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1 Speaking, listening and
communicating

DIAGNOSTIC QUESTIONS

When you have answered the following questions, turn to pages 102 to 103 for the correct answers
and explanations. You will also find advice and support here to help you identify the chapters you
will need to focus on.

er mentions all the points
information for you to

1 You are listening to a presentation about horse riding. The pres
below. Select which three you think are the most important pi
remember.

How long the presenter expects the presentation to take

What riding a horse involves

The equipment needed to ride and loo

A joke about horses

What the presenter had for her first day of horse riding

The presenter’s opini iding

2 The presentation about hors s finished and it is time for questions.

Which two questiq ow would be the best ones to ask?

[o]

What is a good a horse?
b Do horses really edt’carrots?
¢ What kinds of horses are the best to ride and why?

d How expensive is horse riding as a regular hobby?
e What is your favourite film about horses?

3 ltistime for you to give your own presentation.

Number the following stages of your presentation so they are in the correct logical order.

Stage Number

Give your own point of view.

Present information and ideas.

Ask if the audience has any questions.

Introduce the topic.
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4 You are talking about why dogs make great pets. Select which three pieces of evidence you
think would be the best to back up your opinion with.

A personal story about your dog providing comfort when you are sad

The name of a celebrity’s dog

Your own opinion that dogs are amazing

The fact that a third of all households around the world have a dog

The fact that dogs evolved from wolves

Explaining the games you can play with a dog and the tricks you can teach it

5 What is the most appropriate response to each situation? Choose a or b for each situation.

Situation Response

( )
During an informal question-and- a ‘Wow, that’s a toug ¥l think I'd have to
answer session, another student go with be holiday ause | love lying in
asks what you think is the best water sports.’
holiday. b Clti sue. You need to weigh up

d bad points of each holiday before
decision’

\_ J

( )
Someone has just finishe .Oh, anyone can climb a mountain. I’'ve climbed
presentation about how t all the mountains in the Lake District and that
achieved their goal to clim includes England’s highest mountain.’

England’s highe b ‘Congratulations on your achievement! | also love
have also climb S . .

) climbing mountains. Can you tell us a bit more
several times. about how you got into it?’

\_ J

( )
Everyone looks confused when a Make sure you don’t use that word again.
you use a complicated word. b Explain clearly what the word means.

\_ J

. J
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1.1 Identify relevant information and lines of
argument in explanations or presentations

In your exam, you will listen to a presentation, which might be recorded or
might be given by one of your fellow students. You don’t need to
remember everything you hear, but you should listen carefully for:

@® Relevant information — this means the main subjects as well as
important details like names, dates, times, directions and instructions.

@® Lines of argument — this means the points the speaker is making
and any opinions they give. You should be able to understand the
reasons for their opinions.

After the presentation, there will be a question-and-answer session
or informal discussion — this is when you need to show that you have
understood the speaker’s points and that you have been able to pick out
important information. You can show this by:
@® asking questions to find out more information. For example:
=» ‘How do you protect yourself from cold weather when you
riding your motorbike?’

@® asking for the speaker’s opinion on something. For examgle:

=*» ‘Do you find riding the motorbike harder than cycli
@® saying whether you agree or disagree with one
opinions. For example:

=» ‘/agree that motorbikes look cool, but would be

brave enough to ride one.’
@® mentioning one of the points the sp example:

=» ‘If you use so little fuel in a month, does sound

cheaper than running a cga

COMMON MISTAKE

Try not to be too vagu
does not:
‘I will definitely be mo cre of motorbikes when I’'m on
the roads now, especially after you told us how quiet electric
motorbikes are.’

ample of what works and what

This works because it mentions one of the speaker’s points (electric
motorbikes are quiet) and responds to one of the speaker’s arguments
(people need to be more aware of motorbikes). Your marker will know
that you have listened and understood.

@ ‘I think we should all follow your advice.”

This only shows general agreement rather than an understanding of
the speaker’s points.
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Presentation:
preparing and then
giving information out
loud to an audience.

Relevant information:
what the presentation
is about, including the
main subjects and any
information and facts
that relate to these.

Lines of argument:
how the different
points that someone
makes lead to

their opinions or
onclusions.




EXAM TIP

It can be helpful to quickly note down important information while
listening to a presentation. Then, when you contribute to the question-
and-answer session or discussion afterwards, you can glance at your
notes to help you remember these details.

Types of bike — cruiser, sports
Protective clothes — helmet, special jacket, boots
First ever motorbike 1885 top speed 12mph

(& J

WORKED EXAMPLE

Question-and-answer session

Read the transcript on page 27 of a short presentation about playing
guitar. The following comments were part of a question-and-answg
session after this presentation.

‘Can you tell us why you use a pick instead of your fingers to pluck
strings?’

‘Why do you need to plug an electric guitar into an ampilii

Q) These comments show that the listeners have pi
understood relevant details from the speech, i
about guitar picks and amplifiers.

‘I agree that everyone remembers guitar,
Eric Clapton, Jimmy Page ... | can nam
guitar’

‘You said guitar is the most fun
think drums are better. s more
remembered, you need to e si

ay, but | actually
t if you really want to be

Q These comments sho t rs have understood the
speaker’s points. They mentioned those points and have given
their own opinions too.

J
CHECK YOUR UNDERSTANDING
Ask a friend, family member or colleague to tell you about their own
special interest. Then complete the following tasks.
1 Write one sentence explaining what their special interest involves
and why they enjoy it.
2 Write down three details about their special interest. This could
be something about its history, an item or material they use
while doing it, the name of a famous person with the same
interest, the occasion they first became interested in it, or any
other details.
3 Write down one of their opinions about this special interest. Give
L your own opinion as well. y
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1.2 Make requests and ask relevant questions to
obtain specific information in different contexts

In the question-and-answer session following someone else’s
presentation, as well as in the group discussion, you will need to ask
questions to gain more information or to find out someone’s opinion. You
should ask at least one question in each.

Your questions should be:

@® clear and to the point; otherwise, the person you are asking might not
understand what it is you want to know

@® on the topic that is being discussed (relevant questions).

Relevant questions:
questions that are
about the topic being
discussed.

EXAMTIP

Itis better to ask questions that are as open as possible. This means
your question should encourage a detailed response rather than a
simple yes or no answer. For example:
@ ‘What are some of the traits that make Labradors good fami
pets?’
Are Labradors good family pets?’
This question is not as useful as the question above B
can be answered with just a yes or no.

WORKED EXAMPLE

Question-and-answer session

Read the transcript on page 27 of a sho
was asked after this presentatio

ion about playing guitar. The following question

‘Can you explain more about th between acoustic and classical guitars?’

Q) This is a good question. It yt
is what the presentatio
or no.

rstand what is being asked. It is on the topic of guitars, which
ites a detailed answer — it cannot be answered with just a yes

Group discussion
In the group discussion, the group are discussing the topic: should more people take holidays in
the UK rather than travel abroad?

One of the group members says that holidays at home are more environmentally friendly.
A different group member then asks:

‘Why is it more environmentally friendly? Can you explain more about that?’

Q) This is another good question. It is clear and easy to understand. It is on the topic of holidays, and it
responds to something that a group member has said. It invites a detailed answer that will help keep
the discussion going.

CHECK YOUR UNDERSTANDING

Ask a friend, family member or colleague to tell you about a recent holiday. When they have
finished talking, ask them questions to find out the following information:

1 More details about where they stayed, for example a hotel, a tent, a rental
2 Details about something that happened on their holiday

3 Whether they would recommend the holiday and why
\_ J
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1.3 Respond effectively to detailed questions

You should be able to answer clearly any questions on your presentation
topic, as well as questions asked during the group discussion. You need to
listen to the question carefully so that you can answer effectively.

Answer effectively:
answer in a way
that gives enough
information and fully

What if | don’t know the answer? ,
answers the question.

Don’t panic. If you don’t know the answer, it is fine to say so, but try not to
just say ‘1 don’t know’ and leave it there. Here are some things you could
do instead:

® |tis OKto say that you are not sure, but that you can make an
educated guess. Then say what you think the answer is.

@® Ask for more information. For example, you could say: ‘Unfortunately,
I’'m not as familiar with that side of it. Is it something you could explain
more about?’

® Tell the person who asked the question that you will need to do more

research and get back to them later. Remember to thank them for
raising an interesting question that gives you more to think abo

COMMON MISTAKE

Do not groan, roll your eyes or look irritated by question

you should look interested, smile and nod. Rememb
that people have listened to you and are interest
to say, so try to show that you are happy to be a

When preparing for your presentation and for the group discussion,
think about what questions you are likely to be asked. Make sure you
have enough information to answer well. If you are prepared, you will
be able to answer with more confidence.

15
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WORKED EXAMPLE

Question-and-answer session

Read the transcript on page 27 of a short presentation about playing
guitar. After this presentation, the following questions were asked and
answered.

Question: /s the guitar hard to play?’
Q:( Answer: ‘No.’

This is not a good answer. Although this question can be answered with
just a yes or no, you should always try to give more information than
this. Pretend the person asking the question added ‘and why?’ onto the
end of their question. Explain your reasons for saying yes or no.

Question: / want to start learning to play guitar. Can you tell me how |
should begin?’

E/ Answer: ‘That’s a great question, and I'm so excited you want to learn!
The first step is to decide if you want to play electric or acoustic guite
Borrow one from a friend or try different ones out in a music shop,
see what you like. Once you have a guitar, you need to know hov
hold it properly and learn what all the parts of it are called. There a
some great tutorials online that you can watch. Just sear r learn
guitar for beginners’.

il s the
at's a great

This clearly answers the question, including plent
questioner gets the information they want. The w
question’ show that the question is appreciate

CHECK YOUR UNDERSTANDING

Give a short presentation to a fr
about one of your special intere
following questions, and sho
1 Can you explain m
this?
2 Canyoutellmea
3  How could | find out
involved in it myself?

ber or colleague
uld then ask you the
r as effectively as you can.

ou first became interested in

ut your special interest?
out your special interest and get
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1.4 Communicate information, ideas and opinions
clearly and accurately on a range of topics

In your presentation and in the group discussion, you should be able to
give clear information about the topic you are talking about. This includes:

@® going into more detail on important points
@® explaining anything that is complicated

@® explaining things that are new to your audience, even if you are very
familiar with them yourself

@® giving reasons for your opinions.

Before you give your presentation, you will have time to prepare. You
should:

@® make sure you know enough about your topic and what you want to
say about it

@® make sure you know how to give the information clearly and in a
logical order

@® decide if you want to use slides or images and prepare these i
@® think about what questions you might be asked
@® practise your presentation so you are confident when it

You are NOT allowed to write a full script for your pr

A good presentation will follow this (or a similar

1 Introduce the topic.
Present information and ideas.
Give your own point of view.

H W N

Ask the audience for their poi
g

During your presentation,
@® clearly and confide

®  little slower than no
you are saying

e audience can properly take in what

@® with an interested voice — you don’t want to bore your audience.

EXAMTIP

Bringing pre-prepared notes to your presentation can help you

to remember important points. Only write down small pieces of
information to use as reminders, such as a word or two for each point
you want to cover.

Intro:how | began netball
rules of game

my position — goal defence
importance of team work
why | love it

ask if any audience members play
N J
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