MunuctepcTBo oOpazoBanus U Hayku Poccuiickoit deneparuu
denepalibHOE areHTCTBO M0 00Pa30BaHUIO
ApocnaBckuit rocygapcTBeHHbI yHUBepcuteT uM. 11. I'. JleMmunosa
Kadenapa nHOCTpaHHBIX SI3BIKOB

A. B. EropoBa
T. B. lWlynbaewoBa

[MpakTuKym
Nno pa3BMTUIO HaBbLIKOB NepeBoAa
n ycTtHoM peum ana ctygeHtos ®CIH

Memoouueckue yKazanus

Pexomenoosano
Hayuno-memoouueckum cosemom ynusepcumema 0isi CmyOoeHmos,
ooyuarowuxcs no cneyuaivrocmu Iloarumonoaus

SApocnasns 2009


http://rucont.ru/efd/237551
http://rucont.ru/efd/237551
http://rucont.ru/efd/237551
http://rucont.ru/efd/237551

D ~ v v

VK 81:32
BBK 111 143.21473

E 30

E 30

Pexomenoosano
Peoaxyuonno-uzdamensckum cosemom yHugepcumema
6 kauecmae yuebnozo uzoanus. Ilan 2009 2ooa

Penenzenr

Kadenpa HHOCTPAHHBIX S3BIKOB SIPOCIABCKOr0 rocyJapCTBEHHOTO

yHuBepcureTa uM. I1. I'. Jlemunosa

Eroposa, A. B. IIpakTuKyM 110 pa3sBUTHIO HABBIKOB IIepeBOAA U
ycTHOil peun aasa  crygeHtoB  @®CIIH: wmeron. ykaszaHusd
/ A. B. Eropoga, T. B. lllynpaemona; Spoc. roc. YH-T
uM. IL. I'. Jemunosa. — Apocnasns : Apl'Y, 2009. — 51 c.

JlaHHBIE METOJOWYECKHE YKa3aHus COAEepKaT MaTepuaibl W
yOpaXHEHUs U1 pPa3BUTUS HABBIKOB AaHAJIUTUYECKOTO YTEHUS,
TOBOPEHUS U ayJMPOBAHUSA Y CTYJICHTOB TPEThETO Kypca (akyiabTeTa
COI[MAJIbHO-TIOJINTUYECKUX HAYK, COCTOSAT M3 ISITU YPOKOB, TEMBbI
KOTOPBIX OTPa)KarOT MOTPEOHOCTH COBPEMEHHOTO MOJUTUYECKOTO
IUCKYpCa, CTPYKTYpPY  MEXKIYHApOJHBIX  OpraHu3alyid, THUIIbI
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Unit 1

The Art of Public Speaking

Exercises

I. Read and translate the text.

Successful people, either in business or in the professions, possess
the ability to communicate well. It is not simply being able to talk, but
rather, being able to transmit the exact message desired in a way that
will be received and understood. Being able to communicate this
message through the vehicle known as "presentation" has become a
widely sought-after skill.

Most of us think of communication as just speaking or writing.
However, that is only one part of the actual process. In fact, over half
of an oral message is actually communicated visually.

Transmission of an Oral Message

Hence, we can say that it is not so much whar you say as how you
say it.

Verbal — 7 %

Visual — 57 %

Vocal -36 %

As students, we are taught more about how to express ourselves
by the written word than through presentations. Consequently most of
us only learn about giving presentations when the situation is forced
upon us. In fact, the degree to which professionals fear speaking in
public is almost legendary. There are some basic skills that, with
practice, can nuke presentations enjoyable for the audience and also
for the presenter.

The process of delivering an effective talk is comprised of two
parts: preparation and presentation. Both are equally important.

STEP ONE: Planning

Careful planning of a presentation will make you more confident
and help you to overcome your nervousness. Even more importantly,
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an audience better receives a message that is contained in a talk that
has been carefully planned. There are five elements to consider when
preparing a talk.

1. Objective

Do you want to inform your audience, persuade them, train them,
or entertain them? What messages do you want your audience lo lake
away with them?

2. Audience

Who 1is your audience? How many people will be attending?
What do they need to know? What do they already know? What do
they expect? Will they be receptive to your message?

3. Contents

Brainstorm your ideas, then decide what is most relevant and
appropriate. Make sure that you take enough time to do any research
that you need. Be selective - do not try to present too much in your
message.

4. Structure

Any presentation should consist of an introduction, a body and a
conclusion. There should be examples, figures, stories, etc. The use of
humor that is in good taste and relevant is also welcome. Again,
remember not to try to put in too many figures or too many details.
Too much humor is also out of the question. Everything must be
balanced since you are planning to deliver a presentation and not give
a show. Your audience should not lose the main idea of your talk.

The structure of your message should be simple, words and
sentences short. It is also good to use concrete words because they are
easier to understand. Passive verbs and abstract concepts, as well as
jargon, are better avoided.

In the course of presentation one is recommended to give the
audience clear signals as to the direction your presentation is taking.

As to visual aids, you should use them only as a support or
illustration of what you are delivering - to put across certain points
that cannot be explained in words. They are also good lo add emphasis
to a talk, but they must be simple to understand.

5. Rehearsal

Take time to practice your presentation. This will give you a
chance to identify any weak points or gaps. You will also be able to


http://rucont.ru/efd/237551
http://rucont.ru/efd/237551
http://rucont.ru/efd/237551
http://rucont.ru/efd/237551

make sure that you can pronounce any figures and proper names
correctly and confidently. It will also allow you to finetune the timing.

STEP TWO: Presenting

If you wish to make an effective presentation, take care of five
elements.

1. Nervousness

Prepare your talk welt. You will be less nervous and more
confident than if you have not. Still, you want to be a bit nervous, so
that you will remain "on your toes". Do not fall into the trap of
speaking too quickly because you are nervous, fn fact, speak slower
during the first few moments of a talk.

2. Rapport

Rapport is the relationship between you and your audience, or the
connection, if you wish. Be friendly and make eye contact with
everyone in your audience. If by chance you arc unable to make eye
contact, do not look over the tops of everyone's head. The audience
knows you are not looking at them and they do not like to be fooled.
Also, it is critical that you are able to observe their reactions to your
message and make any adjustment in your talk. The first yawn is a
sign for you to wind up and pass over lo your conclusion.

3. Body Language

Remember that 57 % of the message is communicated by what
the audience can see. Consequently, how you convey your ideas is
critically important. Avoid any distracting mannerisms like pacing,
rocking back and forth on your feet, etc. Use open-handed natural
gestures - as open handedness conveys sincerity.

4. Vocal Quality

The sound of your voice carries 36 % of the message. It means
you should consider the volume, tone, tember and tempo of your
presentation. You must be loud enough to be heard by everyone. The
tone of your voice must be consistent with the message. An interesting
public speaker or presenter will vary the volume, tone and tempo of
the talk lo make himself heard.

5. Question Time

Do not be afraid of questions from the audience. It is civilized
practice lo solicit them. If you have delivered your presentation well,
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