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PREFACE

Sharing is the main goal in writing this book. The rationale
for developing the book is because many of our fellow lecturers are
very new to international seminars and think that presenting in an
international seminar is merely a dream. That is when I decide to
help realize that dream.

This book completely offers everything needed by beginner
international public speakers. Underlying theoris are clearly
presented along with examples of phrases commonly used in
international seminars to make it easier to understand.

This book is expected to be beneficial to create powerful
public speakers, since great speakers are made, not born.

Author
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Time Allotment

1 semester : 10 weeks
20 meetings

1 week : 2 meetings
4 hours (2 x 2 x 45 minutes)

1 meeting : 2 hours (2 x 45 minutes)
1 hour : 45 minutes
Notes:

1. Tutors can adjust the allocation of time based on the progress
of the course participants.

2. Tutors can add remedial and enrichment activities in
accordance to the character of the school and course
participants in each school.

Objective:

At the end of the course, participants are expected to be able to
demonstrate the language and socio-cultural functions embedded
in each chapter.
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CHAPTER 1
International Seminar: A- 1

The word seminar is originated from the Latin “seminarum”,

which means "the land where you plant seeds.



A GLIMPSE OF INTERNATIONAL SEMINAR

Seminar is a form of academic activity held
by an educational institution, a
professional organization, or a commercial
organization. Seminar is also said as a
special meeting with technical and
academic aims to conduct a thorough
study on a particular topic by solving
problems that requires interaction among
seminar participants who are assisted by a

professor or a scholar.

Seminar can be classified into several categories, such as
educational seminar, business seminar, and entrepreneural
seminar. When it comes to academic field, seminar can be defined
as an activity made for the delivery of a scientific work by an
expert or a researcher presented to participants. Thus, at the end of
the seminar, the expert and the participants can make the same
decision on a scientific work. Seminar is often carried out through
a dialogue with a seminar moderator, or through a presentation of
research results in a more formal form. The participants are
usually not beginners in the topics discussed. Seminar participants
are usually lecturers, teachers, students, and other kinds of
academic.

Seminar is usually held in one day. Seminar is opened with
a general view by an authorized person appointed by the
committee so that the purpose of the seminar is directed clearly.
Then, following is a panel presentation. In this session, an expert
is invited in advance by the commitee to deliver a speech with a
topic in accordance with the seminar topic. After that, the seminar
participants are divided into several groups to discuss further
issues in separate rooms. This is called parallel presentation. Each
room usually accomodates three parallel speakers. Participants
who are interested in the topics presented may enter the room, but
the number of participants is usually limited to twenty. A



moderator assigned by the commitee will help facilitate the
presentation.

An institution can hold an academic seminar, either national
or international. To some people, international seminar is usually
more preferred than national seminar since it offers greater
opportunities to meet researchers not only from home country but
also from other countries. At international seminars, we will also
get the most up-to-date knowledge because usually the articles
presented are from the latest research.

If we have never attended any international seminar, we
may feel uneasy with the atmosphere. Essentially, international
seminar is not really different from national seminar. The
differences lie only on the registration fee, which is much costly
than that of the national one, and of course the use of English as
the medium of instruction. Therefore, the ability to communicate
in English is a must if we want to present a paper in an
international seminar.

A lot of academic events are held annually at many
campuses. Some are in the form of seminar, some others are in the
form of conference. Frequently we find brochures of international
and international conferences held by an educational institution.
However, having looked at the content, we can hardly find the
differences. The format and the general rundown of both events
are similar. That is why we think that seminar is similar to
conference. Seminar and conference are similar in a way that they
are a meeting of several people. However, still seminar is slightly
different from conference. Their first difference is that seminar is
usually academic, while conference can be a meeting on academic
field, trade, or business. Another difference is on their main
objectives. Conference’s aims are discussion, problem solving, and
consultation. On the other side, seminar brings together a small
group of people to learn a particular topic. Seminar is usually held
in one day (it can be recurrent, though), while conference can last
for several days. Then, compared to conference, seminar is less
formal. In addition to that, the discussion as the key feature of
seminar cannot be found in a conference. In addition to that,



usually a conference tends to be the most prestigious forms of
events as well. The formats of presentation in a conference are
varied: parallel paper presentation, roundtable presentation,
workshop presentation, and poster presentation. An example of
this is TEFLIN conference that is held annually by Teaching
English as a Foreign Language in Indonesia (TEFLIN)
organization. Every year, TEFLIN conference is held at a campus
that is chosen as the host of the event.

Many institutions hold international seminars annually, so
the information can be found easily by opening the websites of the
campus and brochures shared online. The followings are examples
of international seminar brochures. In the brochure, we can find
information dealing with the name of the seminar, the topic and
sub topics, the seminar date and venue, the procedure of
registration, and web address/contact person line.
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ACTIVITY

1. Work in a group of three. Analyze the brochures provided
and discuss what information you find in the brochures.

2. Find seminar and conference brochures. Discuss with your
friends the differences between seminar and conference
based on the information in the brochures you find.

EXERCISE

Match the words below and choose which describe seminar and
which decribe conference.

last for several days

consultative
less formal

active participation
limited participation

extended
held at hotels

A large number of attendees
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CHAPTER 2
Public Speaking

Aps://bit.ly/ZkBSOib‘

There are only two types of speakers in the world. 1. The nervous
and 2. Liars.

- Mark Twain -

Barrack Obama is the first African American to
serve as the president of the United States, and
we all know that he is a person with a great
public speaking skill. His words have an
influence on others. We can see how strong the
influence of public speaking skills a person has.
Words not only influence, they even change the
world.
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A. BASIC PRINCIPLES OF PUBLIC SPEAKING

The Merriam-Webster Dictionary defines public speaking
as "the act or skill of speaking to normally large groups of
people”. However, what is actually public speaking? Zarefsky
(2007), in his book entitled Public Speaking Strategic for
Success, says that public speaking is a continous
communication process in which messages and signals circulate
back and forth between speaker and listeners. Public Speaking
is a branch of Communication Studies (Rhetoric). Rhetoric is the
art of verbal communication done by a person to a number of
people face to face. Speeches, moderators, MC (Master of
Ceremony) and presentations are the examples.

The idea of speaking
in public is probably the
most hated one. However,
why is public speaking epublic speaking s

art of diluting 2
idea with

skill important to master? the

We may ask this question ) {wo-Tmnute

2 fwo-hout
voCE\bulm’y :

if we have never thought
of doing one before. Public
speaking skill is required if

we work in Dbusiness,
educational, or  public
service field. Public speaking is
not merely about talking to audiences and speaking about a
certain topic.

De Vito (1994) mentions some advantages of learning
public speaking. First, it enhances academic and career skills
because we can learn how to improve skills at explaining
complex concepts clearly, supporting arguments with definite
persuasion, and presenting ourselves to others with full
confidence, exploring broad issues, and understanding others
and being able to be considerate of them. Besides, learning
public speaking teaches us how to develop and improve
communication skills, such as skills at improving self-concept
and self-esteem, developing logic and emotional appeal,

11
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conveying constructive criticism, and listening. By learning
public speaking, we can also improve the ability to speak in
public. We can be a public speaker through instruction and self-
learned experiences so we can be a more confident and effective
public speaker.

Navakovi¢ and Teodosijevi¢ (2017) mention that
acquiring public speaking skill is what will make a key
qualitative difference between our success and failure. Nikitina
(2012) justifies that public speaking has personal and social
benefits. She argues that speaking in front of other people with
our sincerity expands our social circle. This also increases our
self-confidence, communication and organizational skill, and
persuasion ability. In addition to that, our social influence and
power to control over emotion and body language are greater.

Public speaking is usually aimed at persuading, teaching,
campaigning, explaining, and informing things. Its dynamic
nature enables us to read how someone thinks of ideas.
Concerning how powerful public speaking can be, we cannot
assume that a simple speaking technique is enough to enable
someone to influence, to persuade, to change, or even to
conquer others for a particular purpose.

If we have never done a public speaking, we will find it
really uncomfortable to stand in front of many strangers who
are staring at us, ready to throw us questions. Basically, public
speaking is doable to learn. It is not a skill we are born with.
That is why public speaking skills are taught at school or
campus since public speaking is different from casual
conversation.

Watch Video 1 (How Public Speaking Differs from
Casual Conversation) or open link https://bit.ly/2JHvUil to
know how public speaking is different froom casual
conversation.



® Study.com:

Based on the video, it is explained that public speaking
and casual conversation are the same in a way that they both
aim to inform, persuade, or entertain the audiences. However,
they are different in their structures and modes of delivery.
Public speaking is structured and done in the formal mode of
delivery. Meanwhile, casual conversation is not structured and
done in the informal mode. The speakers do not have to use
formal style and the communication is usually back-and-forth.
In public speaking, the audiences cannot engage with the
speaker when he/she is delivering his/her speech.

Zeoli (2019) mentions some principles of public speaking
that he developed as a media coach. The principles include how
we relate the perception, perfection, visualisation, discipline,
description, inspiration, and anticipation of pubic speaking
with their real implementations. These principles are the secret
to effective public speaking.

1. Perception: Stop trying to be a great “public” speaker.
Instead of focusing on the “public” at the expense of
the “speaking’, it is better to focus on the speaking and let go
of the “public”. Speak in a relaxed and comfortable way like
we do daily. Sometimes, when it comes to speaking in
public, we are not who we really are. We concern more on
how to please the audiences with visual “attraction” and
ignore the sincerity. Be our true selves; talk directly to
people and make an emotional attachment with them.
2. Perfection: When you make a mistake, no one cares but you.
Making a mistake in a presentation is a normal thing,
but when it happens, we have to keep going. Sometimes, it

13
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is only we who notice the mistake. Do not make this little
thing distract our focus on the presentation. Never apoligize
for doing a simple mistake unless it is really shattering.

. Visualisation: If you can see it, you can say it.

We need to believe in the power of positive
visualisation. Success people out there usually share the
same habit: practicing visualization to achieve their goals.
Close the eyes and visualise good things so we can reach our
goals. This strategy is also a way to fight anxiety. Visualising
on a consistent basis means that we prepare our mind to
conquer any feelings of anxiety. Practice in the place where
no one else can see us: in mind.

. Discipline: Practice makes perfectly good.

There is no such a thing called perfect public speaker.
Instead of trying hard to be perfect, making an attempt to be
an effective speaker is more reliable. Practice makes perfect
does make a good speaker. Every professional practices
daily, and it applies the same to professional public speaker.

. Description: Make it personal.

Personalising our messages will generate the best
response from audiences. People tend to like stories. They
like listening to our experiences, triumphs, or jokes. Telling
such things engages the audiences effectively. This also
warms up the audiences and help overcome any
nervousness.

. Inspiration: Speak to serve

The main goal of our presentation is to benefit the
audiences. We need to think of a way to help our audiences
achieve the messages we deliver. Thus, just take the focus
off ourselves and shift it to the audiences.

. Anticipation: Always leave the audiences wanting more.

Less is more. Making our presentation a little bit
shorter than anticipated can surprise the audiences. It is
better to make the audiences wish us to give a little longer
speech instead of making them fidget in their seats, waiting
for us to end our presentation.



ACTIVITY

Do you know the people in the pictures? In pair, discuss what
you know about them and what makes them great speakers.

EXERCISE

Answer the following questions briefly!

1.

AR N

How do you define public speaking?

What are the purposes of public speaking?

Mention the advantages of public speaking!

What do we need to have great public speaking skills?
Why is public speaking different from casual
conversation?

15



REFLECTION

Choose your current level. Which one best describes your
understanding on the topic?

How well do I understand?

16



B. KEYS TO SUCCESSFUL PUBLIC SPEAKING
The mastery of good public speaking has now become a
necessity for many people. That is why public speaking training
is increasingly in demand. Many theories discuss the topic of
public speaking. Nonetheless, public speaking is actually not a
theory. It is how we do and practice it. Summarized from
Sundmann (2010), Nikita (2012), Gallo (2014), and Ryan (2016),

here are the keys to successful public speaking.

Figure 1. What Makes A Good Public Speaking

1. Content

People say that nonverbal aspects such as gesture and
neat appearance are what matter most in a presentation. It
may be true for some people. However, what is the use of
such things without a clear content? Content is what we
want to explain, inform, and deliver to audiences. Content is
what the audiences want to know and learn from us.
Content is the centre of our presentation. It is the king.
Hence, it is important that we do some research before
presenting the topic. Having in-depth knowledge of the
topic we deliver shows our capability and profesionalism.
This also shows that we have mastered the topic well.

17
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2. Audience

Audience is the second most vital key to successful
public speaking. We are speaking to and for audiences. Keep
in mind that we can prepare our speech better if we know
and understand the backgrounds and needs of our
audiences. To connect with the audiences, we need to ask
ourselves, what do the audiences want? What do they
expect from our speech? We cannot assume that they are
like us. They may have geographic and cultural biases. Thus,
audience analysis is recommended to do prior to our
presentation. Knowing their age, gender, education level,
culture, or language helps build the relationship between
the audiences and us. Be an audience-centered speaker.
Specifically divides the analysis into two parts: demographic
audience analysis and situational audience analysis. The
former involves identifying important demographic traits of
our audiences, and the latter involves identifying traits of
the audiences unique to the particular speaking situation at
hand

. Delivery

In whatever kind of speech we are, we have to find a
way to make the audiences engaged with our presentation.
We want the audiences to listen and pay attention to us, and
surely we do not expect any bored and sleepy audiences.
Schiefelbein (2017) suggests some important factors to
handle in public speaking: eye contact, enunciation and
pronunciation, gesture and movement, and paralanguage.
Making eye contacts with audiences make people trust us.
Articulate and pronounce words clearly so the audiences
will understand us. Gestures and movements work
effectively if done in sync with our words. Do not make any
unnecessary gestures or movements. Then, watch the rate,
tone, and pitch of our speech. The combination of the three
conveys emotion, confidence, and power during a
presentation.



“When I feel nervous, I always make unnecessary movements like
squeezing paper or always holding on to the table. Then I begin to
ramble and deliberately slow down my voice so that the audiences
do not know if I feel anxious”
—Diana, student-

4. Effect

A speech with effects
will be memorable and meaningful
to the audiences. How can we
deliver a speech with effects?
Speaking with effects is about how
we are looked at and how we get
feedback that is important.
Personal examples and stories are
the answer to it. We can tell stories
to reach people’s hearts and mind.
Stories stimulate and engage the
human brain. They help connect
us, the speaker with the audiences
and persuade the audiences to
agree with our point of view.
Thus, when we are telling our
story, we should not speak from
outside the experience using
memorized words. Instead, we
need to speak from our own
experience using personal
perspective to help the audiences
feel, see, and hear what we feel
about our topic. However, it is not
just merely telling stories. We
cannot tell a story because we
think it is fascinating for ourselves.
Further, it must have an end point
that means something for the
audiences.

-

Source: https://bit.ly/2kNW2yO

Source: https://bit.ly/2mcezFp
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Understanding the keys to successful public speaking
is not enough to deliver a good speech. There are things
supporting the success of public speaking that we call public
speaking rules. Morgan (2016) suggests some speaking
public rules that we can follow to make a good speech.
These keys build our profesionalism and help us deliver the
speech well.

First, we should always tell the truth in our speech. It
is normal for humans to have limitations, and so do we as a
public speaker. It is impossible to know and master
everything. Do not feel afraid or worried if we do not know
about a certain thing. Own up to it and believe that
everything will be okay. Second, we need to crush our topic.
It is true that we are not going to know everything. Still, our
job is to know as much as we can. Read up, and grasp as
much as possible. Third, talk love by the end of the hour. By
the end of the talk, we ought to cover what it is that we love
and share what is working in our world, since a long-lasting
career depends on positive trajectories. Last, we cannot
control what the audiences do and how they respond to our
ideas. What we have to do is just putting up the ideas out
there and presenting them with passion. However, we do
not have any control over the extent to which the audiences
accept our ideas or not. The main goal of public speaking is
how to make a case successfully instead of expecting a
standing ovation.



ACTIVITY

Work in a group of three and discuss your own keys to
successful public speaking. Share the results with other groups.
Use the following terms as a clue.

content audience topic delivery
speed rate research humor
gesture
eye contact appearance  language

EXERCISE

Read the following questions and choose the correct answer by
circling/ crossing your choice.

1. The advantage(s) of effective public speaking is/are:
A. Generating an understanding of your message.
B. Impacting and persuading your audience.
C. Motivating your audience to take a certain action.
D. All of the above.

2. When preparing for your presentation, what should you know?
A. Your purpose.
B. Your audience.
C. Your situation.
D. All of the above.
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Which of the followings is not crucial to know about people in
your audience?

A. Their interests.

B. Their size.

C. Their mood.

D. Whether their attendance is voluntary.

Which of the followings is a good way to find your style?
A. Create personal examples.

B. Copy the style of someone famous.

C. Take jokes and stories to use from a book.

D. Dress as you would for a job interview.

Why do you want to capture your audience’s attention in your

introduction?

A. Because it helps create a bond between you and the
audience.

B. Because it provides motivation for the audience to pay
attention.

C. Because it makes your presentation more exciting.

D. All of the above.

Which of the followings is NOT the best way to maintain the
audience’s attention?

A. Asking direct questions.

B. Speaking on an interesting topic.

C. Bringing visual aids.

D. Asking for physical movement.

What types of gesture should you try to avoid?

A. Ones that send mixed signals with your words.
B. Ones that look contrived.

C. Ones that are not appropriate for your audience.
D. All of the above.



8. What do you do if people make negative comments on your
presentation?
A. Ignore them and continue with your presentation.
B. Thank them for their comment and continue.
C. Ask them about the specifics of their problem.
D. Askif you can both meet afterward to discuss the issue.

9. If you cannot get the audience to respond to you, what should
you do?
A. Tell a joke.
B. Ask someone a question.
C. Continue with your presentation.
D. None of the above.

10. When is the best time to establish your credibility?
A. In the introduction.
B. In the content section.
C. In the conclusion.
D. In all sections.

REFLECTION

Fill in the following journal to see your learning progress today.
~MY JOURNAL~

Name :
Date :
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CHAPTER 3
I'm A Great Speaker

Source: https:/bit.ly/2mjtzBy

Have you ever imagined being a speaker in an international event,
presenting a topic of your field in front of many foreign audiences? How
would you feel? Happy? Proud? Shy? Nervous? Scared? or even
terrified?

If we do not have any experience speaking in public, there is
a possibility that we talk faster because of getting nervous. It is
really understandable. We feel anxious and try to get over with
everything as soon as possible. Unfortunately, this usually makes
us rush through our speech way too quickly. As a result, we
cannot deliver the information completely and clearly. Some
speakers even forget to greet the audiences and introduce their
names because of the uneasiness. This is what we call
glossophobia: the state with over nervousness and anxiety a public
speaker struggles from.
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A. STRATEGIES TO BE A GOOD SPEAKER
Speaking at a big event such as international seminars is
a great way to enhance our status as an expert. Attending an
international seminar will give a speaker exposures to the latest
trends in academic issues. It also broadens network with
people who are in the same “frequency”. Becoming a speaker at
an international seminar is another way to be familiar with
researchers’ community. Last but not least, presenting at an
international seminar also adds up some credit points for a

higher career level.
Despite the benefits being a
presenter at an international seminar Which pictare best

offers, some people still feel anxious decsribes you as a
speaier?

to give it a try. The reason given
mostly is their unability to speak
English publicly. Let alone presenting
materials publicly, speaking in
English is already a terror. However,
it does not mean that someone who
can speak English fluently can be a
succesful public speaker and vice
versa. The art of public speaking is an
acquired skill; thus, a good speaker is
not born; he/she works at it. We can
be a good public speaker by learning
and practicing some public speaking
techniques. The Princeton Language
Institute and Laskowski (2006) add
that becoming a confident public

speaker can be achieved only by the
desire to become a better speaker. We

can hone skills and increase
confidence in public speaking by
several ways. One of them is by
learning from those who are experts
in public speaking.
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The number of organizations concerning on public
speaking has mushroomed. One of the organizations is the
International Toastmaster, an international group that devotes
to develop public speaking and leadership skills. For decades,
this organization has developed a curriculum that allows an
ordinary person to become a professional public speaker.
International Toastmaster’s basic curriculum offers ten key
projects that need to be carried out gradually in order to equip
its trainees with skills of public speaking. Summed up from
Mustamu (2012), these International Toastmaster stages can be
adopted as keys to be a good public speaker which cover:

1. Icebreaking: learning to speak comfortably in public

2. Organizing your speech: learning to set the organization and
purpose of the speech

3. Getting to the point: learning to set general objectives (to
inform, to persuade, to entertain, to inspire) and special
objectives of speech.

4. Saying it: learning to choose the words correctly so that the
core of the speech is conveyed clearly

5. Speaking through your body: learning to use body language
(gestures, eye contacts, stances)

6. Vocal variation: learning to maximize vocal variety (volume,
rate, pause, pitch)

7. Researching your topic: learning to compose a speech based
on data

8. Getting comfortable with visual aids: learn to run a
presentation with visual aids

9. Persuading with power: learning to use logical support to
influence others effectively

10. Inspiring your audiences: learning to inspire audiences to be
better in personal, emotional, professional, and spiritual
aspects.

Referring to the keys International Toastmaster offers, it
can be assumed that a successful public speaking should
involve three things: preparation, confidence, and



engagement. These three vital aspects make a good
performance. Preparation, that includes frequent practices, is
the key. Practicing the skills in public speaking consistently
improves our level of confidence. Regular practices lessen our
nervousness and anxiety. Such a routine also improves our
speaking skills. Watching various videos on public speaking as
an example will give us many exposures to good public
speaking so we can compare which one is a good example and
which one is not. Take some notes if necessary, so we can take a
look at it when it is needed. Preparation is not limited to
practice regularly. We can attend an international seminar as a
participant as a start. A live performance of speakers at seminar
gives us a more vivid feeling of being a public speaker and
familiarizes ourselves with the seminar room layout. Pay
attention to how the speakers deliver their ideas. Observe as
many speakers as possible. Imagine we were in that situation.
Could we perform well? If we think we are ready, we can start
choosing the “stage”.

At this very beginning,
we have to be smart and wise in
selecting a seminar that suits us.
Choose an international seminar
that makes us comfortable. Start
with the one that has a
comforting atmosphere to us. It

may be a seminar at our alma
mater or our campus, so the possibility that some of the
committees and audiences are familiar with us is higher. This
strategy is effective in boosting up our confidence. Schedule
some rehearsals before the D-day. Invite some colleagues to
attend the rehearsal and give some comments or critics. At this
stage, we can conduct a mock question and answer session. Let
our colleagues give us questions that frequently appear at
seminar, including the most worrisome ones. For a better result,
we can invite a professional to assess our performance.
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Recording and filming our rehearsals to know our progress is
recommended.

However, do not forget to prepare a script as a guideline.
This can help decide what to say and not in advance. Warning!
The script is only a tool to help in an emergency situation. We
cannot read the script the whole time and ignore the PPT slides.
As a beginner, bringing a script is really acceptable. Imagine if
suddenly during a presentation, we lose focus because of
unexpected distractions. Once we do, everything we have in
mind disappears. We get stuck and forget what to say. Our lips
stutter, while the audiences are watching us. Then we realize
that our confidence drops to its lowest level. If we are in this
situation, we must stay calm.

We can easily notice that »

Only the

professional  public  speakers

prepared speaker

Speak Confldently and look deserves to be

confident.

relaxed. They always show “Pele Garnegle
positive body movements, such

Do not say a

as ma1nta1n1ng eye contacts with little in many

words but a

their audiences well and using ~ gxeatdealina

few.

gestures to emphasize particular ; -Pythagoras
things. However, nervousness " ” These are on
and anxiety have always been an _ speakers In the
issue public speakers have to deal nervous;and the

with. Even professional public i

speakers may  deal  with

4 Speech is power:
. . i speech is
nervousness. The difference is 7 to persuade,
p Lo convert,
to compel.

that professional speakers know
how to cope with this problem. o hie
They know how to maintain their

confidence. It is vital to think

positively. Positive thinking makes a big difference to the
success of our presentation. Stop thinking and imagining that
we will fail, that we will not be able to make it. Stop sabotaging
ourselves with negative thoughts. Instead, visualize and affirm

that we will perform well. Replace any negative visualisation



with more positive and realistic imageries. Make ourselves

comfortable. Here are some examples of techniques that help us

look relaxed and confident:

1. Talk slowly. Try not to rush through the presentation.
However, it does not mean that it is okay to speak too
slowly. Speaking too fast makes the audiences have a hard
time following, but speaking too slowly makes them sleepy.

2. Maintain eye contacts with audiences. Do not look at the
floor or in a random direction or the audiences will realize
that we are not engaged in the presentation. Basically, a
public speaker has three major directions to make eye
contacts with.

speaker

direction 1 direction 2 direction 3

The larger the audiences we have, the more directions we
need to establish for effective eye contact.

speaker

direction 1 direction 3 direction 3

direction 2 direction 4
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3. Use gestures to emphasize some points. Do not force

unnecesary gestures. Just be natural. The followings are
some do’s and don’ts we can use (McGregor & Tan, 2012)

- Keep hand movements descriptive.

Keep your hands
in the strike zone
when possible.

Source: https://bit.ly/2IThGJIx

)
Don't point. When you don't e al
Just don't. know what to do, ";M
drop your hands f
to your sides for /
a moment. ‘::ﬁ

Source: https://bit.ly/2ITbGIx

Avoid pointing. Pointing frequently makes audiences
uncomfortable. Instead, use open palms. If pointing has
become our habit, point at the slides instead of the
audiences.

Engage with our audiences. Sometimes we forget the
audiences because we get too wrapped up with our
presentation. We need to always remember not to ignore
the audiences. If needed, ask them some leading questions
to enliven our presentation and make them involved with
our information. Our presentation is for our audiences, so
it is important to put ourselves in their shoes. Hence, it
will be easier for us to imagine what our audiences really
need and how they will relate to us and our topic.
Simplifying materials is necessary, too. A good



engagement with audiences helps deliver our mesages to
their heart and brain.

APPEALS TO AUDIENCE

v Talk, talic,

BRAIN -

[\

AUDIENCE SPEAKER

Source: https://bit.ly/2x0QZkH

However, despite the techniques suggested to maximize
perfomance in a presentation, it is common to find nervous and
anxious presenters. That is so human, especially if it is the very
first time. Most of the time, if we think of a perfect presenter, we
may come up with the term “one size fits all”. Nonetheles,
everyone surely has unique characteristics in handling things, and
this notion works the same as doing a presentation. Something that
is easy for us is not necessarily easy for others. Individuals have
particular preferences, or if we may call them strengths, in a
presentation. We cannot expect someone to be able to have all
qualifications as a perfect presenter. Typical characterictics
distinguish a presenter from other presenters.

Relating to the issue, we can classify presenters into six
types (Gavin, 2012). This simply helps us maximize our strengths
and minimize our weaknesses as a presenter. Knowing this thing
allows us improve our presentation skill.

1. The Coach. This type of presenter is usually energetic,
personable, and good at engaging audiences. Commonly
they need invested audiences. That is why they can lose
passion and enthusiasm quickly with low energy
audiences. When practicing, they prefer to go to a quiet
place, pace up and down with a script. Then, they talk to
themselves while committing what they want to say to

memory.
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The Inventor. The Inventor does not really like to be in
front of many people, so they would always be the last
persons to voluntarily give a speech. They feel more
comfortable working on a Q&A session. Yet, they are good
at relating facts. The Inventor does not tend to practice
much so they usually build ideas right away, either by
writing a script or creating PPT slides..

The Counselor. The Counselor likes to talk about ideas.
Their talk track is very organized and easy to follow. No
wonder they can easily, smoothly move from a big picture
to details. However, they may fail to engage and connect
to audiences. Besides, they also tend to be tedious and
dispassionate. The Counselor likes sequencing and re-
sequencing slides to feel comfortable with the flow and
structure.

The Storyteller. The Storyteller is very capable of
embellishing a presentation. They are known for their
being emotionally sensitive. Powerful and emotive words
are their signature characteristics. Unfortunately, their
tendency to embellish and add details to their story is
what makes their presentation lose track and flow. The
Storyteller rehearses through monologue and mini-
audience prior to the big show.

The Teacher. Let The Teacher explain difficult concepts
and you will see how they can easily elaborate them to
you. At the same time, they surprisingly can keep focused
for a long time. Their weakness is that they concern more
on materials intead of audiences, so they cannot manage to
keep the audience engaged with them. The Teacher prefers
to use visuals to express points and ideas.

The Coordinator. The Coordinator dislikes being in front
of people more than The Inventor. They prefer to be in the
audience seat. Still, they are good at organizing and
structuring their speeches. They are also good at moving
and gesturing. Visually thorough PPT slides are their
characteristics. The Coordinator likes working on materials



better than being involved in a Q&A session. To prepare a
presentation, The Coordinator usually reflects on personal
experiences.

The Coach  The lventor  The Comselor  The Storyteller The Teacher The Coordinator

Source: https://bit.ly/2xOQZkH

ACTIVITY

Answer the following quiz and see what kind of public speaker
you are.

Discuss the answer with your friends.

Are You a Good Public Speaker?
1. What do you do with your hands while speaking in public?
A. Keep them perfectly still
B. Fidget
C. Gesture enthusiastically
D. Gesture naturally

2. Do you smile often during a presentation?
A. Tonly smile when I'm happy.
B. Ionly smile when I'm relaxed.
C. I can force a smile when I'm nervous and that helps me to
relax.
D. I am confident and relaxed in front of an audience and
smiling comes Naturally.
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3. How do you remember what to say in a presentation?

A.

B.

C.

D.

Prompt cards with the main points for each topic
Everything is scripted word for word

Presentation slides have all the relevant information on
them

Just try to memorise it all

4. How do you handle nervousness in a presentation?

A.

B.

C.
D.

I go to pieces in front of an audience.

I am relaxed as long as I have prepared carefully.

I thrive on the excitement of flying by the seat of my pants.
I get stage fright, but I'm okay once I get into it.

5. What is your presentation style?

A.

B.

C.

D.

I read my script and rarely make eye contacts with the
audiences.

I talk naturally about my subject and interact with the
audiences where appropriate.

I deliver the presentation as I have practiced it, but can’t
handle interruptions from the audiences.

The material speaks for itself.

6. How do you look when you are presenting to an audience?

>

B.
C.
D

I tend to shake or sweat.
I'look nervous and my voice doesn’t sound natural.
Even if I'm a bit worried, I don’t tend to let this show.

I look nervous at first, but become more confident once I've
got going.

7. How do you keep your audience’s attention?

36

A.

B.

C.
D.

I interact with the audiences and vary the pace of my
presentation.

My material is interesting enough to keep people's attention
regardless of how I present it.

I stop talking once I think people are getting bored.

I use sound effects and lots of different fonts and colours in
my presentation materials.



8. How do you use humour in your presentations?

A. There is a joke on every slide. I want my audience to enjoy
themselves.

B. There is no humour at all. I want people to take me
seriously.

C. I use humour periodically to keep my audience relaxed
and involved.

D. [lalways start with a joke to get people’s attention.

(this quiz is adopted from Strawbridge, 2019)

Answers

Award yourselves points as follows.
Q1:A1,B0,C0,D2
Q2:A0,B0,C1,D2
Q3:A2,B0,C0,D0O
Q4:A0,B2,C1,D1
Q5:A0,B2,C1,D0
Q6:A0,B0,C2,D1
Q7:A2,B0,C0,D0O
Q8:A0,B0,C2,D1

Rating
0-7:  You are not a natural public speaker, but everyone can learn
to be more

confident at it with practice.
8-11: You are a capable public speaker, but there is still room to
improve your

technique.
12-16: Congratulations! You are a great public speaker.
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EXERCISE

Read the following questions related to the topic we have
discussed.

1. Mention three things a public speaker needs to have for a
successful public speaking!

2. What can you say about strategies in maintaning a
successul public speaking?

3. Mention some forbidden gestures a public speaker should
know when delivering his/her topic.

4. What can we suggest to a speaker who easily gets
nervous?

5. Is it acceptable to throw some jokes during presentation?
Explain.

REFLECTION

“I CAN" CHECKLIST

Check off each skill as you master the standards.
O I can mention the keys to succesful pubic speaking
O I can mention some strategies to cope with nerves during presentation
O 1 can show some acceptable gestures in presentation

O I can show forbiddedn gestures to use during presentation
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B. ARE YOU A GLOSSOPHOBIC?

The fear of public speaking is a very common phobia. It
is believed to affect up to 75% of the population. Further,
surveys have shown that the fear of standing in front of a
crowd is above the fear of death. Why do millions of people feel
terrified of being a center of attention? They are horrified of the
spotlight. The term to describe this phobia is called

glossophobia. If we have anxiety at Glossophobia comes

from the Greek
communication, then we may be a glossa, meaning
glossophobic. tongue, and phobos
which means fear or

the thought of having a verbal

How is it that some people can't wait to stand in front of a
crowd and others prefer to dance or sing rather than speak?

Glossophobia is one type of social phobia or social
anxiety disorder. Compared to other types of social phobia,
glossophobia has milder symptoms. People with glossophobia
are not afraid of meeting new people or doing activities in front
of other people. However, those with glossophobia can feel
anxious and uncomfortable when they have to talk in front of a
group of people. In fact, many glossophobics are able to dance
or sing on stage, as long as they do not need to talk. Stage fright
is a relatively common experience in those with glossophobia.
A person with an introverted personality is not necessarily a
glossophobic.

Any kind of phobia may seem to appear out of the blue.
A certain type of phobia may arise from a combinaton of
genetic propensity and environmental factors, such as
biological and psychological. Sources say that prior experiences
can be a possible cause of glossophobia. A bad experience in
previous public speaking may lead to fear of repeating the same
incident when attempting to speak again. Another common
cause of glossophobia is the fear of making mistakes or of doing
something wrong during a presentation. If this happens to us,
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we will feel embarassed and rejected. People will judge us

negatively for being unable to give a speech well. It surely will

become an unpleasant experience to us. Such an experience
gives a long-lasting impact. The last possible cause of suffering
from glossophobia is education aspects. Less educated people

tend to feel uncomfortable to speak in public. Sang (2017)

mentions that 52% respondents who are diploma graduates or

less show glossophobia symptoms compared to only 24% of
college graduates. Generally, there are several other reasons
why people might have the fear of speaking in public, such as
lack of confidence / self-esteem, weak self-awareness, fear of
making mistakes or saying the wrong thing, the fear of being
the center of attention, feeling in an unfamiliar situation, the
fear of being laughed at, the fear to forget what to say, and the
fear of being judged. This sort of feeling is often experienced by

novice public speakers (Learning Express, 2010)

When feeling threatened, the human body will naturally
react by preparing for self-defense. This mechanism is known
as fight or flight. However, the fight or flight mechanism does
not work well for people with glossophobia. The symptoms can
be very severe that glossophobics get terribly embarrassed and
fearful of any kind of public speaking. Usually, people with
glossophia or speech anxiety show physical, verbal, and non-
verbal symptoms.

1. Physical symptoms: sweating (some are even drenched in
sweat), blushing, high blood pressure, nausea, increased
heart rate, dry mouth, dilated pupils, dizziness, difficulty in
breathing, stiffening muscles, acute hearing, diarrhea,
vomiting, frequently needing the bathroomm, and sleep
loss.

2. Verbal symptoms: stuttering voice, mispronounced words,
tense voice, and hasty speech, weakened tone of voice,
vocalised pauses, stammers, and hesitation voice like
“uhm..”, “err...”, and “ah”.

3. Non-verbal symptoms: panic, acute embarassment, lack of
focus, eye-contact loss with audiences, fidgeting, inability to



stand still, holding things, squeezing paper, and holding on
to the table.

Accordingly, what can we do to eliminate the fear of
speaking in public? If we want to overcome it, we need to get
ourselves organized ahead of time. Be prepared on the topic
and make sure that we master it in advance. This also reduces
the chance of we saying something wrong or getting off track. If
we get a little lost, knowing our topic well will increase our
chances of recovering quickly. Remember that practices make
perfect. We can do some rehearsals with family, friends, or
colleagues. Ask for some feedbcaks so we can review them
well. When it comes to a presentation, the rule remains the
same forever: it is better to be well-prepared rather than under
prepared. A good preparation increases our confidence so
whatever confronts us during the presentation will not irritate
us and damage our presentation.

The temptation to write a presentation script and
memorize each sentence in it leads to a boring
presentation, and is the root cause of glophobia.

In order to be able to overcome public speaking anxiety,
we need to have our own power poses. Power pose or power
posture, according to Wadhwa
(2014), is how we harness our , } ' I ’ }
body language into positive

® =
or negotiations. The benefit of i f@
practicing power poses before a e e @g‘
presentation is to fill up “In this seminar we'll discuss

a simple technique for over-
coming your fear of speaking

Power pose examples include in public.”

energy that will give us upper
hand in presentations, meetings,

ourselves with  confidence.
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throwing our arms in the air and to our sides, spreading our
feet aparts, clenching our hands behind our head and putting
our feet up on a desk, and taking up as much space as possible.
Smiling is also an example of power pose. Smiling is contagious
so it builds happiness around us. Smiling before and as we take
the stage will make us more confident and win over the
audiences before we start the presentation.

ACTIVITY

When it comes to public speaking, we may not be the only
one experiencing the speech anxiety. As many as 75% of people in
the world experience the same thing. Because this is not easy, here
are some illustrations to show the difficulties speaking in public
(Bezaleel, 2017). Choose the pictures that describe you when
speaking in public. Write your comments on the spaces provided.

1. When you were chosen out of a million people.

JEEEEEETETET

Source: https://bit.ly/2kvLIB4

2.  When everyone suddenly looks like a monster.

Source: https://bit.ly/2kWQOB5
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3. Can't sleep thinking tomorrow you will have a presentation.

Did you experience #is?
Source: https://bit.ly/2kJSFcx
4. When all eyes on you.
‘ ' Did you experience #is)

Source: https://bit.ly/2m54UAl

5. When the stage and its surroundings feel hot like a pan.

Source: https://bit.ly/21Z4USA

6. You want to talk, but your tongue feels twisted.
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7. Despite the cold air-conditioned room, sweat pouring out.

Vi
Source: https://bit.ly/2kJZPOm

8. The more you think about it, the more you feel like dying.

%

Source: https://bit.ly/2kW3IJmD

9. Failed to focus, forgot what to say.

Source: https://bit.ly/ZijéZ

10. When wrong and end up being bullied.

Source: Hﬁbsr://kl')it.lyIZkKOZch

11. When it was done.

IT'S"I‘IIIIII_,,

-

g

IT'S FINALLY OVER "%
Source: https://bit.ly/2mIFHBT
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EXERCISE

Explain the terms below and justify how they are related to
glossophobia.
1. Verbal communication
Phobia
Public speaking anxiety
Glossophobic
Power poses
Self-defense
Fight or flight mechanism
glossophobia symptoms

XN LN

Positive energy
10. Introverted personality

REFLECTION

Check your understanding on the topic by putting a tick on the
space representing your choice.

1. Ican explain what glososphobia is.

agree entirely

agree

disagree

disagree entirely

2. Ican describe the symptoms of people with
glossophobia.

agree entirely

agree

disagree

disagree entirely
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3. Ican explain the causes of glossophobia.

agree entirely

agree

disagree

disagree entirely

4. Tknow how to overcome glossophobia.

agree entirely

agree

disagree

disagree entirely

5. Ihave been suffering from glossophobia.

agree entirely

agree

disagree

disagree entirely




C. HOW TO DELIVER A PRESENTATION
The mistake that most beginners usually make in public
speaking is the unability to handle the flow of the presentation.
The speech is messy because it is not structured well. Therefore,
it is important that we know the correct structure of

presentation, from the beginning until the end.

4 COMMON MISTAKES
0 _WHEN PRESENTING

Source: https://bit.ly/2m4dUFU

Opening a presentation is mostly considered the most
important step. The first start determines the following phases.
We can start our presentation by getting the attention of
audiences. Instead of sitting on a chair, we can grab the
attention of audiences by standing and greeting them. Failure at
making the audiences pay attention to us means that we have
lost them. Complete the formalities quickly. It is enough just to
mention our name, institution, and the title of our presentation.
Here are some examples of expressions that we can use to
introduce ourselves and greet the audiences. However, some
find them boring and not original.

- Good morning/ good aftenoon/ good evening, (everyone)
(ladies and gentlemen).

- Iam Rininta Erfamia from University X.

- My name is Mia from Univiersity X.

- My name is Mia from Univiersity X, and today I'm going
to talk about ...

47



48

We may show another formality to the audiences by
welcoming the audiences with a thank you. This shows our
sincerity and appreciation to the audiences who are coming to
our presentation. The phrases we can use are:

- Ifeel grateful for this occasion ...
- It feels nice to be here today to present ...
- Thank you for the chance given to me that ...

- Extend me a warm welcome to you.

Then, continue with introduction of the topic. This gives
the audiences the general information about what we are going
to present. Use the following alternatives as a guideline.

- What I'm going to talk about in this occasion is ...
- Iwant to present you a topic on ...

- The topic I'm going to tell you today is ...

- I'd like to give you a brief breakdown of ...

- I'm delighted to be here today to tell you about ...
- In this occasion I'd like to outline ...

- The subject of my talk s ...

Structuring the presentation is an option. We can
directly jump to the part that explains the background of our
research. If we prefer structuring the presentation to make it
more comprehensible, use the following phrases.

- My talk is divided into five parts.
- My talk will be in ( five parts)

- Iwill discuss ..., ..., and ...

- In the first part, [ will ...

Leading questions and starting point phrases can be
given at the beginning of our opening. This functions to
establish communication with the audiences and make them
engaged with our presentation.

- Before I start, does anyone know ...
- I think some of you have heard that ...
- Is there anyone of you who ...



As you all are aware, ...
Do you now that ...
I believe that ...

Then it is time to continue to the main body. We can use

transitions in a smooth way to bridge the opening part with the

main part of the presentation.

Let’s now turn to ...

I'd now like to move on to the next part

Now let’s continue with ...

Turning our attention now to ...

As 1 said at the beginning that ...

So, first...

To begin with ...

Let’s turn to the next issue

So now we come to the next point, which is ...

If we want to emphasize things during the presentation,

use these expressions.

I want to emphasize this point. ...

This is important since ...

Please note that ...

Please keep it in mind if ...

Do remember that ...

I'd like to put an underline in this point.
This should be emphasized that ...
Please highlight this point.

Don't forget this one.

The most important ...

Then, sometimes we also need to give examples to make

our explanation clearer. These phrases can show you how.

As an example, ...

For example, ...

This is the example. ...
An example of this is ...
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To illustrate, ...
This example can illustrate my point. ...

Paraphrasing is important if we want to express

ourselves clearly. Use these phrases.

What I want to say is ..
In other words, ...

So, to make it simple, ...
What I meant by ... is ..
To paraphrase, ...

To put it another way;, ..
Put it this way.

Concluding and summing up the presentation can be

done by using these expressions.

I think we have seen that we ...

To sum up, ...

To conclude, ...

The conclusion is that ...

So we can conclude that ...

The conclusion of my presentation is ...

I'd like to end by emphasizing the main points.
I'd like to end with a summary of the main points.
In brief, ...

I'd like to conclude by ...

Weighing the pros and cons, I come to the conclusion that .

If we have finished the presentation and want to close it,

here are some phrases to consider.

That’s all what I have for ..

Thank you for listening. It was a pleasure being here
today.

Well, that’s it from me. Thanks very much.

That brings me to the end of my presentation.

Thank you for your attention.

Thank you for coming.



- I'd like to thank you for taking time to listen to my
presentation.

When it comes to the discussion (Q&A session), some
speakers may feel reluctant to do it because they are not sure
how to lead a discussion in an appropriate way. Sometimes in a
seminar, we have to lead the discussion by ourselves because
the committee does not provide any moderator in each parallel
room. This means that each speaker should open, lead, and
close the discussion him/herself. However, leading a
discussion can make us more nervous and distracted. Our mind
is full of thoughts, thinking that we may make some mistakes in
facilitating the discussion. Do not worry. These are some
examples of phrases that we
can use to open a discussion,
invite some questions, confirm
a question, show an
agreement/disagreement,
interupt, close a discussion and
some other phrases that we may
use in a discussion.

Source: https:/bit.ly/2krokiF
Opening A Discussion

- Okay (ladies and gentlemen), it is now the time for
question and answer session.

-  Now that I've finished presenting my topic, we will
continue with the discussion.

- Ladies and gentlemen, I will open the question and answer
session.

Inviting Questions
- Does anyone have a question?
- Do you have a question?
- If you have any questions, please don’t hesitate to ask.
- Do you have anything to discuss?
- I'will be really happy to answer your questions now.
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Does anyone have any thought related to the issue I've

presented?

Ladies and gentlemen, anything to discuss?

Sometimes our audiences feel uncomfortable to be the

first one to speak. Even though we pause for a while, hoping

that there will be someone raising his/her hand to ask a

question, still nobody breaks the silence. If we are in this

situation, Phillips (2012) suggests these several techniques.

Use a joke as an ice
breaker, such as “Since
no one wants to ask
the first question, does
anyone want to ask
the second one?”

Ask the audiences a
specific question like
“Earlier I talked about
subject X. What do
you think about it?”
Say something like

Cultural Sensitiveness

A

Since this book is developed for Indonesian
readers, it is important that we know their
cultural habits in communication. Most of
Indonesian people usually do not talk
much. This is not because they are not
capable. In fact, they may be more
knowledgeable than those who are more
talkative. However, it is their cultural
habit that makes them quiet and shy when
asked to give an answer or an opinion.

“One of the most frequently asked question I've been

asked is ...” and answer it ourselves.

There is a time when we cannot comprehend a question

given. If we encounter this situation, we must not panic and think

that we do not have enough knowledge of our own topic. What we

can do is, first, asking for a repetition. This means that we have to

ask him/her to repeat his her question. Here are some phrases as

the guideline.
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Could you please repeat your question?

I'm afraid I don’t undertand.

Could you repeat that? I think I have misunderstood you.

Could you say that again?

I'm sorry I didn’t get your point. Do you mind repeating

the question?



I'm sorry, I don’t quite follow you. Would you mind
repeating that for me again?

I don’t think I quite understand what you meant. Could
you be more specific?

Just a second, could I get a little more clarification on it?
Could you clarify your previous statement?

Do you mind going over that one more time?

If we want to recheck our understanding about the

question we get and need to do a double check, we can use

these phrases to make sure that we do not misunderstand it and

imply that we ask for a clarifcation without having to say that

we do not understand everything.

So, you think that ...

So what you think about X is ...

In other words, you believe that ...

Let me see if I've understood you. You ...

Let me restate your statement. What you meant by ....
I just want to confirm that ...

So what you are saying is ...

... Is that what you meant?

When we have enough understanding about the question

and we want to thank the addressee who has repeated his/her

question, use the following phrases (Dodge, 2016)

Thank you for clarifying.

Thanks for repeating the question.

Thank you for the confirmation.

Thank you for repeating that. It makes more sense to me.
I appreciate the clarification. Glad we agree on that.
Thank you. We seem to be on the same page now.

Unknown answer is occasionaly found during a

discussion session. It may happen that we do not have an

answer to the question given. That is normal. Simply use these

expressions to response.
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I'm afraid I'm not able to answer that now. Possibly I
could get back to you later.

That was a good question. I really don’t know. What do
you think?

I'm sorry I cannot give you an accurate answer to your
question.

I'm afraid it’s not my capability to answer such a question.
I'm afraid I'm not the best source to answer that.

Thank you for asking, but unfortunately what you asked
me doesn’t have anything to do with my topic.

I don’t know but I will soon because ...

If we do a presentation in pair and feel unsure to answer

a question during a discussion, we can hand over the chance to

answer to our partner by using the following expressions.

What do you think, (David)?

My partner (Jane) may have the answer for that.

I'm not sure, but maybe (Maya) has the answer to your
question.

I don’t know. I think my partner (Ari) can give you the
answer.

After answering the question, we may want to check

whether the addressee has understood our answer and is

happy with our explanation.

Does this answer your question?
Are you happy with my answer?
Are you satisfied with my explanation?
Has everything been clear to you?
Did I make myself clear?
I'hope this answers your questions.
Asking and giving an opinion is also part of a discussion.

Here are the expressions to ask for and to give an opinion.

Asking for An opinion
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What is your opinion about ...?
What is your thought about ...?



What do you think of ...

Do you have any opinion about ...
What is your view on ...

I'm interested in knowing view on ...

Giving An Opinion

I think that ...

In my opinion, ...

From my point of view ...

I believe that ...

I'm convinced that ... (strong)
It seems to me that ... (weak)

Showing Agreement

I agree with your statement.
That's so true.

You are absolutely right.
That's exactly what I believe.
Yes, I'm with you.

It certainly is.

That’s what I was thinking.
I'm of the same opinion.

Me neither (agree with negative statement)
I suppose so (weak)

I guess so (weak)

I think so (weak)

Showing Disagreement

I don’t think so.

I disagree (with you)

I'm afraid I don’t agree (with you)
I can’t be along with you

I wouldn’t say that.

I don’t think that’s right.

Do you think so?

I beg to differ.
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Not necessarily.

That’s not always true.

That’s not always the case.

I'm not sure about that.

I disagree entirely (strong)

I totally disagree (strong)

I'd say the exact opposite (strong)

Sometimes during a Q&A session, the discussion turns

into a debate. If we feel that it takes us too long, we will never

agree with a particular opinion, and we want to settle an

argument, we can use these phrases.

Let’s drop it.

I think we are going to have to agree or to disagree with
this.

Let’s take a break.

Interrupting in a discussion may seem impolite, but for a

couple of reasons, it is allowed to do. These are some

expressions used to give/ask for information

Sorry to interrupt, but ...

Let me interrupt for a second.

Can I stop you there for a moment?

Excuse me, I'd like to say something.

Excuse me, don’t you think that ...

I'm sorry, if I may add ...

I don’t mean to be rude, but may I interrupt quickly?
Sorry for the interruption. Itis ...

Pardon me, but I have something in mind that ...

I'm sorry. It will just take a minute.

I apologize for the interruption, but I have an important
question.

If there is an audience who asks for our permission to

interrupt and we want to let her/him do so, say one of the

followings.



No problem. Please go ahead.
That’s okay. Go on, please.
Sure, what do you think?
That’s fine. Please do.

Please. What do you need?

When the time is over and we need to end the Q&A

session, these phrases will help.

If no one has anything else to add, then we will wrap this
up.

That will be all for now.

That's from me. Thank you.

Thank you for your questions and suggestions. Good bye.
Thank you for listening. It was a pleasure to be here today.
That brings me to the end of my presentation.

ACTIVITY

Watch Video 2 (watch the video on the attached CD or open this
link https://bit.ly/2LyJAgR). Find and discuss with your friends
what phrases that are used by the speakers in the video.

EXERCISE

1.

Make a dialogue using expressions to ask for and to give

an opinion.

Make a dialogue showing whether you agree/disagree

with these following statements:

a. Marijuana should be legalized.

b.