. Introducing the topic



	I am delighted/pleased/honored to be here to talk to you about ...

	Today, I'd like to/I am going to talk about ...

	I'd like to take this opportunity to discuss/explain/present ...

	The topic/focus/subject of my talk/presentation/speech today is ...

	In today's presentation, I'd like to restrict myself to/concentrate on ...




5. Structuring



	Today, I'd like to discuss three points/focus on three issues. They are ...

	I've divided my presentation into three sections.

	My presentation consists of three parts.




Conclusion



1. Summarizing



	Let me run over the key points again.

	To sum up/summarize, ...

	So, just to recap, ...

	Finally, I'd like to recap/summarize/sum up/review the main points.




2. Concluding



	In conclusion, ...

	I'd like to conclude by saying ...

	Allow me to conclude by ...

	As a conclusion, I'd like to ...

	I'd like to leave you with the following conclusion.




3. Thanking the audience



	Thank you for your attention.

	Thanks very much for coming/listening.




Transition



1. Moving on to the body of the presentation



	OK, now let me start by looking at ...

	First, let me tell you something about ...

	I'd like to begin by describing ...

	Right. Let's begin with a description of ...

	So first, I'd like to give you a little background.

	So why did we carry out this research? Well, ...

	So what were our main objectives? Well, ...




2. Introducing a main point



	As far as ... is concerned, ...

	With regard to ...

	Regarding ...

	Now let's move on to ...

	Let's now turn to ...

	Next, I'd like to look at/talk about/discuss/examine ...

	That brings me to my next point.




3. Referring to the previous main point to introduce a new one



	I've told you about ... We'll now move on to ...

	That's all I have to say about ... Now let me turn to ...

	We've looked at ... Now I'd like to discuss ...

	So much for ... Let's now look at ...

	Before moving on to ... I'd like to reiterate what I said about ...

	We've considered ... Equally important is ...




4. Moving on to a conclusion



	That brings me to the end of my presentation.

	Before I stop/finish, let me just say ...

	To recap the main points, ...

	I'd like to conclude with ...

	To sum up my main points, ...



Cultural Tips　Political Correctness

Ever since its emergence in the 1980s, political correctness has been a hot issue. Political correctness (also politically correct) is a term used to denote the tendency among organizations and businesses, particularly academic institutions, to consider the impact of certain words on the racial, cultural, gender, or other identity groups being described. In light of this principle, people involved in academic exchanges are expected to avoid using words that are rude or offensive to others.

Using gender-neutral language that is fair to women and their roles in society can be a meaningful move towards gender equality. For example, instead of using the gender-biased titles“air hostess”,“policeman”and“chairman”, people now prefer to use“flight attendant”,“police officer”and“chairperson”to designate both men and women. The sentence“A professor should focus a significant amount of his
 time on research”contains a gender stereotype which should be removed. A gender-neutral version“Professors should focus a significant amount of their
 time on research”covers both sexes.

Increasing awareness of political correctness is also reflected in the use of words that relate to a person's physical appearance. A person who is deaf is now referred to as“hearing impaired”. A person who is blind is now“visually challenged”. A person who used to be called“retarded”is now spoken of as“mentally challenged”. Moreover, the term“the disabled”emphasizes the disabilities and reduces the persons to the disabilities. The phrase“people with disabilities”is considered more acceptable, as it acknowledges the personhood of the reference and shows a respectful attitude.

One must be careful, too, in using ethnical and racial terms. Black people living in America are now referred to as“African Americans”,“American Indians”and“Redskins”are increasingly replaced by“Native Americans”, and“Asians”is strongly preferred to“Orientals”. In general, it is wise to use a specific geographical term to describe people who come from a particular ancestry.

Even though some people may claim that political correctness is suppressing free speech, this principle is ultimately about showing respect for people. When you speak in an academic context, your audience may include people of differences. If you want to be taken seriously, use language that is sensitive, fair, and respectful to others.


Unit 5　Creating a Presentation

Learning Objectives

— To learn what to include in each part of a presentation

— To learn how to prepare presentation slides

— To learn how to practice for an effective presentation

Passage A　What to Include in a Presentation

A good presentation structure consists of three parts: introduction, body, and conclusion. The introduction prepares the audience for what is discussed in the body, and the conclusion reminds them of the most important points. Each person may have his or her own idea of what to include in each of these three parts, but here are some suggestions which may help.


I. Introduction


Everybody will listen carefully to the first few sentences of your presentation. Do not waste this high attention time, and engage your audience right at the beginning. A good introduction does the following five things:


Step 1　Welcome the audience


Your audience like it when you greet them, because it lets them know that they matter. Apart from simple greetings such as“Good morning, ladies and gentlemen,”you can also express pleasure and honor by saying, for example,“I'm honored to be here with you this morning.”This helps to break the ice and create a warm ambience.


Step 2　Introduce yourself and your topic


If the audience do not know who you are, then you are expected to go beyond simply saying“My name is ..., and I am going to talk about ...”You will also have to establish your credibility to talk on the given topic by stating your credentials, such as relevant degrees and work experience. The audience will listen to you only if they trust you.


Step 3　Use an attention-getter


Attention-getters are devices used at the beginning of a presentation to entice the audience to continue listening. Some useful attention-getters include the following:


	Asking a thought-provoking question

E.g.　Have you ever thought about how computers will evolve over the next 100 years?


	Citing a quotation from someone authoritative in the field

E.g.　Hippocrates, the“father of medicine”, once said,“It is more important to know what sort of person has a disease than to know what sort of disease a person has.”


	Referring to an unusual event or fact

E.g.　Human babies come to the world more vulnerable than most other creatures in the world. But over the next year, they transform from the most helpless of creatures into the most capable, the only primate who walks on two legs.


	Providing significant statistics

E.g.　According to the International Organization for Migration, the number of people displaced by rising sea levels will be as high as 200,000,000 by 2050.


	Using suitable humor

E.g.　Creativity means thinking out of the box. Orville Wright did not have a pilot's license when he took to the air.


	Asking the audience to imagine

E.g.　What is a smart home? Imagine calling your smart kitchen to get dinner started when you are ready to go home. Imagine using your cell phone to set the temperature to a comfortable level before you reach home. Imagine receiving a text message or an email in case of a gas leak or a fire in your house.





Step 4　Introduce your thesis statement


The thesis statement is a declarative sentence by which you inform the audience about the purpose of your presentation. It should be clear and concise, so the audience know exactly what you are going to talk about. For instance, if your presentation topic is the role of emerging markets in investment portfolios, you can say the following as your thesis,“With the high economic growth in the emerging markets, we need to have a better understanding of where they belong in investment portfolios.”


Step 5　Preview your main points


Once you have introduced the thesis statement of your presentation, provide an overview of your main points. You do not need to elaborate on the minute details. Just tell the audience briefly what main points you intend to cover, such as“I will first talk about what big data is, then I will explain where big data comes from, and in the end I will discuss how we should deal with the big data challenge.”

The following is a sample introduction which integrates the above-mentioned five steps:


Sample introduction




(Welcome)
 Good morning, ladies and gentlemen. It is a great honor to speak to you today. ‖ (Self-introduction)
 My name is ... from ... where I am responsible for ... ‖ (Topic)
 Today, I would like to talk to you about 4G technology and the impact it will have on businesses. ‖ (Attention-getter)
 According to a global study by EE, the largest mobile network provider in the UK, over 76 per cent of the businesses surveyed agree that 4G has helped their companies innovate, and 47 per cent say 4G has saved their company money, with one small US-based construction company claiming this amounts to over 1,000 per day. But this is just the beginning. ‖ (Thesis)
 As the workforce becomes more mobile, the faster 4G technology can provide plenty of benefits and opportunities for businesses. ‖ (Preview)
 By presenting an overview of productivity gains, sales growth, and customer service improvement, I hope to give you a better understanding of the business benefits of 4G.



Despite its significance, the introduction should cover no more than ten to fifteen per cent of the entire presentation. An endless introduction will strain the attention span of the audience and turn them off before you get to the crux of your presentation.


II. Body


The body is where you present your main points one by one in logical order and the evidence you use to illustrate each of these points. It is highly recommended that you include three or at the most five main points in the body. Too much information will overwhelm your audience and dilute the impact of your key messages.

When developing the main points in the body, you can use the following simple format:


	State the first main point

　　Support it with evidence

	State the second main point

　　Support it with evidence

	State the third main point

　　Support it with evidence

...



Evidence adds interest to your presentation and helps you get your messages through. The evidence you give should be directly related to your main points, concrete, and varied. The following are some forms of evidence you are advised to use.


Examples.
 Examples help the audience understand by making ideas more concrete. They are especially helpful when used to describe and explain things unfamiliar to the audience. To illustrate your point, you can either use a factual example of what happened in the past or a hypothetical example of what could happen in the future.


Stories.
 Stories, both real and imaginary, can be worked into your presentation to support or clarify your point. The essential elements of a story, including the characters, the setting, the plot, and the time line, give the audience an opportunity to literally relive the experience and thus make your messages more absorbing. The audience may remember good stories long after they walk out of your presentation.


Quotations.
 Direct quotations or paraphrases of statements made by recognized authorities are especially important for controversial topics and skeptical listeners. Quotations from ordinary people such as eyewitnesses are also valuable if they reveal compelling firsthand information. If the source of a quotation is not readily known to the audience, identify the name and qualifications of the person before you use his or her statement.


Statistics.
 Statistics add precision to your presentation as long as they are from a reliable source. Identify the source of your data and inform the audience of when and how the data were collected. Explain your statistics, especially with large numbers. It may be difficult for the audience to visualize“This hard drive provides you with 500,000,000,000 bytes of storage space”. Therefore, help them understand by adding,“It may allow you to store about 100 high-definition movies.”

More specifically, in the case of an academic paper presentation, the body usually includes as main points the research background, the results obtained, and a discussion of the results.

When introducing the research background, first tell the audience the motivation for your research. This allows the audience to know more about the problem you are attacking. Next, you can go on and introduce related work. You only need to cover this part briefly, and if the audience would like further information you can refer them to your paper. Then, you need to explain the methodology adopted for your research. It may be tempting to describe all the steps of a process, but do not go into too much detail. You can include a diagram of the whole process and tell the audience that you will only highlight the key steps due to time constraints. If you are worried that someone in the audience will be interested in the details of the process, you can again refer them to the more comprehensive explanation in your paper, or you can include these details in your handouts. Try using examples to help explain complex procedures, and minimize the use of difficult equations and calculations as they tend to confuse the audience.

The results obtained and a discussion of the results should generally be the highlights of your research and thus the parts of your presentation which are of most interest to your audience. Unfortunately, they come in the middle of your presentation when audience attention may be at its lowest. Therefore, avoid the temptation to inform the audience of every detail of your results, and focus on what the audience need to know. Here are some questions the audience often need brief answers to:


	What did you find?

	Were the findings the same as you expected?

	What do the findings mean?

	What is the value of the findings?



When describing your results, choose the minimal amount of data that will clearly show your audience what they need to learn about and use the most appropriate format for presenting the data. You can use tables, graphs or charts, as long as they are quick for the audience to read and comprehend. If your results were not what you expected, explain the differences. For this part, do not hesitate to use a narrative style and comment on your feelings of surprise. The drama you create will keep the audience interested. It is possible that the results you obtained were uninteresting or even negative. Should this happen, do not hide them or, worse yet, invent anything to make them look better. Admit to the audience that you did not get what you hoped for and then tell them how you plan to resolve the problem. Your audience will appreciate the negative results you share, as this useful information tells them what does not work. It is also likely that some experienced members in the audience may even help you find a solution.


III. Conclusion


Now that you have finished the body of your presentation, it is time to come to a conclusion. Many presenters do not conclude properly. They either end with phrases such as“I'm done”or“That's it,”or they merely stop. Actually, as the last words you share with your audience, the conclusion may determine how they will remember you and your presentation. A good conclusion should take about ten to fifteen per cent of your speaking time and include four important steps.


Step 1　Summarize your main points


Remind the audience of your main points in a clear and concise manner. You can use a single well-formed sentence for all the points or one sentence for each point. Do not bring in any new points or further examples at this stage.


Step 2　Restate your thesis


Reiterate your thesis statement and emphasize one last time your core message. If your original thesis contained a question, answer the question conclusively. This brings closure to your presentation and focuses your audience on the take-home message.


Step 3　Thank your audience


It is polite and traditional to thank the audience for their participation and interest.


Step 4　Ask for questions


At the end of your presentation, it is important that you invite questions from the audience. This allows them to ask for clarification, so that they are less likely to leave your presentation with misunderstanding about your messages. Moreover, the audience may provide you with some feedback and insights which you may find helpful and inspiring.

The following is the conclusion of a presentation on Murphy's Law which states that“Anything that can go wrong, will go wrong.”Notice how the speaker follows the four steps listed above.


Sample conclusion



Now, let's sum up. (Summary)
 We have considered the origins of Murphy's Law, three cases involving Murphy's Law, and how we should perceive our everyday notion of“bad luck”. ‖ (Thesis)
 So now you see, in fact, there are scientific explanations for why“bad things happen”, and Murphy's Law has more to do with statistical probability than it does with sheer bad luck. ‖ (Thanks)
 That's it for my talk today and thank you for your attention. ‖ (Asking for questions)
 Any questions, please?



If you are presenting your ongoing research, it is really necessary to talk about your future work before you thank the audience. Tell them how you plan to continue your line of research. It is likely that some interested members in the audience may provide you with valuable suggestions or even extend an invitation for collaboration.

Passage B　Creating Presentation Slides

A commonly used tool in academic presentations is Microsoft PowerPoint, by which a speaker guides the audience through slides. Properly prepared slides can help to make a presentation interesting and easy to understand, yet ill-prepared slides can bore the audience, give them headaches, and even ruin the presentation. Below are some general tips on slide preparation, followed by more specific tips on how to write text, create graphics, and use other visual effects. These tips may help you make the most out of your presentation slides.


I. General tips on slide preparation



Focus on your presentation


Your slide show is a way to illustrate what you are saying to the audience. It is there to support your messages, rather than make you superfluous. One of the most common presentation mistakes is to make the slides the focus and read from the screen. If the whole speech is on the slides, why would the audience need you? Remember, the best slides should be virtually meaningless without your description.


Keep slides simple


Your slides should only contain the key points. A slide filled with letters, numbers, images, colors is more distracting than effective. You are using slides to highlight your essential ideas, not to compete with you for your audience's attention.


Present one idea per slide


Each slide should have only one idea which is summarized as the title of this slide. Everything on the slide should be in support of this idea. This approach not only gives clarity to your idea, it also avoids people from reading ahead and missing what you want them to hear.


Use two minutes per slide


A good rule of thumb is that each slide should take about two minutes to deliver. If a slide runs too long, break it into multiple slides. This helps the audience to keep their attention on your slide and take in the message.


Make slides visible by all audience members


If you are speaking to a large audience, make sure that your text, graphics, and images are not only large enough but also projected high enough, so that all persons seated can see them easily.


II. Tips on how to write text on slides



Avoid using complete sentences


Keep the text simple. Use phrases rather than complete sentences to capture the key points. The only exception is when you include a direct quotation. In this case, you can write down the sentence as it is.


Be consistent


Keep a consistent look throughout your slides. Using the same text color, font, size, and capitalization format makes it easier for the audience to follow your flow of ideas. If you are using bullet points, keep the first word in each bullet grammatically the same.


Choose the right font and size


Even if you are tempted to play with various fonts, stick with a standard font such as Times New Roman, Arial or Calibri for your academic presentations. Use font sizes large enough for the entire audience to see, such as 40 points for titles, 32 points for main points, and 28 points for secondary points. Try not to use fonts smaller than 28.


Check your spelling


After you have finished creating the text, run a spell check to correct any misspelled words. Also, there are spelling differences between American English and British English. It is suggested that you choose one variety and stay consistent throughout.

Compare the following two slides. The one on the left follows the rules given above, and is therefore much easier to read.


DO




Topics a Venture Capitalist Cares about



	Business model

	Novel technology

	Competition

	Marketing






DON'T




Topics a Venture Capitalist Cares about



	
your company's business model


√ Do you have a novul technorlogy with the potential to generate high returns?

	How do you stand out among your business competitions?

□ What markertting strategies do you plan to use for your new product?







III. Tips on how to create graphics on slides



Use simple graphics


The term“graphics”refers to all the graphical parts used to represent data in a presentation. Various types of graphics such as pie charts, bar charts, line graphs, and tables are valuable tools for effective delivery of information. However, it is suggested that you use simple graphics for your oral presentation, as too much information will confuse the audience rather than help them understand better. The following table offers some advice on how to use graphics properly without causing confusion.



	TYPE OF GRAPHICS
	USEFUL FOR
	MAX. NO. ELEMENTS*



	Pie chart
	Percentages
	5 slices



	Bar chart
	comparisons, correlations, rankings
	8 bars



	Line graph
	showing changes over time
	4 lines



	Table
	comparing small amounts of information
	3 columns and 3 rows




* MAX. NO. ELEMENTS: the maximum number of elements to be included.

(Adapted from Wallwork, 2010: 82)


Label charts and graphs clearly


Always label your charts and graphs clearly for easy reading. Label the axes horizontally if possible and use data labels to highlight specific data points. Compare the two bar charts below and see how the one on the left provides easier readability.

[image: 0111-01]


As is also shown in the two charts above, legends are often used to identify the symbols associated with each data set. However, they may not always be the best idea for presentations, as the audience will have to constantly refer back and forth between the chart and the legend in order to decode the information. Alternatively, as is illustrated by the left line graph shown below, you can label each line individually so that the audience no longer have to figure out puzzles.

[image: 0112-01]



IV. Tips on how to use other visual effects



Use pictures to replace unnecessary text


[image: 0112-02]
(From http://office.microsoft.com/en-us/powerpoint-help/speaking-visually-eight-roles-pictures-play-in-presentation-HA010361422.aspx,retrieved June 13, 2013)



Like graphics, pictures also provide a valuable visual tool which helps you reduce the amount of text on your slides and yet illustrate your point more effectively. Do not use pictures just for decoration, or they will not only lose their impact but also distract your audience. The following picture was used in his class when Johnny Male, a certified Maine Driving Dynamics instructor, explained that the difference between hitting a child at thirty miles per hour and hitting him or her at forty miles per hour could mean life and death. If he just stood up there lecturing, the audience would quickly lose interest. However, when he presented this picture, he could hear a pin drop. The audience got the message!

Use high-resolution pictures only. When you stretch a small, low-quality picture to fit your design, you will decrease the resolution even further.


Avoid animations


Animations are rarely useful for academic presentations. Flashy animations tend to distract rather than engage the audience. Some speakers tend to use animations for explaining complicated processes, yet a better approach would be to just simplify the process. After all, it may not be necessary for the audience to know every step.


Choose the right colors


Poor color contrast is one of the most common mistakes people make while designing slides. Experts suggest using dark objects on a light background, or light objects on a dark background. Some members in the audience may have difficulty distinguishing certain colors, such as red and green, blue and purple, blue and black. So, avoid using these colors in combination.

Passage C　Practicing a Presentation

Once you have written the script and created the slides, it is time to practice. Do not underestimate the value of practice and repetition. The more you practice, the more comfortable you will be while delivering your presentation. Set aside plenty of time, preferably at least a week, especially for important presentations. As for how many times you should practice, speech experts suggest practicing out loud from beginning to end at least once a day to make sure each and every word flows naturally from your mouth. The following are some helpful tips on how to practice in the days leading up to the occasion.


Memorize the introduction and conclusion


While practicing, focus on your introduction and conclusion. The introduction is the first impression your audience have of you and the conclusion is the last message your audience are most likely to remember. Memorizing these two parts can help you begin and end your presentation more smoothly so that you can be more relaxed while speaking. It should also be very helpful if you can memorize those particularly important or difficult sentences in the body of your presentation.


Concentrate on the ideas


Do not worry if you do not recall the exact words or miss phrases or even paragraphs. Actually, you do not need to memorize your entire speech at all. In fact, when you try to remember words after words, you fail to respond to what the audience want and end up creating a barrier between you and your audience. Therefore, concentrate on your main ideas and concepts. When you get lost during your presentation, keep going and try to find your way back to your main idea. After a few practice runs, you will find even if you take a slightly wrong turn you can always get through.


Use visual aids


Practice using visual aids so that you know how to interact with them during your presentation. Practice how you will present your slides and add transitions between slides. If possible, check the set-up in the actual presentation room and familiarize yourself with the equipment used to display your slides.


Time your practice sessions


Make sure your presentation falls within the allotted time. If your presentation is too short, try to elaborate more on the most significant aspects; if it is too long, cut out some material. Remember to allow time for questions from the audience. If the meeting organizer does not specify discussion time, leave about twenty per cent of your presentation time for questions.


Practice in front of a mirror


Do not sit at your computer and rehearse your presentation. Instead, stand up and practice in front of a full length mirror if possible. Mimic as closely as possible the conditions of the upcoming presentation. Incorporate your eye contact, facial expressions, gestures, and stance into your rehearsals. Eliminate any distracting mannerisms or nervous habits you may have, such as flickering hair, touching the nose, and cracking knuckles.


Practice in front of people


In addition to practicing alone, try to practice in front of a group of people. Go to the actual room and wear the same clothes you will be wearing on that day, if possible. Ask the people to comment on your presentation. This is especially useful if they are going to the same event, as they will know exactly what to expect from you. When soliciting their feedback, avoid asking general questions such as“How was it?”or“What do you think?”Instead, invite them to fill out a questionnaire which pinpoints possible areas for improvement. (Refer to the second oral task in Unit 6 for a presentation assessment sheet.) You can videotape yourself giving the practice presentation so that you can view the recording later to see how you can improve your speech and body language.

Exercises


I.Review questions


Answer the following questions:


	What is the function of an introduction in a presentation? What should an introduction include?

	How can a presenter catch the audience's attention at the beginning of a presentation?

	What is a thesis statement? How to write a good thesis statement?

	What kinds of evidence can be used to support the main points?

	What are usually included as main points in the body of an academic paper presentation?

	What is the function of a conclusion in a presentation? What should a conclusion include?

	Why are slides important for a presentation?

	What are some general tips for preparing presentation slides?

	What expectations will the audience have regarding the use of text on slides? What about the use of graphics and other visual effects?

	Why is it necessary to set aside enough time for practice? How to practice?




II. Oral tasks



1.
 Generally speaking, there are three steps for you to follow when presenting data.



	Steps
	Information to be included



	1. Introduction
	the title of the graph/chart, the variables, the meanings of symbols and colors



	2. Body
	a description of the data



	3. Conclusion
	a summary of the pattern




Example:


Sales of Products, 2005-2012

[image: 0116-01]



(Introduction)
 This graph shows the sales figures of products between the years 2005 and 2012. The horizontal axis displays years and the vertical axis displays units of sales. ‖ (Body)
 As you can see, there was a decline in sales between 2006 and 2008. However, the numbers started to rebound in the year 2009, hitting a record high in 2011. After that, there was another slight downturn. ‖ (Conclusion)
 Over the eight-year period, the sales figures have fluctuated, but the overall increase is clear.

Now, work in pairs. Follow the three steps to describe the graphs below.

1）


Travel Styles of Visitors, 2012

[image: 0116-02]


2）


Travelers by Month and Purpose of Travel, 2012

[image: 0116-03]


3）


Main Accommodation Types Used by Visitors, 2012

[image: 0117-01]



2.
 Group presentation. Some people think that smoking tobacco should be made illegal. Do you agree or disagree? Work in a group of four to five to prepare a seven-minute presentation. Finish the task according to the following guideline:

1）Brainstorm together and think of three main points to argue for or against this idea.

2）Make your main points clear and logic with various forms of evidence.

3）Design an introduction for your presentation. Be sure to include all the five steps expected of a good introduction.

4）Design a conclusion for your presentation. Be sure to include all the four steps expected of a good conclusion.

5）Practice and give your group presentation in front of the class.


3.
 Work in small groups and discuss the following questions:

1）Assess the group presentations given by your classmates on the topic of smoking tobacco. Which presentation impressed you the most? Why? Comment on the most impressive presentation and share your ideas with the class.

2）What kind of feedback would you like from the audience about your presentation rehearsals? Make a list of various aspects you want your audience to comment on and share your list with the class.


III. Writing tasks



1.
 An outline can help clarify your presentation so that you know exactly what information is to be covered. With a well prepared outline, your presentation will be more organized and focused. Plan a seven-minute presentation on a topic of your choice and write an outline of this presentation. You can use the outline format as shown below.



TOPIC:
 ___________________


INTRODUCTION


1）Attention-getter: ___________________

2）Thesis statement: ___________________

3）Preview of main points: ___________________


BODY


1）First main point: ___________________

Evidence: ___________________

2）Second main point: ___________________

Evidence: ___________________

3）Third main point: ___________________

Evidence: ___________________


CONCLUSION


1）Review of main points: ___________________

2）Restatement of thesis: ___________________

3）(Optional) Future work: ___________________




2.
 Prepare a set of slides for the same presentation for which you have developed an outline. You may consider to include the following slides:

—A title slide: the presentation title, the author's name, affiliation and contact information

—A contents slide: a list of the main points

—A number of slides for each of the main points: details, statistics, pictures, etc.

—A summary slide: the take-home message

—A thanks slide: thanks to the audience


IV. Listening tasks


A. How to improve your PowerPoint presentations

PowerPoint has dramatically changed the way in which presentations are made. It is so easy to use that anyone can create fantastic PowerPoint slides. However, there are a few common mistakes that many overenthusiastic users tend to make. In the following video, each of the four users has a confession to make as to how they have abused PowerPoint.

(Suggested website: http://www.videojug.com/film/how-to-improve-your-powerpoint-presentations, accessed May 15, 2013)

Directions:

Watch the video and answer the following questions.


	What is this group meeting mainly about?

	What does WebEx allow them to do?

	What is Peter's problem with PowerPoint presentations? Why shouldn't he do that?

	What is Bill's problem with bullet points and why is that a bad idea?

	What is Stevie's problem? Why should she avoid doing that?



B. Developing public speaking skills working at IBM

At IBM, a leading multinational technology and consulting corporation based in America, people have a lot of opportunities to speak in front of a large audience both internally and at conferences. Coming into IBM from a small company, Ramsey Pryor notes how specific ways have helped him develop presentation skills over time.

(Suggested website: http://www.captureyourflag.com/interview-library/developing-public-speaking-skills-working-at-ibm-ramsey-pryo.html, accessed May 16, 2013)

Directions:

Watch the video and fill in the missing words.


Michielson:
 How are you developing your public speaking skills as you gain experience?


Pryor:
 At IBM, there are 1) __________. It's just internal communications become public speaking, because there are so many people that 2) __________ and you're dealing with 3) __________. So, just to train your sales force on your product, you are gonna be talking to 4) __________. But there is plenty of 5) __________ as well, or dealing with 6) __________ that can be sort of considered as public speaking. That's one of the things that 7) __________. Coming into IBM from a small company, I was very impressed with how many people are happy to pick up the mic and 8) __________. That's been a big opportunity for me since I joined here. There is always an opportunity to 9)_______________and just to get more comfortable with it in general.


Michielson:
 How do you become a more effective communicator when you are in front of a crowd?


Pryor:
 For me, it's just about being comfortable there and making it no different than when 10) __________. I think when I personally was doing public speaking at the beginning, I had to really 11) __________and kind of 12) __________ just cause I felt like I needed to, in case I had frozen lines or something like that I could just kind of 13) __________. But I think once you get over that, you are able to 14) __________ as you are speaking, and make corrections and actually modify that based on 15) __________. I think that's when you get better at it.

Useful Expressions


Referring to visual aids



	As you can see here ...

	Here we can see ...

	Let me show you ...

	Let's (have a) look at ...

	I'd like you to look at this ...

	I'd like to draw your attention to ...

	If you look at this slide, you can see ...

	This slide/table/diagram/chart shows ...

	On the right/left you can see ...




Giving examples



	Let me give you an example.

	I'd like to give you some examples.

	A good example of ... is ...

	To illustrate this point ...

	To support what I've said ...

	Imagine that you ...

	There are many ways to do this, for example/instance, ...

	There are many examples of this, such as ...




Giving explanations



	The main explanation for this is ...

	There are two reasons/explanations for this. First, ... Second, ...

	This can be explained by two factors. Firstly, ... Secondly, ...

	This is due to ...

	As a result of ...

	Due to the fact that ...

	Thanks to ...

	One reason for this is ... Another reason is ...

	The problem goes back to ...




Explaining charts and graphs



1. Explaining the simplification of data



	For the sake of simplicity/visual clarity, I have included only the essential information.

	For ease of presentation, I've converted all the results to whole numbers.

	This is only a simplified view of ... but I hope it helps to explain/it gives you an idea of ...

	I've left out a lot of detail to give you an overview of ... If you are interested, you can find more information in my paper.




2. Introducing data



	This graph/chart/table shows/illustrates that ...

	According to the graph/chart/table/figures/statistics ...

	As can be seen from the ...

	We can see from ...

	As is shown in the ...

	On the x axis we have ...

	On the y axis is ...

	The vertical/horizontal axis represents/shows/displays ...




3. Explaining positions



	on the left/right

	on the left side/right side

	in the middle/center

	at the top/bottom

	the upper/lower part/half/section

	close to/near the top right corner




4. Naming the parts


[image: 0122-01]



5. Explaining trends



	There is a slight/slow/gradual/sharp/rapid increase/decrease in ...

	The curve rises rapidly, then reaches a peak, and then bends slightly downward.

	As you can see, this dotted curve has a lot of sharp peaks and troughs and is clearly different from the solid curve.





	NOUNS
	VERBS
	ADJECTIVES
	ADVERBS



	a rise
	rise (to)
	sharp
	sharply



	an increase
	increase (to)
	huge
	hugely



	a growth
	grow (to)
	dramatic
	dramatically



	a climb
	climb (to)
	marked
	markedly


	
	go up (to)
	significant
	significantly



	a drop
	drop (to)
	considerable
	considerably



	a fall
	fall (to)
	gradual
	gradually



	a decline
	decline (to)
	moderate
	moderately



	a decrease
	decrease (to)
	steady
	steadily



	a reduction
	reduce (to)
	slight
	slightly



	a fluctuation
	fluctuate
	slow
	slowly



	a leveling out
	level out
	
	


	
	remain stable (at)
	
	


	
	stay (at)
	
	


	
	stay constant (at)
	
	




Cultural Tips　Hedging in Academic Speaking

In academic speaking, it is generally a good idea to use cautious rather than assertive language, because you may only have a limited understanding of a particular subject, there are exceptions to what you find, or the situation may change over time. By leaving your discussion open to other interpretations, you show respect for the work of other researchers in your academic field and display modesty and courtesy which help you gain credibility with the audience. This cautious use of language is called“hedging”.

There are a variety of hedging techniques, including the use of verbs, modal verbs, adjectives, adverbs, nouns, and generalization. Examine the following examples and see how the use of hedges may allow presenters to soften their claims and therefore prevent the audience from seeing them as overconfident and even arrogant.


	Verbs: suggest, indicate, estimate, assume, suppose, believe, seem, appear, etc.

E.g.　What's going on in the brain of a three-month-old baby? We can't be sure. But our results suggest
 that baby brains possess a sense of numbers.


　　　A healthy diet rich in vitamins and protein seems
 to lower the risk of asthma and wheezing.


	Modal verbs: will, would, may, might, can, could, etc.

E.g.　Neuroimaging may
 tell us what's different about the brains of kids with various behavioral problems.


	Adjectives: possible, probable, likely, etc.

E.g.　We believe 3D printing is likely
 to open up a new era in reconstructive surgery.


	Adverbs: possibly, probably, seemingly, presumably, perhaps, somewhat, somehow, etc.

E.g.　Individual writers may be somewhat
 flexible with regard to the use of informal hedges in academic writing.


	Nouns: possibility, probability, likelihood, assumption, evidence, claim, etc.

E.g.　The evidence
 reveals that cloud computing is being increasingly welcomed as a desirable alternative to traditional IT services.


	Generalization: tend, generally, usually, largely, some, most, many, the majority of, apart from, except for, etc.

E.g.　
The majority of
 the first climate refugees are islanders who are forced to relocate to new sites due to rising sea levels.





Unit 6　Delivering a Presentation

Learning Objectives

— To learn how to use signposts

— To learn how to interact with visual aids

— To learn how to control voice and body language

Passage A　Using Signposts

When you are driving on the roads, you know where you are because each road or town has a name or number. You can look at the signposts for directions and will not get lost. Similarly, the signposts in a presentation are words, phrases and expressions that guide the audience during a presentation. Signposts help the audience know what the structure of a presentation is, what has happened so far, and what is going to happen next.

Different signposts are used for the introduction, body and conclusion of a presentation. Let us take the introduction as an example. Suppose you are giving a presentation entitled“The Effects of Globalization”. You may use a number of signposts to give an overview of the presentation (see the italicized words below).

E.g.　
I'll start by
 defining what globalization is. Then I'll move on to
 some effects of globalization on world economy, media, and culture. After that,
 I'll consider the opportunities we face in the New Economy. Lastly
 , I'll recap before concluding with some recommendations.


Then, the audience may envisage the presentation structure as illustrated in the following table. The audience will keep this structure in their mind all through the presentation, or they may even write it down.



	Introduction
	Overview



	Body
	1. Definition of globalization

2. Effects of globalization on:

　 · Economy

　 · Media

　 · Culture

3. Opportunities in the New Economy



	Conclusion
	Summary

Recommendations




The signposts you put up will guide the audience to follow your presentation, knowing which point you have reached and where you are going. Thus, they will not get lost.

The following tables list some typical signposts used for the introduction, body, and conclusion of a presentation.


Signposts for the introduction




	Functions
	Signposts



	Introducing the topic
	Today the topic of my presentation is ...

I'm going to give you an overview of ...

The focus of my presentation is ...



	Previewing the main points
	The presentation today has three parts. First, I'll ...

After that I will ... Finally, I will ...

I'm going to talk about three things today. I'll start with ... Then I'll talk a little bit about ... I'll finish with ...





Signposts for the body




	Functions
	Signposts



	Introducing the first main point
	I would like to start/begin by ...

Let us begin by ...

First of all, I will ...

The first point I want to discuss is ...



	Finishing a main point
	Well, we have looked at ...

I have told you about ...

We have already discussed ...



	Starting another main point
	Now we will move on to ...

Let me turn now to ...

Next we will discuss ...

I'd like now to discuss ...

Let's now look at ...

Now, let's talk about ...



	Expanding or elaborating
	Let's look at this in detail.

I'd like to expand more on ...

I'd like to elaborate a little ...

Let's consider this in more detail.

Let me give you some more details.



	Analyzing a point and giving explanations
	What does that mean to ...?

The implication of it is ...

Where does that lead us?

Let's consider this in more detail.

Translated into real terms ...



	Giving an example
	For example/instance, ...

A good example of this is ...

A case in point is ...

As an illustration, ...

To illustrate this point, ...



	Focusing audience's attention on visuals
	Please turn to this slide/chart.

May I focus your attention on the ...?

Please take a look at this slide/chart/graph.





Signposts for the conclusion




	Functions
	Signposts



	Summarizing & concluding
	In conclusion, ...

To summarize, ...

In a word, ...

Finally, let's summarize the main points.

Let's summarize/recap what we looked at today.

Finally, let's look back at what we covered today.

So, to remind you of what we looked at, ...

Let's summarize briefly what we've looked at.

Finally, let me remind you of some of the issues we've covered.



	Inviting questions
	Now, it is the question time.

Does anyone have any final questions?

Does anyone have any questions or comments before we conclude today?

If you'd like me to elaborate or clarify anything we covered today, please ask.



	Finishing and thanking the audience
	Well, shall we stop here? Thank you for your attention.

If there are no further questions, I'd like to thank you very much for your attention.

Thanks for listening. Please contact me later if you have any additional questions or want more information.




Passage B　Interacting with Visual Aids

Commonly used visual aids for academic presentations include PowerPoint slides, overhead projectors, blackboards or whiteboards, and handouts. They are designed to highlight your key points, so that you can save words and time. But visual aids should be“visual”and“aids”. They are“visual”because they focus on text, graphs, tables and charts to help illustrate your messages; and they are“aids”because you cannot rely on them wholly. After all, it is your own speech that really counts. In delivering your presentation, interact with the visual aids in a proper way to support your presentation more effectively.


PowerPoint slides
 are a popular form of visual aid used at academic conferences, as they help to facilitate understanding, focus attention, and reinforce key points. But remember, do not pack your slides too densely and avoid the use of flashy graphics and animations, because such slides tend to compete with you for your audience' attention. (For more information on PowerPoint slide preparation, please refer to Passage B of Unit 5.) Make sure your communication with the slides is smooth and effective. Prior to displaying a slide, provide an introduction statement to gain the audience's attention and heighten their anticipation. The statement such as“Let's look at this slide to see the effects of ...”will lead the audience to the points on the slide. Pause immediately after displaying a slide to give yourself time to think and give the audience time to see and absorb. It is also worth noting that you should talk to your listeners, not your slides. Do not forget to time your slides to coincide with your speech.


Overhead projectors
 are still used often in public speaking, because they are readily available and quite inexpensive to operate. There are three types of overhead projectors, the transmissive, reflective and opaque. Transmissive projectors are most commonly used. Reflective projectors are mainly used in large auditoriums, and opaque projectors allow you to show three-dimensional objects. These visual aids help provide vivid illustrations to the key points in your presentation.


Blackboards or whiteboards
 are not so often used in presentations, but they can be very helpful for demonstrating calculations or deductions on certain occasions. Now, the interactive whiteboard is becoming very popular. It is a large electronic screen connected to a computer and a projector. It can display anything that a computer monitor shows and allows the user to interact directly with what is on the screen. Either the blackboard or the whiteboard, or the interactive whiteboard, is an immediate tool, because you can write while you are speaking and can highlight certain points effectively.


Handouts
 are very helpful tools to supplement your presentation. They range from one or two pages to more than ten pages, according to the length and complexity of the presentation. Handouts are often in the outline format with headings and subheadings, and contain useful information such as important tables and charts, references, and contacts. Sometimes, presenters may just print out their slides to use as handouts. Handouts are mostly distributed before a presentation and sometimes afterwards. While delivering the presentation, ask the audience to refer to what is in the handouts. This will reinforce their understanding and increase their interest in your presentation.

Be careful with your visual aids because they are visual. Proofread them beforehand for spelling and other errors, for if there is one, everyone can see it. Avoid the use of cartoons, cute pictures and clip art, as they are generally considered inappropriate for a formal academic presentation.

Passage C　Delivering a Presentation Effectively

No matter how well you have prepared the content of your presentation, the actual delivery of it really counts. This section will focus on how to use your voice and body language to help convey your messages fully.


I. Voice


Voice is the major way to communicate the content of your presentation, and the way you speak has a great impact on the audience. Voice includes three main elements: volume, intonation, and pace.


Volume
 means how loud or low your voice sounds. During a presentation, your voice should be loud enough for all the audience to catch without difficulty. But do not shout. If it is a large room, use a microphone to help you.


Intonation
 refers to the rise and fall of your voice. Intonation is part of the pronunciation rules and has certain functions. For example, a falling tone commonly indicates a statement and certainty, and a rising tone a question and less certainty. Varied intonation is an effective method to achieve vividness and enthusiasm.


Pace
 is the speed or tempo of your voice. The pace of your speech is important, because it decides the amount of comprehension from the audience. Do not rush. Pauses are necessary sometimes for emphasis and attention. A three-to-eight-second pause is often used just before a key statement or after a major point. Varied pace can make your presentation more energetic.

To sum up, use a well-modulated and varied tone of voice, as it may well decide whether your presentation is enthusiastic and interesting or monotonous and dull.


II. Body language


Body language is how you use your body to convey a message. Some scholars claim that 55 per cent of the messages people convey are non-verbal. Body language can be divided into five types.


A visual image
 refers to what you wear and what image or impression you leave on others. It is important because it is the first impression your audience form of you, which might decide whether they would like to finish the attendance or not. Dress neatly and properly. Business formal and business casual are both suitable.


A facial expression
 means a look on your face that shows your thoughts or feelings. Although some people tend to be serious most of the time during a presentation, a smiling face is always welcomed because it conveys openness and friendliness.


A gesture
 is an arm or hand movement made to enforce your message. But too many gestures may distract the audience. A good suggestion is to use large and slow gestures for a large audience, and small and slightly quicker gestures in an intimate setting.


Stance
 refers to how you stand on the platform. A stiff and upright body shows that you are nervous, which will hurt your credibility. A casual and lazy position indicates that you do not care much about what you are talking, and consequently your audience will not either. The right thing to do is: walk confidently to the platform first, and then stand in a well-balanced way or lean slightly forward. Moving around is acceptable, but it is not good to pace up and down restlessly.


Direct eye contact
 helps you maintain communication with the audience. It also shows that you are confident. Eye avoidance, on the other hand, indicates indifference and shyness. When you look at the audience you see their response, and then you know if they can follow your words and if they are interested in your speaking. But do not stare at a person, as this will make him or her uneasy. A proper way is to move your eyes from one person to another with each changing sentence, if your sentences are not too long.

Body language has a large impact on your presentation, so make sure that it supports your massages. The best way to check it is to practice in front of a mirror and see how your body acts, and then make some adjustments accordingly.

Exercises


I. Review questions



1.
 Give a brief definition to the following words or phrases:

voice volume: ___________________

intonation: ___________________

voice pace: ___________________

visual image: ___________________

facial expression: ___________________

gesture: ___________________

stance: ___________________

eye contact: ___________________


2.
 Answer the following questions:

1）What are signposts and why are they important for a presentation?

2）What visual aids are commonly used for academic presentations?

3）Why should flashy graphics and animations be avoided in a presentation?

4）What is the function of an introduction statement before the display of a PowerPoint slide?

5）When should handouts be distributed?

6）What are the three main elements of voice?

7）What is the correct stance on the platform?

8）Why is direct eye contact important?

9）What does eye avoidance indicate?

10）What is the best way to practice using body language?


II. Oral tasks



1.
 Work in small groups and play a game called“Guess Who They Are”. Each group of students choose two or three well-known speakers, familiar teachers or classmates and try to imitate the way they speak (their voice, stance, gestures, etc.). While one group plays, students of the other groups try to guess whom they are imitating. The group who can successfully guess the most is the winner.


2.
 Work in groups of four or five. All group members take turns to give a seven-minute presentation on a topic of their choice. While one is giving a presentation, the other members watch and evaluate the presentation. The following is a Presentation Assessment Sheet. Rate the performance of each presenter (1 = poor, 2 = satisfactory, 3 = good), and note down their strengths and weaknesses.


Presentation Assessment Sheet


Presenter: __________　Evaluators: __________

Title of the presentation: ___________________


	
	Rate
	Strength
	Weakness



	
Structure


Strong beginning—topic introduced clearly

Main points previewed

Supporting evidence sufficiently provided

Clear signposts

Clear conclusion and strong ending
	
	
	



	
Slides


Clear text

Simple graphics

Not too much detail

No distracting colors, fonts, animations
	
	
	



	
Voice/Delivery


Right pace

Clear and loud voice

Not too many noises (er, erm, um)

Enthusiastic and friendly
	
	
	



	
Audience involvement


Attention of audience immediately gained

Topic clearly related to audience

Audience personally involved in some way
	
	
	



	
Body language


Good stance

Eyes on audience

Appropriate facial expressions

Appropriate gestures
	
	
	



	
Other comments

	
	
	




(Adapted from Wallwork, 2010:41)


III. Writing tasks



1.
 Choose a business that you like (e.g. an auto manufacturer, a shoe company, a restaurant, etc.). Prepare a short presentation to introduce the business. Write down the signposts you would use for the introduction, body, and conclusion of your presentation. You may organize your presentation like the following:



Introduction: Introduce yourself and the topic, preview the main points



Body:



A) Where is the business and what does it do?



B) What makes it better than its competitors? Talk about at least two things.



Conclusion: Summarize, invite questions, finish, and thank the audience





2.
 Imagine that you are going to make a presentation of thirty minutes on a certain topic in your field of interest. Write a handout for the presentation. Your handout should include the following information:


	Your name, title, and organization

	The title and date of the presentation

	Your contact information, such as your phone number, business address, and email address

	An outline of the main points of the presentation

	Brief supporting details for each main point

	A list of references



You may also include the following information:


	A list of recommendations of related research, methodology, etc.

	A statement about what you expect the audience to do as a result of the presentation



The following is part of a handout for your reference. Due to the limit of space, only the first three main points in the lecture outline have been illustrated with supporting details.



Meiosis and Mitosis


Molecular Medicine & Genetics


by Anne E. Greb, M.S.


agreb@med.wayne.edu
 .

8/23/2013

Anne E. Greb: director of the school's Genetic Counseling Graduate Program in the Center for Molecular Medicine and Genetics, Wayne State University.

Mitosis and meiosis are two types of cell division processes that play the most crucial role in reproduction and maintenance of the structural and functional integrity of tissues. Mitosis occurs during cell division of somatic cells, and meiosis is the process by which sex cells (gametes) are formed.


Lecture Objectives



	Differentiate mitosis from meiosis

	Describe how chromosomes replicate during mitosis and meiosis

	Describe how meiosis facilitate the three major features of Mundelein genetics: segregation, independent assortment, and genetic recombination

	Explain the medical consequences that reset from errors in cell division

	Identify the origin of errors in cell division




Lecture Outline



	Overview of mitosis from meiosis

	Definition, cell machinery

	Cell cycle review

	Stages of mitosis—tracking chromosomes

	Stages of meiosis—more tracking

	Gametes—spermatogenesis & oogenesis

	Genetic consequences—bottom line

	When things go wrong—how, what, and why




	Overview of mitosis from meiosis

a. Mitosis

　 · Occurs during cell division of somatic cells

　 · A diploid cell generates an identical diploid cells

　 · Normally, no recombination takes place

b. Meiosis

　 · Occurs during gamete formation

　 · A diploid progenitor cell generates four haploid gametes

　 · Homologous chromosomes from parent are allocated randomly to daughter cells

c. Recombination is frequent

	Definitions of cell machinery

· centromere
 constriction of the chromosome

· kinetochore
 protein structure that forms on the centromere

· sister chromatids
 each chromosome has two identical following DNA replication

· kinetochore microtubules
 responsible for pulling
 the sister chromatids of each chromosome apart

· polar microtubules
 overlap in midline and responsible for pushing
 the poles of the spindle apparatus apart

· astral microtubules
 radiate in all directions and aid in spindle orientation immediately before mitosis

· centrosomes
 primary microtubular organizing center that splits and forms the spindle apparatus

· centrioles
 produces the microtubules

· spindle apparatus
 structure that separates the chromosomes during cell division

	Cell cycle review

a. Immediately after mitosis, if a cell is destined to divide again, it enters Gap1
 or G1
 ; no DNA
 synthesis.

b. If a cell is not destined to divide again, it enters G0
 .

c. G1 is followed by the S
 phase, the stage of DNA synthesis. The DNA content has doubled.

d. Gap 2
 or G2
 , each chromosome consists of two sister chromatids
 . G2 is ended by mitosis, which begins when chromosomes begin to condense
 and become visible
 under the microscope.

e. Interphase
 is the period between one mitosis and the next. The chromosomes are extremely elongated, uncondensed strands.

	Stages of mitosis—tracking chromosomes

...

	Stages of meiosis—more tracking

Crossing Over and Independent Assortment

...

	Gametes—spermatogenesis & oogenesis

...

	Genetic consequences—bottom line

...

	When things go wrong—how, what, and why

...
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(Adapted from http://www.teachingacademy.med.wayne.edu/pdf/preparing_lecture_handouts_ wsu_som.pdf)


IV. Listening tasks


A. The presentation secrets of Steve Jobs

Steve Jobs, the co-founder, chairman and CEO of Apple Inc., is considered one of the best public speakers of our time. The following video explains some key techniques which Steve Jobs uses to electrify his audience.

(Suggested website: http://www.schooltube.com/video/b227d1b15dc066113d3a/The-Presentation-Secrets-of-Steve-Jobs, accessed May 20, 2013)

Directions:

Watch the video and complete the outline below.

Topic: The Presentation Secrets of Steve Jobs

a）Introduction

Steve Jobs is one of the most extraordinary speakers in corporate America.

While most presenters __________, Jobs __________.

b) Key techniques Steve Jobs uses to electrify his audience


	__________that sets the theme.

Example 1: At Macworld 2008, Jobs set the theme for his presentation by saying,“__________.”

Example 2: A sales manager might kick off the meeting this way,“Good morning! Thanks for coming. I know you'll be really excited about this. ____________________.”

A headline is __________ and __________ for the rest of the meeting. It gives the audience __________.

	Provide __________ and then __________ each section with __________ in between.

Example: Outline:“___________________.”

　　　　 Transition-open:“__________.”

　　　　 Transition-close:“So that's Time Capsule, a perfect companion to Leopard and ___________________.”

The point is, ___________________.

	Demonstrate __________.

Example: Jobs uses words like ___________________.

The audience wants ___________________, not __________.

	Make __________ meaningful.

Example 1: Steve Jobs,“We have sold __________ iPhones to date. You divide ___________________, that's __________ iPhones every day on average.”

Example 2: Twelve-gigabyte is enough memory to listen to your music __________.

Numbers don't mean much __________.

	Make the presentation __________.

Most speakers: fill their slides with ___________________.

Jobs: uses ___________________ per slide; includes video clips, demonstrations, guests, drama.

You want to paint a picture for your audience ___________________.

	__________.

Steve Jobs makes it look easy because ___________________.

The result: a presentation that is ___________________.

	At the end, add to the drama by saying,“__________.”

Example: Steve Jobs,“__________.”He then adds __________or __________, sometimes just introduces _____.

This not only __________, it also leaves your audience feeling they've been given ___________________.



c) Summary

Steve Jobs approaches each presentation as an event: A production with __________, __________ and __________ and yes, even an encore, that“__________.”

B. Can you spot the 10 common mistakes this horrible speaker makes

In this video, Crocker Jarmon demonstrates some common mistakes people make while delivering a presentation.

(Suggested website: http://www.youtube.com/watch?v=BBthvuOQpKc, accessed July 20, 2013)

Directions:

Watch the video and find the ten mistakes this speaker makes while delivering his presentation.


	______________________________________.

	______________________________________.

	______________________________________.

	______________________________________.

	______________________________________.

	______________________________________.

	______________________________________.

	______________________________________.

	______________________________________.

	______________________________________.



Useful Expressions


To introduce visual aids



	Let's look at the first slide.

	Would you look ahead please?

	Please look at the following outline in the slide.

	Here is the list of problems we are going to talk about today.

	These are the three important problems we would like to discuss today.

	Let's move on to the next slide.

	The following slide is about ...

	I will show you some pictures about ...

	I would like you to focus on the underlined parts.

	Are you ready to go to the next point? I am going to clear the board.




When visual aids do not work well



	Can you see the slide?

	I am sorry the computer display is frozen. It does not go forward.

	I am afraid the computer is crashed.

	I am sorry I have to go over the major points without the PowerPoint.

	Since the slides do not work, I will explain without them.

	I am sorry the slide is upside down.

	I am sorry I have shown you the wrong slide.

	I am afraid the slides are reversed.

	I am afraid we have to go back several slides.



Cultural Tips　How to Overcome Stage Fright

It is said that about 75 per cent of Americans have glossophobia, the fear of public speaking. How to overcome it? The following are some suggestions.

1）Practice, practice, and practice.“Practice makes perfect.”If you cannot find a friend or acquaintance as your audience, practice before a mirror. But even when you are speaking in front of no audience, focus your energy on what it feels like to present in the real moment.

2）Know your audience. Research your audience beforehand and find out what kind of people they are, what background knowledge they already have, how familiar they are with your topic, what they expect to learn from you, etc. If you know them well, you will be more relaxed.

3）Take the audience as a single entity. If you think of the audience as just one person, you will feel less worried and more connected with them, and then more relaxed.

4）Get familiar with the content. Familiarity produces fluency as well as accuracy. So get yourself familiar with what you are going to say.

5）Get the audience involved. Getting the audience involved will warm up the atmosphere and attract their attention. To do this, you can tell a joke, ask a question to all, or even set up simple group discussions. As the atmosphere warms up, you will feel at ease.

6）Make use of visual tools. If there is a board, write something on the board, such as the key points, a difficult word, or even your contact. The action of writing may calm you down.

7）Take a deep and slow breath, which may be the most common and efficient way to overcome nervousness and fear.

8）Try to move around. Use some space, but do not pace up and down restlessly.

9）Use“uh”,“um”, and“yeah”a little, as they allow you extra time for thinking. But do not use much. Pausing with silence is also helpful to calm you down.

10）Be confident.“If you think you can, you can.”There is nothing to be feared, and the biggest enemy is always yourself.



Part Three　Lectures and Seminars


Unit 7　Lectures and Note-Taking

Learning Objectives

— To learn how to better understand a lecture

— To learn about some common note-taking styles

— To learn about some note-taking strategies

Passage A　Understanding a Lecture


I. Academic listening


Listening is purposeful. When listening to the weather forecast, you might want to know the detailed weather information of certain places. When listening to house rental advertising, you might be interested in the location and the rent of a house. When listening to news reports, your purpose might be keeping up to date with the world.

The way you listen to something depends on your purpose. In the case of academic listening, with the primary purpose to keep up with the latest research, you need to be flexible when you listen—you may need to listen carefully at the beginning to find out what is going to be talked about, and then listen less carefully until you hear what you want to know.

In order to follow an academic lecture, you have the following three requirements to meet. First, you are expected to be aware of the particular language that is used in the lecture and to make sure that you understand the language. Second, you should be able to recognize the lecture structure and distinguish the main ideas from the supporting details. Third, you should be able to construct meaning from what you hear and make predictions and assessments as you listen by using your knowledge of the language, of your subject matter, and of the world. If you have difficulty understanding academic lectures, much listening to lectures or reading similar texts will be helpful.


II. Techniques to facilitate the understanding of a lecture


The following tips may help you understand academic lectures more effectively.


1. Acquiring background knowledge and related vocabulary beforehand


When you plan to attend a conference or listen to a lecture, you should do some homework beforehand. First, you should get to know the theme of the conference or the topic of the lecture. Second, you'd better think about what you already know about the theme or the topic. In other words, there is a need for you to activate your background knowledge. For example, if you are going to attend a“Drying Symposium”and listen to a keynote speech entitled“On the Combination of Particle Formation and Drying Kinetics”, you can ask yourself what“particle formation”and“drying kinetics”are to retrieve what you already know about these issues and seek more relevant information in the library or on the Internet. Third, getting some information on the academic background of the speaker may be helpful in understanding the keynote speech. You may obtain the speaker's biography from the conference organizing committee or the Internet. Academic biographies usually include the following information: name, degrees, position, department, affiliation, research interests, recent or ongoing scholarly projects, notable awards and honors, and publications, etc. You may also read the keynote speaker's previous publications and download the abstract or summary of the forthcoming speech from the conference website. Building up your background knowledge can help you make better predictions about what will be stated in the keynote speech, and thus facilitate your understanding of it.

At the same time, you can learn the vocabulary that is relevant to the topic of the lecture. The best thing to do is find out the special terms in this field, write them down in your notebook, and memorize them.


2. Grasping the introduction and conclusion


Generally speaking, in the beginning of a lecture, you hear a brief outline of the main points to be covered and how they are related. In the conclusion, all the main points are summarized again. Such information can greatly enhance your understanding of the lecture, so try to listen with full attention to the introduction and conclusion.


3. Recognizing the key points


When listening to a lecture, you have to decide what to write down. You naturally want to select the key points and perhaps some subsidiary information related to key the points. How do you recognize the key points? Usually, they are cued by signposts such as:

E.g.　I would like to emphasize ...


　　　I want to highlight ...


　　　We should bear in mind that ...


　　　It is important to note that ...


　　　The next point is crucial to my argument.


　　　Let's move on to another matter.


　　　My next point is ...


　　　Another problem to be discussed is ...


Often, examples and points of lesser importance are also cued.

E.g.　Let me give you some examples.


　　　The following are examples of ...


　　　For instance, ...


　　　I might add ...


　　　To illustrate this point, ...


　　　... is a case in point.


Lecture speakers often signpost when they are introducing or changing topics or ideas. Therefore, catching signposts will help you better understand lectures. (For more information on signposts, please refer to Passage A of Unit 6.)

Passage B　Adopting a Proper Note-Taking Style

Generally, there are two main reasons why you should take notes while listening to a lecture. First, note-taking helps you to listen to the lecture more attentively and proactively. Second, notes help you to maintain a permanent record of what you have listened to. But if not done properly, taking notes may hinder your understanding of the lecture by consuming too much of your effort in writing down words.

Good notes are not only accurate, clear and concise, but also organized properly to show the links and relationships between ideas. This section will focus on two effective note-taking styles which are widely adopted, namely, the list style and the diagram style.


I. The list style


In the list style, main points are summarized one after another; numbers, letters and indentations are applied to organize information in order of importance. The numbers and letters can be used by themselves or in combination. The following are some examples of numbers and letters used in the list style:

I, II, III, IV, V, VI, VII, VIII, IX, X ...

i, ii, iii, iv, v, vi, vii, viii, ix, x ...

A, B, C, D ...

a, b, c, d ...

1, 2, 3, 4 ...

1.1, 1.2, 1.2.1 ...


Sample list


Topic: What's in a Name

a）How do people choose first names for children

1）by family history

2）after a family member or friend who has died recently, or after someone they admire

3）to provide a“push”for the child

4）to choose a name they like or a name that is fashionable or classic

b) Categories of last names

1）place names

2）patronymics

3）added names/nicknames

4）occupational names

c) Conclusion

Names may tell us something about somebody's family history in the past.


II. The diagram style


Diagrams, including flow charts, tree diagrams, mind maps and tables, can be used to show how ideas are related and reflect the organization of the information. Circles, arrows, lines and boxes are often used in a diagram.


1. Flow charts


A flow chart is a type of diagram that represents an algorithm or process. It shows steps or orders in boxes which are connected with arrows.

Flow charts are often used to document a process or program introduced in a lecture.


Sample flow chart 1


[image: 0147-01]


Flow charts are also used when the lecture has a clear structure (such as chronological), with the focus on both facts and relationships.


Sample flow chart 2


[image: 0148-01]



2. Tree diagrams


A tree diagram refers to a specific type of diagram that has a unique network topology, which is often used to represent the hierarchical nature of a structure.


Sample tree diagram


[image: 0148-02]



3. Mind maps


A mind map is a diagram used to visually outline information: key words or key images are placed in the center of a page; major categories radiate from the center as branches; lesser categories are sub-branches of larger branches. A mind map allows a visual representation of connections between key words or images and their supporting details, and thus is easier to review and recall than list notes. Actually, the way human brains organize ideas is reflected in the organization of mind map notes.


Sample mind map


[image: 0149-01]



4. Tables


A table is made up of a number of vertical columns and horizontal rows, and a cell in a table is the unit where a row and column intersect. Tables can be conveniently used to take notes of information involving comparison and contrast.


Sample table


Formal language vs. informal language


	
	Formal
	Informal



	Vocabulary
	no slangs
	some slangs



	Sentences
	complete
	incomplete



	Forms
	polite
	less polite




In both the list and diagram styles of note-taking, headings, underlining, colors, and margins may be used to make the relationships clear. There is no generally best layout. It depends on your preference and purpose.

Passage C　Strategies in Note-Taking

When listening to lectures in English, you may want to write down as many details as possible for later review. However, taking notes in an English lecture can be difficult. The words may be long and the sentences may be complex. When you are busy writing down the first sentence, five sentences might have been finished and you are lost and no longer understand what the speaker is talking about. In this case, you should learn some note-taking techniques to help you keep pace with the speaker's ideas.


1. Summarizing


Summarizing is very important in taking notes. A summary is a shortened version of a text or a speech. In order to summarize, you need to distinguish between main ideas and subsidiary details. Unimportant information, examples, anecdotes, and illustrations are usually excluded from a summary. Sentence structures should be simplified—complex sentences reduced to simple ones, simple sentences to phrases, and phrases to single words.


2. Paraphrasing


Paraphrasing is another important skill in note-taking. When you understand the idea but the original sentences are too long or too complex, you can choose to paraphrase instead of struggling over the exact wording. A paraphrase should be true to the original speech yet rewritten in your own words and expressions.


3. Using abbreviations and symbols


In note-taking, since writing in full sentences should be avoided and notes should be much shorter than the original speech, abbreviations and symbols are frequently used. An abbreviation is a shortened form of a word or phrase used to represent the complete form. A symbol is a written sign used to represent something by association, resemblance, or convention.

Abbreviations and symbols can be very personal. You can develop your own system of abbreviations and symbols as long as you are consistent in your use. You should also be familiar with your own system, so that when reviewing your notes some time later you can still understand what you have written. Practice using the abbreviations and symbols often. Once you have got used to them, you will automatically use them when listening to a lecture.


4. Taking down key words and new words


In listening, it is impossible to take down every word. If you try to do so, you will become exhausted after a few minutes. Therefore, focus on key words and new words instead. Key words refer to important words for understanding the ideas, and new words are words that sound important but you are not familiar with. Generally speaking, numerals, nouns, adjectives, verbs and adverbs are put in the decreasing order of importance and they convey the core meaning in a sentence.


5. Visualizing relationships


You can visualize the relationships among the ideas in a lecture by:

a. Using symbols, such as ∵ and →. (For more examples, please refer to Useful Expressions in this unit.)

b. Using spaces and indentations. Spaces and indentations can show which ideas are main points and which are supporting points. They make it easy for you to encode the organization of the lecture, so you can review the notes and recall the lecture more clearly later.

c. Using underlining or highlighting. If a key word is underlined or highlighted, it will be easy for you to notice when you look over your notes later.


6. Choosing the right language for yourself


If it is an English lecture and you are Chinese, in which language should you take notes, English or Chinese? The answer depends on which language enables you to write faster in note-taking, so that you can capture more information within a limited time. If you use Chinese, do not translate word by word from English when you write. You can translate the meaning of a sense group or a cluster of words, that is, paraphrase into Chinese.


7. Revising notes immediately after the lecture


You'd better revise your notes soon after the lecture, within hours, instead of days. If you wait longer, you will forget important details and ideas, and will not understand what you have written. When revising your notes, you should include more details and examples, write out abbreviations, and expand ideas.

Much listening to academic lectures, incorporating the above skills, will help you better comprehend academic lectures.

Exercises


I. Review questions


Answer the following questions:


	Why is it necessary to listen to academic lectures?

	What is required for a person to follow an academic lecture?

	What techniques are introduced in Passage A to help people understand a lecture better?

	What homework needs to be done before one attends a conference or listens to a lecture?

	Which part(s) of a lecture is/are the most important for getting the main ideas? Why?

	What are some frequently used note-taking styles? Which style do you like best? Why?

	What strategies can be used to facilitate note-taking?

	How do you visualize the relationships among the ideas in lecture notes?




II. Oral tasks


Read the following passage and take notes. Refer to Passages B and C for note-taking styles and strategies. Then, work in pairs to compare your notes with your partner's and discuss how to improve your notes.


Strong Habits Kick in under Stress


When we are stressed out, self-control can flag. And so we might, say, reach for a candy bar instead of an apple. But California psychologists wondered: what if when we are stressed we fall back on habits, whether good or bad.

The researchers conducted a battery of tests. In one, students rated the strength of their habits regarding breakfast choices and whether they read a section of the newspaper. And they reported their actions during stressful exam weeks. In another test, MBA students were offered healthful or sugary snacks before or after exams. And they rated how frequently they usually ate those types of snacks.

The scientists found that when the subjects' willpower was depleted, they fell back on habits. If they usually read a section of the newspaper or ate cereal, they clung to their default during the exams. If they usually ate a doughnut, they did so even more frequently when stressed. The research is in the Journal of Personality and Social Psychology.

The finding could mean that if you habitually grab fruit for a snack, you will likely keep doing so, especially, when stressed.

(From http://www.scientificamerican.com/podcast/episode.cfm?id=strong-habits-kick-in-under-stress-13-06-05, retrieved June 21, 2013)


III. Writing tasks


The following is part of a lecture entitled“New Kinds of Food”. First, read the passage and pay attention to the main points and supporting details. Second, according to the note-taking styles introduced in Passage B, take notes on this lecture in the list style and diagram style respectively.


New Kinds of Food


Today, I'd like to talk about something about genetically modified or“GM”food. Genetically modified food is food—either a plant or animal—that has been altered in the laboratory by scientists. The scientists take something from one plant or animal, and add it to a different plant or animal to make it grow in a different way. Today, we'll look at some of the benefits, and the possible risks, of genetically modified food.

Let's start with a discussion of some of the benefits of GM food.

One benefit is that genetically modified plants may need fewer pesticides than normal plants. For example, there is a type of corn that is bad for insects—when the insects eat the corn plant, they die. However, the corn doesn't hurt people. This type of corn is beneficial because farmers use fewer pesticides to grow it, and so there is less pollution in the environment. Also the corn is less expensive because the farmers don't have to spend a lot of money on pesticides. So, by using fewer pesticides, the corn is cheaper and the environment is cleaner.

Another benefit of genetically modified plants is that they may grow better than normal plants. One example is a type of genetically modified strawberry that can grow in cold weather. These are better than normal strawberries because farmers can plant the strawberries earlier in the spring and later in the fall, when normal strawberries usually die. So, as a result, farmers can grow many more strawberries than they used to. So that's another benefit—plants that grow better.

Finally, a third benefit is that many genetically modified plants stay fresh longer after they are harvested. So, for example, there is a kind of tomato that stays fresh in the store for about two months, instead of one or two weeks. This means that there is more time to sell the food. Less food is thrown away and wasted. So it's a great benefit to have food that stays fresh longer—and we can consume more of the food we grow.

Now that we've looked at some of the benefits of genetically modified plants, let's talk about the risks of growing this type of food. We don't really know what the harmful effects are, but there are several things that people are worried about.

One risk is that the genetically modified plants may start to dominate the other wild plants in the environment. This is a problem with some types of tomatoes, for example. The new tomato plants are stronger than normal plants, and because they are stronger and grow faster than the wild plants, the genetically modified tomatoes may start to dominate the environment, causing the wild plants to die. So having one plant dominate all the other plants isn't good for the environment.

Another risk is that genetically modified plants will hurt wild animals and insects in the environment. For example, the genetically modified corn I mentioned earlier has already caused this problem. Now some butterflies that live near the corn are dying—butterflies that are good insects, and don't eat the corn. It's possible that corn is killing the butterflies somehow, but we're not sure. We just know that more butterflies are dying than normal. But clearly there's a risk that genetically modified foods can hurt animals and insects in the environment.

But probably the most important risk is that genetically modified food may be harmful to the people who consume the food. The alterations in the plants may cause serious problems for people—we just don't know. Scientists are trying all kinds of new things, such as putting the genes from animals into a plant. For example, to make a fruit like strawberries stay fresh longer, scientists took a gene from a fish—a gene that helps the fish live in cold water—and put that into a strawberry. Will that strawberry be harmful to people? We don't know. But it may be.

So, in conclusion, it's clear that there are some important benefits to genetically modified food but also some risks—risks that a lot of people aren't willing to take.

(Adapted from Rost, 2003: 23)


IV. Listening tasks


A. The learning edge

The Cornell method is a well-known method used in note-taking. In this video, the professor introduces an adapted version of the Cornell method, which can help people to be much more active in a lecture.

(Suggested website: http://video.sina.com.cn/v/b/83504458-2005471593.html, accessed July 10, 2013)

Directions:

Watch the video and complete the outline below.

Title: The New Cornell Method

a）One person __________, and one person __________:

Disadvantage: __________.

Purpose of improvement: ___________________.

b）The new Cornell Method:


	It is developed on __________.

	Buy paper _______________or get a regular paper and _______________.

1）On the right side: __________.

2）On the left side or your side: __________.

	What to note down on the left side

1）The professor's __________

　 Many professors are really good at __________.

E.g.　“The major point that __________ ...”

　　　“If there is one thing ____________________, it is ...”

2）Questions

　 Write down any questions you need to ask __________, __________, or one of your __________.

　 You are being __________. You are __________.

3）__________

　 One of the ways the brain really learns material is to __________.

	Summary

You might be using a little bit more paper, but you are being __________ in the lecture by __________.



c）A supplement to your notes:

If you fall behind on your notes or you just want to sit and listen, __________ called“Livescribe”.

Basically, it is a __________ that syncs __________ with __________.

Some professors don't like recording, therefore _______________to do that.

d）Conclusion:

Remember, come back and __________ over and over again, every __________.

B. Wearing nothing new

Jessi Arrington is a color-loving designer who doesn't believe in buying or wearing anything new. In this video, she shares with the audience her views on clothes and her week's worth of outfits.

(Suggested website: http://v.youku.com/v_show/id_XMjc0MTMyMDQw.html, accessed August 2, 2013)

Directions:


1.
 Watch the video and take notes of what you hear. Try to use different note-taking styles and strategies you have learned in Passages B and C.

Write your notes below.

[image: 0157-01]



2.
 Answer the following questions according to your notes.

1）What is Jessi's confession?

2）Where does she usually buy her clothes? What are the reasons?

3）What life lessons has Jessi picked up in her adventures wearing nothing new?

4）Why will Jessi donate her clothes back before she goes home to Brooklyn?

Useful Expressions


Abbreviations



	
Standard abbreviations


cf. = compare (with)

e.g. = for example

etc. = et cetera, and so on

et al. = and others

i.e. = that is

N.B. = note well (something important)

viz. = namely (naming someone or something you have just referred to)

mrkt = marketing

gov = government

org = organization

asap = as soon as possible

dept = department

w/o = without

vs = against

avg = average

info = information

st = street, saint

rd = road

	
Self-defined abbreviations


lg = language

T = teacher

St = student

chol = cholesterol

ex = exercise

cigat = cigarette

diffr = difference

simty = similarity

exp = expensive

fed = federal

Y = year

cnf = conference

bkgd = background

mvmt = movement

arch'y = archaeology

arch'ist = archaeologist

assoc = associated

ach = achievement

	
Symbols


∵because

∴therefore, thus, so

＝equal to, same as

≠not equal to, not the same as

∥parallel

＋plus, and, more

-minus, less

＞greater than

＜less than

》much greater than

《much less than

÷divide, divided by

×multiply, multiplied by

∧insert something which has been omitted

↑increase, progress, further

↓decrease, deteriorate

→from ... to, lead to, result in

△replace

#number

*most importantly

♀woman, female

♂man, male



Cultural Tips　Types of Lectures

As the most common type of teaching at universities, lectures fall into different types according to the content delivered, the time length, the media tools used, and the persons attending. The following are the most frequently encountered varieties of lectures. You may need to adopt different strategies for different lectures to make the most out of them.


Formal lectures


A formal lecture is the most common form of teaching, with a teacher presenting in front of a large group of students. The aim of a formal lecture is to transfer knowledge or information. There is little room for interaction between the teacher and the students except for occasional questions. For this type of lectures, you are expected to take detailed notes, as they are important for your later review.


Multimedia lectures


A multimedia lecture is in the form of a presentation using audio or video tools and synchronized slides to help with students' comprehension. In such a lecture, key points are visually highlighted, and tables, graphs and pictures are used for illustration, thus it is easier for the students to follow. In most cases, students may copy lecture materials after getting the teacher's permission, so taking notes becomes easier. The lecture class can be large or small, and there may be more interaction between the teacher and the students if it is a small one.


Practical or participatory lectures


A practical or participatory lecture is more flexible and may include seminars, alternating mini-lectures, debates, simulations, role plays, and tutorials. Such a lecture does not necessarily focus on the transfer of knowledge, but on the active involvement of the students, so performance weighs more than taking notes. However, you may need to note down the procedures of the activities in the lecture and other useful information, as you may be asked to write reports or comments afterwards.


Problem-solving lectures


A problem-solving lecture also has a greater flexibility and demands more involvement of the students. In these lectures, one or several problems are provided and the focus is on generating and demonstrating various solutions. Thinking ability is more practiced in these lectures, so noting down the procedures of the problem-solving process and the methods applied is the aim of the note-taking.


Unit 8　Seminars

Learning Objectives

— To learn about the basics of academic seminars

— To learn how to prepare for a seminar

— To learn how to prepare for a discussion

Passage A　Getting to Know about Seminars

A seminar is a stimulating form of academic instruction which usually includes a small group of ten to thirty students under the guidance of an instructor. Seminars are often a routine part of a course or decided by the instructor in advance. At a seminar, a couple of students may present their prepared topics, with each presentation followed by a class discussion based on it. Everyone at the seminar is required to participate actively.

Seminars are different from lectures, another widely adopted form of academic instruction. Lectures are more formal and instructive. A lecturer may talk to a large class of as many as one hundred students and mainly deliver information through presentation. Lectures offer a good way of covering a large amount of information in limited time, but their size and form often mean that extensive discussions are not really feasible.

Seminars constitute an important part of a student's higher education experience. Most university students participate in several seminars in their majors. During seminars, students give or listen to presentations, raise questions, and even debate on different opinions. This way of learning allows students to get more familiar with their subject matter and interact with practical problems in their research work. Generally speaking, seminars can provide students opportunities to:


	explore topics of research or interest in more depth

	exchange ideas to sharpen their thinking

	learn from other people's experience and background knowledge

	identify and clarify misunderstandings of their research

	gain better insights into their research work



Sometimes, some well-known scholars, researchers or professors may be invited to speak at seminars to inform students about recent developments at the forefront of research. Seminars of this type are comparatively formal, and notices may be posted to invite all persons interested to participate. Below is the notice about a seminar presented by a guest speaker.


Sample seminar notice




Seminar Notice


Graduate School of Energy Science

Date: 7th of November

Time: 10:30 am-12:00 pm

Venue: Engineering Bldg 2, Room 335

Attendance: All welcome


Membranes for Clean Energy Technologies


Dr. Bradley Ladewig (Senior Lecturer at Monash University, Australia) will present, via video link, on the title of“Membranes for Clean Energy Technologies”.

Membranes have been a source of interest for a variety of emerging clean energy technologies—such as fuel cells, coal gasification, and for auxiliary operations such as air separation and carbon capture and storage (CCS). Dr. Ladewig has extensive experience in the preparation, testing and modeling of membrane systems, and will present on this topic of high interest to the energy community.


About the speaker


Dr. Ladewig directs his own research group, in which the overarching research theme is the development of novel membranes and membrane processes for clean energy and environmental applications. They focus on materials for fuel cells, metal organic frameworks and ion exchange membranes. For further details, see the link below:

http://www.memres.com/group-members/80-group-members/72

All queries, please contact:

Associate Professor Ben McLellan

GSES, International Energy Science Course

Email: b-mclellan@energy.kyoto-u.ac.jp

Ext: 9173

*This seminar is compulsory for students taking the IESC subject“Materials and Energy”.



(Adapted from http://www.memres.com/group-members/80-group-members/72, retrieved May 15, 2013)

If several guest speakers are invited, a seminar may be more or less like a conference. On such occasions, besides a seminar notice, a seminar agenda is necessary to ensure that everyone attending has a clear picture of what to expect at the seminar. Below is a sample agenda of this type.


Sample seminar agenda




Seminar Agenda




	Time
	Topics
	Speaker



	09:00-09:30
	Check in
	



	09:30-09:40
	Opening Remarks
	



	09:40-10:20
	Binding Activity Analysis of Native-formed Protein by Light Scattering
	Dr. Kohei Shiba (Product Specialist, Malvem Japan Division, Spectris Co. Ltd, Japan)



	10:20-10:40
	Break
	



	10:40-11:20
	Biological Applications of Fluorescence Aptasensors and Gold Nanosponges
	Prof. Yang-wei Lin (Dept. of Chemistry, NCUE)



	11:20-12:00
	Nano-DOS and Cancer Drug Resistance
	Prof. Ping-shan Lai (Dept. of Chemistry, NCHU)



	12:00-13:30
	Lunch
	



	13:30-14:10
	Site-specific Protein Modification: Development and Applications in Protein Biochips and Nanoma-terials
	Prof. Po-cho Lin (Dept. of Chemistry, NSYSU)



	14:10-14:50
	Antibacterial Mechanism of Silver Nanoparticles/Clay Com-posites 　
	Prof. Hong-lin Su (Dept. of Life Sciences, NCHU)



	14:50-15:10
	Break
	



	15:10-15:50
	Biophotonics and Bio-nano-technology in Cancer Treatments
	Prof. Ming-jium Shieh (Dept. of Oncology, NTUH)



	15:50-16:30
	Nano Drug Delivery Systems and Nanomedicines Development at ITRI
	Dr. Yuan-hung Hsu (Biomedical Technology and Device Research Laboratories, ITRI)






(Adapted from http://www.dksh.com.tw/data/docs/download/40667/zh_Hant-TW/nano-seminar-agenda-jpg.jpg, retrieved May 20, 2013)

Passage B　How to Make a Seminar Successful

As has been illustrated in Passage A, seminars provide students with a means of sharing knowledge and learning from each other to acquire better insights. However, how much one can learn from a seminar depends on its quality. In a seminar class, the instructor usually gives the speaking floor to students and mainly acts as a coordinator if necessary. Each time, one student may serve as the chair taking charge of the seminar, and a few other students are responsible for delivering the presentations. The other students are the participants, acting as the presentation listeners and discussion contributors. This passage will illustrate what you should do if you are the chair, a presenter, or a participant at a seminar.


I. If you are the chair


The chair is present to make the seminar go smoothly. The overall responsibility of the chair is to provide a courteous, friendly and yet formal connection between the participants and presenters. Generally speaking, the chair has the following five roles:


The organizer


As the chair, you need to arrive five or ten minutes earlier to prepare for the seminar. You should ensure that all the speakers arrive on time with their slides ready and that the projector is in place.

If there are guest speakers, you should introduce them briefly at the start of the seminar within about two minutes at most. You can collect some background information about them in advance. If necessary, make notes ahead of time to prepare for the introduction, but do not read from your notes. As the chair, your personal comments are quite influential, so you should avoid negative ones since you are supposed to support the speakers.

You are also responsible for coordinating the presentations and leading the audience in a short discussion after each presentation.


The communicator


If possible, it may be a good idea for you to have read drafts of all the papers to be presented, so that you can have a general idea about the issues and topics which will be discussed. After each presentation, you should sum up the presenter's view to help others sort out what they have just heard.


The timekeeper


An important task of the chair is to make sure that each presentation finishes within the required time period. The standard format is twenty minutes for each speaker and ten minutes for questions after each presentation, or half an hour for questions at the end for all the speakers. Before the presenters begin, you need to announce the rules about timing to make them aware of the time requirements. It may be useful to remind a speaker when there are five minutes left, and then when there are two minutes left. Keeping to time is vital for the smooth running of the seminar, and its importance cannot be overemphasized.


The facilitator


You need to ensure that discussions go smoothly. If there are no questions from the audience, you can put forward the first question so that the presenter will not feel too embarrassed. It is rude if you just say,“Well, if there are no questions, then thank you, John. The next talk is by Paul.”Therefore, you are advised to prepare a few backup questions just in case. If someone keeps talking or two people are debating for too much time, you need to cut it off to give others opportunities to participate in the discussion. If two or more members indicate a willingness to take part in the discussion, you need to arrange the order,“First ... and then ...”


The reminder


It is advised that you send an email to every attendee one or two days before the seminar, reminding them of the time, date and venue. Also, remind the presenters to get their slides ready and the participants to prepare some questions in advance. Since the email is sent to your classmates, there is no strict requirement as to its format, as long as you can express yourself in a concise, clear and correct way.


II. If you are a presenter


If it is your turn to present on a given topic, you should try to make your presentation attractive and successful. Below are some suggestions as to how to prepare your presentation.


Collect and digest related materials


If you are to give a presentation, the first and foremost thing you need to do is to decide on a topic. The topic should be reasonable and relevant to the theme of the seminar. After that, you can collect related materials. Digest the materials thoroughly so that you will be able to deliver your ideas clearly and answer any questions that other participants may come up with about your presentation.


Prepare the script


Before preparing the script of your presentation, you need to keep in mind your time limit. If your presentation goes too long, you may be unable to finish it or there may not be enough time for questions. Besides, your listeners will lose interest and their attention will drop. Of course, your presentation should not be too brief either, otherwise you may be unable to convey your ideas thoroughly.

When you start to draft your presentation script, remember not to directly transfer text from your sources. Instead, you must reorganize and condense the material and express in your own words. First, select what you are going to present. Then, write a rough outline in point form to ensure a logical flow of your ideas. Next, expand your outline to include more details. After that, your job is to write a draft. Remember to adjust the amount of information you include according to the length of time you have to speak.


Prepare visual aids


One commonly used form of visual aids is PowerPoint slides. Your slides are supposed to aid your speech content, thus do not put your presentation script onto the slides or read from them. Instead, use your slides to help generate interest in the subject among the audience and motivate them to follow up on your presentation. (For more details on slide preparation, please refer to Passage B of Unit 5.)


Rehearse your presentation


Practice is very important for a successful presentation. It allows you to find out areas for improvement and enables smoother transition from one section to another. Try to rehearse with an audience of friends since it is a very good way to get feedback and constructive criticism. (For more details on how to practice for a presentation, please refer to Passage C of Unit 5)


III. If you are a participant


Participating well in a seminar can be a rewarding experience. However, it is not easy to be a good participant. The following are some tips that can help optimize your seminar experience.


Make necessary preparations for the seminar


To be a good seminar participant, you need to have read your materials carefully (preferably more than once) and thought about them thoroughly. You should bring to the seminar some reflections about the topic under discussion, and perhaps even some notes you have put down. Imagine how irritating it would be if a person came to the seminar without any preparation but insisted on giving a series of opinions on the given topic.


Pay attention to some basic rules


For example, all participants should arrive on time and stay throughout the seminar. Besides, it is considered impolite and disrespectful to interrupt the presenter. Attend carefully to what is going on. Do not bring in food or think this is an opportunity for you to catch on some sleep.


Try to be a good listener


You need to listen attentively to what others are saying and learn to respond intelligently and helpfully. A seminar is not just a collection of separate viewpoints declared one after another. Participants can gain better insights into the topic under discussion through an exchange of their ideas and opinions. If someone's contribution is puzzling, ask him or her politely to explain. If the contribution is very good, tell the speaker so. If you disagree or have an alternative point, just say it directly. All in all, you have to be prepared to be flexible, accommodating your participation to what is happening throughout the seminar.


Do not interrupt others while they are speaking


Interrupting others while they are speaking is very rude. If you do like this, you seem to tell the speakers that you do not care about what they are saying. Some participants may thus withdraw and become unwilling to contribute any more. However, on the other hand, you should realize that all the participants have the responsibility to keep the discussion focused on the matter at hand. Thus, if you find that someone is being carried away and beginning to discuss something unrelated to the topic under discussion, you can require a return to the main point by politely interrupting the speaker.


Do not dominate the speaking floor


Delivering a long speech does not necessarily mean that your contribution is worthwhile. Hence, you should keep assessing the nature of your contribution. Ask yourself such questions: Am I talking too much? Do I tend to make very long comments? If you answer“yes”to either question, you need to stop and give the chance to others to speak. Or you may take the initiative to invite someone who has not spoken yet to say something.

This passage has elaborated on what you should do to make a seminar successful. No matter what your role is at a seminar, always remember to prepare thoroughly and participate actively, so that you can fully enjoy the benefits of this valuable learning opportunity.

Passage C　Effective Group Discussion Skills

Discussions are an integral part of a seminar. It is well recognized that discussions can inspire participants to sparkle and come up with more creative ideas. This section will introduce some effective discussion skills.


Giving and responding to opinions


In a discussion, expressing your opinions appropriately and arguing effectively are valuable skills. One thing you need to keep in mind is that you should help to make the discussion go in a friendly and constructive way.

In giving opinions, it is important not to express too strong opposition towards others' viewpoints, because this may lead to an unpleasant argument. Never dismiss or laugh at other people's views. If you disagree, state your own view politely and give some reasons to justify it. Remember to choose proper expressions, so that others do not feel that you are aggressive.


Elaborating and clarifying your ideas


Sometimes, your listeners do not quite understand a point in your speech and may ask you to either elaborate or clarify it. Elaboration means providing detailed information about something. For example, when you say,“She played a vital role in promoting the nation's development.”Your listeners may ask why and how. In this case, you need to describe in more detail to prove your point. Clarification means providing an explanation to your idea. When you are asked for clarification, try to use simplified language or explain in another way to make your ideas clearer and easier to understand.


Supporting your ideas with evidence


Evidence refers to various kinds of support, including examples, facts, details, statistics, personal observations or experiences, anecdotes, expert opinions and so on. You should learn to use appropriate evidence to make your ideas more convincing. When you give evidence, try to be concise and go straight to the point. For example, do not run out of time telling a long story, which may be distracting and boring to other listeners.


Paraphrasing


Paraphrasing is a restatement of what has been said using different words. If you are the speaker, when you find that most listeners look puzzled at what you have said, paraphrase your ideas using simpler words or expressions to convey meanings more effectively. If you are a listener and you have doubt about what the speaker has said, paraphrase to him or her to confirm your understanding.


Summarizing your ideas


The skill of summarizing is essential but often neglected in discussion. By summarizing your ideas, you refresh others' memory and understanding of what you have said about the point under discussion. Besides, you send a signal that your talk is coming to a close.

At last, there is a warning to all participants: the aim of an academic discussion is to explore a question, a proposition or an area of knowledge and achieve reasonable mutual understanding. Who wins in the discussion is not the point. Therefore, in your discussion with other participants, remember to use some skills and expressions to guarantee the smoothness of the process and to express yourself appropriately.

Exercises


I. Review questions


Answer the following questions:


	What are the differences between lectures and seminars? Refer to Passage A and complete the table below.




	
	Lectures
	Seminars



	Formal vs. informal
	
	



	Interactive vs. instructive
	
	



	Number of participants
	
	



	Activities involved
	
	





	What benefits can university students gain from attending seminars?

	What roles should the chair play at a seminar?

	What should the chair do if two people are debating for too long?

	Why shouldn't a presentation last too long?

	How many steps are involved in preparing the script of a presentation? What are they?

	How should the participants prepare for a seminar?

	How can a participant be a good listener?

	If someone begins to discuss something unrelated to the topic under discussion, what should participants do?

	What discussion skills have been introduced in Passage C? Which skills do you think you are good at? Which skills do you need to improve?




II. Oral tasks



	Read the sample seminar notice in Passage A. Work in pairs and discuss what information is generally included in a seminar notice.

	Work in pairs. Go through the following statements and tick those that apply to seminars. Afterwards, discuss which statements describe the rules that should be followed at a seminar.

（　）1）All seminars should have notices posted in advance.

（　）2）Seminar notices should be given to invited speakers ahead of time.

（　）3）Seminars should begin on time.

（　）4）If a presentation is not completed within the time given, the chair should allow it to go on.

（　）5）The chair needs to prepare some questions in advance in case the audience have no questions for the presenter.

（　）6）In a discussion, every participant should have opportunities to present his or her point of view, and no one should dominate the floor.

（　）7）Participants should listen carefully to one another.

	Seminars have become an important part of university life. You may have plenty of opportunities to participate in seminars. Below are some of the skills that you may need to use. Work in pairs and discuss how good you are at them and then explain why you rate yourself so.
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	Work in groups of four or five. Conduct a seminar discussion. First, decide on a topic that all members are interested in. Then, choose one member to act as the chair. During the discussion, the chair should make sure that everyone has opportunities to speak and no one dominates the discussion. All group members should try to use the skills introduced in Passage C and the“Useful Expressions”in this unit for effective discussion.




III. Writing tasks



	Suppose that it is your turn to be the chair for the next seminar. Please write an email to your classmates to remind them of the coming seminar. Before writing, make a list of things to be included in your mail in case you forget something.

	Work in groups and design a seminar notice. You can refer to the sample seminar notice in Passage A. First, work out the details of the seminar according to the instructions given below. Then, organize the details into a complete seminar notice. After that, compare your notice with another group's and discuss which one is better.

Instructions:

1）Create a title for the seminar

2）Decide on the host (the organization which holds the seminar), date, time and venue of the seminar

3）Decide who should attend the seminar

4）Choose a proper topic or theme for the seminar

5）Add a keynote speaker and give a brief introduction of the speaker, including his personal background and academic achievements

6）Give contact information




IV. Listening tasks


A. IHS Seminars

As has been illustrated in Passage A, attending a seminar is a precious learning experience. The following video shows what one can possibly gain from a seminar.

(Suggested website: http://www.youtube.com/watch?v=eWUZDZOwarQ&list= PL8AFD2486AB2B8930, accessed May 15, 2013)

Directions:

Watch the video and answer the following questions.


	How intense is the seminar schedule?

	How are the participants feeling about the seminars?

	How does the speaker describe the participants?

	What suggestion does the speaker give about lack of sleep?



B. Group discussion tips you should not miss

Discussion is an important part of a seminar. If there are many participants, it is a good idea to divide them into groups and then have group discussions. The following video provides some useful tips to help you make the most of group discussions.

(Suggested website: http://www.youtube.com/watch?v=JREV7-ZkOCk, accessed May 20, 2013)

Directions:

Watch the video and complete the outline below.

Topic of the speech: __________


	The purpose of the group discussion: to assess __________ of the candidates.

	The process of group discussion: __________ minutes. No specific instructions on __________, __________ or __________.

	Topics for group discussions: They are usually _____, _____ and concern something that __________.

	Skills required for group discussion:

1）__________. The ability to communicate effectively your viewpoint is __________.

　 The emphasis is on __________—how well the others have understood your point.

2）__________. They are all about __________—either one-to-one or increasingly, in a team setting.

3）__________. How quickly, clearly and dispassionately you can analyze a given situation. Remember, 　　　　　
 is an extremely valuable trait even in personal life, more so in professional life.

4）__________. A thorough knowledge of your political, social, economic, business and other environment is required.

	Tips for effective participation in a group discussion: For effective participation in the group discussion, keep your knowledge of __________—especially“hot”topics up to date. __________ are the keys to success in a group discussion. __________ for everyone to hear what you are saying.

	Dos & Don'ts

Dos of group discussions:

1）__________.

2）Believe firmly on what to say.

3）__________.

4）Play different roles according to the situation.

5）__________.

6）Read editorials of leading newspapers and magazines.

Don'ts of group discussions:

1）Do not be too humorous.

2）__________.

3）Do not try to raise irrelevant issues.

4）____________________.

5）Do not bluff statistics.

6）____________________.

7）Do not accept others' views without thought.



Useful Expressions


Expressions for chairing a seminar



1. Opening the meeting



	Good morning/afternoon, everyone.

	If we are all here, let's start/get started/start the seminar.




2. Welcoming and introducing participants



	Please join me in welcoming ...(names of participants)

	We're pleased to welcome ...

	It's a pleasure to welcome ...

	I'd like to introduce ...

	It's a pleasure to welcome ...

	I don't think you've met ...




3. Stating the principal objective of a seminar



	We're here today to ...

	Our aim is to ...

	I've called this seminar in order to ...




4. Introducing the agenda



	There are three items on the agenda. First, ...

	Shall we take the points in this order? Firstly, ...




5. Inviting questions



	The question session is open.

	I'd like to invite questions from the floor.

	We have several minutes for questions.

	Let's go ahead and open things up to the audience here.

	Any questions or comments?

	Who would like to ask the first question?

	One more question.

	Any other questions?




6. Summarizing



	Before we close, let me just summarize the main points.

	To sum up, ...

	In brief, ...

	Shall I go over the main points?

	Let me quickly go over today's main points.




7. Thanking participants for their attendance



	I'd like to thank Mr. Williams for coming over from ...

	Thank you all for attending.

	Thanks for your participation.




8. Closing the seminar



	The seminar is closed.

	I declare the seminar closed.

	If there are no other comments, I'd like to wrap this meeting up.

	Let's bring this to a close for today.




Expressions used for discussions



1. Voicing an opinion



	I believe/think/feel that ...

	From what I understand, ...

	As I understand it, ...

	It seems to me that ...

	I would argue that ...

	I am convinced that ...

	As far as I am concerned, ...

	I'm (very much) in favor of/(really) against ...

	To be honest, ...

	If you ask me, ...

	To my mind, ...

	The way I see it, ...




2. Completely agreeing



	That's just what I think, of course.

	That's how I see it.

	I couldn't agree more.

	I take your point.

	That's right.

	I agree (with you).

	Exactly/Absolutely/Definitely.

	I suppose so.

	By all means.




3. Partially agreeing



	You've got a point here, but ...

	I agree to some extent, but ...

	I take/see your point, but ...

	Fair enough, but ...

	I know what you mean, but ...

	I can see your point. However, ...

	That's a good point, but ...

	I see what you're getting at, but ...




4. Disagreeing



	That's not always the case, because ...

	That's not necessarily true, because ...

	This idea isn't supported by statistics/evidence.

	I thought the author meant that ...

	Maybe, but don't you think that ...

	I'm not sure I can agree.

	I'm inclined to disagree with that.

	I (totally) disagree.

	I don't agree (with you).

	I'm not so sure.

	I'm (still) not convinced.




5. Giving evidence



	This can be seen by ...

	For instance, ...

	For example, ...

	An example can be seen ...

	(Author's name) states that ...

	(Author's name) suggests ...

	Statistics from (give a source) indicate ...




6. Clarifying



	Professor Wang, am I right?

	I'm not sure I'm getting this. Are you saying ...

	I don't know exactly what you mean. Do you mean that ...?

	I'm not sure I understand. Do you mean to say that ...?

	Are you referring to ...?

	Are you suggesting that ...?

	If I understand you correctly, you are saying ...

	I didn't quite catch that. Do you mean to imply that ...?




7. Repeating



	I didn't get the last part/word.

	What did you say?

	Pardon, I couldn't hear what you said.

	I beg your pardon, I didn't catch what you said.

	I'm sorry, I forgot your first question. Would you be so kind as to ask it again?

	I'm not quite sure what your question is.

	I didn't quite get the last point of your question.

	Could you go over that again?

	I'm not sure what you're getting at.

	Would you mind repeating that?

	Could/Would you repeat that, please?

	Could/Would you say that again, please?




8. Summarizing the discussion



	Before we close, let me just summarize the main points.

	Shall I go over the main points?

	So, to sum up/in summary, we have looked a little at ...

	So now, let's reexamine what we have discussed today.

	Well, that's enough to think about today.



Cultural Tips　The Importance of Courtesy in a Discussion

Courtesy is important to a successful seminar discussion. The following are a few ground rules for good conduct.

Never laugh at or even insult other speakers or their ideas. If you disagree with a statement made by another member, express your disagreement in a mature and respectful way. Do not use comments like“that's stupid”or“you're wrong”. Instead, say something like“I don't know if I agree. Could you elaborate?”This will not sound offensive. In addition, you need to learn to respect different views. They are not necessarily wrong. On the contrary, these different ideas may offer you new perspectives on the topic under discussion.

Moreover, do not interrupt others or speak rudely or sarcastically. If that happens, you give others the impression of being disrespectful and arrogant.

It is also important to avoid conflict in a group discussion. It is very likely that participants may be carried away in a discussion. Everyone is different and will have strong beliefs about a topic that may differ from others'. Everyone will, of course, strain to justify his or her own point. Once a conflict has started, it will become very difficult to control. Under such circumstances, you need to remain calm and avoid any personal attack. Learn to solve the trouble with tact. If someone is trying to argue with you to defeat you, you can just dismiss the argument with a smile and a firm statement. You can say,“I respect you for your view but don't really stick to it,”or“I like the passion with which you believe in your views, but I would still like to hold my opinion. Maybe we both are right.”In this way, you can end an argument politely and do not make it a one-to-one verbal attack.



Part Four　Professional Communication


Unit 9　Teleconferencing

Learning Objectives

— To learn about teleconferencing

— To learn how to prepare for a teleconference

— To learn how to host a teleconference

— To learn how to attend a teleconference

Passage A　Getting to Know about Teleconferencing


I. What is teleconferencing


Sometimes an inevitable problem you have to face in holding a conference is that you cannot find a time and place so that all the participants can gather together. The best solution is having a teleconference.

A teleconference is a meeting or conference held through a telephone or network connection between participants on different work sites. Usually the participants are separated by distance. They may be in the same city or thousands of miles apart in different countries. The number of participants in a teleconference may vary widely. There can be only three or four or as many as hundreds of people involved.

Basically, there are three most commonly used types of teleconferencing: audio conferencing, video conferencing, and web conferencing.


Audio Conferencing


An audio conference is simply a phone call which allows participants on multiple sites to receive and send sounds without seeing one another. Before an audio conference, a conferencing platform needs to be arranged through a phone company or teleconferencing service provider. Then, all the sites involved dial in at an appointed time to meet on a call. As for office equipment, nothing is required other than a telephone, but a speaker phone may be necessary if there is more than one person on the site.

If an audio conference involves a relatively small number of people, it is conducted just like a normal conversation or meeting, with the exception that the participants cannot see one another. If, however, a larger number of people need to participate, there has to be some control and order about who speaks first. Otherwise, the conference would be chaotic with so many trying to speak at the same time.


Video conferencing


Video conferencing refers to a kind of communications technology which makes it possible for two or more sites to communicate by means of video and audio transmissions. Unlike audio conferencing, video conferencing allows participants to see one another.

A video conferencing system consists of video conferencing equipment and video conferencing software. What equipment is needed largely depends on the number of participants on the site. If there are only a few participants, a videophone may suffice; if there are many people involved, say thirty, a high-definition camera, a two-way television screen, and an overhead projector may be necessary. The software enables different sites to get connected into one single conference. If the sites involved cannot download or install the necessary software by themselves, they can find professional teleconferencing companies for paid services.

If a video conference is arranged through a teleconferencing company, the organizer needs to obtain from the service provider a virtual meeting room ID and a different account for each site. With the ID and accounts, all sites can log into the same meeting room at the appointed time and start the conference.


Web conferencing


Web conferencing means conducting live meetings, presentations, training, and product launches by means of the Internet. All the participants meet in an online conference center set up through a web conferencing service provider, where they share audio, video, and text files in real time using their web browsers.

In order to make a web conference effective, all user sites need to be equipped with high-speed Internet connections and some necessary software. Usually, professional web conferencing service providers offer a variety of software packages for their clients to choose from according to their needs and requirements. In addition, these providers also have some other equipment available, for example, recording and playback tools. Such tools allow users to have access to the recordings of their meetings, so that they can review presentations and demonstrations if necessary.


II. Advantages and disadvantages of teleconferencing


An increasing number of institutions and business establishments have adopted teleconferencing as an effective means of communication. Generally speaking, teleconferencing has the following advantages:


Efficient communication.
 With the help of teleconferencing, participants can carry out presentations, discussions, demonstrations and so on at various locations, without wasting extra time and energy needed for traveling.


Low cost.
 Of course, initially, an organization needs to invest in the equipment and software needed for teleconferencing. But after that, the expenses of each teleconference just involve a telephone or Internet access fee, and a payment to the service provider. Teleconferencing can save a lot of money on travel and accommodation.


Prompt response to urgency.
 Teleconferencing is especially advisable in cases of urgent meetings. If some important decisions need to be made immediately, teleconferencing is definitely an efficient way to organize members from different locations.

Of course, teleconferencing is not perfect. It also has some disadvantages, the major ones of which are listed below:


Technical difficulties.
 Although the hardware and software needed for teleconferencing have become more readily available and easier to operate now, some technical difficulties may arise and easily interrupt the meeting, such as a network failure, a slow Internet connection, or a problem with the speaker phone.


Lack of face-to-face communication.
 Teleconferencing creates opportunities for the participants to interact from various locations, yet it is often considered less personal than face-to-face communication. The participants may feel a lack of personal touch and ritual which are important for communication, such as introductory and parting handshakes. Even worse, if the system used for teleconferencing is not adequate, the sound and picture quality will be greatly affected. These problems may result in miscommunication and even frustration.

Despite its disadvantages, teleconferencing is an important revolution in the field of communication technology and has become a growing trend of conferencing for people who otherwise cannot find time to get together.

Passage B　Preparing for a Teleconference

A teleconference is like a traditional conference in many ways except that the former involves more technology. Therefore, if you have decided to organize a teleconference, you need to make some preparations to ensure the smooth running of the meeting.


First, decide on some basic elements of the teleconference.
 First and foremost, you need to determine the purpose of the teleconference and what items should be discussed. After that, you need to sort out who should participate. You'd better make a list of participants, including the locations they are at and their general personal information. You can use this to chat while you are waiting for other participants to join.


Second, select a teleconferencing service provider.
 You may need a service provider to sell or rent you the equipment and software appropriate for your conference, to help you make the connections among sites, or to deal with the technical issues you may encounter. When selecting a service provider, you should consider what you will need for your teleconference, such as the type of teleconferencing you are planning on, the number of participants, the number of sites, and the type and size of the files to be transmitted. If you have compared the costs and services offered by various providers, you then need to register with the company you have chosen.


Third, decide on a date and time for the conference.
 Just like planning any other meeting, it is important but difficult to decide on the time because you naturally want to make sure that all the related individuals and groups can be present. While you plan the date and time, remember that the teleconference should not contradict with other events or important dates or with other professional commitments. If possible, try to schedule the conference during most participants' regular working hours. In case anyone may forget the teleconference, send a reminder email the day before if the conference is scheduled in the morning or on the day of the conference if it is after lunch. This will help make sure everyone arrives on time. One thing that you have to keep in mind as an organizer is to specify the time zone. To avoid any confusion, you can list the time differences between the particular time zones.


Fourth, select a space for the teleconference.
 If you are planning to have a teleconference from your own office or lab, you may just need to set up the conference at your desk. However, if it is a large-scale conference and involves many participants on your site, you may need to prepare a specific conference room with the necessary equipment and software installed. Besides, comfortable chairs and convenient tables should be provided, in case some participants need to take notes.


Fifth, work out an agenda.
 After all the above mentioned items are settled, you need to work out an agenda to send to all participants. The agenda should include everything the participants will require to log into the teleconference and items which will be discussed. If possible, send the agenda to all participants by email with adequate time prior to the meeting. In this way, all participants can have a general idea about what the conference is about and what they are supposed to do.

The following are two sample teleconference agendas:


Sample agenda 1



National Advisory Council for Environmental Policy and Technology

Teleconference AGENDA

Tuesday, January 31, 2012

3:00 pm-6:00 pm Eastern Standard Time

Call-in number: 18662993188, Code: 2022330068

1201 Constitution Ave, NW

EPA East Building, Room 1132

Washington, DC 20004

Purpose: To discuss and approve draft NACEPT recommendations addressing two topics: 1) the need for technologies that can help address environmental problems, and 2) leadership development and organizational transformation at EPA.



	
3:00 pm

	
Welcome and Introductions


Mark Joyce, NACEPT Acting Designated Federal Officer



	
3:10 pm

	
Overview of Agenda and Ground Rules for Teleconference


Dr. James H. Johnson, Jr., NACEPT Chair



	
3:15 pm

	
Overview of NACEPT Vulnerable Populations Advice Letter


Dr. DeWitt John and Dr. Mark A. Mitchell, NACEPT Vulnerable

Populations Workgroup Co-Chairs



	
3:45 pm

	
Public Comments on NACEPT Vulnerable Populations Advice Letter




	
4:15 pm

	
Discussion and Approval of NACEPT Vulnerable Populations Advice Letter


Dr. James H. Johnson, Jr., NACEPT Chair



	
5:00 pm

	
Discussion and Approval of Fourth NACEPT Advice Letter on EPA Workforce Planning: Leadership Development and Organizational Transformation


Dr. James H. Johnson, Jr., NACEPT Chair



	
5:45 pm

	
Closing Remarks


Dr. James H. Johnson, Jr., NACEPT Chair



	
6:00 pm

	
ADJOURN







(Adapted from http://www.epa.gov/ofacmo/nacept/pdf/2012/2012_0131_nacept_teleconference_agenda.pdf, retrieved June 12, 2013)


Sample agenda 2



Vehicle Occupant Safety Program (VOSP)

Teleconference



DATE: Thursday, June 16, 2011

TIME: 10:00-11:30am (PST)

PHONE: 8666752669

CODE: 9445214#

The California Department of Public Health, Safe and Active Communities (SAC) Branch, facilitates a quarterly teleconference designed to disseminate information and maintain an interactive network of child passenger safety coordinators, specialists and technicians throughout California. VOSP hosts guest speakers and facilitates the opportunity to share successful strategies, discuss barriers, and assist each other in solving problems. This teleconference call does NOT qualify for Technician CEU's.

AGENDA



	
Welcome & Roll Call


Kate Bernacki, MPH, Coordinator, VOSP
	10:00 am



	
Announcements


Kate Bernacki
	10:05 am



	
VOSP Site Visits to Local CPS Programs: Lessons Learned


Kate Bernacki
	10:15 am



	
NHTSA and AAP March 21, 2011 CPS Guidelines


Kate Bernacki
	10:30 am



	
Program Sharing/Planning for CPS Week


All participants
	11:00 am




Next Teleconference—August 18, 2011

The VOSP teleconference agenda is sent via email. For more information or suggestions on future sessions, or to be placed on the email distribution list for this teleconference, please contact Kate Bernacki at (916) 5529855 or via email at kate.bernacki@cdph.ca.gov
 . To view the VOSP website for CPS information, materials or resources plug“cdph.ca.gov/vosp”into your web browser.



(Adapted from http://www.cdph.ca.gov/HealthInfo/injviosaf/Documents/VOSP%20Teleconf% 20Agenda%20June%202011.doc, retrieved June 18, 2013)


Sixth, arrange for technical coordination or support.
 Machines may break down unexpectedly. To avoid a teleconference being interrupted because of some technical problems, such as unclear images or sounds, it is better that each site be supported by a technical coordinator just in case. This person does not have to be a technical professional, but should be someone who understands the technology and can solve the problem quickly if there is one.

To sum up, planning and preparation are vital for a successful teleconference. As an organizer, you need to take into account all the necessary details. The more comprehensive the preparation is, the smoother the conference will be.

Passage C　Hosting and Attending a Teleconference

In some ways, a teleconference is similar to a face-to-face conference. However, the involvement of technology makes having a teleconference easier in some ways and harder in others. In order to ensure the success of a teleconference, both the host and the participants should make corresponding preparations. This passage will focus on how to do your job well if you are the host or if you are one of the participants of a teleconference.


I. As the host



Begin the conference according to the time scheduled.
 Do not wait for those who are late. Take a roll call when the conference begins so that everyone knows who is present. Do not ask“Who is there?”because it may leave everyone else wondering whether it is his or her turn and have them speak at once. Just start by saying,“Tim, are you there? You hear us fine?”and move on to the next person. Do not forget to introduce who is at the other end either. If the number of participants is not big, let them have brief self-introductions.


Try to make the conference active.
 Remember, teleconferencing involves no face-to-face communication, and it can become quite boring if attendees listen to a speaker phone or watch a big screen for a long time. Therefore, as the host, you should try to make the conference more active. Talk humorously or tell some short jokes to get the participants' attention.


Manage the time.
 During the conference, you must remember to follow the agenda strictly or you may run the risk of not finishing the items on the agenda. Remind every speaker when there is one minute left and stop the speech decisively when it runs out of time. Pause from time to time throughout the teleconference to make sure all the participants know what is going on. If the conference will go for a long time, plan a five- or ten-minute break every sixty or ninety minutes. People can refresh themselves by going to the restroom or having a cup of coffee.


Summarize the teleconference afterwards.
 At the end of the conference, ask if anyone has questions and make sure all the questions are or will be answered. Then summarize the main points of the conference so that everyone understands what has been discussed. If you need another meeting sometime later, schedule it before anyone hangs up. Thank everyone for their time and wish them a good day or weekend.

After the teleconference, send the minutes to all participants immediately. It serves two purposes: 1) it ensures that all the participants are aware of what has been discussed and what their responsibilities are, and 2) it records the conversation in writing in case there are any disagreements later. Remember to ask for corrections or adjustments to the minutes if there are any.


II. As a participant



Attend the conference on time.
 Your tardiness is unacceptable, as it shows a lack of consideration and respect for the host and the other participants alike. Even if the host has started the conference on time without you, you are causing an interruption. You have to realize that you are invited to the teleconference because you are recognized as a valuable contributor, and therefore you need to be on time to the meeting and ready to participate.


Be prepared.
 Before the teleconference, the host will usually send an agenda to everyone involved. Read the agenda carefully to get an idea of what issues the conference is meant to address. Review related documents and prepare for any questions you may have to deal with at the teleconference.


Mute your phone.
 Modern teleconferencing equipment produces a very clear audio connection, so even the sound of typing on your computer can be easily caught by your phone and sent out to all the other participants. Therefore, it is advisable to mute your phone if you are not speaking. Most phones these days have a mute button. If not, the teleconference service provider should have a way to enter a command to mute your line.


Remember to identify yourself.
 At an audio or web conference, it is not always possible for the host or other participants to identify you unless you yourself do it. The best way is to state your name when you are going to speak, so people know who they are listening to.


Be focused.
 It is easy to get distracted during a teleconference because you do not have a face-to-face meeting. But one thing you have to be aware is that you are expected to contribute to the meeting, so stay focused all the time.


III. Writing and sending the minutes


Like other meetings, it is usually necessary to write the minutes immediately after a teleconference. Who should take charge of this task depends on who initiates the teleconference, and thus the host is often responsible for writing them up. But sometimes, someone else may be assigned the task.

If you are in charge of writing the minutes, it is advisable that you prepare, ahead of the meeting, an outline based on the agenda, with plenty of blank space for taking notes. During the meeting, your main job is to fill in the blank space. It may help if you can take advantage of a tool or software to record the whole conference. After the meeting, organize your outline and notes into the minutes. In your minutes, remember to write down: 1) the names of persons who were present at the meeting, 2) any individuals who were late, 3) the time the meeting started, 4) how long the meeting lasted, 5) who said what during the meeting, 6) every action agreed on during the meeting, and 7) the assignments given to any individuals. Remember also to include a heading for each topic and make a list of the items discussed in time order. Try to write all details as clearly and concisely as possible. After you finish the draft, double-check it before you email it to everyone present at the teleconference and others involved.


Sample minutes



USATF Officials Training Subcommittee Conference Call

Monday, July 19, 2010

Minutes


Members Present:


Rob Buzaitis (Michigan)—Vice Chair—Training

Robt. O. Kern (Wisconsin)—Secretary

Janice Berkebile (Florida)—Instructional Designer

Shirley Connors (Pacific)—Chair, Convention Clinics Group

Dave Bowers (Indiana)—Chair, Initial Training Group

Mike Armstrong (Arkansas)—Chair, Continuing Education Group

Richard Schornstein (Colorado)—Advancement Training Group

Monique White (Mid-Atlantic)—Outreach Trainin Group

Ken Yerger (Mid-Atlantic)—Co-Chair, Outreach Training Group


The teleconference was called to order at 7:03 pm EDT



	
Approval of Minutes from December 2, 2009 Meeting


The minutes were approved without objection. Buzaitis introduced himself as the new Vice Chair for Training.

	
Report from Mid-Year Officials Executive Committee Meeting


Buzaitis reported that the 2010 Convention will be one day shorter. No definitive start time has been selected as of yet. Thursday afternoon or evening seem to be the projected starting times. Sunday will still be the closing. Clinic impact will be determined as soon as the time schedule is formulated and approved.

	
Group Reports


a. Convention Clinics Group: Connors explained that the group is waiting for the time schedule for the shortened convention format before proposing a convention clinic schedule. A recommendation of Clinic Topics will be forwarded shortly. Weights & Measures will be high up on the list.

b. Initial Training Group: Bowers reported that the initial modules for training new officials have been completed and are being placed in a website format. The Umpires Module is complete and the Jumps Module is nearing completion.

c. Continuing Education Group: Armstrong indicated that the group was working on a“Venue Inspection Checklist”for high school referees. This would provide a checklist for safety issues and concerns to assist the referee in ensuring that the safety and integrity of the meet and the events is not compromised. The NCAA Rule Changes for 201112 should be completed and presented on or about August 1. The group will then create the appropriate educational materials.

d. Advancement Training Group: Schornstein reported that the group is working on a series of four instructional videos, approximately 30 minutes in length, that would utilize actual meet footage, PowerPoint presentations, voiceovers, and provide standardized conclusions.

e. Outreach Training Group: White and Yerger stated that the UK Exchange Project had completed their selections after 90 minutes of discussion. Mike Armstrong & Terry Thurber are this year's participants. The NFHS Pre Meet Notes are presently in the 1st Draft process and will meet the mid-September target date for completion.

	
Review Budget for 2010


Budget was reviewed with no recommended changes proposed by each of the group chairs. Schornstein will look into the cost of the videographer for use at the meets.

	
Other Discussed Items


Discussion ensued about providing training for LOC's and Meet Management as they bid on and secure National Meets. Is this within the jurisdiction of this Subcommittee? Several documents concerning these matters are on the USATF's official website.




The teleconference adjourned at 7:45 pm EDT.




(Adapted from http://www.usatf.org/groups/officials/files/meeting-minutes/training-committee/ July-2010-Training-Committee-Conference-Call-Minutes.pdf, retrieved June 20, 2013)

To conclude, both the host and participants have responsibility for the success of the teleconference. By following the suggestions above, you may avoid some unnecessary mistakes.

Exercises


I. Review questions


Answer the following questions:


	What is a teleconference?

	What are the major types of teleconferencing?

	What are the advantages and disadvantages of teleconferencing?

	According to Passage B, what should the organizer(s) do to prepare for a teleconference?

	During a teleconference, why does the host need to make the meeting active?

	Why should the host send the minutes to all participants immediately after a teleconference?

	What suggestions are offered to participants to ensure the success of a teleconference?

	Why should participants mute their phones if they are not speaking?

	What details should be included in the minutes of a teleconference?




II. Oral tasks



	Though teleconferencing is becoming more and more popular, some people still think that face-to-face conferencing cannot be replaced. Work in pairs and discuss what advantages face-to-face conferencing has over teleconferencing.

	The format of a teleconference agenda may vary somewhat. However, there are certain points which must be covered. Study the two sample teleconference agendas in Passage B and try to find out what must be included in an agenda.

	Work in groups of four or five. Suppose you are going to organize a teleconference on the issue of building team spirit. There are some preparations you need to make. First, discuss and try to reach agreement on the items listed below. Then, report your results in front of the class. The class may vote to decide which group has made the most thorough preparations.

1）Determine the topic for the teleconference.

2）Participants may be from different countries, such as China, Japan, America, Australia and so on. Work out a proper date and time for all.

3）Decide who will be the host for the teleconference.

4）Make a tentative list of things to be discussed at the conference.

5）Decide on the technical support.

	Role Play. Work in groups four or five. Suppose that you are members of the International Olympic Committee (IOC). It is your job to select a suitable host city for the 2024 Summer Olympic Games. Four cities are bidding: Berlin, Cairo, New York, and Shanghai. Now you need to have a teleconference to evaluate these cities in various aspects (see the Evaluation Form below for details), and finally rank these cities according to their final results. One member will act as the host and the other members will be the participants. Try to follow the guidelines of teleconferencing. The host should try to make the conference active and make sure that everyone contributes his or her ideas to the conference. Everyone must keep in mind that you are having a conference over the phone and you cannot see one another, and therefore identify who you are before speaking.




Evaluation Form


[image: 0196-01]



III. Writing task


Write the minutes of the teleconference you have had about the host city for the 2024 Summer Olympic Games. Refer to Passage C for the guidelines of writing minutes and the sample minutes. Remember to include all the necessary items in your minutes.


IV. Listening tasks


A. Email alternatives: conferencing

A conference is a vital and effective form of business communication. However, which is the best form under different situations, a phone conference, a chat room, a web conference, a video conference or even email? In the following video, Tim Burress, an email etiquette and organization specialist gives some advice on the choice of the best form of business communication.

(Suggested website: http://www.videojug.com/interview/email-alternatives-conferencing, accessed July 5, 2013)

Directions:

Watch the video and fill in the missing words.


a) When is a“phone conference”the best form of business communication?


Teleconferences are 1) __________ today. Again, that's where you really want to have that synchronous environment. Everyone is on the phone, at the same time, 2) __________. It's in a synchronous environment versus a-synchronous, so maybe topics where you really want to hear from everyone, you want to have that dialog. It may be 3) __________, or a really important marketing plan. We need to have that 4) __________ versus an a-synchronous environment. Once you move something to email, it generally tends to take longer to 5) __________ because people hop on the email 6) __________.


b) When is using a“chat room”the best form of business communication?


Chat rooms are not predominantly used in a business setting. Most business settings want to have 7) __________ to talk about something, or they are going to use a teleconference, a web conference or a face-to-face meeting. Chat conferences can be used for, maybe not 8) __________, but rather where they are talking about 9) __________ that isn't on the front burner but maybe on the back burner.


c) When is a“web conference”the best form of business communication?


Web conferencing is great because you are really approaching someone in two ways. You're 10) __________ because they are going to hop onto a web conference and 11) __________ that someone is casting out. And you're going to hear as well, audio. So, unlike a teleconference where you're just listening, in a web conference you're usually looking at 12)__________, so that can be helpful in 13) __________, to actually have the graphic behind it to reinforce your points.


d) When is a“video conference”the best form of business communication?


Video conferencing is another technology that a lot of companies have, but very few use, largely because they just don't know how to use it and they're 14) __________. It's like our VCR with the time, most of ours are blinking midnight just because we don't know how to 15) __________. It is the same thing with video conferencing in Corporate America today.


e) When is“email”the best form of business communication?


The conversations you should definitely use email for, and perhaps not use face-to-face or other communications for, are the things where people aren't located right close to you. I mean, if they are 16) __________, it's tough to have a face-to-face 'cause someone's got to travel. Or if they're 17) __________, it's even difficult to 18) __________ at the same time, when you're in the United States and someone's in Sydney, Australia. So, thinking about 19) __________, and then also thinking about if it's a complicated thing or process that you're trying to communicate, and you 20) __________ that's clear and concise in an email, you can write it, and then re-read it a few times yourself before sending it, to make sure it's clear and concise. That can help in the communication path.

B. 5 video conferencing etiquette tips

As one form of teleconferencing, video conferencing may be more challenging in that participants can see one another through the screen. The following video takes you through some useful tips which may help to make a video conference successful.

(Suggested website: http://www.youtube.com/watch?v=Xq1AfDvg6qM, accessed, July 6, 2013)

Directions:

Watch the video and answer the following questions based on the information provided in the video.


	What does the speaker suggest that a presenter do to get prepared?

	Why does the speaker suggest that a presenter upload some necessary files into the document center?

	What does the speaker mean by“make sure you are ready”?

	What is the easiest and fastest way to make the conference room ready for the next meeting?

	According to the speaker, why does a presenter need to manually delete things on the whiteboard?



Useful Expressions


Expressions for the host



1. Introducing the participants



	Hello. This is Conrad Cormier, Team Leader of the Conrad team in IBM China, Shenzhen.

	With me are/I have Alex Ma, Project Manager, Sunny Jiang, Senior Specialist and ...

	Timothy, are you there?

	Who else is on the line?




2. Laying out the agenda



	OK, let's get started. We have three important issues to discuss today.

	We're all here? Great. Today, we will be talking about staff performance review.

	Hi, everyone. As you know, our main goal today is to brainstorm ways to increase sales．

	Good afternoon, folks. Let's begin. The first topic on the agenda today is the next fiscal year's budget.




3. Agreeing on the ground rules for the meeting



	We will first hear a short report on each point, followed by a discussion of ...

	Let's make sure we finish by 11:30 am.

	I'd suggest we all obey the following rule ...

	There will be five minutes for each item.

	We'll have to keep each item to 15 minutes. Otherwise we'll never get through.




4. Introducing the first item on the agenda



	So, let's start with ...

	I'd suggest we start with ...

	Why don't we start with ...

	So, the first item on the agenda is ...

	Samuel, would you like to kick off?

	Shall we start with ...

	Jack, would you like to introduce this item?




5. Closing an item



	I think that takes care of the first item.

	Shall we leave that item?

	Why don't we move on to ...

	If nobody has anything else to add, let's ...




6. Moving on to the next item



	Let's move on to the next item.

	Now that we've discussed X, let's now ...

	The next item on today's agenda is ...

	Now we come to the question of ...




7. Giving control to the next participant



	I'd like to hand over to Tony, who is going to lead the next point.

	Next, Timothy is going to take us through ...

	Now, I'd like to introduce (name of participant) who is going to ...




8. Managing time



	Good point, sir, but let's table it at the next meeting.

	Thank you, Bill. We need to move forward. Can you discuss it later?

	We get some time constraint. So let's stay on topic please.

	I suggest we hold questions to the end.




9. Suggesting a break



	Shall we take a breather?

	Does anyone else need a break?

	I think it's time for a break.




10. Summarizing



	Before we close today's meeting, let me just summarize the main points.

	Let me quickly go over today's main points.

	To sum up, ...

	OK, why don't we quickly summarize what we've done today?

	In brief, ...

	Shall I go over the main points?




11. Finishing up



	Right, it looks as though we've covered the main items.

	If there are no other comments, I'd like to wrap this meeting up.

	Let's bring this to a close for today.

	Is there any other business?




12. Suggesting and agreeing on time, date and place for the next meeting



	Can we set the date for the next meeting, please?

	So, the next meeting will be on ... (day), the ... (date) of ... (month) at ...

	Let's meet again on ... (day), the ... (date) of ... (month) at ...

	What about the following Wednesday? How is that?




13. Thanking participants for attending



	I'd like to thank Marianne and Jeremy for coming over from London.

	Thank you all for attending.

	Thanks for your participation.




14. Closing the meeting



	Let's stop here. We will see each other next ...

	The meeting is closed.

	I declare the meeting closed.




Expressions for the participants



1. Clarifying or asking people to speak more slowly



	Would you mind repeating what you just said?

	I'm sorry. I miss the beginning of what you said.

	Jeff, would you please speak a little more slowly. We can't see each other, so sometimes it's hard to catch everything.




2. Using signposts to prepare listeners for what you are going to say



	Let's get this straight, Jack. Are you saying that August 5th is acceptable?

	Jean, I just want to clarify. You won't be attending the meeting in Shanghai. Is that right?

	I'd like to make this point clear.

	But there's something else to consider. Who have the staff to handle all these extra orders?

	I'd like to make a point. The ad copy needs to be revised.

	We need to consider something else. Different countries have different tax standards.

	Do you mind if I ask a question? What happens if the shipment is delayed?

	Let me get this straight. Those figures haven't been released yet.




3. Identifying yourself to help everyone keep track of who is talking to whom



	This is Carol, and I'd like to answer Clara's question.

	Sarah's speaking. Can someone email that report to me?

	Steve here. Mark has made a good point about getting more parts.

	This is Lisa and I think we need a new strategy.




4. Talking about technical problems



	I can't see people at the edge of the room.

	Your image has frozen.

	The image has disappeared.

	The image and sound are out of synch.

	You're very quiet. I can't hear you clearly.

	Just a second. I'm going to turn the volume up.

	Can you try moving the microphone?



Cultural Tips　Making Yourself a Cooperative Participant

In a teleconference, it is often the case that the participants are not familiar with one another's voice on the phone. So, it should benefit everyone if you announce who you are before making your comments. This helps avoid unnecessary confusion.

Sometimes, you may encounter a delay of signals during a teleconference. If several people try to talk at the same time, the result is that no one's voice can be heard clearly. The suggestion in this case is that you show a little patience. Do not rush. Wait for a while before you speak.

If there are no cameras involved in the teleconference, no one can see you. You may be tempted to do something else during the meeting, for example, checking your email. But caution: you may be called by your name and asked,“What do you think?”When you are not paying attention, it is hard to think anything, let alone say anything! So, avoid that urge to do other things during the teleconference. Focus on what others are saying and be ready to respond at any time.


Unit 10　Job Interviews

Learning Objectives

— To learn about different types of job interviews

— To learn about job interview mechanics

— To learn how to respond to job interview questions

Passage A　Different Types of Job Interviews

As a job applicant, you never get a second chance at making a first impression. Even if you meet all the requirements for the job, the interview is the decisive event when the hiring authority decides whether you will be offered the job or not. A successful job interview requires you to prepare fully to show the best of you, that you are smart and talented, have good communication skills, and are not likely to jump the track.

There are different types of job interviews you may participate in during the hiring process. Employers choose the type most suited for the stage of their selection and the requirements of the vacant position. It is necessary for you to have an idea of the various types of job interviews, so that you know exactly what to expect when you have an interview.

There are mainly two categories of job interviews, namely, screening interviews and hiring or selection interviews. A screening interview is used to decide whether you qualify as a candidate for possible selection. A hiring or selection interview enables you and the interviewer to get to know each other and make the final decision. Once you are picked out by a screening interview, you may experience one or more selection interviews.


I. Screening interviews


Screening interviews are for companies to weed out candidates. They are usually quick and efficient, and result in a list of qualified candidates. Screening interviews can be conducted in a variety of forms.


A telephone interview
 is the most common way for an initial screening interview and will help you and the interviewer to get a general sense of whether you are mutually interested or not. The goal for you in this interview is to get a face-to-face interview, not the job offer yet.


A computer interview
 is done on a website. You are usually asked to answer a series of multiple-choice questions for a potential job interview and then submit your resume online.


A videophone or video conferencing interview
 provides the communication between you and the interviewer at a remote site via audio or video tools. It is a convenient communication method and an alternative to the more costly face-to-face meetings. No matter where you are in the world, you can be connected for video conferencing with the use of a microphone, a camera, and compatible software.


An on-campus interview
 is a screening interview conducted by company recruiters on the campus of a college or university. Generally, such an interview is set up through the school's career center.


A career or job fair interview
 occurs in a job fair or a job market, where you hand over your resume or a summary sheet of your qualifications. Remember, the objective is to land an interview and not to get a job offer. The meeting is brief, so try to make an immediate positive impression.


II. Hiring or selection interviews


The purpose of a hiring or selection interview is to assess your suitability for a job position, and present the company in a good light to you. Most of these interviews take place in an office setting.


A one-on-one interview
 is a traditional interview. You meet with your potential employer in person, one-on-one in an office. Each of such interviews is unique and can be loosely structured. When the interview is over, both you and the interviewer usually will have a clear idea of whether or not you are the right choice for the job.


A serial or sequential interview
 refers to an interview in which you meet with a number of interviewers one after another. The interview may last several days, weeks, or even months. After each meeting, you will learn more about the position and the company, and get closer to the job.


A panel or committee interview
 has typically an interview panel of three to ten members, including at least an intimidator, a coach and an observer, who share the duty to evaluate your qualifications, personality, interpersonal skills, and independent thinking ability. It is a good chance to exhibit your communication skills, so try to“read”the various personality types of the interviewers as quickly as possible and find a way to connect with each of them.


A group interview
 is one in which a group of candidates are interviewed for the same position at the same time. The interviewer may ask you and the other candidates to hold a group discussion or solve a problem collectively. In the process, the interviewer can get a sense of the leadership potential and behavior style of each of the candidates.


A situation or mock interview
 is one in which you are asked to role play a job function to be assessed for certain work skills. You may be given a specific, hypothetical situation or problem and then asked to work out a potential solution.


A behavioral interview
 is to check how you will act in certain job situations. The logic is that past behavior can predict future performance. Certain questions and tasks are designed according to the responsibilities of the position and the working conditions to check your problem-solving skills, adaptability, leadership, initiative, stress management, etc.


A directive interview
 is also called a“structured interview”. It has a rigid format and a clear agenda. The interviewer asks you standard interview questions and compares your results with those of other candidates to find the right people. The purpose of this form of interview is to ensure fairness.


A mealtime interview
 is used to see what you are like in a social setting. Your potential employer wants to know not only how you handle a fork but how you treat your host (the interviewer), guests and the serving staff. Take your time while eating and talking. Do not order messy food and limit alcoholic beverages. Try to be as civilized as possible.


A stress interview
 is generally intended to put you under stress and assess your reactions under pressure or in difficult situations. For example, you may be held in the waiting room for a long time before being greeted, or you may face long silences or cold stares. Sometimes you may be asked to work on an impossible task. Insults, rudeness and miscommunication based on simulated situations are very common. The purpose is to see whether or not you can withstand potential pressure on the job from, for example, tough clients. This form of interview was very common for sales positions but is rare today.


III. Other types of job interviews



A recruiter search interview
 is one in which a recruiter contacts you about a certain job position because you have done or are doing a job similar to the one the recruiter's client wants to fill. The recruiter can be either a third-party or someone inside the company.


A recruiter courtesy interview
 is a pretense of interest. The company recruiter has no intent of hiring you, but conducts the interview anyway for certain purposes. Or it is ceremonial, that is, the recruiter has already made up his or her mind to hire you, and the meeting is perfunctory.


A promotion interview
 is conducted to interview you as an employee who is a candidate for a promotion to a higher job position. Specific questions will be asked, such as your role within the company, your goals, your vision of the company and so on. The fact that you are on the shortlist indicates that you are worthy of the promotion, so the point is how you outshine the others on the list.

Passage B　Job Interview Mechanics

Once you have landed an interview, you should prepare yourself well so you can win the job you want. The following are some mechanics or strategies for a successful interview.


I. What to bring to a job interview


It is always good to go into battle with a light pack. But the following are the basic outfits you should bring with you when you go to the interview.


Identification.
 Bring your ID card or other forms of identification with you to the interview in case you are asked to show your ID by the company security or to complete a job application form.


Directions and contact information.
 Bring the directions or instructions you have about the company. They will be helpful when you are not sure about the location or when you get lost. Write down the name and contact information of the interviewer on top of the directions for emergency.


Resume copies.
 Bring several copies of your resume in case you are asked to provide one or more, which is true in most cases. In some cases you may be asked to fill out another job application.


A notepad and pen.
 It is obviously not good if you have to borrow a pen when asked to fill out paperwork. Also bring a notepad so that you can write down some useful information such as an interviewer's contact or other company information.


A list of questions.
 Bring a few questions you would like to ask the interviewer about the job. You can write them down in your notepad and skim them when it is necessary.


Reference sheets.
 Bring a printed list of professional references, at least three, to give to the hiring manager. Include their contact information in case you need them to attest to your ability to perform the job. Of course, inform your references beforehand that they might be contacted.


A portfolio.
 A portfolio allows you to organize all the items you are bringing to the interview. Make sure that everything you need will be readily accessible.


Work samples.
 For certain types of jobs, you may need to bring some samples of your work. So bring a flash drive or your laptop in case they are to be used to present the samples.


Gum or breath mints.
 It is a good idea to bring some gum or breath mints with you to fresh up your mind and calm you down. But be sure to get rid of it before you enter the interview room.


What you should not bring to a job interview
 is important, too. Do not walk into an interview chewing gum, carrying a cup of coffee, or texting on your phone. Switch off the phone if you bring it with you.

Remember that the only most important things you should bring with you are yourself and your credentials for the job.


II. Job interview attire


The image you present at an interview is as important as what you say. The attire for job interviews can be either business formal or business casual.


Women's interview attire.
 A solid-colored conservative suit with a coordinated blouse, moderate shoes, and tan or light hosiery work well for a female in the interview. Neat, professional hairstyle, manicured nails, sparse make-up and perfume, and limited jewelry are also good choices. A portfolio or briefcase will make you look more career-oriented.


Men's interview attire.
 A solid-colored conservative suit with a white long sleeve shirt, a conservative tie, dark socks, and professional shoes are the best choices for men. Neat, professional hairstyle and neatly trimmed nails create a good image. It is wise for you to wear little jewelry and go to the interview on the aftershave. A portfolio or briefcase also works well.

There are some warnings here. Make sure that your clothes are clean and pressed, and do not wear a watch that beeps.


III. Job interview body language


In a job interview, non-verbal communication accounts for a large portion of the message you are sending, and the verbal content only provides a tiny part of the message the interviewer is receiving from you. Thus, using appropriate interview body language is essential to your success.


Posture.
 Your posture conveys much to the interviewer. When you enter the room and are offered a seat, sit upright but not too stiffly in the chair to show that you are comfortable and feeling confident. If you hunch down or sit on the edge of the chair, it indicates that you are nervous and not so confident. Sitting sloppily in the chair makes you appear careless and lack of energy.


Hands and arms.
 The placement and movement of your hands and arms also tell a lot about you. When you are sitting in the chair, place your arms and hands loosely on your sides or your legs. If you fold your arms across your chest, it suggests that you have a closed and defensive attitude. Waving your hands and arms around shows that you are uncertain and unprofessional. The less you move them about, the more confident and in control you will look. Keep your hands away from your face, because touching the nose or lips might be taken as lying. Holding a hand behind your head often shows that you are annoyed or uncertain.


Leg movement.
 When you are sitting in the chair, be sure not to shake your legs or move your legs to and fro. Much leg movement is very distracting and indicates that you are nervous. Besides, resting one leg or ankle on top of your other knee is a casual and arrogant manner, and crossing your legs high up conveys a defensive attitude. The correct way is crossing your legs at the ankles or placing both feet flat on the floor, which creates a more confident and professional image.


Eye contact.
 Eye contact should be a positive aspect of interview body language. Direct eye contact with the interviewer shows that you are listening actively, and no eye contact makes the interviewer feel disconnected from you. Eye avoidance and looking constantly downwards make you appear insincere or submissive. In a panel interview with several interviewers, it is best to look at the person asking the question, with a glance periodically at the other interviewers.


Voice delivery.
 A clear and controlled voice conveys confidence. Do not show too much or too strong emotion during your job interview. Smile and nod at appropriate times. Vary your tone and pitch, but do not overdo it as that will make you sound too excited or emotional.

Practice your body language in front of a mirror to make sure you are sending the right message in your job interview—the message that you are a professional, confident and enthusiastic candidate for the position!


IV. Ten common pitfalls of job interviews


Generally, there are certain“red flags”managers and interviewers look for in an interview. Be alert to these common pitfalls, otherwise you will lose your chance to land a great job.


Unpunctuality.
 Showing up too early often creates a poor first impression as well as being late. Always arrive on time, and never more than ten minutes early.


Sloppy appearance.
 First impression counts. Sloppy attire and appearance will typically ruin your chance. It has been said that many interviewers make up their mind about a prospective job candidate within the first thirty seconds of the interview and your appearance will be the major factor in that first impression.


Weak Communication.
 Effective communication is vital in an interview. Irrelevant answers as well as no answers, talking too much or too little will all lead to failure. Some other simple things, such as lack of eye contact, not speaking clearly, or excessive“ums”and“ahs”, will also hinder your success.


Mammonism.
 Don't ask about benefits, vacation time or salary too early in your interview, because it will make you appear too mammonish or money-oriented and might annoy the interviewer. The first thing in the interview is for the employer to get to know about your qualifications. So wait until you have won the employer over before asking such questions.


Lack of company knowledge.
 Remember that if you fail to prepare, you are preparing to fail. Before you go to your interview, surf online to gather some background information about the company. The quickest way to create a good impression is to show your knowledge of the company.


No vision.
 Long-range career goals will show that you are promising. But remember, an unrealistic goal creates a bad impression promptly.


Talking negatively about current or past employers or managers.
 This is a fast way to ruin your interview. If you have to do that, try to mention something intangible.


Lack of company interest.
 You should keep it a secret if you are at the same time looking at some other job opportunities. Show the interviewer that this one is your very precious or even the only opportunity and provide necessary information to illustrate it. Smile and express it with great passion.


Lack of personality.
 If your normal communication is dry and dull, or if you are introverted and hard to get close, you should make a conscious effort to overcome these during the interview and try to show your other strengths.


Lack of integrity.
 Honesty is a desirable trait that almost all employers want to see. Do not lie on your resume, especially about your education. Employers are always looking to hire people they can trust.

Passage C　15 Most Common Job Interview Questions

It is always good to think about the kind of questions possibly asked in a job interview and prepare yourself with the answers before you go to the interview. Although you may not remember all of these answers, they will help you to calm down and be more confident in the job interview.


1. Can you tell me something about yourself?


Focus on some relevant facts such as your education, career, and current life situation. Be careful not to tell the interviewer your life story. You do not need to explain everything from birth to present day.


2. Why do you apply for this job/did you leave your last job?


When answering this question, focus on the company, not yourself. You may say that you want to advance your career or to grow as a person and an employee. It is not wise to mention money, which can make you sound mercenary. And if you were fired from the last job, you will need a good explanation. Do not mention anything negative about your previous company.


3. Tell me what you know about this company. /Why do you want to work at X Company?


For this question, you are expected to include what the job entails, how it fits into the overall picture, and how the company stands in its industry. It is beneficial to do some research before you go to the interview, for example, searching online to get the necessary information. It is also good to show your great enthusiasm for this company and mention your career goals as well as the vision of the company.


4. What relevant experience do you have? /How does your experience help us?


Solid experience is a confirmation of your ability to do the job. But when you describe it, pick just one or two jobs and briefly describe what you did and what you learned. Focus on the most related experience to convince the employer that it is easy for you to adapt to the new workplace. If you are switching careers or trying something a little different, you may need a little honest tactic to try to match the experience required with what you have done before.


5. What education do you have?


Education is important for some companies and certain positions. For example, degrees like MBA are preferred for administrative or marketing positions. But if you do not have one, you may focus on the knowledge or skills you have gained in a certain field or the study or training experiences you have had.


6. What are your skills and competences?


Skills are what you can do and competences are how well you do something with your natural talents like motivation, industriousness and attitudes. Examples of skills are: using English fluently, computing skills, and driving; and those of competences are: you are a motivating speaker, a good coordinator, and a good team leader.


7. What is your greatest strength?


This is your chance to outshine the others, so do not hold back and do stay positive. But you should notice that only work-related strengths work. For example, you can describe yourself as a person who thrives under pressure, a quick learner, or an amazing problem-solver.


8. What is your biggest weakness?


This is a tricky question. If you are completely honest and tell the truth, you may be left at a disadvantage. But if you say you do not have one, you are obviously lying. The wise way is to give a small, work-related flaw and then say you are working hard to improve.


9. What are your major achievements so far?


Achievements weigh more than other experiences. For example, working as a volunteer with Red Cross in Africa is a strong proof that you are a person of kindheartedness and benevolence, and taking part in a marathon or succeeding in giving up smoking shows your strong will, determination, and perseverance.


10. What is your five-year plan?


Having goals indicates that you are a person of accountability. But relate your goals with the company's vision and show your plans or steps for achieving these goals. For example, you can say how you plan to become a sales manager in this company five years later. Remember to avoid undesirable goals. No employers will like a person who will leave two years later to start his or her own business or who wants to make a fortune overnight.


11. How do you handle stress?


It is common to have stress in life, but the ability to deal with it appropriately makes you different. Some good answers may be:“I control my stress level by maintaining a good life-work balance,”“I cope with pressure by using any resources I have, like reading books, listening to music, taking part in club activities,”and“I can handle stress by making it a challenge.”


12. What are your salary expectations?


As for your salary, you want as much as possible, and the employer wants you for as little as you are willing to take. Before going to the interview, go online to get some idea of what someone with similar experience and qualifications are paid. And it is always good to mention a salary range rather than a figure. Also emphasize that the salary is not the deciding factor for you to choose this job.


13. What is a good boss/colleague in your eyes?


This is to check how well you will fit into the company culture and get along with people around you. Do not say anything tangible, otherwise you may sound picky and difficult. You may mention what part in a team you would like to play or imply tactfully that you are a natural leader in a team.


14. Why should I hire you?


It is a hard question. Focus on yourself and your talents, not other candidates' flaws. You can give the employer a list of your strengths that match the job description and show the employer something special that may help you outshine the other candidates.


15. Do you have any questions to ask me?


It is good to ask one or two questions about the company, not more. You may raise some questions you prepared before the interview to show your interest in and knowledge about the company. If the benefits or welfare have not been mentioned yet, this is a good chance to ask.

The questions asked by different companies may vary a bit here and there, but not much. How you answer these questions really shows your communication skills and qualifications, and will decide whether you will have a successful interview or not. Therefore, make good preparations beforehand and use proper strategies when you are answering them.

Exercises


I. Review questions


Answer the following questions:


	What are the differences between a screening interview and a hiring or selection interview?

	Who will be on the committee of a panel interview? What is their duty?

	What is the logic that justifies a behavioral interview?

	What does a mealtime interview determine?

	What should an interviewee bring to the job interview?

	Why is appropriate body language essential to the success of a job interview?

	Is it good to get to a job interview thirty minutes earlier? Why or why not?

	Some people believe that the best way for an interviewee to show his or her communication skills is to talk as much as possible. Do you agree?

	Is it good for an interviewee to mention every detail of his or her education from middle school to college? Why or why not?

	What is the best response if an interviewee is asked about his or her weaknesses?

	What is the appropriate response when an interviewee is asked about his or her expectations for salary?




II. Oral tasks



	You are going to an interview of an international company tomorrow. How would you prepare for it? What would you take, what would you wear, and what questions would you ask the interviewer?

	Interviewers are likely to ask some weird questions during interviews and you may be taken aback if you are unprepared. For example, Forrester Research, a US-based technology and market research company, once asked the question“If you were to get rid of one state of the United States, which would it be and why?”And Google, the dominant search company on the Internet, asked this for the People Analyst position:“How many basketballs can you fit in this room?”Work with your classmates and work out a list of 5 weird questions that might be asked by the interviewer in an interview. Then, try to work out the solutions.

	Role play. Work in groups of two to three and role play a face-to-face interview. While one group is playing, students of other groups watch and make some comments on their body language.




III. Writing tasks


As you approach a job interview, your research of the company is the first step towards changing your life for the better. Imagine that you are going to an interview of an international company related to your major. Try to get some detailed information and work out a report of the company. The following outline is for your reference:


	Size and growth patterns

	Direction and planning

	Products or services

	Competitive profile

	Culture and reputation

	Company financials




IV. Listening tasks


A. A movie clip from the“Pursuit of Happyness”(41′30″-44′55″)

Chris is at the most difficult stage of his life. He has lost his job; his wife has left him and their little son; he has bought some useless scanning machines with all his money and cannot sell any one of them. He is so poor that he cannot even afford a place to stay for the night with his little son. But he does not lose hope and continues to pursue his happiness.

In this movie clip, Chris goes to a job interview. Watch the video and complete the following exercises.

Directions:


	Watch the clip and answer the following questions:

1）What has happened to Chris before he goes to the interview?

2）What is Chris wearing when he gets to the interview?

3）How does Chris explain to the interview panel when he enters the room?

4）What question does the boss ask Chris about his attire? How does Chris answer it? What personality trait do you think this shows about Chirs?

5）What do you think leads to Chris's winning the interview?

	Role play. What would you do if you were Chris? Work in small groups and role play the interview. Try to find some other resolutions for Chris to win the job interview.



B. Vault's guide to interview dos and don'ts

Vault is a professional job interview coach, and in this video he introduces some dos and don'ts of job interviews.

(Suggested website: https://myspace.com/vault_video/video/interview-do-s-and-don-ts/17970466, accessed April 8,2014)

Directions:

Watch the video and answer the following questions.


	What are the four key areas most interviews are designed to assess?

	What is the appropriate attire for men or women to wear to an interview?

	What is the key to handshaking?

	What does the lady do wrong when she introduces herself?

	How does the lady mention her weaknesses? What is the suggestion?

	What questions are considered inappropriate for interviewers to ask? How should an interviewee deal with these questions?

	What are some other important things to remember for an interview?



Useful Expressions


To open an interview



	It is an honor for me to be here to introduce myself.

	It is a pleasure for me to introduce myself here.

	I am happy to be here today to introduce myself.




To introduce education and experience



	My education and work experience have qualified me well for this position.

	My background and work experience are tailor-made for this job position.

	With my background and work experience, I feel perfectly suited for this position.　




To show qualifications



	This is just one example of my ability to ...

	This experience just proves that I can ...

	This experience may give you an idea of how I cope with ...




To express your interest in the company



	The position attracts me so much.

	I look forward to becoming part of the ... team.

	I welcome the opportunity to become a member of ...

	It would be a great opportunity to work for ...




To agree with somebody



	Yes, I agree.

	True enough.

	That's right.

	I could not agree more.

	I cannot help thinking the same.




To disagree with somebody



	Well/Actually, ...

	Well, as a matter of fact, ...

	I see things rather differently myself.

	I do not entirely agree with you.

	Well, my own opinion is that ...

	I am afraid I do not agree.




To interrupt



	Excuse me for interrupting. Can I say something here?

	Can I add something?

	Excuse me for interrupting, but ...

	Sorry, I'm afraid I didn't catch that.




To ask for clarification or repetition



	I am sorry?

	Do you intend to say that ...?

	Do you mean ...?

	Does that mean ...?




To ask for more information or an opinion



	What do you think ...?

	I'd like to know more about ...

	Could you tell me some more about ...?

	I would like to know more about ...

	Something else I was wondering about/I would like to know was ...

	Sorry, I do not quite understand why ...




To reject or give yourself time to think



	I'm not really sure.

	I am sorry, I really don't know.

	That is something I would rather not talk about just now.

	Well, let me see.

	Oh, let me think for a minute.

	I am not sure. I'll have to check.

	That is a very interesting question.




To sum up



	In conclusion, ...

	In brief, ...

	In short, ...

	To summarize, ...




To close an interview



	Thank you for interviewing me for this position.

	Thank you very much. I have enjoyed speaking with you.

	I appreciate the time you took to interview me.



Cultural Tips　Uncovering a Company's Corporate Culture

Knowing a company's corporate culture is critical for jobseekers, because how well a candidate“fits”the culture will decide whether the job-seeking is a success or a failure.

Corporate culture refers to the unique personality or character of a particular company or organization, which includes core values and beliefs, corporate ethics, rules of behavior, among others.

For example, some companies may have a hostile, high-pressure, rigid and cubicle-laden work environment; some may be open, cozy and relaxed; and others may have flexible working hours where employees can set their own schedule.

Corporate culture can be expressed in many ways: the architectural style or interior design of offices; the working hours per day, per week, with options like flextime and telecommuting; the accepted styles of attire and“dress-down”days; the office space and rules regarding the display of personal items; the training and career development; the facilities, such as break rooms, gyms, play rooms, daycare centers; and most importantly, the welfare, such as healthcare, paid holidays, and business trips.

But how to uncover the corporate culture of a company?

Before the job interview, search online or offline to get some information about the company's culture. You may review the company's annual report, website and other resources. Or you may go to the company in person, and observe the employees' attire, manner, level of courtesy and professionalism, etc. You may find a chance to talk with the employees and ask them questions such as: How would you describe your company? Do you like it here? What skills does the company value? Are there opportunities for further training?

During the job interview, you may ask the interviewer some questions directly to get an idea of the corporate culture. Some great questions are: What are the organization's priorities for the next few years? Are there established career paths for employees in this position?

If a company is the place where you will spend a lot of time working and building your career, make sure that you understand its corporate culture and find an appropriate role for yourself in it.



Video Transcripts

Part One

Unit 1


A. How conference and event speaking enhance a career


Question: How are conference and event speaking opportunities helping you develop your career?


Answer:
 In my job, I do innovation, I have to go out and speak to as many folks as possible to understand what's going on in the world, because what's going on in the world isn't as simple as what you read on a computer screen from the Internets. The world is much larger than that. So, the conferences and speaking engagements, attending conferences, going to panels, that's when I learn the most, because that's when I talk to other marketers about what they are doing, what's worked, what hasn't, what do you like. Let's brainstorm. Cause usually what happens is if you take someone who is incredibly interested in a space and you put them right next to one other building block that's really excited about the same space, they will come up with something amazing together, because we will just start talking about the things that we love. And, that's my fuel. My engine needs fuel periodically. And if I don't get it, I just start to get into the doldrums. So, that's the ignition that I need to keep moving ahead.


B. Stanford Medicine 2.0 Conference Promo Video


The 4th World Congress on Social Media and Web 2.0 in Health, Medicine, and Biomedical Research will convene September 16-18, 2011 on the campus of the Stanford University School of Medicine. Stanford University is proud to host Medicine 2.0 in 2011.

Founded in 1891, our campus is situated over 8,000 acres of pristine land in the foothills of Northern California, just south of San Francisco. The goal of Medicine 2.0 is to provide an open academic forum that focuses on scientific evidence and the generation of new knowledge about the use of Web 2.0 and related technologies in health care and medicine. This outstanding collaborative program is comprised of internationally renowned speakers and leaders in the field. The Medicine 2.0 conference attracts speakers and participants from over twenty countries around the globe, creating a sense of true global collaboration that is one of the hallmarks of Web 2.0-enabled technologies.

Medicine 2.0 Stanford will be held in our brand new 90-million-dollar Li Ka Shing Center for Learning and Knowledge. This 120,000-square-foot state-of-the-art center will support the main plenary venue along with large ... lecture halls, each will be connected with live HD video, Twitter, and Skype communication feeds.

Between sessions, you will be able to enjoy panoramic views of the foothills, large palm trees, and warm California sunshine from a variety of vintage points on our wrap-around terraces. The Stanford campus is the perfect spot to sightsee and explore with new friends and colleagues in Medicine 2.0. The beautiful Quad and Hoover Tower are just some of the places you will want to visit.

A short drive off our campus brings you to the hub of Silicon Valley, home to some of the biggest names in technology, including YouTube, Twitter, Google, Facebook, Yahoo, Apple, Microsoft and others. You might want to visit the Google campus and have your photograph taken at the giant doughnut or the other larger-than-life desserts that mark major releases of Google software. Or visit the original Apple Employee Store on the Apple campus that is open to public, offering unique items you won't find elsewhere. A short drive south of our campus will bring you to Carmel, the Monterey Bay, and the spectacular coastline of California's central coast. Drive to Big Sur along the California coast while you enjoy the ocean breeze and panoramic views. Get out your surf board and enjoy the waves in the region known for spectacular surfing.

Thirty miles north of Stanford brings you to the vibrant urban and cultural center of San Francisco. You might want to walk or bike across the Golden Gate Bridge, hike in the Marine headlands, shop for organic produce at our local farmers market, pick up a souvenir from the oldest China Town in America, or dine in San Francisco, a city that is widely regarded as the nation's mega for innovative cuisine.

On behalf of the organizing chair, Dr. Larry Chu and the entire scientific program committee of Medicine 2.0 at Stanford, we would like to invite you to join us for an exciting and dynamic conference, September 16-18, 2011 on the campus of Stanford University in the heart of Silicon Valley.

We hope to see you there!

Unit 2


A. Dress etiquette for a business meeting


When attending a business meeting, your appearance is key, not only in how you deliver yourself, but the first thing that someone's gonna notice about you is how you look. This doesn't mean that you have to be in the latest fashions, but you do need to be neat, tidy and clean, and your items need to be freshly pressed.

For ladies, make sure that you are not wearing something that is too short or too low-cut. The focus needs to be on your eyes and what you are presenting, not on any inappropriate part of your body. For ladies, also make sure that you're not wearing a lot of jewelry that's going to make a lot of noise. Too many bangles, too many rings, long earrings are a distraction. Too high of a heel, that will also take away from your professionalism. (This doesn't mean that you have to wear shoes.) This doesn't mean that you have to wear suits at all times, but make sure that you are again pulled together that comes in a complete professional package.

Gentlemen, make sure that you always have your hair trimmed. This isn't necessarily attire but it does make the entire package. Some of the things you need to be conscientious of is your shoes. Your shoes and belts don't necessarily have to match as long as they are (still) both in a light color or dark color. But your shoes do need to be polished. And pay attention to your belts. They do wear out quickly. The notch of the belt, make sure that it is not bent, and that the inside of the belt is showing through. If it is too worn, just pitch it. Belts are a dime a dozen, so make sure that your fresh ones are always hanging in the closet ready to go. Again you may need to make sure that everything is nicely pressed, and that you have a tie that is up-to-date. Something too thin or too thick will outdate your entire outfit. What might help is if you are wearing an open-collar shirt, make sure you wear a V-neck undershirt. Nothing worse than seeing a white-collar of an undershirt coming through in a nice dress shirt on the gentleman.

Those are just a few tips. I'm putting your best foot forward and making your appearance shine.


B. How do you prepare for questions during a presentation?


Questions are in fact the most important part of a presentation in a business context or in a public context if you are presenting, because questions mean that you've engaged your audience and they want to know more. And yet, most presenters fear questions. And the fear and the anxiety is“what if I'm asked a question I cannot answer.”So let me talk a little bit about how you prepare for questions.

If you are doing a presentation and you know that there is a particular question. There is an elephant in the room. There is a two hundred-pound gorilla that needs to be addressed. I recommend you start your presentation by addressing that question. You frame it up. And I would say something to my audience like,“Many of you are probably thinking that ...”So for instance, if you need to give a presentation and there's recently been a whole series of layoffs and you're talking about career development. A lot of people are gonna have in the back of their mind,“Well, is this just another way of saying some more people are gonna be laid off?”So you need to start your presentation. Some say,“Well, isn't it exciting that we are gonna be talking about career development at XYZ company?”You need to say,“Look, we just want to talk about career development. I understand that many of you are anxious because some of your colleagues have been let go. But I want to assure you that this presentation is not about that. This presentation is about those of you with the company, how we can take you to the next level.”So you've addressed the question right upfront. That way, you don't have to spend the rest of the presentation anxious and fearful about what that question would be. We call this“putting the fish on the table”. This is the thing that is gonna be addressed at some point. And your audience will thank you for that authenticity.

Now, if there is an elephant in the room or a two-hundred-pound gorilla, then you may have to anticipate what might be the questions that your presentation raises. And in fact you can invite questions by saying,“Well, some of you might have some questions about ...”, and then that prompts the question time. Nothing worse than a facilitator saying,“Any questions?”and then there is a deathly silence. So then you might say,“Well, some of you might be having questions about ...”

Then, what happens if you get asked a question that you really don't know the answer. Well then is an opportunity you thank the questioner and you say,“You know what? That is a great question. I really didn't anticipate that question and so that demonstrates that you've really thought about the material. You know what I would like to ask you is, ‘Would you allow me some time to reflect on that, so I can come back to you with a really good answer?’ I'm gonna talk to you offline about that. Connect with me afterwards. Make sure that I've got your email and phone, so I can get back to you.”And that will disarm that questioner who may have an agenda behind that question.

So remember, when you get a question, always thank the questioner. If necessary, repeat the question, so the rest of the audience can hear it, and that of course gives you that extra few seconds to process. Never make the questioner wrong. Sometimes, questioners don't even phrase it as a question. They phrase it as a statement. I often hear,“Mr. Andrew, don't you agree that ...”And I absolutely don't agree with that. So I have to say,“Thank you for the question. And that's a very interesting perspective. And what I want to emphasize is slide 27, where I covered my ideas and concepts on this.”And you just end up restating your point. Of course, that makes you a wonderful politician, but a great presenter.

Unit 3


A. Formal dining: Conversation guide


Conversation at the dinner table is very important, and there are many topics that you cannot speak about. So we'll talk about those first. I recommend that you do not talk about politics, religion, death, bereavement or anything that is too spicy. That leaves books, art, theater, culture and travel. So you want to be able to ask open-ended questions. So you're going to look at the person that you are addressing. And you might say something like,“Mary, the last time we met you were just leaving for Spain. Tell me a bit about the highlights of your trip.”And then you would want to bring in other people into the conversation as well. Conversation is like a game of volleyball. You hit the ball over the net to the other person and they hit it back to you. And you want to always ask a kind of question that is going to require more than a one-word answer such as“Yes”or“No”. So that opens up the doors of conversation.

While you're at a dinner party, you have a responsibility to serve your guests. And that is going to include the person directly in front of you, and the person to your right and the person to your left. If it's a small table of six, then you could actually interact with everyone. A very large banquet table, then you are back to only being responsible interacting with the person across from you and the person on either side of you. Your responsibility is to add value to the meal with interesting and intellectual conversation.

So when I'm looking at this person and I want to be very interested and indicate that with my body language. I'm going to nod at them and say,“Fascinating. Tell me more.”Or“You know when I was in Italy last year, I experienced something similar. How did you end up handling that situation?”Now I'm speaking to this person. However, we have other guests as well, so I might catch someone's eyes and see that they're very interested and then I'll say,“John, I see that you'd like to add some comments to the Italy experience.”And then that would include them as well. So, it's looking, it's nodding of the head,“Fascinating. Tell me more.”


B. Cerca Insights lab tour


My name is Anthony Bishop, CEO of Cerca Insights. I'm proud to be able to highlight our brand new lab to you in this short video. Cerca Insights is a CRO based in Penang, Malaysia. We specialize in behavioral pharmacology. Cerca Insights moved into our new labs in January, 2012. We designed our new labs to deliver behavioral pharmacology projects to our international customers.

We follow the US Animal Care and Use Guides and are actively progressing towards AAALAC accreditation. All our animals are housed in individually ventilated cages which keep the animals free of disease. We pay great attention to training and standards. Our staff follow a comprehensive set of SOPs and work instructions for all tasks. The key for conducting behavioral pharmacology is standardized conditions. Our whole laboratory is controlled by a centralized air-handling unit that controls temperature, pressure, and humidity in every room. Each procedure room is sound isolated to ensure the experiments we conduct for you are fully reproducible. The lab has been purpose-built for behavioral pharmacology and has nine individual test suites, each with an empty room for a scientist to monitor the experiments. This minimizes human-animal interactions whilst the experiments are in progress. Each procedure room can accommodate a range of equipment and mazes for rats or mice to allow for a wide range of experiments. We conduct a wide range of paradigms that can assist neurological and cognitive function along with behavioral toxicity.

Our experience, staff, and value pricing can help you increase your discovery productivity. Contact us to talk about how Cerca Insights can help you discover more.

Part Two

Unit 4


A. How to deliver an Oscar winning presentation


Here's a cold, hard FACT for you: everyone hates doing presentations. Even people that do nothing but give presentations day-in, day-out and are members of the“I love giving Presentations!”group on Facebook. Even they hate giving presentations. They're horrible, they're stressful, and you have people looking at you and judging the things you're saying. Fortunately, there's some stuff you can do to help muddle through it.


Step 1: Relax


Think of the bigger picture. It's just a presentation and, no matter how much is riding on it, no one's died. It doesn't really matter. Even if you were to stand up there with a frying pan on your head, do a funny little dance and faint. In the grand scheme of things, no one's really going to care. So go in there with a care-free attitude.


Step 2: Practice


The more you know your source material, the better. You need to be able to answer any questions, no matter how left-field they are, in an enthusiastic and well-versed manner. Read, and re-read around the topic as much as possible.


Step 3: Don't be afraid to stop


Pausing for thought is not a crime. A dramatic pause at the end of a blistering point will not only work wonders, but will also give you time to sneakily plan what to say next.


Step 4: Handouts


Print out handouts of your presentation. This serves two purposes: firstly, your audience will be able to refer back to your points when the presentation is a distant memory and, most importantly, it'll give them something to look at that isn't you.


Step 5: Use PowerPoint


And use it well. Make sure it's well written, with clear, concise points. There's no point putting an essay up there because no one will read it while you're talking. Get to the crux of your current message, and summarize it in three to five key points.

Don't be afraid to copy a slide so you can return to it later in the presentation, it'll help hammer an important point home.

Use PowerPoint as a visual prompt – it's there to replace cheat-sheets, so use it as such.


Step 6: Jazz It Up


A white page with three bullet-points on it is boring. Use PowerPoint with SmartArt to make your presentation visually compelling. Give your audience something to look at. Use as many slides as you like, and refresh through them at a quick enough rate so that they never become stale. Using color and styles is dead easy now thanks to the massive array of options under the ‘Design’ tab. Colors, fonts, all that, ready for you to use. So use it.


Step 7: Numbers


If your presentation contains numbers, beware: numbers are boring to look at. It's possible to kill an audience member with a boring enough number, so turn it into a chart. Pie charts work well because you can click and drag segments to make them stand out. You can even do them in 3D, which looks so professional that you'd scarcely believe it.


Step 8: Presenter View


Presenter View is a special feature of PowerPoint you're probably not aware of. It's a second screen you can have on a laptop in front of you that will show you extra details. So, you can make notes down the side of a slide that only you can see. There's also a timer so you know how long you've been waffling on for, what slides are coming up next and all sorts. It's an invaluable tool.


Step 9: Picture Them Naked


Because that always works.

Presentations are a pain, but a necessary pain. Get it right and you could be looking at a promotion. So get it right.

Done.


B. How to structure a speech


Hi. I'm Lawrence Bernstein, a professional speech writer, and I run greatspeechwriting.co.uk.

And irrespective of the sort of speech you're going to give, there are two or three key things to bear in mind. Firstly, there is nothing to beat preparation, and hopefully you're not watching this 24 hours before you're due to give your speech, but the more time you leave yourself, the better.

Second of all, don't worry about speaking for too long. Often, a five-minute speech is much, much more powerful and impactful than a twenty-minute one, and brevity is often the key. And finally, although a lot of the videos that I've created are about writing a speech, please remember that you can't think about writing and delivering separately. They are one and the same thing. You are writing to make the speech easy to deliver, and if you think of it that way, the thing should work.

So, you've got a speech to write, and the first place to start is structuring it. So, my first tip is don't ignore this part of the process. It's all too easy particularly if you are in a rush, just to start writing, but in doing that, you are minimizing your chances of getting this thing right, because a good structure or outline can be absolutely key. So, I would start actually not by trying to create sections of your speech or anything like that, but by dumping onto paper everything and anything you could think of that you might need to say. That could cover anything from a thank-you to a toast, people you'd like to mention, stories you'd like to include, and so you may end up with pages and pages of information that will just get you thinking about the speech, thinking about the content, and understanding where the structuring process is actually going to work and what it's got to do.

At that point, structuring begins, because you can step aside from the information you've got there and look at the best way of pulling it together. And the first thing to do is look at those elements in the speech that you must say, or the“must haves”, and those that might be quite nice to bring the thing to life, or the“might haves”. And so many speeches lose their effectiveness because people go through a whole list of“must haves”at the beginning, like they're ticking a box or going through a school register. And on that basis, by having your“must haves”on one hand and your“might haves”on the other, the structure will give you the ability to weave those together. Now, in deciding actually the impression you want the speech to create and the core to that structure, you need to work backwards and decide what you actually want your audience to do when the speech is finished. Do you want them to learn something? Do you want them to know one or two key next steps? Do you want them to be laughing their heads off? Do you want them to be crying in empathy with some of the emotional stuff you've given? And whichever outcome you're looking to create, then obviously this needs to play an important part in your structure and understanding where the balance between humor and sincerity will lie. That balance is something that is not necessarily going to reflect the sincerity of the subject. A eulogy can often be a much funnier speech than the groom's speech at a wedding. A sales presentation with the most turgid information in it will often be brought to life by humor. And again in your structure, you can be looking for ways of pulling together the emotional and the factual to create something a little bit more original and in-tune with what your audience actually want to hear, rather than with what perhaps you thought originally you wanted to tell them.

Now, in terms of pulling those bits together, the key is to find a theme. Find something that will act as the cement between the bricks of the various facts and stories you want to tell, or if it's more of a work-based thing, something that will give the audience a reason for listening, and something to understand to allow them to stick with you over the next few minutes. If it is a speech about an individual, then that theme could be a hobby of theirs, a passion, an interest, something at work, something you can relate back to to explain perhaps in a slightly roundabout way other parts in their life. If it's a work presentation, it can be about benefit and benefit obviously is going to be the key to anything in the sales arena.

At this stage, once you have woven the“might haves”and the“must haves”together, look for where you can be funny, look for ways that the various stories can link in together, then you probably have a structure provision already in place. It is time to do another“brain-dump”: work out what parts of the structure are lacking in detail, which parts probably need some editing down. It is only at that stage when you have something scribbled on the paper in front of you that you can begin the process of writing. Writing can be very easy when there is a good structure in place. And if not, it could go on forever.

Obviously, these are high level tips. If you'd like more information, please have a look at greatspeechwriting.co.uk, or give me a call. Hopefully, I could help you take the speech further.

Unit 5


A. How to improve your PowerPoint presentations



Don:
 OK, let's get started. Hello and welcome to PowerPoints Anonymous. I'm Doctor Don, your counselor and facilitator, and remember there will be no last names, we are all just here to support each other. Now every day in the world, there are over 300,000,000 PowerPoint presentations given every day. Millions and millions of those are happening online just like this therapy session right here, and PowerPoint abuse is a horrible, horrible affliction that all of us in this session, right here, share. Now thanks to a tool like the WebEx meeting, we can share desktops, we can chat, and we can do some calling in order to support each other in having to beat our horrible, horrible PowerPoint addiction. Who would like to share first?


Peter:
 I guess I'll go. Let me put up this slide first.


Don:
 Go right ahead, Peter.


Peter:
 Hi. I'm Peter and I'm a PowerPoint abuser.


People:
 Hi, Peter.


Peter:
 Anyway, I'm a CEO and I give many presentations. Here are some of my comments that I have received. Some people have said that I write everything on my slides and then I read my slides and I frequently turn away from the group and I show absolutely no personality.


Don:
 Peter, by any chance, did you read that?

Peter: I do not read my slides. This is my natural speaking voice and tempo. Besides, my staff says I'm an excellent speaker.


Don:
 OK, well, thank you for sharing Peter. Group, let's take a poll. When Peter speaks, who does he remind you of? Would you say: A. George Bush, Stephen Hawking, Martin Luther King, or a brick wall? I'm going to open up a poll. If you all enter your answers, A, B, C or D. Who does Peter remind you of? ... Here come the results. And, a brick wall! You've even voted for brick wall yourself, apparently you are not really familiar with how to use the device unless you really think you speak like a brick wall. But, really Peter, you don't want to read off your slides. I'm going to show you why. We are going to close this poll and go back to my slides and I'll show you exactly what reading your PowerPoints does. I'm going to inflict the same pain on you that you have inflicted on others. Reading your PowerPoints. Many people tend to put every word they are going to say on their PowerPoint slides. Although this eliminates the need to memorize your talk, ultimately this makes your slides crowded, wordy and boring. You will lose your audience's attention before you even reach the bottom of your first slide. We are killing people with this kind of stuff. Now Peter, does that seem clear to you?


Peter:
 (nodding silently) ...


Don:
 You can't speak without slides, can you Peter?


Peter:
 (shaking his head silently) ...


Don:
 OK. That is so, so sad.


Bill:
 Peter should use bullet points.


Don:
 I'm sorry. Who was that? Who spoke?


Bill:
 Hi. I'm Bill and I'm a PowerPoint abuser.


People:
 Hi, Bill.


Bill:
 Peter should use bullet points. That's what I do.


Don:
 That's an excellent point, Bill. But there are some problems with bullet points. And let me show you. I have a slide showing this exact same thing. You should avoid excessive bullet-pointing. Only bullet key points. Too many bullet points and your key messages will not stand out. In fact, the term“bullet point”comes from people firing guns at annoying presenters. Do you see what I mean?


Bill:
 That's a good point.


Don:
 Thank you.


Stevie:
 I'd like to go. Hi, my name is Stevie and I'm a PowerPoint abuser.


People:
 Hi, Stevie.


Stevie:
 I seem to have a problem with animations.


Don:
 Could you just calm it down, just a little bit, Stevie?


Stevie:
 Sorry. I can stop anytime I want to, really.


Don:
 I know what you are going through, Stevie. You find yourself adding an animation or two, maybe a drop-down or a zoom-in, then another one, and you think“Wow, that looks cool”, and then you add another one and before you know it, it's nine o'clock at night and you've worked on the same slide all day long. You've missed your family dinner, your kids are already in bed and basically you have no life.


Peter:
 Yes, this has happened to me as well.


Stevie:
 Been there, done that.


Don:
 It has happened to all of us, Stevie. The truth is, as this next chart will show, the animations really only help if you have a crowd that are visual learners, you are affecting this work a lot. But if they are easily distracted, people are not even paying attention to what you are talking about. They are just watching the cool stuff fly around. And there are regions, by the way, there is the simple but effective region there, the active but confusing region, the effective but boring, the active but ineffective, the dull but static region, the busy but useless region over there, the ADD only region in the corner, the usual amusing, the stupid confusing, the dull triangle, the hyper triangle, the sleepy square, the dizzy pentagon, everything else we group under just what we call“pointless motion”. Now, the reason I share this slide with you group is that this one slide took me two and a half weeks to make. See, I am Don, and I too am a PowerPoint abuser.


People:
 Hi, Don.


Don:
 Thank you, group. It means a lot to me that you are there for me. I'd like to do a big WebEx group hug for you right now ... Thank you. I'm afraid that's all the time we have for today. Let's look at some final notes. We are going to meet the same time next week. Same WebEx meeting. The topic next week will be the relationship between you and your mother, and how does that associate with the slide transitions you are choosing. As always, go out and have a great day. Remember, if you are having problems with PowerPoint, we are always here for you. You are not alone.


B. Developing public speaking skills working at IBM



Michielson:
 How are you developing your public speaking skills as you gain experience?


Pryor:
 At IBM, there is a lot of opportunities to do public speaking. It's just internal communications become public speaking, because there are so many people that need to be involved and you're dealing with on a daily basis. So, just to train your sales force on your product, you are gonna be talking to hundreds of people at a time. But there is plenty of conference opportunities as well, or dealing with the press and analyst community that can be sort of considered as public speaking. That's one of the things that IBM is very strong at. Coming into IBM from a small company, I was very impressed with how many people are happy to pick up the mic and talk to a room full of people. That's been a big opportunity for me since I joined here. There is always an opportunity to refine your public speaking skills and just to get more comfortable with it in general.


Michielson:
 How do you become a more effective communicator when you are in front of a crowd?


Pryor:
 For me, it's just about being comfortable there and making it no different than when you are speaking to a smaller group of people. I think when I personally was doing public speaking at the beginning, I had to really think through and kind of rehearse just cause I felt like I needed to, in case I had frozen lines or something like that I could just kind of go on autopilot. But I think once you get over that, you are able to cure yourself as you are speaking, and make corrections and actually modify that based on feedback you get from the audience. I think that's when you get better at it.

Unit 6


A. The presentation secrets of Steve Jobs


Anyone who has watched a Steve Job's keynote will tell you he is one of the most extraordinary speakers in corporate America.


Jobs:
 Who does the best job of that in the world?

While most presenters simply convey information, Jobs inspires. I am Carmine Gallo, and today I will walk you through several key techniques that Steve Jobs uses to electrify his audience. They are elements you can adopt in your very next presentation.


Jobs:
 Welcome to Macworld 2008. We've got some great stuff for you. There's clearly something in the air today.

With those words Jobs opened Macworld 2008, setting the theme for his presentation and hitting on the major announcement of the day, the launch of the ultra thin MacBook Air. Whether it's a new notebook or the iPhone, Jobs unveils a single headline that sets the theme.


Jobs:
 Today, Apple is going to reinvent the phone.


Set the Theme


Once you identify a theme, make sure it's clear and consistent throughout the presentation. Think of a staff meeting as a presentation. So, let's say you are a sales manager introducing a new software tool to help your team generate track and share sales leads. You might kick off your meeting this way,“Good morning! Thanks for coming. I know you'll be really excited about this. Today we make it easier for you to make your quota.”That's the headline: easier to make quota. It's memorable and it sets the direction for the rest of your meeting. It gives your audience a reason to listen.


Provide the Outline



Jobs:
 I've got four things I'd like to talk about with you today. So let's get started.

Steve Jobs always provides an outline for his presentation and then verbally opens and closes each section with a clear transition in between. Here's an example.


Jobs:
 So that's Time Capsule, a perfect companion to Leopard and that's the first thing I wanted to share with you this morning.


Open and Close Each Section with a Clear Transition


The point is, make it easy for your listeners to follow your story. Your outline will serve as a guide post along the way.


Demonstrate Enthusiasm


You'll also notice that during his presentations Jobs uses words like“extraordinary”,“amazing”, and“cool”. He is passionate, enthusiastic, and it shows.


Jobs:
 “Incredible”,“unbelievable”,“amazing”,“awesome”,“extraordinary year for Apple”.

You know your audience wants to be wowed, not put to sleep. Too many people fall into this presentation mode. It's stiff, it's formal, it lacks pizzazz. We, your listeners are giving you permission to have fun and be excited about your company, your product or your service.

If you are not passionate about it, we are not going to be.


Sell an Experience


Remember, Jobs isn't selling hardware—he's selling an experience. If you offer numbers and statistics, make them meaningful.


Make Numbers and Statistics Meaningful



Jobs:
 We have sold 4,000,000 iPhones to date. We divide 4,000,000 by 200 days, that's 20,000 iPhones every day on average.

Numbers don't mean much unless they're placed in context. Managers, connect the dots for your listeners. Recently I worked with a company that launched a twelve-gigabyte memory card. Twelve gigabytes! That number doesn't mean much to most people, so we put it in the context. We said that's enough memory to listen to your music while traveling to the moon and back. Now, twelve gigs mean something to me. Make numbers meaningful.

One of the most effective elements of the Steve Jobs's presentation is that they are easy on the eyes. His presentations are visual and simple.


Make It Visual


While most speakers fill their slides with mind-numbing data and text and charts, Jobs does just the opposite. He uses very little text and usually one maybe two images per slide. You see you want to paint a picture for your audience without overwhelming them. Inspiring presentations are short on bullet points and big on visuals. If you really want your presentation to pop, treat it like a show with ebbs and flows, themes and transitions. Jobs includes video clips, demonstrations, and guests. He also has a knack for dramatic flair. It's very effective. For example, when introducing the MacBook Air, Jobs drew cheers by opening a Manila inter-office envelope and holding the laptop out for everyone to see.


Give'em a Show



Jobs:
 This is the new MacBook Air. You can get a feel for how thin it is.

What is the one memorable moment of your presentation? Identify it ahead of time, then build up to it.


Jobs:
 With a little help from our friends, everything worked today.

And, finally, rehearse, rehearse, and rehearse some more.


Jobs:
 Let me show you how easy that is now.


Rehearse, Rehearse, Rehearse


Steve Jobs makes it look easy because he spends hours rehearsing. He cannot pull off an intricate presentation with video clips and demonstrations and outside speakers without practice. The result: a presentation that is perfectly synchronized and looks, yes, effortless. Now the average business person does not have the resources to create a Steve Jobs' extravaganza. But you do have time to rehearse. The greatest presenters do it, and so should you.

Oh, and one more thing. At the end of most presentations, Jobs adds to the drama by saying,“And one more thing.”


One More Thing



Jobs:
 One last thing.

He then adds a new product or a feature, sometimes just introduces a band. This not only heightens the excitement, it also leaves your audience feeling they've been given an added bonus. The point is Steve Jobs approaches each presentation as an event: A production with a strong opening, product demonstrations in the middle and a strong conclusion. And yes, even an encore, that“One more thing.”

I wish you a dazzling presentation.


B. Can you spot the 10
 common mistakes this horrible speaker makes

Hello, everyone, and thank you for having me here today. I'm very happy to be here today. Now, I've a lot of facts and figures to get through, so you'll have to bear with me.

Again, My name is Crocker Jarmon. And I'm the account executive for the new software application for web cameras the company is launching next month. I've been with the company for over 25 years and worked on the following projects: revamping email and communication, faster software manufacturing, videoconferencing upgrades, Jim, you remember that one, and now the new software application coming out next month.

Now, I will need to go through all the projected earnings for each quarter based on statistical forecasting and I'll be doing this by showing you the PowerPoint slides and graphs.

Now, I know this might not be that interesting to you, but it is something I feel needs to be done for you to fully understand where the company is heading now. Additionally, I'll speak to you about the following topics. Number one, how the new system works; number two, how we are going to market the new software application; number three, how the new system is better than the others in the market; number four, what the company will do to penetrate new markets. As you can see here from my first slide, the projected earnings for the company will increase by fifteen per cent in the first quarter. This increase will be based on the second line of the graph. Right here, it shows how many units we're expected to see. Now let me point out which line I'm talking about. As you can see it's actually this one right up here.

Now that I have briefly shown you how the financials of the company will be affected, let's move on to my next topic.

OK, timeout. What in the world was that? Now that wasn't the worst speech you've ever seen, but it sure wasn't very interesting. What you just saw is a typical business speech that happens millions of times a day all over the world.

Here's my challenge to you. What that speaker just did, he just did the ten most common blunders that business speakers make every single day. If you can write to me and tell me what those ten blunders are, here's what I will do. I will give you, for starters, a copy of my number one USA Today best-selling book, T.J. Walker's Secret to Foolproof Presentations. I will give you a $300 value on our online presentation training program, and I will give you a $1,000 discount certificate for our next presentation training workshop. Now, believe me, you are not gonna end up like this guy. So email me, I'm tj@tjwalker.com, with your ten criticisms. Now, let me warn you, these are generic criticisms about that speaker. If you don't like my hair, that's not one of the criticisms.

I need you to tell me exactly what that speaker did wrong, the top ten things. And again, email it to tj@tjwalker.com and you're gonna win the prize, the book, the online training program, and a $1,000 discount to my presentation training workshop right here in New York city. I'm Tj Walker. Thanks a lot.

Part Three

Unit 7


A. The learning edge


So one strategy I'd like to show you in note-taking ...ah ... it was developed at Cornell University, it is called the Cornell method. I have kind of, you know, changed it a little bit. But, what I suggest is that many people see a lecture as“one person lecturing, and one person taking notes”. Well, that means you are very passive again. So what I try to get people to do is“think about how they can be active in their note-taking”.

So, the way to do that is you can either buy paper that has a strip down the middle, or you can just, you know get regular notepaper and draw your own strip down the middle. On the right side, what I suggest is basically take notes, you know, take the regular notes that you do all the other times. Take your notes. OK. On this side, this is your side to respond to the notes, to, to be more active in the process of the note-taking. And then in a lecture, just taking notes, trying to keep up, trying to keep up ...

What I suggest doing on this side is if the professor says“The major point that I would like you to remember is ...”put that down. You know, many professors are really good at giving summaries. They are very good at giving“If there is one thing I want you to remember about this section of the material, it is ...”you know,“one point that I want to make”. Very good. They are very good in that a lot of times.

The other thing that I suggest putting down here sometimes is if you have a question. If something comes up, you go,“Oh, I gotta ask that question to the professor, my tutor, or one of my study partners,”write it down so you don't forget it. You are being active. You are writing something out. The other part that I would put down here, if you, if you are responding to a lecture, is any type of association that you have, or examples that you have. One of the ways that the brain really learns material is to connect it to other things you have already learned. So if you associate some mechanism in the bioprocess that the teacher is saying about photosynthesis, and you think,“Oh, I remember when I was growing up as a kid and I was in that apple orchard, and I saw this going on. That's what it's all about.”Put that down:“apple orchard, example”. You know you'll even explain a little bit to yourself because that's getting you to connect new material with other experiences, and other types of material that you might have learned. Sometimes you know a class that you had last semester,“Oh, that's what the professor meant. They are building on that.”OK? So, on this side, this is for you. So this may not actually have a lot of writing on. This may be pretty much empty, except for a couple of different things here and there. This is where you take your notes. So you might be using a little bit more paper, but you are being more active in the lecture by having your own response page. And sometimes that can be very helpful. You know, if the professor gives summaries, gives a point that is really important, if you have questions, if you are really getting mixed up, you need a star. And then also, association, example. You know, even if the professor gives an example,“A good example of this process would be ...”put it over here, so that it really stresses sort of the concrete nature of some, maybe the abstractness, or the real complexity, of some sort of process that you are looking at. OK? So, that would be my recommendation and it's known a lot of times as the Cornell Method. I sort of stretched it a little bit here and there, but this way you are much more active in your note-taking.

The other thing that I would suggest is that if you fall behind on your notes, or you really take notes, that sometimes you just want to sit and listen, what I would suggest is going online and looking at a pen called“Livescribe”, and I think it's livescribe.com. The pen is, depending on how much memory the pen has, it is either 150 dollars or 200 dollars, so it is expensive. But it comes with a notebook, and basically, it is a digital recorder, and a digital video recorder, and so it syncs the visual with the auditory. So if you started, there is little pads down at the bottom of its notebook, and if you say“Start, eh, start recording”, and then you take notes, it's syncing your notes with basically what you are recording. And then you can stop it, and then you can just write, or you can keep it going. And so then, you know, that night, two days later, two weeks later, when you are prepping for the exam, if you can't remember exactly what that major point was that the professors said, you can basically put the pen down right on the notes that you were taking and it will start to give you basically the professor's digital recording of his or her lecture. I would suggest that you ask the professor that you have permission to do that, 'cause some professors don't like that recording. But I think that might be a way to help you to also be present and fill in some holes in your notes if you are sitting and listening, and then all of a sudden,“Oh, my gosh. I didn't take all those notes.”There is the“Livescribe”pen, it's called the“smart pen”, and it can really help you in focusing on your note-taking. OK?

So, the Cornell Method, maybe“Livescribe”to give you a backup to the notes that you are taking.

Be as exact as possible, and remember, come back and review your notes over and over again, every forty-eight hours. That's what you want to do.


B. Wearing nothing new


I'm Jessi, and this is my suitcase. But before I show you what I've got inside, I'm going to make a very public confession, and that is, I'm outfit obsessed. I love finding, wearing, and more recently, photographing and blogging a different colorful, crazy outfit for every single occasion. But I don't buy anything new. I get all my clothes secondhand from flea markets and thrift stores. Aww, thank you. Secondhand shopping allows me to reduce the impact my wardrobe has on the environment and on my wallet. I get to meet all kinds of great people; my dollars usually go to a good cause; I look pretty unique; and it makes shopping like my own personal treasure hunt. I mean, what am I gonna find today? Is it gonna be my size? Will I like the color? Will it be under $20? If all the answers are yes, I feel as though I've won.

I want to get back to my suitcase and tell you what I have packed for this exciting week here at TED. I mean, what does somebody with all these outfits bring with her? So I'm gonna show you exactly what I brought. I brought seven pairs of underpants and that's it. Exactly one week's worth of undies is all I put in my suitcase. I was betting that I'd be able to find everything else I could possibly want to wear once I got here to Palm Springs. And since you don't know me as the woman walking around TED in her underwear—(Laughter) that means I found a few things. And I'd really love to show you my week's worth of outfits right now. Does that sound good? (Applause) So as I do this, I'm also gonna tell you a few of the life lessons that, believe it or not, I have picked up in these adventures wearing nothing new.

So let's start with Sunday. I call this shiny tiger. You do not have to spend a lot of money to look great. You can almost always look phenomenal for under $50. This whole outfit, including the jacket, cost me 55, and it was the most expensive thing that I wore the entire week.

Monday: Color is powerful. It is almost physiologically impossible to be in a bad mood when you're wearing bright red pants. (Laughter) If you are happy, you are gonna attract other happy people to you.

Tuesday: Fitting in is way overrated. I've spent a whole lot of my life trying to be myself and at the same time fit in. Just be who you are. If you are surrounding yourself with the right people, they will not only get it, they will appreciate it.

Wednesday: Embrace your inner child. Sometimes people tell me that I look like I'm playing dress-up, or that I remind them of their seven-year-old. I like to smile and say,“Thank you.”

Thursday: Confidence is key. If you think you look good in something, you almost certainly do. And if you don't think you look good in something, you're also probably right. I grew up with a mom who taught me this day-in and day-out. But it wasn't until I turned 30 that I really got what this meant. And I'm gonna break it down for you for just a second. If you believe you're a beautiful person inside and out, there is no look that you can't pull off. So there is no excuse for any of us here in this audience. We should be able to rock anything we want to rock. Thank you. (Applause)

Friday: A universal truth—five words for you: Gold sequins go with everything.

And finally, Saturday: Developing your own unique personal style is a really great way to tell the world something about you without having to say a word. It's been proven to me time and time again as people have walked up to me this week simply because of what I'm wearing. And we've had great conversations.

So obviously this is not all gonna fit back in my tiny suitcase. So before I go home to Brooklyn, I'm gonna donate everything back. Because the lesson I'm trying to learn myself this week is that it's okay to let go. I don't need to get emotionally attached to these things, because around the corner, there is always gonna be another crazy, colorful, shiny outfit just waiting for me, if I put a little love in my heart and look.

Thank you very much.

Thank you.

Unit 8


A. IHS Seminars


The schedule is pretty intense, from 9 o'clock in the morning until 9 in the evening. You are being entertained and challenged. You have these great lecturers that come to speak to you what otherwise you wouldn't really have the opportunity to hear. You get to be in debates and question certain things whether it is Libertarian theory or art or journalism, whatever it is. And we develop friendships and it's in a really great place and we're spoiled with food, so. It's all round good experience. You get more comfortable with each other as the week progresses. Other people from other perspectives and other backgrounds have other thoughts and questions. I think that's really valuable. Catch up on your sleep before you come to the seminar.


B. Group discussion tips you should not miss


Hi, Friends. Today, we are going to talk about the art of group discussions, a presentation by SucessCDs.net. Group discussions are an integral part of Business Schools Selection process. What is the purpose of group discussion? The group discussion is conducted to assess the managerial attributes of the candidates on parameters like: communication skills, the ability to communicate effectively, leadership skills. They are all about managing people, either one-to-one or increasingly. Rational Thought process. Rational thought is employing the logic known as thinking or understanding. Analytical and rational thinking. How quickly and clearly you can analyze a given situation. Group behavior, being only a coordinator in a group discussion does not help. Coordinating a group discussion is a secondary role. In group discussion, the idea is to observe how a person speaks, what he speaks, his level of confidence, his ability to listen and convince others, and also his behavior towards colleagues.

What is the process of group discussion?

Usually, in a typical group discussion, there are usually 7 to 12 people who discuss a topic for about 15 to 25 minutes. There are no specific instructions on how the topic should be discussed, who should speak first or how the group should behave.

Topics for group discussions.

The Group Discussion topics are pretty general and broad-based and concern something that any student can discuss; these require no special knowledge, only an overall understanding of the issues involved.

What should be the structure of group discussions?

A debatable topic or problem is presented either in writing on a blackboard or is stated verbally by the person in charge, representing the organization. This person is called the Moderator or Coordinator.

Skills required for group discussion.

First is communication abilities. The ability to communicate effectively your viewpoint is a key ingredient to being successful. The emphasis is on effectiveness—how well the others have understood your point. Second is team skills. They are all about managing people—either one-to-one or increasingly, in a team setting. Third is analytical skills. How quickly, clearly and dispassionately you can analyze a given situation. Remember, decisiveness is an extremely valuable trait even in personal life, more so in professional life. Just avoid indecision. The last but not the least is general awareness or general knowledge. A thorough knowledge of your political, social, economic, business and other environment is required. A would-be manager needs this knowledge to a greater degree.

Here are some tips for effective participation in a group discussion.

Keep your knowledge of current affairs—especially“hot”topics up to date. If it is a fresher's interview for an industry or bank then one should gather knowledge about their mission, systems and challenges. It may be useful to hold mock group discussions with friends or classmates. Preparedness and self-confidence are the keys to success in a group discussion. Speak clearly and loudly enough for everyone to hear what you are saying.

Now, we'll discuss some group discussion dos and don'ts.

Dos: Be clear about your thoughts. Believe firmly on what to say. Be concise on your delivery of thought. Play different roles according to the situation. State statistics to support your view point. Read editorials of leading newspapers and magazines. Watch discussions on BBC, Star Plus and other channels. Try to summarize every discussion.

Don'ts: Do not be too humorous. Do not speak for long. Do not try to raise irrelevant issues. Do not use too many examples to support your views. Do not bluff statistics. As you know,“little knowledge is dangerous”. Do not elaborate on just one area of any issue. Do not accept others' views without thought.

Now, we have come to the conclusion that group discussions test your presence of mind, the depth of your knowledge, your communication skills and your ability to argue logically.

Wishing our viewers all the very best. From SuccessCDs.net.

Part Four

Unit 9


A. Email alternatives: conferencing



a) When is a“phone conference”the best form of business communication?


Teleconferences are widely used in corporations today. Again, that's where you really want to have that synchronous environment. Everyone is on the phone, at the same time, sharing information. It's in a synchronous environment versus a-synchronous, so maybe topics where you really want to hear from everyone, you want to have that dialog. It may be a sensitive issue, or a really important marketing plan. We need to have that real lifetime conversation versus an a-synchronous environment. Once you move something to email, it generally tends to take longer to complete the communication pathway because people hop on the email at different times.


b) When is using a“chat room”the best form of business communication?


Chat rooms are not predominantly used in a business setting. Most business settings want to have a bunch of people coming together to talk about something, or they are going to use a teleconference, a web conference or a face-to-face meeting. Chat conferences can be used for, maybe not business critical information, but rather where they are talking about some business initiative that isn't on the front burner but maybe on the back burner.


c) When is a“web conference”the best form of business communication?


Web conferencing is great because you are really approaching someone in two ways. You're approaching them visually because they are going to hop onto a web conference and see an image on their computer screen that someone is casting out. And you're going to hear as well, audio. So, unlike a teleconference where you're just listening, in a web conference you're usually looking at some type of image on the screen, so that can be helpful in conveying a lot of information, to actually have the graphic behind it to reinforce your points.


d) When is a“video conference”the best form of business communication?


Video conferencing is another technology that a lot of companies have, but very few use, largely because they just don't know how to use it and they're uncomfortable with the technology. It's like our VCR with the time, most of ours are blinking midnight just because we don't know how to set the time. It is the same thing with video conferencing in Corporate America today.


e) When is“email”the best form of business communication?


The conversations you should definitely use email for, and perhaps not use face-to-face or other communications for, are the things where people aren't located right close to you. I mean, if they are a distance away, it's tough to have a face-to-face'cause someone's got to travel. Or if they're time zones away, it's even difficult to get on a teleconference at the same time, when you're in the United States and someone's in Sydney, Australia. So, thinking about distance, location, and then also thinking about if it's a complicated thing or process that you're trying to communicate, and you put it into a format that's clear and concise in an email, you can write it, and then re-read it a few times yourself before sending it, to make sure it's clear and concise. That can help in the communication path.


B. 5 Video Conferencing Etiquette Tips


Hi, today's post, we are going to talk about etiquette and I am going to give you the 5 tips for video teleconferencing etiquette that we recommend. So, the first thing is to make sure you are prepared. We mean that you need to be practiced if you are doing, er, a sales presentation or any other kind of presentation. You want to make sure that you are comfortable with the tools within the conference rooms prior to your meeting, so we recommend that you practice. Invite a friend in or even just practice on your own, but get comfortable with the tools, whether it is the whiteboard, or being able to present your PowerPoint presentation. Do all of that in advance and make sure that you are prepared.

The second thing to do is actually prepare files for your meeting. By that I mean that if there's anything you have that your client will need to download, whether it is a contract, or a sales agreement, or maybe it's a patient file, any of that documentation that you want your client or patient to be able to have during the meeting, you want to make sure that you have uploaded those files into the document center and have them ready there for your guest to download.

The third thing to do is make sure you are ready, that you are presentable, that you are professional, that you are dressed well for your meeting. That first impression, even if it isn't the first time your client has met with you, you still have an opportunity to come across with that first impression when they see you in the conference room.

Tip No. 4: make sure you are on time. Starting the meeting late is always a bit unprofessional, so you want to make sure that you are on time, that you are ready, and when your guests arrive in the conference room, they see your smiling face there.

Tip No. 5 is to make sure that your conference room is ready for your next meeting. The easiest way and fastest way to do that is to go in your meeting tools and click on“end meeting”. This does two things. First of all, of course it dismisses your current guest from the room if they haven't already closed out. It also clears your chat, your notes and prepares your conference room for your next meeting. Now, a screen will pop up that says that“Your meeting has ended”. And then of course when you close that screen, you, as the host, remain logged in, ready for your next meeting. Now if you do need to leave the meeting room and come back to meet with the very same client, continuing on the conversation, maybe when you take a lunch break or something like that, you can choose to just exit out of the meeting room, which then keeps your chat, notes and whiteboard still active. And then when you come back in, all that information is there ready for you. But we recommend that you use the“end meeting”button to make sure that everything is cleared out and ready. The whiteboard and the document center have just a little bit difference. You will have to manually delete anything you have in the whiteboard that may be confidential or may not be appropriate for your next meeting, as well as make sure you've deleted any files at the document center that were associated to your previous client or customer. Now, we all know common sense isn't necessarily so common any more. So we thought we'd give you a little taste of something that maybe isn't appropriate for video conferencing. Well, scary, eh? Don't want to go there? Make sure that you are ready. Make sure that you are presentable and that you are giving your company your best face forward.

Unit 10


A. A movie clip from“The Pursuit of Happyness”



Woman:
 Chris Gardner.

Chris: Chris Gardner. How are you? Good morning. Chris Gardner. Chris Gardner. Good to see you again. Chris Gardner. Pleasure. I've been sitting there for the last half-hour trying to come up with a story that would explain my being here dressed like this. And I wanted to come up with a story that would demonstrate qualities that I'm sure you all admire here, like earnestness or diligence, team-playing, and something. And I couldn't think of anything. So the truth is ... I was arrested for failure to pay parking tickets.


Jay:
 Parking tickets?


Chris:
 And I ran all the way here from the Polk Station, the police station.


Boss:
 What were you doing before you were arrested?


Chris:
 I was painting my apartment.


Boss:
 Is it dry now?


Chris:
 I hope so.


Boss:
 Jay says you're pretty determined.


Jay:
 He's been waiting outside the front of the building with some 40-pound gizmo for over a month.


Boss:
 He said you're smart.


Chris:
 Well, I like to think so.


Boss:
 And you want to learn this business?


Chris:
 Yes, sir. I wanna learn this business.


Boss:
 Have you already started learning on your own?


Chris:
 Absolutely.


Boss:
 Jay?


Jay:
 Yes, sir.


Boss:
 How many times have you seen Chris?


Jay:
 I don't know. One too many, apparently.


Boss:
 Was he ever dressed like this?


Jay:
 No. No. Jacket and tie.


Boss:
 First in your class in school? High school?


Chris:
 Yes, sir.


Boss:
 How many in the class?


Chris:
 Twelve. It was a small town.


Boss:
 I'll say.


Chris:
 But I was also first in my radar class in the Navy, and that was a class of 20. Can I say something? I'm the type of person if you ask me a question, and I don't know the answer, I'm gonna tell you that I don't know. But I bet you what. I know how to find the answer, and I will find the answer. Is that fair enough?


Boss:
 Chris. What would you say if a guy walked in for an interview without a shirt on and I hired him? What would you say?


Chris:
 He must've had on some really nice pants.


B. Vault's Video Guide to Interview Dos and Don'ts


Most interviews, no matter what industry, are designed to assess a few key areas: professionalism, interest in the job being offered, fit for the job including applicable skills and personality. Here are some tips on the Dos and Don'ts of interviewing.


Dress for success


Do be sure to dress appropriately for your interview. If you are a man, wear a suit. You can never go wrong with navy blue or charcoal gray, a white shirt, and a nice tie. If you are a woman, do make sure you wear a suit to the interview. Either a skirt suit or a pant suit is fine. Don't wear large jewelry, bright color, or too much make-up.


Handshakes 101


Don't give a limp handshake.“Nice to meet you.”Do give a firm but not bone-crushing handshake. The key to a good handshake is to get the web between your thumb and forefinger fully in contact with that of the person with whom you are shaking hands. Also, don't forget to make eye contact and smile.


How to handle some key questions



Man:
 So tell me about yourself.


Woman:
 Well, I was born in San Francisco and then my family moved to Boston. Oh, actually the suburbs of Boston, about twenty minutes outside, but you know you tell everyone Boston. And then I went to Upenn in Pennsylvania, and I started out as an Art History major, and then I switched to Economics. But then I wasn't so sure, so I switched back to Art History. And then I had to complete more credits to do the major. It was kind of a pain. So now I am here with the possibility that I might, might apply to law school next fall.

This isn't a license to tell your life story, rather use it as an opportunity to give a concise summary of your career, abilities, and goals.


Woman:
 I am a very energetic and organized person, which is why I enjoy opportunities such as this one. I have over four years of experience at the associate level and I would like to further my career path. And I am also fluent in French and I've studied and lived in Paris.


Man:
 Good.


Assessing your weaknesses


Interviewers want to know how you will assess your good points and your bad points.


Man:
 What would you say is your greatest weakness or an area you can improve upon?


Woman:
 I've a tendency to oversleep. In the past, I've overslept and missed important meetings.


Man:
 OK ...

When discussing your weaknesses, avoid personality or character flaws. Instead, focus on areas that can be improved upon over time.


Woman:
 If someone isn't working hard enough, sometimes I end up picking up the slack. I am working on just sticking to my own order of business.


Inappropriate questions



Man:
 So, are you married?


Woman:
 I am single.

It's actually illegal for interviewers to ask you certain personal questions such as your age or marital status, so you don't need to volunteer that information. If you like, you can answer like this:


Man:
 Let me ask you, are you planning to have a baby in the next few years?


Woman:
 I'd rather keep the focus on the job, not my personal life.


Man:
 Ok, that's fine.


Some important things to remember



1.
 Stand up and greet your interviewer


Man:
 Sorry to keep you waiting. Thanks for coming in today.

Woman: Nice to meet you.


Man:
 Yeah. Nice to meet you, too.


2.
 Don't wear too much perfume or cologne


3.
 Bring a copy of your resume


Man:
 Do you have a copy of your resume?


Woman:
 Here you go.


Man:
 Thanks.


4.
 Ask for your interviewer's business card


Woman:
 Do you have a business card?


Man:
 Yes. Here you go.


Woman:
 Thank you.


5.
 Turn off your cell phone


Man:
 So tell me about your last job.


Woman:
 Well, it was really interesting because it had a lot of different elements to it. And I had a lot of responsibilities in the position, for example ... Oh, excuse me ... Oh, Hey. How are you? Do you mind? Is that alright? Yeah, not so much. OK. See you then. Bye. So, as I was saying before ...

If you forget and it goes off during the interview, apologize immediately and turn it off without checking who's calling or answering it.

We hope these interview tips have been helpful. For more career advice, go to www.vault.com/video.



Key to Exercises

Part One

Unit 1


I. Review questions



	The different types of conferences introduced in Passage A include: conferences, conventions, symposiums, seminars, colloquia, workshops, roundtables, forums and teleconferences.

Apart from different names, these meetings may also differ in terms of form, size, length, formality, etc. Their differences can be summarized as follows:

· A conference: The most general term adopted by organizers to indicate their regular meetings which typically last for a few days.

· A convention: A large and formal gathering of members or delegates of various groups to discuss some common interest.

· A symposium: A relatively informal meeting to discuss a particular topic.

· A seminar: A kind of academic instruction which involves much student participation in discussions overseen by a teacher.

· A colloquium: A conversational seminar which covers less technical and more accessible topics.

· A workshop: A brief intensive educational program which focuses on techniques and skills in a particular field.

· A roundtable: A form of academic discussion at which each person is given equal rights.

· A forum: An open meeting in which people talk about issues of public interest.

· A teleconference: A meeting in which participants communicate from different locations by means of telecommunications equipment.

	The activities involved in a conference include: General Assemblies, Plenary Sessions, Parallel Sessions, Poster Sessions, Free Information Exchanges, Free Paper Presentations, and some additional events such as product or equipment exhibitions, teaching services, job fairs, field trips, and various social events.

	Conference information can be found in various ways: personal contacts, faculty heads, department administrators, department notice boards, some portals with conference listings, and journals. Typically, conferences are announced through conference notices and calls for papers.

	Nine types of academic letters are introduced: 1) letter of invitation, 2) letter of acceptance of the invitation, 3) letter of declination of the invitation, 4) letter of inquiry, 5) letter of reply to the inquiry, 6) letter of application for financial aids, 7) cover letter for abstract/paper submission, 8) letter of paper acceptance, and 9) letter of paper rejection. Opinions may vary as to which one(s) will be used more often.

	

1）To inquire about a conference.

2）The Symposium on Contemporary Issues in Aesthetics.

3）In December, 2013.

4）Detailed information about the symposium, such as the date and venue, the deadline for the submission of abstracts and other details.




II. Oral tasks



	Open.

	Open.

	The similarities of all these conference letters are as follows: 1) they all follow the principles of politeness and conciseness; 2) they all follow a standard format which includes four parts: salutation, body of the letter, complimentary close, and name of the writer.

Their differences lie in the content of the body. Each conference letter's content varies according to what kind of letter it is. For more details on what to include in the body of each letter, please refer to Passage C.




III. Writing tasks



1.
 A letter of acceptance of the invitation


Dear Professor Smith,

I feel honored to have received your letter dated July 15, 2013, inviting me to attend the 28th International Conference on Data Engineering to be held in Paris from October 10 to 13, 2013.

I am very pleased to accept your invitation and will submit an abstract of my paper before the required date.

Thank you again for your invitation and I would like to express my sincere wish for the success of the conference. I am looking forward to meeting you soon in Paris.

Sincerely yours,

××××××

University of ×××



A letter of declination of the invitation


Dear Professor Smith,

I have received your letter dated July 15, 2013, inviting me to attend the 28th International Conference on Data Engineering to be held in Paris from October 10 to 13, 2013.

Unfortunately, I will not be able to make it for the coming conference due to my heavy workload.

I feel very sorry to miss this opportunity of meeting you and other prestigious professors. However, I look forward to attending the meeting next time.

Sincerely yours,

××××××

University of ×××




2.
 A letter of inquiry


Dear Sir or Madam,

I am a Ph.D. student majoring in International Finance in ××× University. I have read from Businessweek a conference notice about 2013 Global Conference on Business and Finance to be held in Beijing, in Mid-July.

I am really interested in this conference and I am writing for some general information, such as the keynote speakers, the deadline for abstract or paper submission, and other details. Would you kindly advise me whom I could contact for the full details of the future conference?

I am looking forward to hearing from you soon.

Faithfully yours,

××××××

University of ×××



A reply to the letter of inquiry


Dear Mr. ×××

I have received your letter of March 10th, 2013 and thank you for your interest in 2013 Global Conference on Business and Finance to be held in Beijing, from July 15 to 18, 2013.

The conference is dedicated to discussing some hot issues in the fields of business and finance. Some famous professors and researchers will be invited to give the keynote speeches. If you are interested in attending the conference, please submit your abstract no later than May 20, 2013. We will inform you as soon as possible whether your abstract is accepted or not.

Detailed information of the conference can be found in the Call for Papers enclosed herewith. Or you can visit our website: http:// ××××××. If you have any further inquiries or require any assistance, please do not hesitate to contact me.

We are looking forward to your participation.

Sincerely yours,

×××

Secretary of ××× Conference




IV. Listening tasks


A.

1）go out and speak to as many folks as possible

2）what you read on a computer screen

3）when I learn the most

4）brainstorm

5）they will come up with something amazing together

6）my fuel

7）needs fuel periodically

8）the ignition I need to keep moving ahead

B.


1.




	Conference title
	the 4th World Congress on Social Media and Web 2.0 in Health, Medicine, and Biomedical Research



	Host
	School of Medicine, Stanford University



	Time
	September 16-18, 2011



	Venue
	Li Ka Shing Center for Learning and Knowledge



	Goal
	to provide an open academic forum that focuses on scientific evidence and the generation of new knowledge about the use of Web 2.0 and related technologies in health care and medicine



	Speakers
	internationally renowned speakers and leaders in the field



	Attendees
	speakers and participants from over twenty countries around the globe





2.


1）In the foothills of Northern California, just south of San Francisco.

2）With live HD video, Twitter, and Skype communication feeds.

3）YouTube, Twitter, Google, Facebook, Yahoo, Apple, Microsoft.

4）To mark major releases of Google software.

5）It offers unique items you will not find elsewhere.

6）Thirty miles.

7）The nation's mega for innovative cuisine.

Unit 2


I. Review questions



	They usually inquire about the registration fee, the way of payment, and the way to some places, etc.

	The etiquette rules to follow include: 1) arrive ahead of time; 2) be on time for conference activities; 3) do not be absent as a presenter; 4) do not go over the allotted time for presentation; 5) be a good listener; 6) meet and greet people properly; 7) wear the name badge; 8) do not make a fuss or be a complainer; 9) dress appropriately.

	A participant should remain silent when there is a speech on stage. His or her cell phone should be put in silent mode. If some participants around whisper or take a phone call in the conference room, he or she should quietly and politely ask them to remain silent.

	A participant should meet and greet people with a proper handshake, a smile and good eye contact. And, a self-introduction is usually necessary before a handshake.

	The audience often raise questions to clarify problems or eliminate confusion, ask for additional information, and express different opinions.

	Step 1: signaling the desire to ask a question; step 2: expressing appreciation; step 3: asking the question; step 4: giving feedback.

	Step 1: choosing a questioner; step 2: listening carefully to the question; step 3: welcoming the question; step 4: repeating the question; step 5: answering concisely; step 6: asking the questioner for feedback.

	It is comparatively easy to answer ordinary questions, such as questions for clarification and questions for additional information.

	Questions that are difficult to answer include: questions which the presenter does not know the answer to, questions to show different opinions, questions to request confidential information, and questions to provoke, embarrass or depreciate the presenter.

	When a presenter faces a question that he or she does not know the answer to, he or she may use the following techniques: 1) directly admit that he or she does not know the answer; 2) promise to answer it later; 3) shift the question to other experts, such as the chairperson, colleagues and friends, and even the audience; 4) change the topic tactfully.




II. Oral tasks



	Open.

Hints: The following points could be covered in the conversation between the receptionist and the participant: 1) greet each other; 2) check the name of the participant; 3) the participant may ask questions according to the registration form, such as the registration fee and the sightseeing tour provided by the conference organizer; 4) the participant may ask about the way to the hotel and the conference venue, the way to downtown, and the way to local attractions, etc.

	Open.

Hints: Take the topic on climate change as an example, questions related to the topic could be as follows: 1) What is the evidence that proves the climate is changing? 2) Are human activities or natural variations in climate responsible for the climate change being observed today? 3) How can carbon dioxide hurt us? 4) How can a change of one or two degrees in global average temperatures have an impact on our lives?

The questioner should follow four steps when raising a question: 1) signaling the desire to ask a question; 2) expressing appreciation; 3) asking a specific question; 4) giving feedback.

When answering a question, the speaker should follow six steps: 1) choosing a questioner; 2) listening carefully to the question; 3) welcoming the question; 4) repeating the question; 5) answering concisely; 6) asking the questioner for feedback.

When encountering difficult questions, the presenter could make use of the following strategies: 1) avoid answering the question; 2) answer partially; 3) answer it later; 4) shift the attention; 5) change the topic; 6) always be polite.




III. Writing tasks


Open.

Hints: Some different purposes or reasons to consider are: 1) for clarification; 2) for additional information; 3) for expressing different opinions.


IV. Listening tasks


A.

1）in the latest fashions

2）neat

3）tidy

4）clean

5）freshly pressed

6）too short or too low-cut

7）your eyes and what you are presenting

8）any inappropriate part of your body

9）not a lot of jewelry—not too many bangles, not too many rings, no long earrings

10）not too high of a heel

11）not necessarily wear suits at all time, but need to be in a professional package

12）trimmed

13）polished

14）do not wear a worn one

15）up-to-date

16）If wearing an open-collar shirt, make sure to wear a V-neck undershirt.

B.


	Most presenters fear questions.

	The presenter may start the presentation by addressing that question.

	Directly tell the audience that this is the thing that is going to be addressed.

	The presenter may say“Well, some of you might have some questions about ... ”/“Well, some of you might be having questions about ... ”

	First, thank the questioner. Second, ask the questioner to allow him or her to answer it later. Third, ask the questioner for the email or phone number for later contact.

	The presenter could say,“Thank you for your question, and that's a very interesting perspective. And what I want to emphasize is slide 27, where I covered my ideas and concepts on this.”Then he or she may end up restating that point.



Unit 3


I. Review questions



	Please refer to the dining etiquette dos and don'ts in Passage A.

	These dining events mainly provide the conference participants with opportunities to socialize with each other.

	Some general purposes of talking to professionals at a conference may include 1) finding out hot research topics; 2) finding out what other researchers are working on; 3) keeping up to date with the technical progress; 4) getting new ideas; 5) getting feedback on one's published work; 6) meeting up with old friends, colleagues, and those people one has heard of a lot but not met before.

	Question-raisers, paper contributors, potential visitors, interested presenters, authoritative persons, conference conveners, and other experts such as specialists, professors, journal editors, supervisors and those who are very experienced and outstanding in a particular field.

	A simple way is to look at the conference program to find the names of the key persons, and get their information from their personal pages on their institutes' websites.

	Universally appropriate topics at a conference may include 1) location and organization of the conference, 2) social events (including tourist excursions), 3) weather, 4) food, 5) other people's presentations, and 6) latest technologies.

	Yes. In a lab tour, a campus tour and a city tour, the tour guide may cover some common information, such as the location, size, history, and population. Apart from the above information, in a lab tour, some more information about the lab is usually mentioned, including the function, facilities, research methods, research staff, research funds and grants, research projects, experimental achievements, and the status of the lab. In a campus tour, the disciplines and departments, academic research, international exchanges and cooperation, famous alumni, and campus scenery are generally introduced. In a city tour, the attractions of the city are always talked about besides the above common information.




II. Oral tasks



	Open.

	Open.




III. Writing tasks


Open.

Hints: Your email shall include a subject like“the research topic—meeting to discuss possible cooperation”. You could adopt the following structure for your email: 1) say how you know about the professor; 2) briefly introduce what you do; 3) show how what you do relates to what he does or your purpose of meeting him; 4) indicate how long the meeting might last; 5) suggest a possible meeting place and time. Please refer to the sample email in Passage B for more detail.


IV. Listening tasks


A.


	Politics, religion, death, bereavement, and anything that is too spicy are not proper topics, while books, art, theater, culture and travel are proper topics at the dinner table.

	The kind of questions that require more than a one-word answer such as“Yes”or“No”will open up the doors of conversation. For example,“Mary, the last time we met, you were just leaving for Spain. Tell me a little bit about the highlights of your trip?”

	If it is a small table of six, one could interact with everyone. If it is a very large banquet table, he/she may talk to the person across from him/her and the person at either side of him/her. At the same time he/she may use the body language such as looking and nodding to show that he/she is interested, and say something like,“Fascinating. Tell me more.”If he/she catches someone's eyes and notices that they are very interested, he/she could invite them to give some comments on a topic.



B.


1.


1）Malaysia

2）Behavioral pharmacology

3）January, 2012.

4）The new labs were designed to deliver behavioral pharmacology projects to their international customers.

5）All their animals are housed in individually ventilated cages.


2.


1）follow

2）are actively progressing

3）individually ventilated cages

4）training

5）standards

6）work instructions

7）standardized conditions

8）a centralized air-handling

9）humidity

10）sound isolated

11）fully reproducible

12）monitor

13）minimizes

14）accommodate

15）allow for

16）paradigms

Part Two

Unit 4


I. Review questions



	The first step is audience analysis. Because a presentation should be based on the needs and expectations of the audience.

	Because if the topic is not limited, the speaker will have trouble covering the topic within the time limit and making the presentation relevant to the audience.

	Three to five main points.

	Chronological order, spatial order, topical order, causal order, and problem-solution order.

	To help a speaker prepare better and overcome stage fright.

	Good slides allow a speaker to grab the audience's attention and clearly communicate the information. They support rather than replace the speaker.

	Academic speaking is relatively informal, simple, explicit, accurate, precise, concise, and repetitive.

	A good rule in structuring a presentation: keep it simple. A highly recommended structure for presentations consists of three parts: introduction, body, and conclusion.




II. Oral tasks



1.


1）Open.

2）Open.


2.


1）Open.

2）It is important to consider how to create a presentation based on the needs and expectations of the audience. A speaker needs to find out what the audience already know about the topic, what they want to know, how to help them achieve their goals, etc. The speaker may ask the conference organizer for a list of attendees to find out how many experts there are. This is necessary for determining how general or technical the presentation should be.

3）

a）Academic writing. It uses many technical terms (tail risks, economic performance, external demand, domestic demand, etc.), noun phrases (global economy, better prospects, private investment, favorable labor market conditions, etc.), passive structures (is set to, are expected to be supported), and long and complex sentences.

b) Academic speaking. It uses personal pronouns (me, we), active structures (we expect, we thought, we see), shorter sentences, repetitions ( ... is not the main story. The main story is ... ), verbs instead of noun phrases (momentum continues to slow vs. a persistent slowdown in momentum), all of which indicate that this paragraph is relatively informal. Yet, it is still quite technical (global economy, global growth, domestic slowdowns, etc.), very precise (3.3 per cent in 2012 and 3.6 per cent in 2013, 4½ per cent), and well signposted (Let me start, We see this here), all of which indicate that it is quite academic in style.

c) Everyday conversation. It uses personal pronouns (we, you), very simple words and short sentences, and quite a number of colloquial expressions (hey, you guys, real expensive, do hot dogs, sort of).


III. Writing tasks



1.


1）Communities differ greatly in how they establish membership and how they assess social power.

2）On the surface, why physical activity and mental health were associated was unclear.

3）The patterns are less complex, so the training will be shorter.

4）We think you should discuss these issues at the next meeting.

5）We need to get the member's help when performing these tests.

6）This year's figures will show a decrease in profits.

7）If you use tape media to back up server data, you need to clean data drives regularly to keep them reliable.


2.
 Open.


IV. Listening tasks


A.


	Think of the bigger picture. It doesn't really matter. Then, go in the presentation room with a care-free attitude.

	A presenter should be able to answer any questions, no matter how left-field they are.

	Pausing for thought is acceptable. A pause at the end of a blistering point will not only work wonders, but also give the speaker time to plan what to say next.

	The handouts serve two purposes. Firstly, the audience will be able to refer back to the content when the presentation is over. More importantly, the audience will have something else to look at rather than just the speaker.

	Clear and concise slides, with the content of the presentation summarized in three to five key points.

	Use PowerPoint with SmartArt and make the presentation visually compelling. During the presentation, refresh through the slides at a quick enough rate so that they never become stale. Use the right colors and fonts.

	Because numbers are boring to look at. Turn a boring number into a chart.

	Presenter View is a special feature of PowerPoint. It is a second screen on a laptop that shows extra details: extra notes, a timer, and what slides are coming up next.



B.

Topic: How to structure a speech


	
Three key things to bear in mind for speech giving


1）There is nothing to beat preparation
 .

　 The more time you leave yourself
 , the better.

2）Don't worry about speaking for too long.

　 A five-minute speech is much more powerful and impactful
 than a twenty-minute one.

　 Brevity
 is often the key.

3）Don't think about writing and delivering
 separately.

　 They are one and the same thing: you are writing to make the speech easy to deliver
 .

	
Tips for structuring your speech


Don't ignore
 this part of the process.

A good structure or outline can be absolutely key
 .

1）Start by dumping on to paper everything and anything
 you could think of that you might need to say.

　 Do not start by trying to create sections of your speech
 .

2）Step aside from the information you've got, and look at the best way of pulling it together
 .

　“must haves
 ”: those elements in the speech that you must say;

　“might haves
 ”: those that might be quite nice to bring the thing to life;

　 the structure will give you the ability to weave those together
 .

3）Decide the impression you want the speech to create and the core to the structure.

　 Create something in-tune with what your audience actually wants to hear
 , rather than with what you wanted to tell them
 .

4）Find a theme
 to pull things together.

　 Find something that will act as the cement between the bricks
 of the various facts and stories, something that will give the audience a reason for listening
 .

5）Do another“brain-dump”.

　 Which parts of that structure are lacking in detail
 ; which parts need some editing down
 .

6）Only when you have something scribbled on the paper in front of you can you begin the process of writing
 . Writing can be very easy when there is a good structure
 in place. And if not, it could go on forever
 .



Unit 5


I. Review questions



	An introduction prepares the audience for what is discussed in the body of the presentation. It should include five items: greetings, a self-introduction and topic introduction, an attention-getter, a thesis statement, and a preview of main points.

	By using an attention-getter, such as a thought-provoking question, a quotation from someone authoritative in the field, an unusual event or fact, significant statistics, a humorous story or suitable joke, or a fascinating idea/scenario for the audience to imagine.

	A thesis statement is a sentence used at the beginning of a presentation to inform the audience about the purpose of the presentation. It should be a clear and concise declarative sentence summarizing exactly what the presenter is going to talk about.

	Examples, stories, quotations, and statistics.

	The research background, the results obtained, and a discussion of the results.

	A conclusion is the last words a presenter shares with the audience and may become the take-home message for the audience. A conclusion should include four things: summarizing the main points, reinforcing the thesis, thanking the audience, and asking for questions.

	Slides can help to make a presentation interesting and easy to understand.

	Some general tips are: focus on the presentation, keep slides simple, present one idea per slide, use two minutes per slide, and make slides visible by all audience members.

	For text on slides, a presenter is expected to use phrases rather than complete sentences, be consistent in the use of text color, font, size, and capitalization format, choose the right font and size, and check the spelling. For graphics on slides, a presenter is expected to use simple graphics and label the charts and graphs clearly. For other visual effects, a presenter is expected to use pictures to replace unnecessary text, avoid animations, and choose the right colors.

	Practice makes perfect. During the first few rehearsals, a presenter can practice alone in front of a mirror. He or she should memorize the introduction and conclusion, concentrate on the ideas, use visual aids, and time the practice sessions. When the presenter is more confident, he or she can try to practice in front of a group of people and ask them for feedback. Videotaping the practice presentation for later review is a good idea.




II. Oral tasks



1.


1）This chart illustrates the travel styles of visitors in the year 2012. Those on a group or package tour account for about 86 per cent of the overall market. Independent travelers make up only 14 per cent of all travelers. These statistics show that the itineraries for most visitors are tightly controlled by tour companies.

2）According to the statistics of travelers by month and purpose of travel, May to August is the most popular time for people to travel, with around 53 per cent of all trips made during these months. December and January are the weakest months for the market. Holiday traveler numbers mirror this seasonal pattern, whereas the numbers of people visiting friends or relatives are low throughout the year.

3）This figure shows the main accommodation types used by visitors in 2012. The most common types of accommodation used by the overall market are hotels (75 per cent), private homes (15 per cent) and motels (10 per cent). Holiday visitors use the same set of options with a much larger number (90 per cent) staying at hotels and a much lower proportion (3 per cent) staying at private homes. The figures indicate that hotels are the most popular type of accommodation for travelers, especially during holidays.


2.
 Open.


3.


1）Open.

2）Open.


III. Writing tasks



	Open. Refer to Passage A for more details on what to include in a presentation.

	Open.




IV. Listening tasks


A.


	(How to beat) PowerPoint abuse.

	To share desktops, chat and do some calling in order to support each other.

	He puts his entire speech on the slides and then reads them. Because this makes his slides crowded, wordy and boring, and he will quickly lose his audience's attention.

	He overuses bullet points. Because too many bullet points will dilute the key messages.

	She overuses animations. Because such slides will distract the audience's attention from what the speaker is talking about.



B.

1）a lot of opportunities to do public speaking

2）need to be involved

3）on a daily basis

4）hundreds of people at a time

5）conference opportunities

6）the press and analyst community

7）IBM is very strong at

8）talk to a room full of people

9）refine your public speaking skills

10）you are speaking to a smaller group of people

11）think through

12）rehearse

13）go on autopilot

14）cure yourself

15）feedback you get from the audience

Unit 6


I. Review questions



1.


voice volume: how loud or low the voice sounds


intonation: the rise and fall of the voice


voice pace: the speed or tempo of the voice


visual image: what one wears and what image or impression he/she leaves on others


facial expression: a look on the face


gesture: an arm or hand movement


stance: how a person stands on the platform


eye contact: the communication with the audience using one's eyes



2.


1）Signposts are words, phrases, and expressions that guide the audience during a presentation. They help the audience know what the structure of a presentation is, what has happened so far, and what is going to happen next.

2）PowerPoint slides, overhead projectors, blackboards or whiteboards, and handouts.

3）Because they will distract the audience.

4）An introduction statement is to gain the audience's attention and heighten their anticipation.

5）In most cases handouts are distributed before a presentation, but sometimes they are distributed afterwards.

6）Volume, intonation and pace.

7）Walk confidently to the platform first, and then stand in a well-balanced way or lean slightly forward.

8）Because direct eye contact allows a presenter to maintain communication with the audience, and it shows confidence.

9）Eye avoidance indicates indifference and shyness.

10）The best way is to practice in front of a mirror and see how the body acts, and then make some adjustments accordingly.


II. Oral task



	Open.

	Open.




III. Writing tasks



	Open.

	Open.




IV. Listening tasks


A.

Topic: The Presentation Secrets of Steve Jobs

a）Introduction

Steve Jobs is one of the most extraordinary speakers in corporate America.

While most presenters convey information
 , Jobs inspires
 .

b) Key techniques Steve Jobs uses to electrify his audience


	
Unveil a single headline
 that sets the theme.

Example 1: At Macworld 2008, Jobs set the theme for his presentation by saying, “There is clearly something in the air today.”/“Today, Apple is going to reinvent the phone
 .”

Example 2: A sales manager might kick off the meeting this way,“Good morning! Thanks for coming. I know you'll be really excited about this. Today we make it easier for you to make your quota
 .”

A headline is memorable
 and sets the direction
 for the rest of the meeting. It gives the audience a reason to listen
 .

	Provide an outline
 and then verbally open and close
 each section with a clear transition
 in between.

Example: Outline:“I've got four things I'd like to talk about with you today
 .”

Transition-open:“So let's get started
 .”

Transition-close:“So that's Time Capsule, a perfect companion to Leopard and that's the first thing I wanted to share with you this morning
 .”

The point is, make it easy for your listeners to follow your story
 .

	Demonstrate enthusiasm
 .

Example: Jobs uses words like extraordinary, amazing, cool, incredible, unbelievable, amazing, awesome, extraordinary
 .

The audience wants to be wowed
 , not put to sleep
 .

	Make numbers and statistics
 meaningful.

Example 1: Steve Jobs,“We have sold 4,000,000
 iPhones to date. You divide 4,000,000 by 200 days,
 that's20,000
 iPhones every day on average.”

Example 2: Twelve-gigabyte is enough memory to listen to your music while travelling to the moon and back
 .

Numbers don't mean much unless they're placed in context
 .

	Make the presentation visual and simple
 .

Most speakers: fill their slides with mind-numbing data and text and charts
 .

Jobs: uses very little text and usually one maybe two images
 per slide; includes video clips, demonstrations, guests, drama.

You want to paint a picture for your audience without overwhelming them
 .

	
Rehearse, rehearse, and rehearse
 .

Steve Jobs makes it look easy because he spends hours rehearsing
 .

The result: a presentation that is perfectly synchronized and looks effortless.


	At the end, add to the drama by saying,“And one more thing
 .”

Example: Steve Jobs,“One last thing
 .”He then adds a new product
 or a feature
 , sometimes just introduces a band
 .

This not only heightens the excitement
 , it also leaves your audience feeling they've been given an added bonus
 .



c) Summary

Steve Jobs approaches each presentation as an event: A production with a strong opening
 , product demonstrations in the middle
 and a strong conclusion
 and yes, even an encore, that“One more thing.”


B.

The following ten mistakes are for your reference:


	In the first slide, the title of the presentation is too small in font size, and the presenter's name is very large and put on top of the title.

	He frightens the audience by saying,“I have a lot of figures. You have to bear with me.”

	His self-introduction is too long and contains irrelevant information.

	He pointed at Jim.

	His slide is not synchronized with his speech and has too many words (e.g. the outline page).

	He mentions the first main point he will introduce is how the system works, but actually he talks about something else.

	He reads from a script.

	He uses a lot of non-words.

	There is little eye-contact.

	His voice is flat and lacks enthusiasm.



Part Three

Unit 7


I. Review questions



	To keep up with the latest research.

	In order to follow an academic lecture, a person should: 1) understand the particular language used in the lecture; 2) be able to recognize the lecture structure and distinguish the main ideas from the supporting details; and 3) be able to construct meaning from what is heard and make predictions and assessments.

	Three techniques are introduced: 1) acquiring background knowledge and related vocabulary beforehand; 2) grasping the introduction and conclusion; and 3) recognizing the key points.

	Before attending a conference or listening to a lecture, one needs to: 1) get to know the theme of the conference or the topic of the lecture; 2) think about what he/she already knows about the theme or the topic; and 3) get information on the academic background of the speaker.

	The introduction and the conclusion are the most important parts of a lecture for getting the main ideas, because generally the plan of the lecture will be introduced in the beginning, and the main points will be summarized in the conclusion.

	Some frequently used note-taking styles are the list style and the diagram style, the latter including flow charts, tree diagrams, mind maps, and tables.

Open.

	The following strategies can be used to facilitate note-taking: summarizing, paraphrasing, using abbreviations and symbols, taking down key words and new words, showing relationships visually, choosing the right language in note-taking, and revising notes immediately after the lecture.

	The relationships among the ideas in lecture notes can be visualized through the use of symbols, spaces, indentations, underlining, and highlighting.




II. Oral tasks


Open.


III. Writing tasks


Main points: three advantages of GM food; three risks of GM food

Supporting details: examples to support the advantages and risks of GM food

The following notes are just for your reference. You may add more details to the main points.


The list style:


Topic: New kinds of food

Introduction: benefits and possible risks of GM food

a）Benefits of GM food

1）GM plants need fewer pesticides

　 E.g. corn: bad for insects but not hurt people; fewer pesticides, good to environment & less expensive

2）grow better

　 E.g. strawberry: grow in cold time, farmers can grow more

3）stay fresh longer

　 E.g. tomato: fresh for two months, thus less waste

b) Risks of GM food

1）dominate in environment

　 E.g. tomato

2）hurt wild animals and insects

　 E.g. corn: might cause butterflies to die

3）hurt people

　 E.g. harm or not, not sure yet

Conclusion: It's clear that there are important benefits and risks of GM food.


The diagram style:


1）A tree diagram:

[image: 0261-01]


2）A table: GM FoodBenefits

[image: 0261-02]



IV. Listening tasks


A.

Title: The New Cornell Method

a）One person lecturing
 , and one person taking notes
 :

　 Disadvantage: very passive
 .

　 Purpose of improvement: Try to get people to be more active in their note taking
 .

b)The new Cornell Method:


	It is developed on the Cornell Method
 .

	Buy paper with a strip down in the middle
 or get a regular paper and draw a strip down the middle
 .

1）On the right side: take the regular notes
 .

2）On the left side or your side: respond to the notes
 .

	What to note down on the left side:

1）The professor's major points/summaries


　 Many professors are really good at giving summaries
 .

　 E.g.“The major point that I would like you to remember is
 ... ”

　“If there is one thing I want you to remember about this section of the material
 , it is ...”

2）Questions

　 Write down any questions you need to ask the professor
 , your tutor
 , or one of your study partners
 .

　 You are being active
 . You are writing something out
 .

3）Associations or examples


　 One of the ways the brain really learns material is to connect it to other things you have already learned
 .

	Summary:

You might be using a little bit more paper, but you are being more active
 in the lecture by having your own response page
 .



c）A supplement to your notes:

If you fall behind on your notes or you just want to sit and listen, go online and look at a pen
 called“Livescribe”.

Basically, it is a digital video recorder
 that syncs the visual
 with the auditory
 .

Some professors don't like recording, therefore ask the professor for permission
 to do that.

d）Conclusion:

Remember, come back and review your notes
 over and over again, every forty-eight hours
 .

B.


1.
 The following notes are given for reference.
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all: 2nd hand, flee mark. & thrift sto.

reasons:


	impact of wdrobe on envir & wallet ↓

	meet grt people

	$→good cause

	look unique

	shopping=treasure hunt: size+like color+<$20=won!

suitcase:7 pairs undies, others found in PS

life lessons:

Sun. ⊙ tigr, <$50=> 1k grt

Mon. colr => powerful: brit rd pants=> ^0^<=> ^0^

Tues. fitg in ↑=> Just be who u r.

Wed. 抱 inr child, 人 say, I => dress up, 7y child, I say =>“Tk u”

Thurs. confidence is ♀. Think 1k gd in sth=u do.

Fri. gld sequins → all

Sat. ↑psnl style

donate ←

lesson learned: OK to let go, no emotional attach. to them

another outfit ←love in heart & look






2.


1）She is outfit obsessed. She loves finding, wearing, and more recently, photographing and blogging a different colorful, crazy outfit for every single occasion. And she doesn't buy anything new.

2）She buys all her clothes secondhand from flea markets and thrift stores.

The reasons are:

a. Secondhand shopping allows her to reduce the impact her wardrobe has on the environment and her wallet;

b. She gets to meet all kinds of great people;

c. Her dollars usually go to a good cause;

d. She looks pretty unique;

e. It makes shopping like her own personal treasure hunt.

3）The life lessons Jessi has picked up are as follows:



	Sunday
	People do not have to spend a lot of money to look great.



	Monday
	Color is powerful.



	Tuesday
	Fitting in is way overrated.



	Wednesday
	Embrace your inner child.



	Thursday
	Confidence is key.



	Friday
	Gold sequins go with everything.



	Saturday
	Develop your own unique personal style.




4）Because she is trying to learn herself that it is okay to let go.

Unit 8


I. Review questions



1.



	
	Lectures
	Seminars



	Formal vs informal
	formal
	less formal than lectures



	Interactive vs instructive
	instructive
	interactive



	Number of participants
	as many as 100
	10-30



	Activities involved
	teacher's presentation
	students' presentations, discussions, questions and answers





	Seminars provide university students opportunities to 1) explore topics of research or interest in more depth; 2) exchange ideas to sharpen their thinking; 3) learn from other people's experiences and background knowledge; 4) identify and clarify misunderstandings of their research; and 5) gain better insights into their research work.

	The chair has five roles to play: the organizer, the communicator, the timekeeper, the facilitator, and the reminder.

	The chair needs to cut the debate off to give others opportunities to participate in the discussion　

	Because if the presentation lasts too long, the presenter may be unable to finish his or her presentation or there may not be enough time for questions. Besides, listeners will lose interest and their attention will drop.

	There are four steps. They are: 1) select what is going to be presented; 2) write a rough outline in point form to ensure a logical flow of the ideas; 3) expand the outline to include more details; and 4) write a draft.

	

1）Make necessary preparations beforehand;

2）Pay attention to some basic rules;

3）Try to be a good listener;

4）Do not interrupt others while they are speaking;

5）Do not dominate the speaking floor.

	Listen attentively to what others are saying and learn to respond intelligently and helpfully. If someone's contribution is puzzling, ask him or her politely to explain. If the contribution is very good, tell the speaker so. If there is any disagreement or an alternative point, tell the speaker directly.

	Participants can require a return to the main point by politely interrupting the speaker.

	The skills introduced are: 1) giving and responding to opinions, 2) elaborating and clarifying ideas, 3) supporting ideas with evidence, 4) paraphrasing, and 5) summarizing ideas.

Answers may vary as to which skills one is good at or needs to improve.




II. Oral tasks



	A seminar notice should include the following information: 1) title/topic, 2) date and time, 3) venue, 4) organizer/host, 5) keynote speaker(s) and a brief introduction of the speaker(s), and 6) contact information.

	

（　）1）All seminars should have notices posted in advance.

（　）2）Seminar notices should be given to invited speakers ahead of time.

（√ ）3）Seminars should begin on time.

（　）4）If a presentation is not completed within the time given, the chair should allow it to go on.

（√ ）5）The chair needs to prepare some questions in advance in case the audience have no questions for the presenter.

（√ ）6）In a discussion, every participant should have opportunities to present his or her point of view, and no one should dominate the floor.

（√ ）7）Participants should listen carefully to one another.

Open.

	Open.

	Open.

Hints:

1）In choosing the topic for discussion, you need to consider all the members' majors or interests, so that you can decide on a topic which is attractive to everyone.

2）The member who acts as the chair can refer to Useful Expressions in this unit about how to chair a seminar. Try to be professional.

3）All the other members should participate in the discussion actively. But remember to be courteous and don't get too personal during your discussion.

4）Try to employ some useful expressions such as clarifying, agreeing or disagreeing to make your discussion smooth.




III. Writing tasks



	Open.

Hints:

First, you need to remind your classmates of the time, date, and venue of the seminar, in case someone forgets.

Second, remind the presenters to check their slides to make sure that they work well.

Last, remind the participants to arrive on time and prepare some questions beforehand if they have any.

	Open.

Sample seminar notice





Seminar Notice


International Cooperation for Adult Education


Chinese Adult Education Association (CAEA)

Date:
 November 15-18, 2013

Time:
 10:00am-12:00pm

Venue:
 Room 101, ×××××

Attendance:
 All welcome


Theme:
 The seminar is about the role of adult education and lifelong learning in a constantly changing world, and also the importance and necessity of international cooperation.


About the keynote speaker



Chris Duke


Director of Educational Assessment

Innovation & Assessment at a Community College, Canada

Chris Duke is a dynamic and creative educational professional. His strength is to maximize student success through effective use and development of innovative curriculum, assessment methods, instructional techniques, and technologies in all classroom environments. He will give a speech on the current development of adult education in Canada.

All queries, please contact:

Ms. Li, Academic Secretary

Graduate School of Education, ××× University

Email: ×××××

Ext: 15-5688-0751




IV. Listening tasks


A.


	From 9 o'clock in the morning to 9 o'clock in the evening/12 hours.

	Being entertained and challenged.

	They have different perspectives, different backgrounds, and different thoughts and questions.

	A participant should catch up on some sleep before going to the seminar.



B.

Topic of the speech: The Art of Group Discussions



	The purpose of the group discussion: to assess the managerial attributes
 of the candidates.

	The process of group discussion: people discuss a topic for 12 to 15
 minutes. No specific instructions on how the topic should be discussed
 , who should speak first
 or how the group should behave
 .

	Topics for group discussions: They are usually general
 , broad-based
 and concern something that any student can discuss
 .

	Skills required for group discussion:

1）Communication abilities
 . The ability to communicate effectively your viewpoint is a key ingredient to being successful
 .

　 The emphasis is on effectiveness
 —how well the others have understood your point.

2）Team skills
 . They are all about managing people
 —either one-to-one or increasingly, in a team setting.

3）Analytical skills
 . How quickly, clearly and dispassionately you can analyze a given situation. Remember, decisiveness
 is an extremely valuable trait even in personal life, more so in professional life.

4）General awareness or general knowledge
 . A thorough knowledge of your political, social, economic, business and other environment is required.

	Tips for effective participation in a group discussion: For effective participation in the group discussion, keep your knowledge of current affairs
 —especially“hot”topics up to date. Preparedness and self-confidence
 are the keys to success in a group discussion. Speak clearly and loudly enough
 for everyone to hear what you are saying.

	Dos & Don'ts

Dos of group discussions:

1）Be clear about your thoughts
 .

2）Believe firmly on what to say.

3）Be concise on your delivery of thoughts
 .

4）Play different roles according to the situation.

5）State statistics to support your view point.


6）Read editorials of leading newspapers and magazines.

Don'ts of group discussions:

1）Do not be too humorous.

2）Do not speak for long
 .

3）Do not try to raise irrelevant issues.

4）Do not use too many examples to support your views.


5）Do not bluff statistics.

6）Do not elaborate on just one area of any issue.


7）Do not accept others' views without thought.



Part Four

Unit 9


I. Review questions



	A teleconference is a meeting or conference held through a telephone or network connection between participants on different work sites.

	The major types of teleconferencing are audio conferencing, video conferencing, and web conferencing.

	The advantages of teleconferencing are: 1) efficient communication; 2) low cost; 3) prompt response to urgency. The disadvantages are: technical difficulties and lack of face-to-face communication.

	According to Passage B, there are 6 steps that the organizer(s) should follow to prepare a teleconference. They are: 1) decide on some basic elements of the teleconference; 2) select a teleconferencing service provider; 3) decide on a date and time for the conference; 4) select a space for the teleconference; 5) work out an agenda; 6) arrange for technical coordination or support.

	Because teleconferencing involves no face-to-face communication, and it can become quite boring if attendees listen to a speaker phone or watch a big screen for a long time. Therefore, it is the host's responsibility to make the conference more active so that all the participants can keep focusing on the conference.

	The minutes serves two purposes: 1) it ensures that all the participants are aware of what has been discussed and what their responsibilities are, and 2) it records the conversation in writing in case there are any disagreements later.

	The participants should 1) attend the conference on time, 2) be prepared, 3) mute their phones, 4) remember to identify themselves before speaking, and 5) be focused.

	Because modern teleconferencing equipment produces a very clear audio connection, so some unwanted noise can be easily caught by the phone and sent out to all the other participants.

	The minutes should include: 1) the names of the persons present at the meeting, 2) any individuals who were late, 3) the time the meeting started, 4) how long the meeting lasted, 5) who said what during the meeting, 6) every action agreed on during the meeting, and 7) the assignments given to any individuals.




II. Oral tasks



	The biggest advantage of the face-to-face communication is that it has personal touch and more direct communication between participants. For example, participants can get to know each other's attitudes from facial expressions or gestures. However, in teleconferencing, such information may be lost. Even if it is a video conference and participants can see one another, the images may be delayed or distorted more or less, thus others' attitudes may not be understood accurately.

	An agenda should have these elements: the name of the conference, date, time, venue, call-in number, code, and items to be discussed.

	Open.

	Open.




III. Writing tasks


Open.

Hints:

1）Refer to Passage C to learn what items should be included in conference minutes.

2）During your discussion, take down all members' evaluation of the candidate cities.

3）Study your notes and try to summarize the evaluations on each city.


IV. Listening tasks


A.

1）widely used in corporations

2）sharing information

3）a sensitive issue

4）real lifetime conversation

5）complete the communication pathway

6）at different times

7）a bunch of people coming together

8）business critical information

9）some business initiative

10）approaching them visually

11）see an image on their computer screen

12）some type of image on the screen

13）conveying a lot of information

14）uncomfortable with the technology

15）set the time

16）a distance away

17）time zones away

18）get on a teleconference

19）distance, location

20）put it into a format

B.


	Get comfortable with the tools within the conference rooms prior to the meeting and practice.

	Because the presenter needs to have ready all necessary files for his or her guest to download.

	It means the speaker should be presentable, professional, and dressed well for the meeting.

	To click on“end meeting”.

	Because there may be something confidential or not appropriate for the next meeting.



Unit 10


I. Review questions



	A screening interview is for the company to decide whether a candidate qualifies for possible selection. A hiring or selection interview is for the interviewer and the candidate to get to know each other and make the final decision. Once a candidate is picked out by a screening interview, he or she may experience one or more selection interviews.

	Three to ten members will be on the committee, including at least an intimidator, a coach, and an observer. They share the duty to evaluate a candidate's qualifications, personality, interpersonal skills, and independent thinking ability.

	The logic is that past behavior can predict future performance.

	A mealtime interview is used to determine what a candidate is like in a social setting.

	Identification, directions and contact information, resume copies, a notepad and pen, a list of questions, reference sheets, a portfolio, work samples, and gum or breath mints.

	Because non-verbal communication accounts for a large portion of the message the interviewee sends to the interviewer.

	No. Because showing up too early creates a poor impression as well as being late.

	No. Both talking too much and talking too little will lead to failure.

	No. An interview is not a time for the interviewee to tell his or her life story. The right thing to do is focus on relevant facts.

	Give a small and work related flaw and say that he or she is working hard to improve.

	The interviewee can mention a salary range rather than a figure and emphasize that the salary is not the deciding factor for choosing this job.




II. Oral tasks



	Open. Please refer to Passage B for details.

	Open.

	Open.




III. Writing tasks


Open.


IV. Listening tasks


A.


	

1）He was arrested for failing to pay parking tickets.

2）He is wearing a jacket and jeans and is dirty with painting blots.

3）He tells the truth.

4）—What would you say if a guy walked in for an interview without a shirt on and I hired him?

　 —He must have had on some really nice pants.

　　Humor.

5）Open.

	Open.



B.


	Professionalism, interest in the job being offered, fit for the job, and personality.

	For men: a suit of navy blue or charcoal gray, a white shirt and a nice tie.

For women: a skirt suit or pant suit; don't wear large jewelry, bright color, or too much make-up.

	Give a firm but not bone-crushing handshake. Get the web between the thumb and forefinger fully in contact with that of the other person.

	She is telling her life story.

	She discusses one of her personality flaws. The suggestion is to focus on areas that can be improved.

	Some personal questions such as age or marital status. The interviewee does not have to volunteer that information.

	Stand up and greet the interviewer.

Don't wear too much perfume or cologne.

Bring a copy of the resume.

Ask for the interviewer's business card.

Turn off the cell phone.
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