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A Note to Instructors Regarding
This Book and Test Preparation

This book is intended to encourage learners to practice speaking English
and analyze their own speaking with a critical ear. While learners may use
this book as a self-study tool, it is not intended to replace ESL classes; this
book is designed as a tool for both learners and ESL instructors. While the
material is directed toward the TSE® Test and SPEAK® Test, the communica-
tion strategies shared here should be useful for learners preparing for other
types of oral exams, interviews, and performance tests as well. Practice over
time will help learners develop skills to be able to respond appropriately to a
variety of situations. Learners should practice responding to a variety of
tasks, not just those in this book. If learners spend more time speaking Eng-
lish because of this book and think about what and how they communicate
more than they have in the past, then this book’s purpose will be achieved.
Test preparation has often been misunderstood. Can students benefit
from test preparation? Does test preparation falsely inflate skill levels?
Should ESL instructors dissuade learners from any type of test preparation?
Four common misconceptions in preparing for oral tests that I discussed in
TESOL Matters (Oct/Nov 2000, vol. 10, no. 4) are summarized here.

* Misconception 1: Test preparation focuses on tricks, not skills,
and therefore inflates scores.

Some test preparation may indeed lack substance, but solid com-
munication strategies can be taught and are useful for responding
to tests, and more important, for real-life communication. Com-
munication strategies can include organized responses, organiza-
tional markers, audience awareness, and the importance of stress
and tone. Inflated scores occur when examinees score better than
would be reflected in their actual skills. If test questions and the
scoring rubric of a test accurately focus on important aspects of
communication, there is no reason to think that an examinee will
sound organized, cohesive, and fluent on a test, but not in other
real-life settings. Improving communication skills so that learners
improve their scores is an appropriate goal for test preparation.
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* Misconception 2: Test preparation destroys spontaneous speech.

Spontaneity refers to responding based on a natural feeling from
within. Native speakers have access to conscious and subcon-
scious templates for a variety of communication, from letters and
memos to introductions and speeches. Knowledge of these tem-
plates should not be assumed to exist for a person communicat-
ing in a second language and culture. However, there is no reason
to keep these templates hidden from nonnative speakers. Com-
municative strategies and spontaneity are not mutually exclusive.
When communication strategies are learned well, they can be ap-
plied spontaneously, in a way similar to native speakers. While
memorized answers interfere with testing, knowledge of cultural
and linguistic conventions aids communication and should be a
part of learning and testing.

Misconception 3: Teaching specific organizational markers
limits the range of responses.

Exposing students to specific organizational markers and how
they are used in context does not limit them to those words and
phrases studied. The goal is to broaden learners’ understanding of
the importance of organizational markers in such a way that they
will recognize them more frequently and will apply them appro-
priately. Memorizing words and inserting them without proper
understanding will not make communication sound more fluent,
whether on a test or in another communication context.

Misconception 4: Structured language samples are not as effective
as impromptu language samples for learning oral communication.

Structured language is more common in written form, so some
may argue against its use in teaching oral skills. However, im-
promptu speech is filled with incomplete sentences, hesitations,
and informal structure. Therefore, impromptu speech can some-
times prove frustrating and confusing to learners. If the ultimate
goal is clear communication rather than imitation of native
speakers, structured language can be an effective teaching tool. In
this book, model responses, authentic responses, and modified
authentic responses have been used.
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These and other misconceptions about test preparation continue to circu-
late for a couple of reasons. The first reason is the existence of test prepa-
ration that is poorly conceived and that aims to improve scores without
improving skills. This is usually associated with cramming. Cramming
does not involve long-term learning, nor does it encourage extrapolating
learning to new contexts. The second reason is based on the instruments
used in oral assessment. Common complaints about oral testing are: the
lack of interactivity (especially in semi-direct recorded exams); the fact
that scoring rubrics may not account for certain qualities (such as spon-
taneity or nuanced responses); the generalizability of certain language
functions (such as complaining and apologizing); and the level of skill
needed to score well (based on score levels and cut-off scores). While the
ESL profession works toward improving testing instruments, we can har-
ness the motivation that test preparation offers to help students learn
sound communication strategies.

A Note to Learners

In addition to communication strategies, this book contains many sample
responses to all the question types on the TSE® Test. These are not intended
to be followed as a script, but to highlight what makes communication ef-
fective in various situations. You are encouraged to record your own re-
sponses and listen to and analyze yourself. You may find it helpful to work
with a friend or colleague who is also interested in improving his or her
English communication skills. Ideally, you will have an experienced ESL in-
structor who can give you feedback as well. When you record yourself,
don’t try to sound like someone else. Develop your own communication
style. Practice the strategies you learn from this book, and draw on your
own personality and strengths to become an effective communicator. Lan-
guage is a tool for you to use, and it is my desire that this book will help you
gain confidence and mastery of that tool in all of your communications.



1_

Preparing for the TSE® Test and
Other Speaking Tests

In this chapter you will:

+ Consider what makes communication effective.

* Learn how this book is organized.

* Learn the four competencies that define communicative
competence for the TSE® test.

* Learn general TSE® test-preparation strategies.

What Makes Communication Effective?

As we begin, consider a situation where you had trouble communicating
with someone else in English. Describe your experience, including where
you were, who you were speaking with, what you were talking about, and
why you think you had trouble communicating.
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Now review your incident alone or with a partner and identify communi-
cation skills you could have employed to better get your meaning across.

Even native speakers of English run into miscommunications, so having
strategies to overcome these inevitable communication problems is impor-
tant. An effective communicator has a storehouse of strategies to commu-
nicate different things in different ways, as the situation calls for.
Throughout this book you will learn how to effectively communicate in
many situations you will face in real life and on the TSE® Test or SPEAK®
Test. Language learning strategies and communication strategies will be
marked throughout the book with this symbol e—>.

How This Book Is Organized

The new TSE® test consists of three warm-up questions and nine rated
questions. This book will take you through a practice test question by ques-
tion. The sample questions used in this book are similar to those published
by ETS (ETS 2003) in their 2003—04 TSE Bulletin and on the ETS website.
ETS released these questions to show examinees samples of typical TSE®
questions so examinees could “become familiar with the TSE” before actu-
ally taking the test. Information on how to register for the TSE® is provided
in Chapter 15.

In Chapter 2 the TSE® score levels and scoring criteria are explained,
and sample responses at different score levels are presented and discussed.
Chapter 3 provides an overview of pronunciation. Clear pronunciation is
essential for responding to all TSE® questions and for effective communica-
tion in general. A sample test is presented in Chapter 4 to introduce the test
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format and typical questions. Each type of TSE® Test question is discussed
in detail in Chapters 5-14. You will see sample test questions shown in bold
lettering surrounded by a single-lined box. The time allotted for the re-
sponse is given in seconds inside the parentheses following the question.
Sample questions look like this:

Sample question. (60 seconds)

A sample answer in bold, italic lettering in a double-lined box follows each
question. Sample answers look like this:

Sample answer.

In this second edition of Toward Speaking Excellence, actual student re-
sponses have been used or modified to highlight specific characteristics of
effective communication. Actual responses may include disfluencies like ex-
cessive pausing or filler sounds, yet it is hoped that the realistic speech sam-
ples will lead to solid communication advice. We have tried to make the
text match, as closely as possible, the spoken response. Language is complex
so not all errors or all strengths of each response will be discussed. Rather,
particular communication features will be emphasized to help cover a vari-
ety of skills and concepts for effective communication. Practice exercises
are intended to help you focus on specific communication skills and strate-
gies and are marked throughout the book with this symbol ®). In addition
to the practice exercises, practice questions at the end of Chapters 5-14
provide you with the opportunity to apply the oral language skills dis-
cussed throughout this book. Chapter 15 provides practical test-taking tips
for before, during, and after the TSE®. Chapter 16 contains two complete
sample TSE-like tests for further practice. (These questions are not actual
TSE® questions.)

Since some institutions may still be using the Retired TSE® or SPEAK®
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Test, Chapters 17-20 provide background for the types of questions that
are found on that test.

Four Rating Criteria

Raters of the TSE® Test focus on four areas of communicative competence.
These areas are language function, appropriateness, coherence/cohesion,
and accuracy.

* Language functions include narrating, comparing, giving and de-

fending an opinion, responding to a hypothetical situation, describ-
ing and analyzing a graph, extending a greeting, responding to a
phone message, giving a progress report, etc.
Each question focuses on one or more language functions. While
you may include other language functions in your response, the
focus of your response should address the language functions
stated in the question.

* Appropriateness refers to responding with language appropriate for
the intended audience or situation.

In some questions you are asked to respond to the narrator with-
out any specifics given. In this situation, respond with a polite,
friendly tone, as if you were talking with a respected colleague.
Other questions may ask you to imagine you are talking to a
friend, supervisor, business associate, customer, classmate, profes-
sor, medical professional, or patient. Sometimes the test specifies
that you are talking with someone who works at the same com-
pany or institution as you. At other times you are asked to pretend
to talk to someone without background on the topic you are ad-
dressing. Use language appropriate for whatever situation and au-
dience that are specified.

* Coherence/Cohesion reflects the ways language is organized
(coherence) and how ideas relate to each other (cohesion).

It is important that your responses are not ambiguous. Opinions
and recommendations should be stated clearly. Supporting rea-
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sons should clearly connect to the main idea. Steps in a process or
events in a story should be ordered logically, described clearly, and
connect smoothly. Be specific enough in your responses so that
listeners do not have to interpret or supplement what you are say-
ing in order to understand your meaning.

* Accuracy includes pronunciation, grammar, fluency, and vocabulary.

Although there are a number of dialects of English, the standard
for the TSE® and SPEAK® is the English of a university-educated
person in the United States.

Sometimes when a speaker focuses on vocabulary or grammar or pronun-
ciation, fluency suffers. Focused practice on oral English over a long period
of time will help develop fluency with accurate vocabulary, grammar, and
pronunciation. Tips on how to excel in each of these four areas are pro-
vided throughout this book. It is helpful to obtain feedback on your com-
munication ability from knowledgeable ESL instructors. It is also
important to develop skills to analyze your own speaking ability.

General Test-Preparation Strategies

In order to maximize your performance on the TSE® Test, you can prepare
in the following ways.

1. Become familiar with the standard directions for the test.

2. Become familiar with typical sample questions for the test.

3. Become familiar with the rating criteria of language functions,
appropriateness, coherence/cohesion, and accuracy and how they
relate to good answers for test questions.

4. Practice answering sample questions on your own and in the
specific time allotted.

When you take the TSE®, the questions are not only given orally, but the
full questions are generally shown printed in the test book. As the question
is being given orally, you should follow along in the test book. Listen care-
fully to the question because you may get clues on how to pronounce cer-
tain words or phrases that will be useful to you in your answer. Make sure
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you understand exactly what the question is asking. If your answer does not
match the question asked, you may not succeed in the language function or
appropriateness of response. The last two questions have oral components
to the questions that are not written in the test booklet. You may find it
helpful to jot down key words or phrases related to the listening portion so
you can easily recall the main points. Pencil and paper are available in the
new TSE® Test. However, pencil and paper are generally not allowed in the
SPEAK® Test.

It is best to concentrate on one question at a time. Try not to focus on
the clock. If you complete the practice exercises in this book you should
have a good idea in your mind of how long you have to respond to each
type of question. It is more important to focus on speaking than to focus
on time remaining. When the response time is completed for a particular
question, you will hear the test narrator say the number of the next test
question, or begin directions for a new section of the test. If by chance you
do poorly on one question, do not let it hinder the remainder of your per-
formance. Instead, put that question behind you and concentrate on the
question at hand. If you do not finish your response but are clearly on task
and accomplishing the language function appropriately, coherently, and ac-
curately, then your score will not be penalized for not finishing the task.
However, responses that are incomplete due to disfluencies, such as lack of
organization or lack of vocabulary, will not be given maximum scores.

Some speakers believe they will sound more fluent if they memorize
some standard phrases, such as historically speaking or such and such is a
controversial issue. In most cases these memorized phrases sound forced
and unnatural and should be avoided. For example, if you are asked to give
your opinion, it may sound too formal to start out by referring to history
or saying the issue is controversial. Studying sample responses can help you
see what makes effective and ineffective communication, but samples
should not be memorized and forced into other contexts. Practice creating
your own language when answering questions. Listen to your answers,
think about ways to improve your response, and answer again. With prac-
tice you should be able to respond in your own words to any question.

As much as you can, put the testing environment out of your mind. If
your test is given in a language laboratory with a lot of other people, be
prepared to hear a buzz of noise when everyone is responding. Always take
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a few seconds to think about your answer before responding, even if other
people jump right into responding. Likewise, if you finish a few seconds be-
fore the allotted time is up, don’t worry if other people are still speaking. To
help you put the testing environment out of your mind, try to answer the
questions as if you were talking to someone in person and really desired to
communicate that specific information. If you are thinking in the back of
your mind how dreadful it is to be taking this test, it is liable to show up
negatively in the way you respond. On the other hand, if you put enthusi-
asm into your voice, your intonation will reflect it and you will be seeking
ways to effectively communicate your thoughts. Remember, the actual TSE®
Test time is only about 20 minutes, so it is important to maximize your
speaking performance during that time. The sample questions and answers
that follow will help you to do your best when you take the TSE® Test.
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Test Scoring

In this chapter you will:

» Learn about the scoring scale used for the TSE® Test.

+ Learn how the scoring scale relates to the four communica-
tive competencies.

+ See example responses at various score levels and learn why
they were scored at that particular level.

Scoring Scale

The TSE® scores range from 20 to 60 in five-point increments. So possible
scores include 20, 25, 30, 35, 40, 45, 50, 55, and 60. You should not worry
that you have to speak like a native speaker of English to receive a score of
60. Since the TSE® was designed for nonnative speakers of English, a native
speaker of English would be expected to score well beyond a 60 if higher
scores could be given (ETS 1996). Therefore, a high score on the TSE® is
not out of reach of a nonnative speaker of English.

There is no universal passing score for the TSE®. Different institutions,
whether they are universities or licensing boards, are responsible for setting
their own cut-off scores (ETS 1996), so you should check with your institu-
tion to find out the minimum score you need. If you take the TSE®, ETS
will rate your responses and report your scores to you and to the institu-
tions you indicated on the mailing instruction form. If you take the
SPEAK® Test, the institution that gave you the test will rate your responses
and report your score. Institutions administering the SPEAK® use ETS’s
guidelines (ETS 1996) for scoring; this local training of raters and local rat-
ing of tests may produce some slight variability in rating between institu-

10
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tions and ETS (Sarwark 1995). For that reason, institutions do not gener-
ally report SPEAK® scores to other institutions, whereas ETS will report
TSE® scores to all institutions.

Communicative Competencies and Scoring

Each of the even-numbered score levels have general descriptions that re-
late to communication ability and performance of task. Furthermore,
these score levels have descriptors that relate to each of the four communi-

cation competencies. A summary of the rating scale is shown.

60 Almost always adequate communication and performance
of task

Language functions addressed
Language appropriate for the audience
Language coherent and cohesive
Language linguistically accurate

50 Generally adequate communication and performance of task

Language functions generally addressed
Language generally appropriate for the audience
Language generally coherent and cohesive
Language generally linguistically accurate

40 Somewhat adequate communication and performance of task

Language functions somewhat addressed
Language somewhat appropriate for the audience
Language somewhat coherent and cohesive
Language somewhat linguistically accurate

30 Generally not adequate communication and performance
of task

Language functions generally not addressed
Language generally not appropriate for the audience
Language generally incoherent and noncohesive
Language with generally poor linguistic accuracy
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20 Not adequate communication and performance of task

Language functions not addressed
Language not appropriate for the audience
Language not coherent and not cohesive

Language with poor linguistic accuracy

Here is another way to describe what these scores mean. Sixty means you
are always understood by the rater and that the rater does not have to apply
extra effort in understanding you. Fifty means that you are generally un-
derstandable, even though there are errors. Both 50 and 60 are positive
scores in that communication has been successful. Forty is the middle-of-
the-road score, sometimes positive, sometimes negative. At times a 40 is
understandable, but at other times the rater has difficulty understanding
what was said. That is, the rater must apply effort to understand a 40.
Thirty means that although the examinee has responded, not much of what
was said addresses the task or makes sense. Twenty means the rater doesn’t
really understand what the examinee is trying to communicate. Both 20
and 30 are negative scores where ideas are not communicated clearly.

It is interesting to note that the speaker’s ability to communicate is
rated in part on the listener’s ability to understand. Someone who knows
you well, like a family member, professor, or supervisor, may have an easier
time understanding you than someone who has never met you. Therefore,
the rating criteria is based on the average person’ ability to understand the
speaker. While raters can only assign each single test question an even score
of 20, 30, 40, 50, or 60, mid scores of 25, 35, 45, and 55 occur for the final
score based on the rounded average of the nine test questions (12 questions
for SPEAK®).

Sample Responses

Now let’s take a look at a typical question and some sample responses that
represent different score levels.
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Imagine that I am a college classmate of yours and would
like to visit your home town. Suggest some place I should
plan to see while I am visiting your town and explain why
you think I would like to see it. (30 seconds)

Response scored at 60

Well, I know you have an interest in architecture. There-
fore, I recommend that you visit our town’s historical soci-
ety. They have a special exhibit about the architecture in
our city. In the exhibit you will see photographs and mod-
els of various buildings of architectural significance in our
city. I know you especially like seeing old blueprints, and
they have plenty of those on display. You can easily spend
a couple of hours viewing those exhibits.

The language function is clearly carried out, that is, the Historical Society is
recommended because of the special architecture exhibit. The language ap-
propriately takes into account the audience. The friend’s interest in archi-
tecture in general, and in blueprints specifically, is addressed. Expressions
like well, plenty of, and a couple of are informal and appropriate when
speaking with a friend. The response is nicely organized because it begins
with acknowledging the friend’s interest in architecture, goes on to relate
that to the Historical Society’s architecture exhibit, and concludes with an
estimate of how long it will take to view the exhibit. This response demon-
strates good vocabulary such as architectural significance and blueprints. If
this response were spoken fluently, with natural English rhythm, stress, and
intonation, then it should receive a score of 60.
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Response scored at 50

Our city is famous for its museums. The best one ... One
of my favorite ones are the Historical Society. I like the
architecture exhibit. I think you would like it. The admission
price. .. It only costs about $3.00 for admission. They gave
you a free map of an architectural walking tour. So after
learning about the buildings you can take a tour. I mean
follow the map and see these great buildings for yourself.

Again the language function is clearly carried out, that is, the Historical
Society is recommended because of the architecture exhibit. In fact, a sec-
ond recommendation is made, and that is to take the walking tour. Mak-
ing two recommendations does not in itself earn the speaker a higher
score, but it does indicate that the speaker can communicate his ideas in a
reasonable amount of time. Although the friend’s interests are not taken
into account as directly as in the level 60 response, the speaker does sug-
gest that the friend will enjoy it because he himself enjoys it. The response
is simply organized. It begins with museums in general, narrows to the
Historical Society, and focuses on the architecture exhibit. Concrete ex-
amples like the $3.00 admission price and the walking tour map help to
communicate the speaker’s ideas. This response contains simple, but ap-
propriate sentence structure and vocabulary such as I like . . . instead of I
have always been fascinated by . . . . Notice that the speaker begins sen-
tences and then starts over with an alternative phrasing. While this re-
duces fluency, it is not a major error that interferes with the
communication. Also, the speaker mentions a tour, and then to clear up
confusion, clarifies that it is a self-directed tour. There are a couple of
grammar errors in verb tense as well, such as one of my favorite ones are
instead of is, and They gave you instead of give. Imagine that the speaker
pronounced some of his vowels incorrectly on words like famous, cost,
tour, and follow, yet was generally understandable. If this response were
otherwise spoken fluently, with natural English rhythm, stress, and intona-
tion, then it should receive a score of 50.
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Response scored at 40

Yes, there are a building . . . a museum building. uh. This
building is, uh, the Historic Societ. At this building, uh,
there are the architecture exhibit. You will be interesting
to see. There are pictures, uh, photos, uh, drawing, uh
you know, of all the interesting buildings in my, uh city.
OK? It is open until 5 p.m. You will be interesting to see.

This type of response represents the middle-of-the-road answer, sometimes
communicative, sometimes unclear. The language function of recommend-
ing with reasons is accomplished, but only after some effort. The speaker
tries to consider his audience by suggesting that the friend will find the ex-
hibit interesting, but the audience appropriacy is weakened by the awkward
grammar and wording. There is little cohesion between sentences; along
with the pausing and uh sounds, this makes for a choppy response. Simple
grammar errors exist like there is/are a building . . . and interested/ing. Pro-
nunciation is difficult to understand with the chopping off of word endings
such as Historical, Society, and drawings. This response should be rated 40.

Response scored at 30

OK, you would, uh, like, uh, to visit, uh, my home town.
OK, OK, uh, my hometown is, uh, a big city. There is, uh,
uh, alottodo...inmy, my city. Like museums.

In this response the language function is only minimally carried out. While
the speaker says her hometown is a big city and that there is a lot to do, she
does not recommend visiting a specific place for specific reasons. Only at
the end is the vague expression Like museums hastily mentioned. Because
the speaker does not say much, the raters are not able to clearly assess
whether the speaker is able to address the specific audience of a college
classmate appropriately. The response is short, which also makes it difficult
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to rate coherence and cohesion. Content and details are lacking in this re-
sponse. Sentences are short and of simple construction; the last phrase is
not even a complete sentence. The unnecessary repetition of OK and the
sound uh interfere with fluency and rhythm. Even if this response were
spoken with good stress and intonation, it would be scored at 30.

Response scored at 20

Suggest some place I should plan to see. ..

This response is only the repetition of part of the question. The speaker
does not create any language to be rated and therefore should be scored 20.

Response scored at 20

When you visit . . . I think you would like to see . . . In my
hometown . .. Many places you visit.

This response does not address the language function of recommending with
reasons; it does not address audience appropriateness; the incomplete sen-
tences make it highly incoherent; and the fluency, rhythm, and vocabulary
are weak. Therefore, a score of 20 would be assigned to this response as well.

It is important always to give some kind of response to each question. If
you do not say anything at all or say something like, “Sorry, I don’t know,”
then the raters will have no choice but to assign a score of 20 to that re-
sponse. No matter what, it is important to respond to all of the questions.
On the other hand, don’t get upset if you don’t give your best response to
every question. There are nine questions that will be averaged into your
final score. So concentrate on each question as it comes. The following
chapters will provide you with advice and practice on how to maximize
your communication abilities throughout the test.
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Pronunciation

In this chapter you will

Identify features that influence English pronunciation,

including message units, alternations of stressed and

unstressed syllables, primary stress, and intonation.

* Learn how the features of pronunciation interact in
English.

+ See examples of students’ oral speech analyzed for

pronunciation.

+ Learn strategies for improving pronunciation.

+ Practice English pronunciation.

+ Identify pronunciation features that interfere with fluent

English.

This excerpt comes from a talk given by a computer science teaching
assistant (TA). Following the excerpt is the TA’s written self-analysis.

EXCERPT
Today, I'll talk about rendering pipeline. Uh, in in our ordi-
nary life, we use camera to capture the real world and display
it in the photos. How can we do it in the computer and dis-
play the photo in the monitor screen? Uh, this process is
called the rendering pipeline. At the first step, what we have
to do is to model the real world.

17




SELF-ANALYSIS
In this talk | have several things to improve. First, my voice
sounds monotonous. This problem is really hard to overcome.
When | am talking, | never think of it. So it is difficult to im-
prove. For example, when | said in our ordinary life, | should
put primary stress on /ife, but | didn’t do it. In my sentences,
there are a few stresses.

Second, | had many improper pauses in my talk. Because |
was choosing the proper words, | pause in the middle of the
message units. | knew | shouldn’t pause, but | didn‘t know
what | should say.

Third, | had some grammar errors. | often mixed up the
present tense and the past tense. In this talk, it was pretty
good because it didn't have many past tenses. Also, | often
omit s or es in my words (pipelines, photos, lives, cameras).

Fourth, | want to mention the content of my presenta-
tion. When | prepared the talk, | wanted to say something im-
portant. But when | gave the talk, | forgot to say it. For
example, | wanted to explain what the modeling meant
when preparing, but | forgot to do it in my real talk. This con-
fused some people because 1 didn't explain it. Sometimes, |
know I should say something, but | couldn’t remember what
it is. This was also one of the reasons of my pausing. When |
tried to avoid the pause, | skipped the content and talked

next point. Therefore, my real talk is faster than what |
thought before.

he word level, and the phrase level. Each level contributes to overall
leVCl,.t bility, or how clearly others understand you. For example, vowel
intel6 ;11 r): e depending on whether they are stressed or not. Words are
souncs cd arsfandable when the stressed syllables are clearly stressed and the
T cel svllables are clearly unstressed. Words are usually linked
uns::lsl;ef to (Z,ther words in a phrase, and primary stress is placed on a word
«sm:phrase that helps focus the liste':ner. N -
This chapter focuses on English pronunciation at the phrase. evel.
Message units, alternations of stressed and .unstressed syllablest, primary
ress within a phrase, and intonation are all important pronunciation fea-
L tures at the phrase level. Concepts such as these should become clearer as

£ vou work through this chapter.

Quick Overview of Pronunciation

ere is a short passage from a TA teaching a lab in theoretical and applied

mechanics.

We're going to be plotting the hardness of this metal bar.
Now, uh, the bar is basically a cylindrical metal specimen and
it's . . . We're going to take it out of the oven and we're
going to hold it in a bracket. So it's all going to be heated up
to eight hundred and forty-five degrees Celsius.

y this passage aloud. Do you feel comfortable with where you pause and
hat words you stress? Without accurate pausing and primary stress, 1t is

Recording short talks not only allows you to practice speaking, but it pr
vides an opportunity to analyze and improve your speaking ability. In th
example, the student was able to identify specific areas for improvement,.
especially in linguistic accuracy (pronunciation, grammar, fluency, and v
cabulary) and coherence. While it is valuable to receive feedback from e
perts, it can also be profitable to analyze your own speaking, as this
example shows. This chapter provides information that will aid you in an-
alyzing and improving your English pronunciation.

Pronunciation can be viewed from different levels, including the sound

ficult to get the other features of pronunciation correct. The passage is
esented again with the message units marked with a / and the primary
ess marked with bold, capital letters.

We're going to be plotting the HARDness of this metal bar /
now / uh / the bar is basically a cylindrical metal SPECimen and
it's/.../we're going to take it out of the OVen / and we're
going to hold it in a BRACket / so it's all going to be heated UP /
to eight hundred and forty-five degrees CELsius /.



More Detailed Overview of Pronunciation

Message Units

Phrases that are grouped together into meaningful units are called message
units, thought groups, or phrases. There are common ways to form mes-
sage units but generally no single correct way. A speaker usually groups to-
gether words that are meaningful. Some examples include:

* prepositional phrases
+ clauses
+ articles and adjectives with their nouns

Think about how you would divide the example sentence into message
units.

The final exam that was given last Tuesday will be
graded by Monday or Tuesday of next week.

One speaker may divide this sentence into two message units:

The final exam that was given last Tuesday / will be
graded by Monday or Tuesday of next week.

Another speaker may divide the same sentence into four message units:

The final exam / that was given last Tuesday / will be
graded by Monday or Tuesday / of next week.

It would be inappropriate to create message units by pausing after the (such
as the / final), in the middle of a word (such as Tues / day), or between was
and given. All the sounds within a single message unit should flow together
smoothly. This can be referred to as linking. Although written words have

spaces between them, words spoken within a message unit have no breaks
or pauses; they link together. The only breaks in sound c0m§ between mes-
sage units. Message units add brief moments of silence in Fhe flow of
speech. This silence can add clarity to your language by expressn'lg connec-
tions, emotions, or emphasis. Pausing can provide time for listeners to
mentally process what is being said. If the meaning of even a phrase or two
is lost, the listeners’ mind may be searching for a way to fill in the missing
phrases in a way that makes sense with the context. While this is occurring
more phrases are being spoken. Even clearly spoken phrases that follow
may be lost to the listeners if the listeners are too focused on the phrases
they missed or if enough context was lost in the missed phrases to make the
later phrases difficult to understand. Alternatively, inappropriate pausing
can send negative signals. More frequent pausing can reflect strong feelings
like irritation or excitement. Frequent pausing after individual words can
draw attention away from what is important and leave the listener guessing
about the real focus of the message.

Alternations

Message units are made of words, and words are made of syllables. Every
syllable has a vowel, and one important function of the vowel is to carry
the stress. Syllables are either stressed or unstressed. Stressed syllables are
usually:

* Pronounced longer than unstressed syllables.
* Pitched higher than unstressed syllables.
* Spoken slightly louder than unstressed syllables.

These three features do not contribute equally to stress. Vowel length is
generally the most critical of these features in indicating stress. So do not
be fooled into thinking that saying stressed syllables louder is enough to
carry the stress. For speakers who come from a language background where
the tone is flatter than English, making stressed syllables louder may be eas-
ier than increasing the pitch or lengthening the vowel, but this is usually
Tot enough to successfully indicate stress.

Pitch height can be thought of as varying along a continuum of heights.
Alternations in the pitch create the melody of a language. Reaching for a
specified pitch height is not the goal; rather a distinct contrast between the



pitches of stressed and unstressed syllables is what is most helpful. In our
example sentence, the stressed syllables are shown in bold letters. While syl-

lables are composed of both consonants and vowels, remember it is the
vowels that signal the degree of stress.

final exam that w givenlast Tu will be
graded by'Mo ues ext week,

The opposite of alternations would be constant pitch or nearly a flat tone
across all syllables. A flat tone in English generally leaves a poor impression §

on the listener. This is because a flat tone makes jt difficult to distinguish
words and syllables. Listeners subconsciously depend on stress to highlight
key ideas and new information; without this stress the listener may have to
work harder to understand. Some listeners won’t put this extra effort into

listening and may stop listening or look for a way to end the conversation. ~7
Additionally, a flat tone may make the speaking rate seem too fast or too

slow. What sounds like a fast speaking rate to the listener may be misinter-

preted by that listener as though the speaker is in a rush, doesn’t want to
waste time on this, is upset, or excited. What sounds like a slow speaking

rate to the listener may be misinterpreted as though the speaker is unsure,

confused, or bored. On the other hand, stressing every other syllable

whether it should be stressed or not creates what is called a sing-song effect

and can annoy English listeners because words become difficult to interpret §

and main ideas become hidden.

Primary Stress

The focus of each message unit is marked by a strong stress called primary
stress or phrase stress. There is generally only one primary stress within a
message unit unless there is a comparison or contrast being emphasized.
Primary stress is signaled by a movement in pitch and a vowel lengthening
of the targeted syllable. It is most common for the pitch to rise for primary
stress, though it could drop. In the example of a pitch rise, for the pitch to

]y mark primary stress, the pitch of the target syllable .should be }.ngher
e he other stressed syllables within that message unit. When primary
e a'u e ked by a pitch rise and when it is marked by a pitch drop is not
e Hllar nderstood by researchers. Therefore, unless you have a natural
complei ey se a pitch drop, you are encouraged to use the rise in pitch to
tendenc}', . streis in most situations. As you listen to native speakers of
marlf Prlma:)’ identify when a pitch drop is used for primary stress.
R tly the primary stress falls on the last content word of new in-

Fri'ci:anZuns, verbs, adjectives, and adverbs are examples of content
foméa II\Ie;v information generally consists of words and ideas that have not
::ern ;art of the conversation until that point. For example, if tlhi.conc\lr::a;;
tion has been about an experiment, when. the conc.ept of completion
introduced, that may be considered new information.

e hopetq have our'da lected by the/end of t EE

Although each word in the phrase end of the week may contain new .info}llr-
mation, it is just the last word of new information that generally carries the

ress. o
prm;re};l:erz may deviate from the “last content word 9f new information
guideline if they choose to emphasize another word V\{lth primary stress t:)1
create a slightly different focus. In the example above, if the speaker wante
to emphasize the end of the week rather than earlier in the week, then the
word end could carry the primary stress.

We'hope.to have our'data cofletted by the/END ef t eek.

The syllables within a message unit alternate between high and low pitch
depending on whether the syllable is stressed or uns.tress.ed. There may be
more than one unstressed syllable after another; likewise, there may be
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pitches of stressed and unstressed syllables is what is most helpful. In our
example sentence, the stressed syllables are shown in bold letters, While syl-
lables are composed of both consonants and vowels, remember it is the

vowels that signal the degree of stress.

The'fing]
graded

am
Mo

will be
ext week,

at wasgivenfast Tu

ues

across all syllables. A flat tone in English generally leaves a poor impression
on the listener. This is because 4 flat tone makes it difficult to distinguish
words and syllables. Listeners subconsciously depend on stress to highlight
key ideas and new information; without this stress the listener may have to
work harder to understand. Some listeners won’t put this extra effort into

Additionally, a flat tone may make the speaking rate seem too fast or too
slow. What sounds like a fast speaking rate to the listener may be misinter-
preted by that listener as though the speaker is in a rush, doesn’t want to
waste time on this, is upset, or excited. What sounds like a slow speaking
rate to the listener may be misinterpreted as though the speaker is unsure,
confused, or bored. On the other hand, stressing every other syllable

ly mark primary stress, the pitch of the target syllable ‘should be blgher
clear’y ther stressed syllables within that message unit. When primary
than a.l lthe (;( d by a pitch rise and when it is marked by a pitch drop is not
e ederZ’tood by researchers. Therefore, unless you have a n.atural
Completel}’ " a pitch drop, you are encouraged to use the rise in pitch to
tendenCY 0 usztris in most situations. As you listen to native speakers of
marlf primary identify when a pitch drop is used for primary stress. _
English, 1y t10 the primary stress falls on the last content word of new in-
Fre'quenIiIZuns, Piferbs, adjectives, and adverbs are ex'almples of content
formation. information generally consists of words and ideas that have not
words. NvelglsrconVerS ation until that point. For example, if the conversaT_
Eeen ﬁ);r:):en about an experiment, when the concept of completion date is
ion

introduced, that may be considered new information.

e hopétq have our'da lected by theend of t

Although each word in the phrase end of the u./eek may contaﬁl ne\r/:iler;f;)}i
mation, it is just the last word of new information that generally ca
Prmsli?;ljgzsrsnay deviate from the “last content word ?f nevs.l inforntl:et;gltlo
guideline if they choose to emphasize another word V\.’lth prlmalr(y s ot
create a slightly different focus. In the example abo.ve, .1f the speakell l\an o
to emphasize the end of the week rather than earlier in the week, the

word end could carry the primary stress.

colletted by the/END ef t eek.

Wehope.to have o

The syllables within a message unit alternate between high and low pltlc)}el
depending on whether the syllable is stressed or uns.tress.ed. There may °
more than one unstressed syllable after another; likewise, there may be
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more than one stressed syllable adjacent to another. Think about how you

1. I remember that visual system was one of the least interest-
would mark primary stress on this example sentence:

ing topics when I took Introduction to Psychology in college.

a. college: This is the last content word of new information.
One last thing before we finish class, be sure to review chapter

fifteen, especially the section on net present value.

b. least: This emphasizes the speaker’s lack of interest in

First you want to divide the sentence into message units and then choose
the syllable to carry primary stress for each phrase. Message units are

marked with a /, stressed syllables are marked in bold, and the primary
stress is marked with BOLD CAPITAL letters.

this topic.

c. I: This emphasizes the speaker’s personal opinion or

memory.

one last thing) béforxe we/fini CLl.\S / besure o review

chapter HTTEE Specially the'section onrfet preden A.L .

d. visual: This emphasizes that the topic is visual system

which is distinct and contraste with some other type

The guideline for placing stress on the last content word of new informa-

tion suggests placing primary stress on the words class, fifteen, and value.
There are times when function words, such as prepositions,
tion words,

of system.

negatives, ques-
etc., carry primary stress when there are no content words
within a message unit that convey new information.

2. All students could participate in the TA’s interesting
demonstrations.

@ Exercise 3.1: Analyzing Primary Stress

a. participate:

Primary stress is a valuable tool you possess to direct the lis-
tener’s focus. Primary stress commonly falls on new informa-
tion. Yet, you have the opportunity to place primary stress
elsewhere. For example, primary stress can also be used to em-
Phasize an important idea, a contrast with another concept, or
an emotion. The sentences in this exercise come from a teach-
ing assistant’s observations of a class. In this exercise you will
be given a sentence, and you will be asked to provide a reason
for placing primary stress on various words. Consider each

sentence as a single message unit for this exercise. The first one
has been done for you.

b. all:

C. demonstrations:

d. interesting:




3. The TA asked Students

encourage t
8¢ them to process the information more deeply.

-
_—

b. more:

_
_

C. process:

-—
_

d. encourage:

a. deeply:

a. question:

b. before:

_—

C. organize:

-_—
_—

d. enough: \

Questions at appropriate times to

= PEVTIUTICIaLuon

@ Exercise 3.2: Analyzing Primary Stress

Primary stress is not just a theoretical language concept; you
can hear native speakers of English using primary stress all the
time. Identify native speakers of English who you believe to
have clear spoken English. You may find good examples of spo-
ken English in some lectures, speeches, commercials, and news-
casts. As you listen, note the words that receive primary stress,
and think about what the speaker is focusing on by emphasiz-
ing these words. Remember, speakers can place primary stress
on the last content word of new information in a phrase, or
they may stress other words to convey some other emphasis.

Write three actual sentences you hear today. Mark the
words that carry primary stress, and explain why you think the
speaker chose to emphasize those words. Be sure to notice any
facial expressions or gestures the speaker uses in conjunction
with primary stress, and describe them. The first one has been
done for you as an example.

Sentence 1: They have said EXACTLY what Doctor Rinker said.

Primary Stress: The word exactly carries the primary

stress even though Rinker is the last content word of new

information. By stressing exactly, the speaker may be con-

veying surprise that what was said by the group agrees so

closely with what Dr. Rinker said. Or perhaps the speaker is

happy that both statements are in agreement.

Gestures: The speaker’s eyebrows rise up and his head nods

slightly when he stresses the word exactly.




Sentence 2:

Primary Stress:

Gestures:

Sentence 3:

Primary Stress:

Gestures:

Sentence 4:

Primary Stress:

Gestures:

Intonation

Some people use the term intonation in a general sense to mean the rise
and fall in pitch of speaking. For example, if someone is referred to as a
monotone, it means intonation is flat in this general sense. There is a more
specific definition of intonation, which is referred to as intonation, intona-
tion pattern, or intonation curve. In this specific definition, intonation de-
scribes the direction of the pitch after the primary stress. The three types of
specific intonation are:

* High range -
* Low range ~a
* Rise-to-mid range ~\_#

Intonation is important because it conveys meaning that the words alone
cannot convey.’

HIGH-RANGE INTONATION

High-range intonation is intonation that moves to a higher pitch. High range
is used for yes-no questions, repetition questions, information-seeking tag



questions, and statements that are asked as questions. Here is an example o
a yes-no question with high-range intonation.

Do you'want me go r_ahother XA.MpIe?

tant use of low-range intonation can give the listener the impression
Constan

that the speaker is angry, impatient, or rushed.

RISE-TO-MID-RANGE INTONATION |
m-to-mid—range intonation is intonation that moves to tbe mld'—range.
en the primary stress is a pitch jump, ri.se-to-mld-ra.ng'e intonation be-
s by falling low and then rising to the mid-range. This 1.s the. most 'con}:—
on form of rise-to-mid-range intonation because the pl.tch jump is t e
ost common way to mark primary stress. (When .the prlr.nary stress 1.s a
tch drop, rise-to-mid-range intonation only rec!ulres a rise to the mid-
ge.) Rise-to-mid-range indicates the thought is not y'et complc?te and
at there is more information to come. Thus, rise-to-mid-range intona-
on is commonly found in message units that are not at the end of sen-

The sentence is short enough to be spoken as one message unit with linkin
between each word. The primary stress is placed on the a of example,
the intonation gains height over the letters ple.

In a conversation, the high-range intonation may mark a question an
signal that it is the listener’s turn to respond. If high-range intonation
placed on statements that are not intended to be questions, it may be mis
interpreted that it is the listener’s turn to begin speaking. Alternatively, the}

listener may get the impression that the speaker is uncertain, hesitant, o
lacks confidence.

anc{

nces. Here is an example.

®
LOW-RANGE INTONATION Now let's'do problem five point TWQ, / which is a difect
Low-range intonation is intonation that moves to a lower pitch. Low rang

is used for ending sentences, information questions, yes-no questions

comment tag questions, and on the last choice of choice question. An ex:
ample of a choice question is below,

appliCAtion / of thefor s we've beenSTUDYing.

ise-to-mid-range intonation occurs on the words two and applicati(?n. If the
pitch movement on the primary stress is a jump, then the rise-to-mid-range
intonation falls and rises slightly to the mid-range. If the pitch movement. on
the primary stress is a drop, then the rise-to-mid-range intonation rls'es
ightly to reach mid-range. Low intonation is used on the word studying in
the third message unit since this completes the thought of the sentence. .

When rise-to-mid-range intonation is used at the end of sentences, it
can confuse the listener. Rise-to-mid-range intonation suggests that more

Do want.tomeetwith yourgroup

at the béGl ing/o Er\.ID of/clas

In the second message unit, the primary stress is on the word end and de-
scends over the remaining words of class. This is an example of low-range
intonation. (In the first message unit, the primary stress is shown on -gin-
of beginning, and the intonation drops and rises slightly over -ning. This is
an example of rise-to-mid-range intonation.)

When low-range intonation is used at the end of every phrase, it can be
disturbing to the listener. Low-range intonation in the middle of a sentence
will make it hard for the listener to associate related information together. |

related information is coming. After inappropriate rise-to-mid-range into-
nation, a listener may not take a turn to speak in a conversation believing
that the other person has more to say. The speaker then may wonder why
the listener ig not responding. Alternatively, the use of rise-to-mid-range
intonation at the ends of sentences may prompt the listener to try to look
for a closer relationship between sentences than is meant to be. This wasted



effort may distract or confuse the listener. Constant use of rise-to-mid-
range intonation can give the listener the im

pression that the speaker is un-
sure, scared, or unprepared.

G Exercise 3.3: Analyzing Intonation

For each phrase, indicate what type of intonation would be ap-
propriate by marking: H for high range, L for low range, RM

for rise-to-mid-range. Say each phrase aloud with the appro-
priate intonation.

Hi, John. (1) I'just heard that you're opening a com-
puter store. (2) Congratulations! (3) You told
me last year (4) you were going to start a business.

(5) I'm really interested in looking at the computers,

(6) monitors, (7) and software (8)
you have for sale. (9) When will you be free to talk
about computers? (10) Can we meet Thursday

a1y or Friday? (12) Let’s plan to meet Friday
afternoon, (13) ok?

Pronunciation Analysis

Here is an excerpt from a com
sorting. Message units and
speech follows the excerpt.

puter science student’s explanation about
primary stress are marked. An analysis of this

EXCERPT
And today / | want to talk about two other / sorting ALgo-
rithm / and one is BUBble sort / and another is MERGE sort /
there are only two basic operAtion in bubble sort / that / js
COMPARE / and SWAP / after ONE pass / we can see the

5. Pronunciation

LARgest number / arRIVE the correct position {just lik'e the
BUBble / in the WAter / the bubble will FLOAng up in the
water / because / when we MERGE / if / the grou.p is SORTed /
and we can merge / the TWO group / by checking the FIRST
element of each group /

nalysis . ]
;\/I sflge units: First look at the message units. In general, grammatical
es :

phrases are used for message units. However, there ;sdno neelil t?tp;l;;eali:(;
tween other and sorting, or between that a.nd is. Additiona ¥h Y2
sound more fluent to link merge and the v?ntho.ut the pause. le WO o e
cause has pausing before and after, whic'h is quite comm(;n ljsttongtgoa apuse
mary stress with mid-to-rise intonation is used. It would be better to p
t after the word if.

befoliijrrzljr;(;tress: Primary stress is missed on' only a few of th}el meitii
units. A longer word, like algorithm, receives primary stress on.t e cc;tress
syllable. However, a word like algorithm should not carry the ilrltr)narty e
since it is part of a compound where the word sorting shou be sl‘; ;;ze Sor.t
Primary stress is used nicely to highlight the cor.ltrast between du :

and merge sort and to emphasize the two alternatives compare and sw. p}.l y

Intonation: The speaker used a flat choppy tone acro-ss the phr;se tlte
are only two basic operation in bubble sort. This could be 1mpr0\1/'edki y aeaecrh
nating pitch between stressed and unstressed syllables and by linking
of the words together to create a smooth flow of sound.

Cohesion: This student can also be encouraged to wa?ch out for over-
use of the connector and. The ands before today and one is bubble sort c'an
be eliminated altogether. Using a variety of connector words and choosing

I can improve cohesion.
ther:oftf;::pialtli}rlnber of F—)s endings are missing as we.:ll. This ma.y be du;:
to grammar, or it may be due to a pronunciati‘on habit of firoppm‘g word
endings. S could be added to words like algorithm, operation, arrive, an
gmua’ording: This speech might also be improved by rewording somete(l)f
the phrases for clarity. For example, after one pass may l?e mor.e ac;uraate’)rf
stated as after the first pass. The analogy to a bubb.le floating uﬁ) in tde I\Zrit
is a helpful word picture but could be reworded slightly for enhanced clarity.



short speeches of your own, as well as to get feedback from friends or ap ,

ESL instructor.

Speechcraft: Discourse Pronunciation for Advanced Learners (Hahn and
Dickerson 1998).

G) Exercise 3.4: Analyzing Pronunciation Features

In each of the following excerpts, mark the pronunciation fea-
tures as indicated and read the passage aloud. When these
words are spoken clearly, they are grouped together into mean-
ingful message units. Within each message unit all the syllables
are linked smoothly together as they are spoken with the pitch
alternating up and down Jor stressed and unstressed syllables.
There is one primary stress within each message unit and into-
nation following each primary stress that is either high range,
low range, or rise-to—mid-mnge. After marking the passage,

read it aloud to g friend for feedback, or record your speech
and analyze it yourself,

Message unit: /

Stressed syllables: ”

Unstressed syllables: *

Primary stress:

High-range intonation: (H)
Low-range intonation: (L)
Rise—to—mid—range intonation: (RM)

1. An excerpt from a theoretical and applied mechanics Ja}

The cylindrical bar is going to be heated up to 845 degrees
Celsius. And then we’re going to start SPraying water on the

pronunciation, please refer to

of it. So water will be hitting the bottom'of the s.peC-
potton the bottom of the cylindrical specimen will be
et Soh. ' .;ickest, and then you know as the water has a
cooled eta?ke the heat away from the specimen, you know
.d,lancc)ien;to cool, y’know, gradually, as it goes up to the top.
its g ’

Analysis
Message units:

Primary stress:

Intonation:

Wording:

Overall;

2. An excerpt from a civil engineering class in transportation

Today I'm going to talk about trafﬁc S.ig.nal O.pera':;lorrelé gl}fl—»
basically, traffic signal operation is, is divided 1ntc(1) e
ferent modes: retimed mode, actuated mode, anfﬁ rcalletector
sponsive mode. If you, if you don’t see any tr;‘ﬁ ¢ eration
on an intersection, you can assume tbat the tra . ctor[; ections
mode there is retimed traffic operation. These inte
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are being operated based on a pre-programmed way. The
major advantage of this operating mode is to make vehicle
movement smooth when vehicles move through several
intersections.

Analysis

Message units:

Primary stress:

Intonation:

Wording:

Overall:

3. An excerpt from an economics class

In microeconomics the behavior of consumers and firms
are discussed and the . .., in ..., and different market struc-
tures. Therefore, it’s a low level, actually, it’s a micro leve] of
economics. And macroeconomics discusses about the rela-
tion between the main factors of an economy, such as infla-
tion or unemployment and interest rates and the effects of

3. Pronunciation

different economical policies such as monetary policy or fis-
cal policy on these parameters.

Analysis

Message units:

Primary stress:

Intonation:

Wording:

Overall:

4. An excerpt from a computer science class

In 1971, Intel released the first microprocessor. The micro-
processor was a specialized integrated circuit which was able
to process four bits of data at a time. The chip included its
own arithmetic logic unit, but a sizable portion of the chip
was taken up by the control circuits for organizing the work,
which left less room for the data-handling circuitry.



Analysis

Message units:

Primary stress:

Intonation:
-_

Wording:

Overall:

-

5. An excerpt from a theoretical and applied mechanics
discussion session

So how do we find the mo - - the force? um, well, what Pve,
I've already imagined that there are some forces acting in
order to keep this bar back. This guy (piece) is rotating,
right? This is just like the little spiel (explanation) I gave
about the bucket at the beginning of class. And so if | take a
bucket of water and spin it around my head, my shoulder
has to apply a certain amount of force to keep this bucket
from flying away, right?

=~ PHUTTUNCiation

Analysis
Message units:

Primary stress:

Intonation:

Wording:

Overall:

G) Exercise 3.5: Developing a Short Talk

Develop a short 3-5 minute talk, about something related to
your discipline. A list of suggestions is provided to help you start
thinking of a topic. Select a topic and create an outline. Re-
hearse your talk aloud. When you are ready, record your talk.

1. Discuss an important person—someone who has made
an impact on your field of study.

2. Discuss an important invention in your field of study.
3. Discuss an important event in your discipline.

. ‘<cioline.
4. Discuss an important place in your disciplin
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. Explain a basic concept in your discipline.

o— Tips for AVOIDING DISFLUENCIES

If fluency can be described as smooth, flowing, effortless speech, then disflu-
encies are anything that interfere with fluency. The most common disfluen-
cies that stem from pronunciation difficulties include:

. Compare and contrast two terms in your discipline.

. Explain a procedure in your discipline.

o S e )

. Discuss some of the research methods used in your
discipline.

9. Describe how to use a piece of equipment that is used in * Speaking word by word rather than phrase by phrase.

s .
your discipline. Inaccurate word stress.

» Flat tone instead of alternating pitches between stressed
and unstressed syllables.

10. Describe some of the jobs common to your discipline.
11. Discuss a current event or news story that relates to your ' _ |
discipli * Not marking phrase stress with vowel lengthening and
iscipline. '
p pitch movement.
i ities for interdisciplinary research with o o
12. Discuss opportunities for int P Y * Not linking sounds between words within a phrase, and

r discipline. ,
you P in consonant clusters.

¢ Using low-range intonation instead of rise-to-mid-range

intonation at the end of message units at mid-sentence.
Self-Analysis

After recording your talk, analyze your pronunciation. To ana-
lyze your talk effectively, follow these steps:

* Inappropriate use of high-range intonation.

* Mouth too closed instead of opening wide for many
American English sounds.

1. Transcribe your talk, which means write down every * Inaccurate pronunciation of vowels and consonants in key

word and sound that you spoke, including ums and uhs. terms.

2. Mark the pronunciation features, including where you * Speaking too fast.

paused for message units, primary stress, alternations,

and intonation. These disfluencies are to be avoided not only because they don’t mimic the

. ) . speech patterns of nati i k b i
3. Examine your marked transcript. Make a list of what P of native English speakers, but because they can interfere

. . with communication. Li kno hich i i
you did well and another list of what you can improve. ion. Listeners may not know which information to focus on

and what ideas are related to one another. Additionally, listeners may inad-

4. Practice your talk and record it again. Listen for vertently interpret some disfluencies as signs of anger, uncaring, boredom, or

improvements. bossiness when these were not the intended messages. Clear pronunciation
takes focused practice, yet the potential benefits are tremendous. Improved
Pronunciation can often lead to easier and more in-depth communication.
Of the disfluencies noted, check one that occurs frequently in your speech.

Focus on improving this disfluency as you work on the practice exercises in

this book and as you communicate in general.
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A Sample Test

In this chapter you will:

+ Become familiar with the instructions for the TSE® Test.

« Become familiar with the types of questions on the TSE®

“ Test.

+ Become familiar with the time allotted for responses on the
TSE® Test. ;

« See sample questions that will be discussed in further detail
in later chapters. '

There is no way to predict the exact questions you will receive on the TSE®;
nevertheless, the directions and format of the TSE® are standardized. Every

test will have three warm-up questions followed by nine questions that will
be organized similar to this:

1. Narrate a story.

2. Discuss advantages and disadvantages.
3. Share an opinion.

4. Discuss a hypothetical situation.

5. Describe a graph.

6. Analyze a graph.

7. Extend a greeting.

8. Respond to a phone message.

9. Give a progress report.

Understanding the format of the test can help reduce your anxiety
about the questions you might be asked on the test. A sample test follows.




Review the directions and the questions. When you are ready to take the
test for practice, record your own responses to the test. The chapters that
follow will discuss each of the questions and numerous sample responses.
Compare your responses to what you read in the chapters, and try to iden-
tify communication strategies that you can improve.

— Sample Test 1 —

(ID# = 57-8319)

This test is designed to help you practice for the TSE® Test. Record
your answer to each response. Remember to speak directly into the
microphone of your recording device. There are time limits following
each question. The test narrator will let you know when to start and
stop talking. Do your best to answer as well as you can within the
stated time limit. The total test time will be about 20 minutes. These
questions are not intended to measure your knowledge of any partic-
ular field, but to provide a context so that your communicative ability
can be evaluated.

The next few questions are given as a warm-up. They ask simple ques-
tions about you. Do your best to give complete answers to each of
these questions.

1. What is the number on the top of your test? (10 seconds)
2. When did you begin studying English? (10 seconds)
3. Why did you decide to take this test? (10 seconds)

That completes the warm-up question section, and now the actual test
begins. For each question, try to be as clear as possible and to respond
as completely as you can.

In this section of the test, you will see six pictures that depict a story
line. You will be given 60 seconds to review the pictures. After that,
you will be asked to tell the short story that is illustrated by the pic-
tures. Try to include all six pictures in your story. I will let you know
when to begin telling the story. (preparation time = 60 seconds)

e N —————
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F 1. Here are six pictures that illustrate a short story. Starting

at the beginning, tell me the complete story picture by
picture. (60 seconds)

2. In this picture Séquence you see a person riding a bicycle.
Some people get around by using bicycles while other
people use cars. Pretend that you are talking to someone
who has just arrived in the United States and tell them
about the pros and cons of bicycles and cars ag trans-
portation. (60 seconds)

different issues. Feel free to think for a couple seconds before you begin

each question.

3. Many large cities like Baltimore, Chicago, and Seattle have
aquariums where people can view sea animals. However,
some people think that sea animals should not be taken out
of nature and forced to Jive in small aquarium tanks, Please
tell me your opinion about this question. (60 seconds)

4. If you were given a million dollars to donate to one char-

ity, what charity or type of charity would you give it to?
(60 seconds)

15 seconds)

Enrollment for State University

22

20 O Student applications

18 B Students admitted
16

14

students (in thousands)

12

10

1985 1990 1995 2000 2005

The next few questions will ask you about your thoughts on a number of

5. Please tell me about the information portrayed in this
. graph. (60 seconds) |

6. Please propose some reasons that may explain the data
. shown in the graph. (60 seconds)

he next three questions, you are to pretend that.you work m‘ a_i
] For't : ing or are talking with someone about business. These sit
bus.l ness Settl:lg ou with an opportunity to demonstrate how well Y?u
oo i 31, business environment. Your response should be. suit-
j can Conve;(sle 1;lsin the people and context provided in the situation of
abl; fc(l)lzeastiorrf Yof may find it helpful to take notes as you listen.

- eac .

7. In this situation you will be asked to talk with a b}lsmess
| associate. Pretend that your business associate has just re.-
cently started his or her own business. Greet your busi-

ness associate and be sure to:
* say something about the new business, .
* say something positive regarding the new business,

and . .
+ offer appropriate wishes to the business associate.

Use the next 30 seconds to prepare your response. I V’vﬂl
indicate when you should begin speaking. (preparation

time = 30 seconds)
You may begin your response now. (60 seconds)

8. In this situation you will hear and respond to a telephone
message containing a complaint. Pretend that you are the

manager of an apartment rental company. Aft.er the mes-
sage is played, you will have 30 seconds to think about a

response. Your response should:
* demonstrate that you understand the caller’s prob-

lem, and .
* suggest a solution to the problem that would satisfy

the caller.




Please listen to the voice message. (On the TSE® the voice

message will be played aloud. It will not be written as it is
here.)

Hello. My name is Ellen Harrison. Last week | moved into
apartment B in the Green Street Apartments. | was told
that the loose tiles on the kitchen floor and the leaky
faucet in the bathroom would be fixed within three days.
The repairperson came yesterday to fix the tiles, and it
looks really nice. But | haven't seen the plumber yet, and
the dripping from the faucet is driving me crazy at night
when | am trying to sleep. Please call me back today, and
let me know how you're going to take care of this. | tried
calling all weekend but kept getting your answering ma-
chine. The leak is getting worse everyday, and | don‘t want
to have to worry about this problem anymore.

You may now take 30 seconds to think about your re-
sponse to the caller. T will tell you when you can start
recording your response. (preparation time = 30 seconds)

Please begin your response now. (60 seconds)

- Along with seeing a flow chart you will hear a conversa-
tion between two people. Based on that information, you
will be asked to make an oral progress report as if you
were leaving a voice-mail message on the telephone. Pre-
tend that you work in the human resource division of an
organization that is going through the hiring process.
You will have the next 15 seconds to review the flowchart
that outlines the hiring process. (preparation time = 15
seconds)

Hiring Process

Management team makes decision to hire

/

Committee advertises position

i

Committee reviews resumes

/

Committee selects candidates to interview

/

Committee conducts interviews

Y

Committee drafts recommendations

/

Management gives approval

In a moment you will hear two people talking about the
company hiring process. When the conversation is com-
pleted, you will have 45 seconds to prepare a voice-mail
progress report for your supervisor, Mr. Richland. Please
listen to the conversation. (On the TSE® the dialogue will
be played aloud. It will not be written as it is here.)
Maria: Hi, Andrew! Have you made any progress on filling
that job opening?

Andrew: You wouldn’t believe it; it's been quite a job.
That committee takes up more of my time than anything

else right now.




Maria: Did many people apply?
Andrew: Exactly! That's part of the problem. We received
over 100 resumes, and each committee member had to re-

view each one. It took forever, but we finally narrowed it
down to three candidates.

Maria: When will the interviews be?

Andrew: Actually, we held two of the interviews yester-
day, and the third one is on Friday. I've been in charge of
arranging to give each candidate a company tour, so I've
gotten fo know each one fairly well so far.

Maria: When will a final decision be made?

Andrew: The committee will meet early next week to pre-
pare a recommendation for the management team. If
everything goes smoothly, we should have a new worker
on the job before the busy season starts.

Maria: That would be great. | bet you'll be happy when
this process is over.

Andrew: I've learned a lot during the process, but I'll defi-
nitely be glad when it's over.

Use the next 45 seconds to prepare your report for Mr.
Richland. In your report be sure to:

* describe what the situation is,
* explain what has been accomplished, and
* report what is left to be done.

Do not begin your progress report voice-mail until you
are instructed to do so. (preparation time = 45 seconds)

You may begin your response now. (60 seconds)

5_

Warm-Up Questions

In this chapter you will:

« Learn about the purpose of the warm-up section of the
TSE®.

* See examples of warm-up questions and responses.

« Learn what makes an effective response to warm-up
questions.

» Practice responding to practice warm-up questions.

End of sample test

The general directions for the warm-up section of the test will be some-
thing like this:

The next few questions are given as a warm-up. Your re-
sponses to these questions will not be scored. They ask
simple questions about you. Do your best to give com-
plete answers to each of these questions.

While this section of the TSE® is not rated, it is an important part of the
test. Although raters are instructed not to listen to this section of the test, it
Provides you with an opportunity to warm up your voice and to become
comfortable speaking into the recording equipment. By starting off
strongly on this warm-up section, you will build up your confidence and be
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more at ease during the remainder of the test. On the other hand, if you
mumble or falter on an answer during the warm-up, don’t worry about it
The whole point is to get you ready, so it’s better to get your nervousness
out in the warm-up section so you can do your best on the rated portion of
the TSE®.

This section of the test includes three simple and straightforward ques-
tions. Since you will only have ten seconds to answer each question, your
answers should be simple and straightforward as well. Do not try to say too
much. Try to say enough when answering the question to demonstrate you
know how to say what you want to say and thereby build your confidence.

Warm-Up Question 1

The first question of the warm-up section may be something like this:

What is the ID number on the label of your test?
(10 seconds)

When you respond to this question, give a short, complete sentence. You

may even want to repeat the number for clarity. For an ID number of 4320,

an example response would be:

The number is four thousand three hundred and twenty,
four-three-two-zero.

Although this response is short, it sounds fluent because it answers the
question directly in a complete sentence and focuses on the important
information.

~ VYUILHITU M WU LIONDD

@Eercise 5.1: Saying Numbers

To further prepare for this section, practice saying numbers by
counting from:

« 0to 10 by ones

« 10 to 100 by tens

- 100 to 1,000 by hundreds

« 1,000 to 10,000 by thousands

Note that when pronouncing thousand, use a voiceless /th/
sound as in thin, think, and theory.

@ Exercise 5.2: Saying Four-Digit Numbers

When a noun does not follow a number, the primary stress
goes on the last stressed syllable (see Hahn and Dickerson
1998). For example, in 8,347 the first syllable of seven (sev) is
given primary stress. Practice saying four-digit numbers like
these with the stress on the underlined part:

8,347 9,752 3,972 5,689 2,780 4,193
7,248 6,556 3,327 2,050 5,948 8,288
2,190 1,643 6,191 3,801 4,824 7,899

The first warm-up question frequently asks about the number on the test
booklet. So you should be prepared for that specific question in case it is
asked. When you first receive your test booklet, make sure you locate the
number on the cover. Use the brief time before the test begins to think
about how to say the identification number. Pronounce it to yourself
silently. In this way you will be prepared for the first question even before it
is asked. This will increase your confidence and help you maximize your
Speaking performance.



Warm-Up Question 2
The second question of the warm-up section may be something like this.

When did you begin studying English? (10 seconds)

° given ques-
when you respond to this question, give a short
>

Not essential to give the exact amount of time jn

. N use words like almost and approximately to qual-
ify your answer. An example response is:

complete sentence. It is

| Ibegan studying English approximately five years ago j’

Often it is helpful to use the stem of the qQuestion to begin your answer. For
example, the question asks When did you begin .. ., so the answer starts off |

with I began This hel
U Ps to promptly produce res o4
Plete, fluent sentences, ponses that are com

you increase the Opportunity for errors.
finish in ten seconds and end

is will Ii up bei t
off. This will likely result in sounding incoherent. Rather, D oo e

e

®! Exercise 5.3: Evaluating Responses

Now look at ten different responses to this question. Decide
which are the five best responses, and place a check mark by
them. Compare your check marks with a partner. Discuss
with a partner what you liked about the responses you
checked and how the responses you didn’t mark could be

improved.

1. It was approximately seven years ago when I
first enrolled in English classes.

2.1 began studying English when I was in high
school. I took English classes at a private Eng-
lish institute after school. Since then I have
studied English in college for four years, and I
continue to study English on my own.

3.1 have never studied English formally; what I
know T have learned mostly from self-study
and by watching TV.

4.1 began studying English when 1 was a high
school student.

5.1 have studied English for about ten years,
mostly grammar and vocabulary.

6.1 seriously began studying English as an ex-
change student in North America when I was
in high school.

7.1 began studying English about six years ago,
but for the last two years I really have not
practiced my English much.
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8. When I was a child I traveled a lot with my
parents to English-speaking countries. Since
that time I have been studying and learning
English.

9.1 began taking English classes in elementary
school, but did not seriously begin to study
English until my senior year of college.

10. Since 1 was a child, all of my schooling has
been conducted in English.

Warm-Up Question 3

The third question of the warm-up section may be something like this:

Why did you decide to take this test? (10 seconds)

When responding, do not deviate from the question and do not supply in- 1
formation that is not asked for. As with warm-up question 2, you do not
want to bias the rater’s opinion of you if the rater accidentally heard the re-
sponses to the warm-up questions. Do not indicate whether this is the first -5
or fifth time you are taking the TSE®. Raters are trained to focus on how ]
you speak and to not be influenced by the content of your response; how- §
ever, raters don’t want to or need to know if other raters have scored you 4
low in the past and caused you to retake the test. Also, be careful to frame
your response in a positive way rather than a negative way. Do not tell the (
rater you are forced to take this test by your university, or that you are 1
afraid you will not get a certain job if you don’t pass the test. Respond in @
positive way. For example: ’

-
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I must pass this test before I can study at an American
university.

or

This test is required to become licensed in my field.

This type of answer communicates confidence and directly answers the
question asked. Short, complete answers convey fluency and control of
language.

Warm-Up Practice Questions

These practice questions will help you prepare to think quickly and re-
spond concisely to warm-up questions. Work on one practice set at a time.
If you preview all the questions at once, you will ruin the spontaneity. Make
your practice as realistic as possible by not looking ahead at other questions
and by keeping to the time limit. For each set of questions, record your re-
sponses. Then listen to each response to see if you have answered concisely,
fluently, and positively. Correct and repeat responses that need improve-
ment before going on to the next practice set.

Practice Questions 5.1

* What is your social security number? (10 seconds)
* How long have you been waiting for the test to begin? (10 seconds)
* Why did you bring a watch with you? (10 seconds)

Practice Questions 5.2

* What is your telephone number? (10 seconds)
* How long did it take you to get to the test center? (10 seconds)
‘ * Why did you decide to wear those clothes today? (10 seconds)
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Practice Questions 5.3
* What is your driver’s license number? (10 seconds)
* How long have you owned your watch? (10 seconds)
* Why did you leave your calculator at home today? (10 seconds)

6

Remember, the warm-up section is not rate

d, so use it to get
start for the remainder of the test. ’ get off to a good

Narrate a Story

| In this chapter you will:

» Become familiar with the instructions for narrate a story
questions of the TSE®.

« See examples of narrate a story questions and correspon-
ding responses.

« Learn what makes an effective response to narrate a story
questions.

+ Practice responding to a variety of narrate a story questions.

The general directions for the picture section of the test may be something
like this:

In this section of the test, you will see six pictures that de-
pict a story line. You will be given 60 seconds to review
the pictures. After that, you will be asked to tell the short
story that is illustrated by the pictures. Try to include all
six pictures in your story. I will let you know when to
begin telling the story. (preparation time = 60 seconds)

Use the 60 seconds to study the pictures. During that time you should
think of nouns, verbs, adjectives, and adverbs that are appropriate for the
Scene, people, and action depicted. Accurate use of pronouns is extremely




important for your listeners to understand what you are saying. Since the
pronouns he and she can be potentially confusing to some non-native
speakers of English, you may want to identify the characters with simple
names like Bob and Beth or with descriptions like the police officer or the bus
driver. The story usually will show some kind of conflict or problem, so
take a few seconds to think about a clear way to describe the problem. It
can be helpful to imagine what the characters are thinking and feeling as
you prepare to tell the story.

Do not try to memorize specific phrases to use in your response. In-
stead of helping you to sound fluent, these generally have the effect of
sounding unnatural and inappropriate. For example, do not start your
story with once upon a time, or an analysis of these six pictures reveals. The
first is only appropriate for a fairy tale, and the second sounds too formal
for a narration. It would be better to begin the story by focusing on the spe-
cific scene or characters.

If you are taking the new TSE®, paper and pencil will be available. While
they are intended for use with questions that have a listening portion, you
may use them on this and other questions. Since time is limited, it is rec-
ommended that you don’t use your time writing notes for this question. It
is probably better to organize your ideas in your mind and allow the pic-
tures to guide your thoughts.

When the minute to review the pictures is over, you may be asked
something like this:

Here are six pictures that illustrate a short story. Starting
at the beginning, tell me the complete story picture by
picture. (60 seconds)

It is recommended that you first decide if you will tell the story in past or
present tense. Whichever tense you choose, be sure you stick with it
through the entire story. There are times when native speakers of English
will switch tense within a narrative. This can occur if the narrative becomes
complex or when fine points are distinguished, so you may hear tense shift-
ing from speakers during narratives (Celce-Murcia and Larsen-Freeman,

A
B - -—------ - --—-——---- g
Bike Rentals &(
= - 0 /
1Hour= $ 5
2 Hours = $10
3 Hours = $13




1983, 66—67). However, for the purposes of the TSE® or other simple narra-
tives, you may find it easier to stick with past or present tense.

For some people it is helpful to take on the role of the main character in
the story and to tell the story as if it were about themselves. Other people
like to describe what they see in the pictures. You should decide which per-
spective you prefer. Don’t spend too much time on any one picture. Your
words should concentrate on the major idea shown in each picture. You can
assume that the rater is looking at the pictures while listening to you. An
example response to this question is:

It was a sunny day, and John was walking through the
park. Because it was hot John was wearing shorts and a
t-shirt. There were beautiful trees along the path, and
John saw boats sailing on the lake. Off to the side he saw a
booth where someone was renting bicycles. John liked bike
riding and decided it would be nice to take a bike ride
through the park. So he gave the cashier at the booth five
dollars to rent a bike for one hour. At first John enjoyed his
bike ride. He enjoyed the breeze in his face as he rode
along the bike path. In a short time John traveled a long
way on his rented bike. Suddenly John hit a sharp rock
with his front tire. The wheel went flat, and John was no
longer able to ride the bike. Sadly, John walked the bike
back to the booth. He was hot and tired by the time he
reached the booth.

This answer uses basic past tenses throughout the story such as: was, was
walking, were, saw, was renting, liked, decided, gave, enjoyed, rode, traveled,
hit, went, walked, and reached. Since the story can be clearly communicated
without using a variety of complex past tenses, it is easiest to stick with
basic past tenses. The main character is given the name John. The other
man is identified by his job of cashier. Notice that key action words are
used to describe the pictures, like walking, renting, enjoyed, and hit. Key ad-
jectives are used to describe only selected ideas suggested from the pictures,

like sunny day, beautiful trees, and sharp rock. Insignificant details are not
mentioned such as the rabbit under the tree, or the number of bikes next to
the booth. There is not enough time to talk about these minor details, and
they would tend to distract the rater from understanding your primary
message.

Cohesion is achieved through the use of expressions like because and so.
Because it was hot . . ., provides a transition from the weather in the scene
to what the main character was wearing. So he gave the cashier . . . provides
a transition from the statement that John likes bike riding to his actual
renting of a bike. Cohesion can express new ideas, additional ideas, cause,
effect, and contrast (Wennerstrom 1989). Cohesive devices are critical in
making your ideas flow together in a logical order that communicates
clearly to the rater.

®] Exercise 6.1: Using Cohesive Devices

Now let’s practice using cohesive words and expressions. Here
are pairs of words. There are a number of ways to connect each
pair. Write out at least three different ways. The first example
has been done for you.

1. Tom.. . feel sick

Tom. .. attend a party

Although Tom feels sick, he still plans on attending the

party.

Because Tom was feeling sick, he decided not to attend

the party.

While attending the party, Tom started to feel sick.
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2. Brianna ... tired out Here is an alternative response to this question that is more informal in

Brianna . .. take a vacation tone and utilizes the first person pronoun I

It was Saturday afternoon, and I decided to take a walk
through the park. It was the end of the spring semester,
and I felt like I needed some fresh air and exercise. Pretty
soon I saw a new bicycle rental place. I thought to myself,
“It sure would be nice to go for a bike ride on such a
beautiful day” So I paid the cashier and went for a ride.
At first I enjoyed seeing the beautiful scenery while biking.
Then suddenly, I hit a sharp rock with the front tire of the
bike. The wheel went flat immediately. I couldn’t ride it,
and I had no way of fixing it. Sadly, I pushed the bike all
the way back to the rental place in the hot sun. I had
wanted to relax, but I ended up frustrated.

3. Julie . .. hungry

Julie . . . go to a restaurant

Here is another example response to this same question. You will see the
symbol o, called schwa, in the first line which indicates an uh sound.

4. Mark . .. research

Mark . .. meet deadline

Last 3 Sunday morning / Mr. Smith went to the city park /
for refreshment / he want - ed to go on the park / but / this
time he decided to try new way / he went to the / bike /
rentals department in the park / and axed [asked] for
whether he could / rent a park / uh / rent a bike / going
along the park / then / the serviceman /told him that /
there were / three choices / there / there was three choices /
Mr. Smith / got / got one / and he payed a bucks for the
bike rentals / then he / uh rode / he rode the bicycle /
around the park / and it / took a long time / however /
finally he found out / the frontal / wheel of the / the front
tire of the bicycle was broken

5. Connie . . . graduate

Connie . . . look for a job




This response starts by setting the time, Sunday morning, the character,
Mr. Smith, and the place, the city park. The speaker monitors his own lan.-
guage output. After he mistakenly said rent g park, he quickly changed it to
rent a bike. Unfortunately, he also changed there were three choices to the
incorrect form of there was three choices, It is acceptable to correct yourself
while speaking during the test, but remember that the raters rate the last
thing spoken. So don’t continually second guess and change your wording
unnecessarily.

The wording of this response is generally clear. Choosing the correct
preposition can be difficult at times. The phrase he wanted to go on the park
could be reworded to he wanted to 8o through the park or he wanted to see
the park. The phrase going along the park could be changed to going through
the park or ride through the park. Bucks is used informally for money but
should be linked with a dollar amount like eight bucks. Frontal wheel could
simply be referred to as front wheel, In narrating a story, it is acceptable to
use informal language, but make sure your phrasing is precise enough to
communicate clearly to the listener.

One pronunciation problem that many speakers deal with is linking or
connecting words when the first ends in a consonant and the adjacent word
begins with a consonant. This can be seen in the first phrase of the response
last Sunday. The speaker adds an uh sound, symbolized by 9, after the final
consonant cluster st of last and before the beginning consonant s of Sun-
day. This is a common problem for people coming from languages that
have a consistent consonant-vowel-consonant-vowel pattern. Some speak-
ers accidentally add uh between adjacent consonants to make English fit
the pattern they are used to. Unfortunately, this extra syllable interferes
with a listener’s comprehension. Listen to yourself to find out if this is a
concern for you. If so, you can practice by softening, or releasing less air, on
a word’s final consonants and linking directly to the adjacent word’s injtial
consonants. In general, still try to form all the consonant sounds, just don’t
over-pronounce them. Exercise 6.2 will help you practice.

©®! Exercise 6.2: Linking Practice

Practice linking sounds together within a message unit. Focus
especially on linking the end consonant of one word to the be-
ginning consonant of the next.

1. Next semester

2. right now

3. first reason

4. the last fifteen years

5.1 think that because

6. three years to go

7. those books and papers
8. enrolled students

9. prescribed tests

10. message system

Here are a couple more example responses:

Today is Sunday / and it is a sunny day / Thomas decided
to enjoy the day / and uh see the park / he / got up ear(ly) /
in the morning / and he went to ther / park / and uh he
went to ther / park rentals / ther / the the reasons (rates)
for renting a / a bike is / uh one five dollars for one hour /
ten dollars two hours / and uh / thirteen dollars / for three
hours / he payed cash / uh to the bike owner / and he
rented a bike and a helm(et) / and uh he began to ride on
the road / around the / around the city park / a lot of
people were . . .
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Notice that this speaker is frequently adding an /r/ sound to the word the.
This problem usually happens to vowels that are pronounced while raising
the tongue too high in the mouth. If this is a concern of yours, try to con-
centrate on your tongue position and keep it lower in your mouth when
pronouncing vowels. Sometimes speakers add an /r/ sound when they are
thinking. This is known as a filler sound. Since it does not add to meaning,
try to avoid it.

It is Sunday / uh / it is it was a Sunday / uh / it was sunny /
and slightly windy / so Peter thought it very nice to walk
outside for awhile / so we so he went to the city park /in
the park / he saw a man /rent a / rent bike / so he he he he
thought that it it might be a good / be very good to / ride /
ride a bike in the / park / so he / spent five dollars / to rent
a pa bike for an hour / um / after he rode the bike / he felt |
so good / he enjoyed the sunlight / and uh / liked the wind
very much / however / at this time / the bike / uh / the / the
bike hit a / sh sharp rock / so he got a flat tile (tire)

In this response the word so is relied on for connections between phrases.
After, and, and however are also used as connectors. Connector words and
phrases help to keep the flow of the story moving and show the logical
connection between events; however, it appears that so is used by the
speaker here as a way to begin new sentences. The phrase so Peter thought
it very nice to walk outside could be restated as the nice weather motivated
Peter to walk outside. The phrase so he went to the city park could be re-
stated as to get away from the busy streets he decided to go to the park for a
walk or he headed to the city park for a walk. There are many times when
phrases and sentences make stronger connections than single connection
words like so and and.

The next two responses come from native speakers of English. One
speaker uses the present tense, while the other uses past tense.

In uh picture one the guy is / walking through a city park /
throws away some garbage / and then he sees a / a bike
rental place / where he goes ‘n / rents a bicycle / uh he pays
the money to the guy / and uh / puts on his helmet and
rides the bicycle / uh all through the park / then he finds as
he’s riding around that he gets a flat tire / and he returns
it back to the guy um / who rented him the bicycle to figure
out what went on / he doesn’t look too happy (25 seconds
remaining)

A man decided to go to the park / and he walked into the
park and threw away some trash on his way in / um / then
he went and decided to rent a bike / so / um / he got a bike
and / he paid the money for the bike / um / and / he began
to ride around the park and he was really enjoying himself /
then sadly / he got a flat tire / and he’s very sad this is kind
of upsetting to him so / he took the bike back to the bike
rental / uh / uh person who / gave him the bike to ask for
his money back / and for a new / uh bike tire / but uh the
man / who / ehem / rented the bike to him didn’t want to
give him the money back (0 seconds remaining)

The first response starts by referring to picture one, but since this is not the
typical way of telling a story, the speaker abandons this strategy and focuses
on telling the story without further reference to picture numbers. The first
Tesponse doesn’t use all the time allotted but still manages to convey the en-
tire story. The second response includes more detail and fills the entire
time. In these two responses it can be seen that even native speakers of Eng-
lish will use some filler sounds like um. However, the message units are flu-
€nt, and the intonation patterns appropriate so communication remains
clear. Both speakers include the feelings of the character in the story: he
doesn’t look too happy and he’s very sad this is kind of upsetting to him. The
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first speaker is a bit more informal using the words guy instead of man, and

'n for and. Most of the sentences are short phrases. Connector words in-

clude and, then, so, but, as well as clauses like who rented him the bicycle.
Here is another sample response:

Okay / (clears throat) / one day Mr. Yohnso (Johnson) was
walking in the park in the city park / and he decide instead |
of / walking / to rent a bike / so he went to the re bike
rental / and pay for three hours here thirteen bucks / to the
guy / to rent the bike / so / once that he rent the bike he
was / traveling around the park / enjoying the life / it was
a sunny day / but he hit a rock and / his wheel was destroyed
so he went back to the bike rental and / tried to talk with
the guy but the guy told him that / he can / he can not do
anything because / it was no refun(d) for the money /
(laugh) / so / that’s a short story about / Mr. Johnson’s /
very nice Sunday / (laugh)

This student uses longer phrases than most. At times this sounds fluent as
in the phrase his wheel was destroyed so he went back to the bike rental. At
other times, additional pausing may help make a longer phrase more un-
derstandable. For example, after Mr. Johnson was walking in the park there
could be a pause before in the city park is added. Appropriate contrasting
stress appeared on the word city to highlight the contrast between park and
city park. This speaker had not seen the TSE® before and did not know what
to anticipate. This uncertainty may have come out as the nervous laughs at
the end of the response. Knowledge about the test and meaningful practice
can help eliminate much of the nervousness that a test taker normally feels.

O] Exercise 6.3: Narrating a Scene

To practice narrating, turn on a TV show or a movie with the
volume turned down all the way. Narrate the scene and action
you see for five minutes. Do this daily for two weeks.

Mo drIalc a owuly

®! Exercise 6.4: Analyzing Your Narrating

Working with a partner, narrate what you did last weekend.
Ask your partner for feedback on your communication. If you
do not have a partner to work with, record your narration and
analyze it yourself.

®] Exercise 6.5: Narrating a Story

Turn to the comics page of a newspaper. Without looking at the
words, narrate the story that the pictures show.

o— Tips for NARRATING A STORY QUESTIONS

. Begin the story by setting the context. You can describe the time, place,

and or people involved.

2. Be consistent with verb tense—for example, use simple past tense.

. Choose names for the characters and clearly identify what you are call-

ing each character.

4. If you use pronouns he and she, be careful to use them accurately.

10.

11.

. You may want to pretend that you are one of the characters in the story.

if so, clearly identify which character you are.

. During the time given to study the pictures, think of verbs, nouns, and

adjectives you can use in telling the story.

. Try not to spend too much time on each picture. A sentence or two for

each will fill up the 6G seconds.

_If you finish slightly before the minute is over, don't force yourself to say

more if you have nothing more to add.

. Don"t worry if you didn‘t complete the whole story. The raters will rate

the language sample you did provide.

Let both words and the tone in your voice express the emotion of the
story, such as excitement or frustration.

Pause in grammatical places. Link the sounds within any single phrase. In-
clude primary stress on each phrase and alternate pitch between stressed

and unstressed syllables. Use appropriate intonation for phrases that end
L the middle of centencec and for phrases at the end of sentences.




Narrate a Story Practice Questions

These practice questions will help you prepare to think quickly and re-
spond concisely to narrate a story questions. You should take 60 seconds to
study each sequence of six pictures before answering the question. Work on
one practice question at a time. If you preview all the questions at once,
you will ruin the spontaneity. Make your practice as realistic as possible by
not looking ahead at other questions and by keeping the time limit. For
each set of questions below, record your responses. Then listen to each re-
sponse to see if you have accurately responded to the specific language
function, and if you have appropriately addressed the intended audience.
Correct and repeat responses that need improvement.

Practice Question 6.1

Here are six pictures that illustrate a short story. Starting at the beginning,
tell me the complete story picture by picture. (60 seconds)




] . 3 Practice Question 6.3
Practice Question 6.2 ]

4 : i the beginning,
I 3 * ~ B short story. Starting at
Here are six pictures that illustrate a short story. Starting at the beginning, «’ Here are six pictures that illustrate a Y.
tell me the complete story picture by picture. (60 seconds)

tell me the complete story picture by picture. (60 seconds)




Practice Question 6.4 Practice Question 6.5

Here are six pictures that illustrate a short story. Starting at the beginning

Here are six pictures that illustrate a short story. Starting at the beginning,
tell me the complete story picture by picture. (60 seconds)

tell me the complete story picture by picture. (60 seconds)

CLOSEOUT SALE
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Discuss Advantages and
Disadvantages

- In this chapter you will:

« Become familiar with the instructions for the discuss
advantages and disadvantages questions of the TSE®.

» See examples of discuss advantages and disadvantages ques-
tions and corresponding responses.

« Learn what makes an effective response to discuss
advantages and disadvantages questions.

* Practice responding to a variety of discuss advantages and
disadvantages questions.

The general directions for the picture section of the test may be something
like this:

In this section of the test, you will see six pictures that de-
pict a story line. You will be given 60 seconds to review
the pictures. After that, you will be asked to tell the short
story that is illustrated by the pictures. Try to include all
six pictures in your story. When the test narrator tells you
to, you may start telling the story. (preparation time = 60
seconds)

e

This first test question asks you to narrate the story in the pictures. Commu-
nication strategies for narrating a story are described in Chapter 6. The sec-
ond question generally asks you to discuss the advantages and disadvantages
of something that is related to the pictures. Alternatively, you may be asked to
compare or to compare and contrast issues that are suggested by the pictures.

1Hour= $ 5
2 Hours = $10 |
3 Hours = $13

[l




For the discuss advantages and disadvantages question, you may be asked
something like this:

In the picture sequence you see a person riding a bicycle.
Some people get around by using bicycles while other
people use cars. Pretend that you are talking to someone
who has just arrived in the United States, and tell them
about the pros and cons of bicycles and cars as trans-
portation. (60 seconds)

The topic of the question will usually come from some idea presented in
the pictures, but it will extend beyond what is shown in the pictures. There-
fore, you have more freedom to use your own ideas in responding to this
question. Take a few seconds to think, and then begin your answer with a
brief preview. Talk about two or three ideas because time does not allow for
more. If the question specifically asks you to talk about two items—in this
case, bicycles and cars—then in your answer you should try to cover both
items. Be explicit in your discussion of advantages and disadvantages. While
mentioning the advantages of one thing may imply a disadvantage for the
other, don’t expect raters to make this inference on their own. Be explicit
about both the advantages and disadvantages you discuss. Then, after talk-

ing about both sides of the issue, briefly conclude your answer. Here is an
example response:

There are both advantages and disadvantages to getting
around by either bicycle or car. Two important factors to
consider when discussing transportation are cost and con-
venience. The advantages of owning a bicycle are that you
can buy an inexpensive one for about $100 and the cost of
maintenance is very low. On the other hand, a reliable car
will cost thousands of dollars with hundreds of dollars
spent each year on fuel, insurance, and regular mainte-

nance. Convenience is another factor. It is not easy to
travel long distances or in rainy weather on a bicycle, yet
these pose no problem for a car. Furthermore, cars can
carry more luggage than bikes. So if you have enough
money, I recommend that you buy a car to use while you’re
in the U.S.

This response is formal in style. Previewing the ideas to be discussed adds
cohesion to the whole response. The first two sentences provide the rater
with a clear preview of what is to come—that is, a discussion of both the
advantages and the disadvantages of both bicycles and cars as forms of tfans—
portation. The two specific features to be discussed, cost and convenience,
are highlighted so the rater knows what to listen for.

Each sentence in the body of the response clearly identifies which type
of vehicle is being discussed, either bicycles or cars, and which feature is
being discussed, either cost or convenience. Details are given to support the
statements that are made, such as you can buy a (bicycle) for about $100 dol-
lars, and cars have ongoing expenses like fuel, insurance, and regular main-
tenance. Concrete examples communicate your ideas more readily to the
rater than do generalizations. For example, rather than saying, “It might be
hard for a bicycle to get you somewhere,” the response was, It is not easy to
travel long distances or in rainy weather on a bicycle.

Transitions throughout the response help to make the answer cohesive.
The preview statement, Two important factors . . . , was already identified as
a cohesive device. On the other hand, Convenience is another factor, Further-
more, and So if you have enough money are also examples of transitions.

The conclusion is short, just one sentence, but it summarizes the gen-
eral intent of the response with a recommendation that demonstrates audi-
ence awareness by taking into account the listener’s situation. This type of
conclusion adds cohesion to the response and demonstrates control with
the language.

Another possible alternative for responding to this question is more in-
formal in tone and follows:



For living on campus, I think the advantages of owning a
bike far outweigh the advantages of owning a car. For one
thing, bikes are inexpensive. You can pick up a good bike
for about a hundred bucks where a decent car will cost you
a couple thousand. Second, there’s g problem with park-
ing. It’s easy to find a bike rack at all the campus buildings
to lock up your bike, but it’s impossible to find a parking
space for a car unless it’s a weekend. You'll want to get a
strong lock for your bike too, since every year lots of bikes
are stolen. I know that during break you may want to do
some traveling, and it would be nice to have a car for that.
But don’t worry, you can rent a car pretty cheaply, and if
you travel with friends you can split the cost. While it may

sound nice to own a car, I think you’ll be better off getting
around campus by bike.

G) Exercise 7.1: Using Connectors

In this exercise you are given two paragraphs adapted from
native speakers’ responses. The connector words and phrases
have been removed. Read the paragraphs, and decide what

connectors go in which blanks. Write the number of the correct
connector in each blank.

Paragraph 1

(a) + YOU can go almost anywhere you can see
(b) where you're constrained to riding on the road.
() cars do create pollution which make smog and
things which hurts the environment d s not good
for people’s health. (&)  it's alot easier to ride a car,
you don’t have to work as hard. ®_ bicycles in gen-

e

eral are cheaper in that you only buy themonce (@

you don’t have to pay for fuel (h) you do with a car.
(i) give you good exercise actually. () if I had
to pick I'd probably ride a car (k) I'm a little lazy
) bicycles are probably better for the environment.

It just depends on how far you need to go.

1. alternatively

2. like

3. even though

4, as opposed to a car
5. additionally

6. and

7. and after that

8. because

9. so overall
10. yet I would say
11. well as far as bicycles are concerned

12. they also

Paragraph 2

(a) a bicycle is really nice (b) it's very clean.
There's no pollution. it's easy to maintain a bike (c)

they're easy to park (d) you don’t have to drive
around looking for a parking place. Cars, (e) , can go
a lot further. You can drive cars in the winter time when it's
cold outside (f) if it's raining (@) not worry

about the weather. (h) , you can fit more people in a
car than you can on a bike. Cars are not that great (i)

they have a lot of pollution () they're really big

(k)  much more expensive.



Correct grammar is important to commuy
example response:

.and
. and
. and
. and

- because first of all
- obviously
. on the other hand
.or
10. though because
11. well

1
2
3
4
5. because
6
7
8
9

nicating clearly. Here is another

Uh there there is some advantage and disadvantage using
bicycle and car as transportation / if if if / we use bicycle /
um /there is a lot of uh / advantage for example is / part of
the / physical health / exercise / and also / uh it is more
flexible to go / to any place that / very difficult to reaching /
using the cars / uh / but there is also the disadvantage of

using bicycle / it be time very limited / and also uh / yeah
that is not all part of the city you can use eh bicycle / for
uh if you use the car / there is some advantage / for exam-
ple/are the times relatively relative / yh short /to / reach
some place / and but there is some disadvantage in the
city that / car cannot reach / cannot enter

G) Exercise 7.2: Using Correct Grammar

The sentences below were taken from the student response you
Just read. Rewrite each sentence in correct grammatical form,
Say each corrected sentence aloud as fluently gs You can.

P T e anAvE Il gyt S dtild UlbhalUvdlita'yco

i i icycle
1. There is some advantage and disadvantage using bicy
and car as transportation.

2. There is a lot of advantage for example is part of the phys-

ical health exercise.

3.1t is more flexible to go any place that very difficult to

reaching using the cars.

4. The disadvantage of using bicycle it be time very limited.

5. Not all part of the city you can use bicycle.

G) Exercise 7.3: Brainstorming
Advantages and Disadvantages

Practice brainstorming advantages and disadvantafges foT the top—
ics listed here. These topics are good clas§room discussion topics
but are unlikely to be used on the test. Time yourself, and allow
one minute for each topic. The first one has been done for you.
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1. Electronic
publishing
and Web
journals

World-wide accessibility
Easy to search articles
Saves cost of printing and mailing
Quicker publishing time

Not accessible without a com-
puter and network connection
Easier to plagiarize

Uncertainty of how long articles
will be available on-line
Dependent on technology
Personal cost to print out articles

2. Cloning

3. Standardized
testing

4. Income tax

5. Employee
drug testing

6. Bilingual
education

TOTTTIT s T I eem gy M doauvdliiiayco -

®) exercise 7.4: Discussing
Advantages and Disadvantages

Choose one of the topics from Exercise 7.3. Time yourself for
one minute, and discuss the advantages and disadvantages of
the topic. If you can work with a partner, ask him or her for
some feedback on your communication ability. If you do not
have a partner to work with, record your response and analyze
it yourself.

o— Tips for DISCUSSING ADVANTAGES
AND DISADVANTAGES QUESTIONS

. Begin your response by identifying the issues you will be discussing.

. Clearly identify comments as either an advantage or disadvantage. Do not
assume that listeners will infer this for themselves.

. Use concrete examples 1o illustrate your points.

4. Use transition words and phrases when moving from one point to the
next.

- If you finish slightly before the minute is over, don't force yourself to say
more if you have nothing more to add.

- Don't worry if you didn't complete your discussion of advantages and dis-
advantages. The raters will rate the language sample you did provide.

- Let both the words and the tone in your voice express the importance or
value of the issues discussed.

- Pause in grammatical places. Link the sounds within any single phrase. In-
clude primary stress on each phrase, and alternate pitch between stressed
and unstressed syllables. Use appropriate intonation for phrases that end
in the middle of sentences and for phrases at the end of sentences.
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Discuss Advantages and Disadvantages
Practice Questions

These practice questions will help you prepare to think quickly and re-
spond concisely to discuss advantages and disadvantages questions. Work on
one practice set at a time. If you preview all the questions at once, you will
ruin the spontaneity. Make your practice as realistic as possible by not
looking ahead at other questions and by keeping to the time limit. For each
practice question, record your response. Then listen to each response to see
if you have accurately responded to the specific language function and if
you have appropriately addressed the intended audience. Correct and re-
peat responses that need improvement.

C T e altiu bbalvdiitdg-2 -

Practice Question 7.1

A variety of foods are served at most restaurants. Some people like to eat
meat in their diet, but others like to eat only vegetables. Pretend you are

talking to a few of your colleagues and tell them the pros and cons of both
types of diets. (60 seconds)




Practice Question 7.2

The person in this picture sequence is shown with a car. Some people pur-
chase cars, and others decide to lease them. Pretend you are talking to a col-
league, and explain the pros and cons of purchasing versus leasing a car. (60
seconds)

Practice Question 7.3

This picture sequence includes a dog. Some people like to have pets. Pre-

tend you are talking to a colleague, and tell your colleague about the pros
and cons of owning a pet. (60 seconds)




Practice Question 7.4 Practice Question 7.5

me families are large, and others are small. Pretend that we are neighbors = Many homes have television sets, but not everyone thinks watching televi-
d tell me about the pros and cons of being the oldest child in a family 0 sion is good. Pretend you are talking with a colleague, and explain to your
rsus being the youngest child in a family. (60 seconds) colleague the pros and cons of having or not having a television set in your

home. (60 seconds)

f CLOSEOUT SALE

CASH ONLY
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Share an Opinion

In this chapter you will:

* Become familiar with the instructions for the share an
opinion questions of the TSE®.

* See examples of share an opinion questions and correspon-
ding responses.

* Learn what makes an effective response to share an opinion
questions. 1

« Practice responding to a variety of share an opinion
questions.

The general directions for this section of the test may be something like
this:

The next few questions will ask you about your thoughts
on a number of different issues. Think for a couple of sec-
onds before you begin answering. Try to answer as thor-

oughly as you can in the time given for each question.

The questions in this section can cover a wide range of topics, but no spe-
cial expertise is expected on your part. This chapter covers the share an
opinion type questions, and Chapter 9 covers the discuss a hypothetical situ-
ation questions. In order to accomplish these communication goals in the

~e wnue an Jpuion i

small amount of time given to respond, you will need a strategy and some
practice. The raters don’t expect you to begin speaking immediately, so
don’t start speaking your response immediately after the question is given.
Take a few seconds to organize your thoughts.

For the share an opinion question, you may be asked something like this:

Many large cities like Baltimore, Chicago, and Seattle
have aquariums where people can view sea animals. How-
ever, some people think that sea animals should not be
taken out of nature and forced to live in small aquarium
tanks. Please tell me your opinion about this question.
(60 seconds)

After the question is given you should quickly decide on the opinion you
will defend. It is not important for the purpose of the test which side of the
issue you take. Choose the side that is easiest for you to talk about and ex-
plain. Maybe in your heart you don’t believe in aquariums, but it’s hard for
you to explain why you believe this in concrete, rational terms in English. If
you know concrete reasons for keeping aquariums, and it is easier for you
to express these reasons in English, then go ahead and choose this side to
defend. Here is an example response:

I believe society should keep aquariums. Two important
reasons for keeping aquariums are for research and public
awareness. First of all research done on sea animals at
aquariums benefits sea animals in the wild. If humans are
serious about helping sea animals live in the wild, we
must do all we can to learn about sea animals through
research both in the wild and in aquariums. Second,
aquariums help to keep people interested in sea animals
and aware of the growing number of endangered species.
Children especially like aquariums, and if children grow
up with a love for sea animals, they will be more likely to




make sacrifices to help make sure natural habitat is set
aside for sea animals. So while some people think that
aquariums are a bad place for individual sea animals to i
live, it is really the best way to help sea animal popula-
tions live better lives in our world.

This response is formal in style. The language function of this question is
sharing an opinion, which is composed of giving an opinion and defending
that opinion. In this response, the opinion is given at the beginning and ac-
complishes the function of giving an opinion. That is a good way to begin
since it lets the rater know exactly what side is being defended. The second
sentence gives a clear preview of the two main ideas to be discussed, re-
search and public awareness.

The language function of defending an opinion is accomplished in the
body of the response. In defending an opinion, it is important to consider
the arguments of the other side. Someone opposed to aquariums is likely to
say that aquariums take away freedom from sea animals, and sea animals
may be unhappy or unhealthy in aquariums. To head off these types of
counterarguments, the response shows that sea animals in aquariums help
sea animals in the wild through the knowledge gained by research and the
support gained through public awareness.

Cohesion is maintained with a transition to the body of the answer,
First of all. The next main idea is also introduced with a transition,
Second. The last sentence provides a summary of the answer, more sea ani-
mals are helped by keeping a few of them in aquariums. A clear summary
leaves the rater with a strong impression that this response has accom-
plished the language functions of giving and defending an opinion.

Here is another possible response to this question that supports the op-
posite view in a coherent manner.

Aquariums are definitely degrading to ocean animals.
Both the size of the tanks and their forced dependence on
man show disrespect for these majestic forms of wildlife.

AT TSR

Living space is of primary concern. Take whales, for
example, no matter how big you build the tank, it will
never be deep enough or wide enough to give the whale
the freedom it deserves. Second is the forced dependence
on humans that ocean animals experience when held in
captivity. The shark is a good example. Sharks were de-
signed as hunters; when they are forced to give up hunt-
ing, as they are in aquariums, they lose their natural
identities.

Although aquariums are popular, I never visit them
because it breaks my heart to see these wonderful ocean

animals in small tanks and forced to eat a iddi
ttheb
their keepers. edding of

Here is an example response to this same question:

Tnmm I thin(k) I agree with the idea of / not having animals /
in small places in those big cities / I thin(k) / (pause) / there
sh(?uld be another way that you can / at least make people
e'n]o?l / those animals but / to make / at least big animals /
live in those small places / yust (just) for the enjoying of
fhe people / it’s a little bit cruel so / I don’t agree with the
idea of having those aquariums in those city / even though
they keep their natural / as better as they want but / as ¢

they / they can but / in your case I don’t like that idea
(10 seconds remaining)

Thi L

imaSI:P];Zil;Z eSt;teeZ:lls ‘op'mlon that he dc.)e.s not like aquariums for large an-

People enjoy aquari}’us it is cruel. He anticipates the counterarguments that

Very nice opan ms and that tl.le natural settings in aquariums can be

twice with Skl dz;vs good audience awareness. The opinion is stated

T agree with ﬂ‘:{e id}; ifferent f01.rms. Ir} the beglr{nlng the opinion is stated as
a of not having animals, and in the middle it is restated as




[ dom’t agree with the idea of having those aquariums. While each statement
s correct and consistent with the other, it may be confusing for the listener
to hear the same opinion in different formats. There are some minor pro-
nunciation errors at the sound level, such as the missing k on think and a y
sound instead of a j sound on just. The speaker does a good job of placing
phrase stress on not, small, and big in the first two lines. Some problems
with grammar in the last two lines may leave a bad impression on the lis-
teners. Those city could be revised to those cities, and they keep their natural
as better as they want could be revised to they make the aquarium environ-
ments as natural as possible, and in your case could be revised to in this case.
Here is another example response:

I think uh / this way is / good / even though we have to pay
the price that taking some anim(al) out of nature / as
pointed out in the paragraph / however I think this price is
worth it / because it allows / it provides / uh more chances
for people to have / to / uh / learn animals / and maybe
learn to love animals / aft / after all not all people have
chance to go outside / and uh / to / uh / get in touch with
some animals / and uh / some animals maybe / uh only live
in some / uh / some other states / some other countries /
and uh without this means we / we don’t have any chance
to /uh /to / to learn what’s the animal is / at all / and uh /
so overall I think this is good

In this response the speaker does a good job of placing phrase stress. For
example, in the expression learn animals, learn was given phrase stress in-
stead of the last word in the phrase, animals, to better contrast with love
animals, where love received stress. For clarity, the expression for people to
have to learn animals could be revised to for people to learn about animals.
This speaker tends to hesitate at the start of many phrases by restating
words or using filler sounds, such as: it allows-it provides; aft-after all; and
uh to uh get; some uh some other states; we-we don’t have; to uh to-to learn. If
you have a similar problem, try taking a breath before starting new phrases.

[®] Exercise 8.1: Speaking Fluently

In this exercise the student response has been rewritten with-
out the repetitions and fillers. Read each line. Then look up
and say each phrase as fluently as you can. Don’t worry if you
don’t remember the words exactly as long as you convey the
general meaning. Your focus should be on speaking in reason-
able message units without hesitations or fillers.

1.1 think aquariums are good even if we have to pay the
price of taking some animals out of nature.

2. However, I think this price is worth it because it provides
a chance for people to learn about animals and maybe
learn to love animals.

3. After all, not all people have the chance to get outside and
get in touch with animals.

4. Some animals may only live in another state or country.

5. Without aquariums we may never get to learn about
those animals.

An example response from a native speaker of English is provided.

I think that / to an extent / um / it’s ok to take sea ani-
mals out of the sea and put them in tanks / uh / the rea-
son this is good is because it really helps to educate the
public / about / um / these animals / how they live / and /
um it just helps people learn about them / appreciate
them / uh and understand them better / on the other
hand sometimes these animals are not very well taken
care of / um / in that case it would probably be better for
them to stay / in the sea / another problem is / that /
sometimes the animals might get sick / uh when they’re




in captivity / uh / (cough) / so / in that case / it might be
better to let the animals go / occasionally there are ani-
mals that are endangered and

[OOSR
b

Notice that even this native speaker uses some filler sounds like um and uh
ind even coughs toward the end. The filler sounds do not become overly
listracting for this speaker because she was able to maintain a smooth flow
>f sounds within message units and a good rhythm overall. The speaker
also uses a number of words and phrases to link the content into a coherent
whole; some example phrases include: I think that; the reason this is good is
because; on the other hand sometimes; in that case; another problem is; and so
in that case. Rather than making sweeping generalizations that may be hard
to believe, the speaker qualifies her statements with expressions like: to an
extent; sometimes; probably; sometimes; might get sick; it might be better; and
occasionally. This speaker seemed to add the phrase to an extent as an after-
thought or side comment. As such she chose to drop her pitch rather than
jump her pitch on the phrase stress. Rise-to-mid-range intonation was used
after the phrase stress.

®] Exercise 8.2: Practicing English Rhythm

To accurately produce English rhythm in your speaking, it is
important to use unstressed vowel sounds for unstressed sylla-
bles. If full or stressed sounds are used, then unstressed sylla-
bles may sound stressed and interfere with the rhythm. In the
previous example response, the native speaker used an un-
stressed sound for unstressed vowels. An example of this is the
word to. The vowel sound is pronounced uh and is sometimes
given the symbol o, which is labeled schwa. In the following
phrases, try to use the schwa sound, pronounced uh, for the
word to. Avoid using a rounded /o/ sound as you might for the
words new or blue.

1. to take sea animals

2. to educate the public

3. to stay in the sea

4. to let the animals go

The schwa sound may be used for unstressed syllables within

stressed words. For example, the i in animals can be pro-
nounced with the unstressed schwa sound.

@ Exercise 8.3: Brainstorming Reasons
for Your Opinion

When you share your opinion, it is important to state the rea-
sons for your opinion. Now take some time to practice thinking
of reasons quickly. Time yourself for a total of five minutes,
and list at least three reasons under each of the five statements
below.

1. Commuters in urban areas should be required to carpool.

2. A college education should be mandatory.




3. A course in ethics should be required for all college
degrees.

4. Doctors should deliver babies in the mother’s home.

5. The federal government should provide a free computer
to every home.

Now choose one of the topics and present the given argument
with the reasons you have listed to a partner. Ask your partner
to evaluate how well you organize your reasons, transition be-
tween reasons, and open and close your argument. If you do
not have a partner to work with, record your response and an-
alyze it yourself.

o— Tips for SHARE AN OPINION QUESTIONS

1. Take a few seconds to think about your response before speaking, so you
can begin with a strong start.

2. Do not worry about trying to give an opinion that will please the rater or
that is popular or politically correct. Rather, choose an opinion that allows
you to express your own ideas easily.

3. Begin your response by clearly stating your opinion on the given topic.

4. Provide reasons for your opinion that are clearly explained with concrete
examples.

5.1f you have time, show audience awareness by considering opposing
views and explaining why your opinion is better.

6. If you finish slightly before the minute is over, don’t force yourself to say
more if you have nothing more to add.

7. Don't worry if you don't finish before the time is up. The raters will rate
the language sample you did provide.

8. Let both words and the tone in your voice emphasize your opinion and
supporting points.

9. Pause in grammatical places. Link the sounds within any single phrase. In-
clude primary stress on each phrase, and alternate pitch between stressed
and unstressed syllables. Use appropriate intonation for phrases that end
in the middle of sentences and for phrases at the end of sentences.

Share an Opinion Practice Questions

These practice questions will help you prepare to think quickly and re-
spond concisely to share an opinion questions. Work on one practice ques-
tion at a time. If you preview all the questions at once, you will ruin the
spontaneity. Make your practice as realistic as possible by not looking
ahead at other questions and by keeping the time limit. For each set of the
following practice questions, tape-record your responses. As you listen to
your recorded responses, check if you have clearly stated and defended your
opinion. Also listen to how coherent and fluent your response sounds. Cor-
rect and repeat responses that need improvement.



Practice Question 8.1

Some people enjoy living in large urban areas. Other people prefer living in
rural areas. Please tell me where youw'd prefer to live and why. (60 seconds)

Practice Question 8.2

Due to budget cuts, some schools have to limit some of their programs. Some
believe art courses, band, and orchestra should be eliminated. Others say
physical education and sports teams should be cut. What is your opinion?
Which programs do you think schools should cut, and why? (60 seconds)

Practice Question 8.3

>ome people have suggested that the United States should not use pennies

or currency anymore. Other people disagree. Please tell me what you think
bout this issue. (60 seconds)

Practice Question 8.4

ome people think that the government should provide health care for all
itizens. Other people think that citizens should be responsible for their
wn health care. Please tell me your opinion about this topic. (60 seconds)

Practice Question 8.5

ome parents like to know the gender of their baby before it is born. Other
arents prefer not knowing the gender until after it is born. Please tell me
our opinion about this topic. (60 seconds)

It

Practice Question 8.6

New medicines take many years to get from the research lab to the market-
place due to strict government regulations. Some people think the govern-
ment regulations should be loosened in order to get needed drugs to the
public quicker. Please tell me your opinion about this topic. (60 seconds)

Practice Question 8.7

It is often difficult to get doctors to practice medicine in rural areas. Some
people believe the government should provide bonuses to doctors who work
in rural areas. Please tell me your opinion about this topic. (60 seconds)

Practice Question 8.8

Doctors typically pay large premiums for medical malpractice insurance,
which results in an overall increase in the cost of health care. Some people
think there should be caps on the lawsuits brought against doctors to help
control insurance costs. Please tell me your opinion about this topic. (60
seconds)

Practice Question 8.9

Some people think a common monetary unit across countries, like the
euro, will be good for the economy, while others feel it will hurt the econ-
omy. Please tell me your opinion about this topic. (60 seconds)

Practice Question 8.10

Many technology jobs have been relocated from the United States to loca-
tions where the cost of living and the price of labor are less expensive.
Please tell me your opinion about this topic. (60 seconds)
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Discuss a Hypothetical Situation

In this chapter you will:

* Become familiar with the instructions for the discuss a
hypothetical situation questions of the TSE®,

* See examples of discuss a hypothetical situation questions
and corresponding responses.

* Learn what makes an effective response to discuss a
hypothetical situation questions.

* Practice responding to a variety of discuss a hypothetical
situation questions.

I'he general directions for this section of the test may be something like this:

The next few questions will ask you about your thoughts
on a number of different issues. Think for a couple of sec-
onds before you begin answering. Try to answer as thor-
oughly as you can in the time given for each question.

'he questions in this section can cover a wide range of topics but no special
Xpertise is expected on your part. Chapter 8 covered the share an opinion
ype questions, and this chapter covers the discuss a hypothetical situation
Juestions. A hypothetical situation is a situation that is imaginary, though

——

it could be true in the future. Hypothetical situations allow you to be cre-
ative with your answer since you are not restricted by describing \tvhat actu.-
ally is real. On the other hand, don’t create a hypothetical 51tuat.1on that is
so unreal that it is unbelievable or confusing. As with the previous ques-
tion, take a few seconds to organize your thoughts.

For the discuss a hypothetical situation question, you may be asked
something like this:

If you were given a million dollars to donate to one charity,
what charity or type of charity would you give it to? (60
seconds)

There are hundreds of potential charities you could donate to. Don’t let the
freedom to choose interfere with providing a good response. Don’t waste a
lot of time thinking of the absolute best charity or comparing between
charities to determine which one is most important to you. Since you can
speak about any charity, choose one that you know or care about so that it
will be easy for you to talk about. If you don’t know anything about cancer
research or charities for cancer research, don’t choose this charity just be-
cause you believe it is the most important. It might be easier to talk about
donating money to the hospital or library in your home town. While that
hospital or library may not make it onto a worldwide charity list, it might
be a good choice if you can explain how important that hospital or library
is to the community and how an increase in funds could improve services.

The key to responding is to clearly identify the charity or type of char-

ity and to explain why this might be a good choice. Here is an example
response:

There are a LOT of good charities out there /if I had a
million dollars / I think I would give it to MEDICAL
research / research is needed for CANCER / for MS / and /
uh / ALZHEIMER’S disease / uh / ok / let’s say I donate the
money to CANCER research / almost EVERYONE knows




SOMEONE who’s been affected by cancer / there’s SKIN
cancer / COLON cancer / BREAST cancer / PROSTATE
cancer / (pause) / and many OTHER types of cancers /
research has helped advance early DETECTION of many
Jorms of cancer / but if cancer is TRULY to be controlled /
then some form of cancer PREVENTION must be devel-
oped / With LESS government money for education and
research / money from OTHER sources / is needed to keep
the research GOING / I'd be VERY happy / if the money I
donated lead to a significant discovery / that helped pre-
vent or cure CANCER /It’s a BIG job though and will take
the work of a lot of . . .

This response starts by saying there are a lot of good charities, then narrow;
the focus to medical research, and finally focuses on cancer research. It’s as i
the speaker were talking through his choice of topics. While this strategy
works for this speaker, he may want to think for a few seconds before be-
ginning and just start by saying something like, I think cancer research is a
worthy charity to donate to. Another strength of this response is the phrase
stress, which has been highlighted in capital letters. In the list of cancers, 4
rather than stress the word cancer each time, the speaker places stress on
each type of cancer (skin, colon, breast, prostate, other). To convey the hy-
pothetical nature of the donation, the speaker uses the expressions I would
and I'd. The word choice accurately and concisely conveys the speaker’s
meaning with words such as: detection, prevention, controlled, developed,
and significant. The tone is conversational with expressions like: a lot of, I
think I would, very happy, and a big job. The use of contractions also adds a
casual sound: ler’s, who’s, there’s, I'd, and it’s. The words and stress show en-
thusiasm for making a difference with this hypothetical donation. Al-
though the speaker is cut off from completing his last sentence, his score
will not be lowered because of this since he has adequately addressed the
question.

In the example response that follows, look for how the hypothetical na-
ure of the response is expressed.

1 think / for a million dollars I would give it to some type
of medical research like cancer / um / this is a diseaS('e t.hat/
affects almost everyone and / being able to find medicines
or treatments or even a cure for this / uh would just be a
real benefit to society / (cough) um / other types of medical
research are also good / uh to donate money to but cancer
is one where I just feel like / so many people are affected by
it/ um / that that would be a good place for the money to
go (20 seconds remaining)

In this response, underline the word would each time it is used. May, might,
and would are important words in conveying hypothetical information.

®) Exercise 9.1: Discussing the Future

Complete the following information. With a partner discuss
the future you anticipate for your home country. Remember,
the words may, might, and could are useful in discussing fu-
ture possibilities.

Name of home country:

Approximate population:

Type of government:

Natural resources:




Industries:

Here are some example sentences:

* My country might be able to expand in international
trade.

« Wood is an abundant natural resource, and if we can de-
velop the furniture industry, we might be able to make
better use of it.

* If our population continues expanding at the current
rate, we could be facing a food shortage within 20 years.

Here is another example response:

I think /I will / uh / give uh / my money / to / charities uh
which / help people in / Africa /I saw a lot of country (ies) /
in that / in those cit / in those countries vely (very) poor
and / they don’t have enough food to eat / the people there /
looks vely (very) thin and /unhealthy / so I think if I have /
a lot of money / I will give them / some money to help
them / because um / we are all human / we should all help
each other (15 seconds remaining)

This response does a good job of identifying a type of charity, help people in
Africa. It also provides a rationale for helping others even if we don’t know
them because we are all human. The opening could be strengthened by
thinking for a few seconds before speaking and clearly stating the charity.
without hesitations, such as: I think I would give my money to help hungry
people in Africa. The speaker responds with hesitancy and effort indicated by
repetitions like: in that, in those cit, in those countries. The speaker mentions
that the people are thin and unhealthy. The time remaining at the end of the
response suggests that the speaker could go into more detail. She could men-
tion some of the causes of hunger, such as wars and drought. This speaker g

has some trouble with /r/ sounds as indicated in the word very. If the
speaker is aware of this problem she could practice words that contain r
that she frequently uses in order to pronounce them more accurately.

@ Exercise 9.2: Practicing Pronunciation of Rand L

The letter r can appear at the beginning, middle, or end of
words. It can appear connected to a vowel or consonant. Some
people have difficulty when the letters r and | appear in the
same word. L is pronounced with the tip of the tongue touch-
ing the tooth ridge. R is pronounced by curling back the tongue
without letting the tongue touch the roof of the mouth. Here
are some terms from the University Word List to practice your
pronunciation of | and r. Say each word aloud, repeating it as
necessary to get it pronounced correctly. Record yourself or ask
someone for feedback. Create a sentence for each word for
more contextualized practice. The first three sentences have
been created for you.

1. accelerate

If we accelerate our reading schedule, we can spend more

time on the research projects at the end of the semester.

2. alternative

You have two alternatives for this project: summarize a

journal article on this topic or conduct an interview and

summarize it.

3. circulate

While vou do vour experiments | will circulate through the

lab to help with any problems.




. clarify

. internal

. interval

7. journal

10.

11.

. laboratory

. lecture

material

neutral

12. overlap

13. perpendicular

14. preliminary

15. principle

16. rational

17. relevance

18. similar

19. surplus




20. term inology

——
_—

21. tolerate

_—
_—

Here is another example response:

gm0

Mm / ha for me it’s a little bit easier (laugh) this question /
1 will geeve (give) all the mowney (money) to a third
world sharity (charity) / I leef shor fildren (I feel for chil-
dren) in / in those / countries / because I SAW how they

I suffer / 1 SAW the powverty (poverty) / I SAW the situation
that they can LIVE / oh / under / the situation under / they /
try to develop their skills / and then they try to live / and /
ah it’s awful so / I will give my ENTIRE money / just / for
those children in those countries / this will make the
future a little bit better (10 seconds remaining)

Your words:

22,
_

As with the other sample responses, a specific charity was not named, but a
type of charity was clearly identified: children in third world countries.
Communication is compromised due to pronunciation problems with
vowels and consonants. In the first couple of lines there are a number of
problem areas. The i in give is pronounced like a long e rather than a short
i. The oin money is pronounced as a rounded ow rather than an unrounded
mid-mouth sound. The consonant /ch/ is confused with /sh/ in charity, and
the /f/ and /1/ sounds are reversed in feel. The /ch/ and /f/ sounds are re-
versed in the words for and children, and /sh/ is substituted for /ch/. A wider
mouth position is needed for pronouncing the o in poverty. Phrase stress is
placed on the verb saw all three times it is used. Perhaps this emphasizes
that the speaker personally witnessed this suffering. However, he may want
to place phrase stress on suffer, poverty, and situation to emphasize the chil-
dren’s experience more than his own. The speaker uses the word so to indi-
cate a summary statement at the end. The summary statement provides a
brief wrap-up statement for this response.




O] Exercise 9.3: Giving a Hypothetical Response

For each situation pretend you are a university instructor and
respond appropriately. Give your response aloud to a partner
or record and listen to your responses. Check your accuracy of
the use of may, might, and would. The first response has
been done for you as an example.

1. A student asks you a question you don’t know the answer
to. What would you do?

1 got a question | didn't know the answer to, | would

admit | didn’t know. | might also ask if there Wwas anyone in

the class that did know the answer. If it was a problem to

solve, | might explain the approach | would use to try and

solve that problem.

2. Your students look bored. What would you do?

3. The projector goes out, and you have no way to show
your power point slides. What would you do?

4. You forget your lesson plan in your office. What would
you do?

5. Pretend you are a teacher and your students conlg)laln
. . "
that you haven’t graded their exams yet. What would yo

do?

6. Pretend another instructor asks to observe you. What

would you do?

7. Pretend your office mate plays the radio too loud. What
would you do?

8. Pretend you have five minutes left of class with 15 more
‘ ?
minutes of material to cover. What would you do?




&— Tips for DISCUSS A HYPOTHETICAL SITUATION QUESTIONS

1. Take a few seconds to think about your response before speaking, so you
can begin with a strong start.

2. Do not worry about making the best choice. Choose something you feel
comfortable talking about.

3. Begin your discussion by clearly identifying your choice in the given hypo-
thetical situation.

4. Explain the reasons for your choice. Use concrete details to illustrate what
you mean. You may use personal experience to make your discussion
more vivid.

5. If you finish slightly before the minute is over, don't force yourself to say
more if you have nothing more to add.

6. Don't worry if you don’t finish before the time is up. The raters will rate
the language sample you did provide.

7.1f you know certain English sounds are difficult for you to pronounce,
practice saying words you use frequently that contain these sounds.

8. Let both words and the tone in your voice emphasize your main points.

9. Pause in grammatical places. Link the sounds within any single phrase. In-
clude primary stress on each phrase, and alternate pitch between stressed
and unstressed syllables. Use appropriate intonation for phrases that end
in the middle of sentences and for phrases at the end of sentences.

Discuss a Hypothetical Situation
Practice Questions

These practice questions will help you prepare to think quickly and respond
concisely to discuss a hypothetical situation questions. Work on one practice
qQuestion at a time. If you preview all the questions at once, you will ruin the
spontaneity. Make your practice as realistic as possible by not looking ahead
at other questions and by keeping the time limit. For each set of practice
questions that follow, record your responses. As you listen to your recorded
responses, check if you have discussed the situation in enough detail for
someone else to understand. Also listen to how coherent and fluent your re-
sponse sounds. Correct and repeat responses that need improvement.

Practice Question 9.1

If you were able to decide the criteria for an all-expenses-paid college

scholarship, what criteria would you choose? (60 seconds)

Practice Question 9.2

If you could choose to have dinner with any famous living person in the

world, who would you choose? (60 seconds)

Practice Question 9.3

If you could be the author of any kind of book, what kind of book would

you choose to write? (60 seconds)

Practice Question 9.4

If you could learn another language besides English, what would you

choose? (60 seconds)

Practice Question 9.5

If you could start a new business, what kind of business would you start

(60 seconds)

Practice Question 9.6

If you could live anywhere in the world, where would you choose to live
(60 seconds)



If you could choose to be any kind of doctor,
you choose to be? (60 seconds)

If you were invited to give a commencement address at your universj
what topic would you choose to speak on? (60 seconds)

If you could go anywhere on sabbatical, where would

If you could attend any professional conference,
you choose to attend? (60 seconds)

Practice Question 9.7

what kind of doctor woul

“10-

Practice Question 9.8

Describe a Graph

a this chapter you will:

. . . . : ibe a
Practice Question 9.9 . Become familiar with the instructions for the descr

i f the TSE®.
graph questions o . -
« See examples of describe a graph questions and correspon
ding responses. .
« Learn what makes an effective response to describe a graph
questions. . ‘
. Practice responding to a variety of describe a graph

you choose to go? (6¢:

Practice Question 9.10

which conference would questions.

The general directions for the graph section of the test may be something
like this:

Here is a graph of State University’s enrollment over ltlwo
decades. You now have 15 seconds to review the graph.
(preparation time = 15 seconds)

M e

In this example the graph is about enrollmen‘t at State Univer.sity. Thetgez
eral directions will focus on identifying the utle' or.some basic ihc?'r o tei:n
tics of the graph that is provided. While everYthl.ng in tl}:e general dzl;:ztion
may be learned from the graph itself, these details n the g?‘z}elra raph. Thi
should help you quickly focus on the important features of the graph.



chapter covers the describe a graph questions
ar;c.zlyze a graph questions. Use the 15 seconds ’t
solid understanding of the information it con

and Chapter 11 coverg the’
o.study the graph to gain aiﬁ
tains. Identify the variableg
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students (in thousands)
N R & o® N

-
(=]

Vhen the 15 seconds to review the

1ing like this: graph are over, you may be asked some-

Please tell me about the j
e informatio . .
graph. (60 seconds) N portrayed in this

descr ibing the gra e

ph, focus on th
Ip to explain some € content of the graph. While it may

of the graphical features of he a
a ; ures of t
hod: : graph, such as wh
h.ad Ng means or the variables on the horizontal and vertical axes, it 't
S, 1t 1S

worry about reading the numbers on the graph to a high precision. It is

petter tO quickly approximate. Some speakers don’t mention the numbers

at all; instead they focus on the trends and comparisons. An example re-

sponse 10 this question is:

Ir This graph portrays um / student enrollment and applicat /
or students actually admitted and their applications /
i (clears throat) / to this university / as a function of year /
um / there’s some interesting / things that are going on
here you can see thereisa uh/a dip in applications in
nineteen ninety five / whereas in general there is an upward
trend / um / from eighty five to two thousand five so in
ninety five the number of applications dropped / uh /even
though the number of applications was large um / the
number of people- students actually admitted / was
relatively low / on the order of a half to a third /um /
interestingly in nineteen ninety five when / the applications
dropped / um there is a higher percentage of people
admitted so / the admiss- the admissions / while they did
increase a little bit / year to year / didn’t go up nearly as

much as the applications went up /

The speaker gives a strong opening statement with the phrase, this graph
portrays. Other useful expressions to begin describing a graph include:

« This graph portrays, shows, illustrates, depicts . . .
* The title of this graph is . ..

The speaker identifies two critical variables under comparison in the graph:
enrollment and applications. Specific vocabulary is used to get the speaker’s
ideas across. For example, the expression as a function of year is a mathe-
matical or scientific way to describe a graph that represents data over time.

Alternative expressions include:



* applications and enrollment according to year . . .
* applications and enrollment by year . ..

* applications and enrollment every five years between 1985 and
2005. ..

The speaker never mentions the specific number of applications or stu-
dents enrolled. Rather, he describes the graph in general with phrases like:
a dip in applications, in general there is an upward trend, the number of
applications dropped, was relatively low, on the order of a half to a third, a
higher percentage, increase a little bit, and didn’t go up nearly as much. With
this strategy the speaker avoids bumbling over numbers or losing his audi-
ence by mechanically reciting the numbers for each bar on the graph for
each year. The result is that the speaker is able to convey the overall mean-
ing of the graph quickly.

Even though there are some hesitations (um) and some rephrasing (the
admiss- the admissions), message units are spoken fluently with linked
sounds and accurate word and phrase stress. Overall, this would be consid-
ered a strong response.

In the next example response, the speaker is able to describe the overall
content of the graph and also includes some specific numbers from the graph.

This graph compares the number of student applicants to
the number of students admitted uh / over a period of
twenty years in five-year increments / and it looks like /
uh there are always more students who apply than are
actually / admitted / and applica- applications increase /
um every five years except for nineteen ninety five / also /
the number of students admitted increases / except for the
year two thousand when the number admitted stays level
at around thirteen thousand students / the increase in
students admitted over this twenty year period isn’t nearly
as much as the increase in applications / by two thousand
and five / State University is receiving approximately uh /

twenty one thousand applications / but admitting only
fourteen thousand students

As in the previous example, a strong opening statement is m;de.t:)ydhlrlgﬂ}};
lighting the comparison between applicants and studenjcs :? mi Z .eriOd
time frame is expressed in a sophisticated man.ner by stating: OWZ fta N
of twenty years in five-year increments. Early in the response the : h

described in general terms: more students. who apply than-are ;c u'a ly
admitted. The speaker also points out exceptions to the trends: app zcatw}:zs
increase every five years except for 1995. Towafd the end of the response the
speaker starts giving some numbers: thirteen thousand, tv'venty o'n;
thousand, and fourteen thousand. These numb.ers -are c.lualilﬁed' w1}t1

expressions like: around and approximatel}'/. Cohesion is ma.unta‘ln:l('i int Z
comparison described in the response with t.he,se expressions: ; 1s ﬁnzp !
compares, more students who apply than are, isn’t nearly af much, an .u

admitting. Intonation and phrase stress also enh‘ancef, cohesion. Contrasting
stress is used on the words applicants and admitted in the Phrase the num-
ber of student applicants to the number of students admitted. .Low—ragge
intonation is used consistently at the ends of sentences, and rise-to-mid-
range is used for mid-sentence phrases.

®] Exercise 10.1: Speaking Fluently

The following sentences were adapted from the previous exam-
ple response. Determine where you would pause for message
units and where you would place phrase stress for each mes-
sage unit. Say each sentence aloud as fluently as you can. The
first one has been marked for you.

1. This graph compares the number of student APPlicants /
to the number of students adMlItted / over a period of
twenty YEARS / in five-year INcrements.

2.1t looks like there are always more students who apply
than are actually admitted.

3. Applications increase every five years except for nineteen
ninety five.



-

4. Also the number of students admitted increases except for
the year two thousand when the number admitted stays
level at around thirteen thousand students.

5. The increase in students admitted over this twenty-year
period isn’t nearly as much as the increase in applications.

6. By two thousand and five State University is receiving ap-

proximately twenty-one thousand applications but ad-
mitting only fourteen thousand students.

Here is another example response:

The type of this graph / is the enrollment of State Univer-
sity / um / the x-axis provide(s) us the years / such as nine-
teen eighty five / nineteen ninety / until two thousand and
two / and the y-axis / uh provide (s) us the information /
that how many students / applied / or admitted to this
university / uh from this graph we can see that from nine-
teen eighty five / to ninety / to two thousand five / both the
/ eh eh / students / applicated to this university / or admit-
ted to this university / increased / uh especially / for the /
for those students appl / ap- apply to this university / in
ninet'een eighty five / it was / uh / fifteen thousand / how-
ever in nine / two thousand two /it wa /itis. ..

This speaker begins with the title of the graph and then describes the x and
y axes. To get across the point that the time scale is in five-year increments

the speaker starts listing the years. With each year in the list, good rise-to-’
mid-range intonation is used until the end of the sentence when down in-
tonation is used. This last year is mistakenly called 2002 instead of 2005

There are no penalties for small errors in reading the graph. Later in the r ‘
sponse the year is correctly stated as 2005, and in the last line it is mistali:

enly referred to as 2002 again. In this case there is no data for 2002, so it is
Jear that the speaker is talking about 2005. However, if there were data for
each year and 2005 were mistakenly referred to as 2002, then this would be
confusing to the listener and may detract from the score.

The speaker points out the general trend that both the number of
applications and students admitted has increased. It is unclear what the
speaker intends to point out by highlighting 1985 with especially. Applica-
tions exceed admittances for each year listed and the number of applica-
tions in 1985 is not a maximurn, so it is unclear what is special about 1985
There are a few other phrases that are not as precise as they could be. The
phrase the type of this graph could be reworded to the title of this graph
The phrase both the students applicated to this university or admitted to thi
university could be reworded to both the students who applied to this universit;
and those who were admitted to this university. In this sentence applied is th
correct word form, and the word and conveys the idea of both better thar
the word or. The overall organization of this response is acceptable, but th
delivery would limit its communicative effectiveness.

Here is another example response:

From the graph we can see the students’/ applications / uh
.../ begin / began in nineteen eighty five in number of
about fifteen thousand / and / and in / two thousand and
five about / twenty one thousand / and at the same time
the students admitted by the univ / by the State University /
beginning in / nineteen fifty eight / the number was / about /
eleven thousand / and two / two thousand and five / it
reached fourteen thousand / and we can see the / for the
trend of the student applications / eh / the gradual ten-
dency / is / upgoing but / uh from / nineteen ninety to nine-
teen ninety five there is a kind of long going / and uh / and
for the situation of students admitted . ..

This speaker jumps into a detailed description of the graph by stating t
number of applications in 1985 and 2005, and then stating the number



Households with Internet in 1995

students admitted in 1985 and 2005. Discourse organization might be
proved by starting with an overview such as: This graph provides data on

14%
number of applications and admittances from 1985 to 2005 at State Uni

m1-6 months

sity. Toward the end of the response some overall comments about 0 6 mo—1 year
i B 1-2 years
graph are shared, such as: for the trend of and the gradual tendency. Phr 0 2-3 years

like upgoing and long going give a sense of the meaning but may be con
ing to the listener. Upgoing may be rephrased as increasing, and long g
may be rephrased as slight decrease. Certain expressions are common w:
describing graphs and when used properly may help to improve your fiy

ency when discussing a graph. Some of these graph expressions are listed
the chart.

@ 3 or more years

Lines Areas Trends Changes“, . 2000
‘ 3 tin
solid line shaded area increase rapid HouSéhO‘dS with Interne
dashed line dotted area decrease slow
dotted line blackened area rise sudden
straight line cross-hatched area fall gradual m 1-6 months
curved line checkered area decline moderate 0 6 mo-1 year
horizontal line drop exponential | 1-2 years
vertical line jump consistent 0 2-3 years
leveling off [@ 3 or more years
plateau

®] Exercise 10.2: Describing a Graph

Look at the following graph. Using words from the chart,
write five sentences that describe the graph. Say each of your
sentences aloud. Ask a partner or an ESL instructor for feed-
back on your language use and how you sound. Alternatively,
record yourself saying the sentences and give yourself feed-
back. After practicing your sentences, practice describing the
graph in a coherent manner. An example description has
been done for you.

48%

D ntage of
1. The cross-hatchead area shows that the perce
| r more than three

households with Internet connections fo ’
yeé pidly 000.
ears has increased ra idly from 1995 to 2



Here is another example response to the State University graph.

In this graph / we can see / from nineteen eighty five to two
thousand and five / thereisaum/a increase-in(g) train
(trend) / of students applicants / and also there is a goo /
uh / train (trend) of a / of a increasing trend of students
admitted in the university / but / in / the students admitted
in the university is relatively s / small / compared to the
students’ applicants (applications) / so / and but / so um /
in / as a general / the students admit in the university was /
was increasing and al / that shows that / this is a good
trend for the society as/ m-many peoples go to universities /
that will / they can im / improve their uh knowledge / and
they can do better to the society / they can contribute what
they learn / in / a school / and / but who / for a student
who / applicants they / they dom’t um get admitted to the
socie / to colleges / they can also learn a lot um / same
knowledge from other area like from work ...

@Exercise 10.3: Recording a Description of a Graph

Find a graph in a newspaper, magazine, or book. Many news-
papers like USA Today and the Wall Street Journal are good
501.4rce5 for graphs. Record yourself describing the graph for one
Tnmute. Assess how well you gave the overall meaning of the
znformation, highlighted comparisons and contrasts, and
pointed out any special features of the graph. ’

The first half of this response focuses on describing the State Universit
graph. After a brief overview of the graph, the speaker goes on to analyze i
There is no penalty for analyzing as well as describing, but with only 60 sec
onds to respond, it might be better to focus on the main task of describin;
Focusing on the task of describing allows you to develop a clear explan:
tion, including comparing and contrasting the data shown in the grapl
The question following the describe a graph question is typically an analy:
the graph question. If you analyze the graph during the time to descrit
the graph, you may not have anything more to say for the analyze a graf
question, or you may not feel comfortable repeating some of the thin

you just said.




Tips for DESCRIBE A GRAPH QUESTIONS

- Begin describing the graph by stating the title.
Identify the important variables.

- Give an overview of the data by explaining overall trends or generalizations.
As time allows, describe the details of the graph.

. If comparative data are shown, explain some of the ways the data com-
pare and contrast.

U b w N
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- Explain any special symbols used in the graph.

7. Avoid losing time by trying to read the numbers on the graph too accu-
rately. Round numbers, and qualify with expressions such as about and
approximately.

8. If time allows, summarize the main point of the graph at the end.

9. If you finish slightly before the minute is over, don't force yourself to say
more if you have nothing more to add.

10. Don’t worry if you didn’t finish describing the graph. The raters will rate
the language sample you did provide.

11. Let both the words and the tone in your voice emphasize key points and
comparisons and contrasts.

12. Pause in grammatical places. Link the sounds within any single phrase. In-
clude primary stress on each phrase and alternate pitch between stressed
and unstressed syllables. Use appropriate intonation for phrases that end

L in the middle of sentences and for phrases at the end of sentences.

Describe a Graph Practice Questions

These practice questions will help you prepare to think quickly and re-
spond concisely to describe the graph type questions. You should take 15
seconds to study the graph before describing it. Work on one practice
question at a time. If you preview all the questions at once, you will ruin
the spontaneity. Make your practice as realistic as possible by not look-
ing ahead at other questions and by keeping the time limit, 15 seconds to
preview the graph and 60 seconds to describe it. For each set of ques-
tions, record your responses. Then listen to each Tesponse to see if you
have accurately described the overall meaning of the graph and high-

that need improvement.

Practice Question 10.1

30%

10%

15%

at respons
lighted any key comparisons or contrasts. Correct and repe p

o ds
Please tell me about the information portrayed in this graph. (60 secon

Average Household Budget in 1995

M Taxes
O Food-
W Housing
O Clothing
[l Other

Average Household Budget in 2000

15%

39%

W Taxes

O Food

M Housing
O Clothing
=] Other



Practice Question 10.2

Circulation at
Midstate University Library

Numbers in thousands

2000-01 2001-02 2002-03 2003—04 2004-05

Note: “Books and records” include general books,
reserve material, journals, and reference materials.
“In-building use” includes microfilm, journals,
references, and indexes.

L1 Books and records
B In-building use

Please tell me about the information portrayed in this graph. (60 seconds)

Practice Question 10.3

Tuition at Public & Private
Institutions

18000 -

16000 |

14000 -

12000

6000 -
4000

2000 et T

0 , ‘ . —

1985 1990 1995 2000 2005

Avg tuition & fees in $

— == Private
10000 = . Public
8000 -

Please tell me about the information portrayed in this graph. (60 seconds)

27
10: Describe a Graph )

Practice Question 10.4

Unemployment Rates

9 —
L d
é 3 {1 2000
36 & 2005
g- 5
§ a
L d 37
S 2
[¥)
o 1
& 4 { : [ .

City A CityB CityC CityD CityE

Please tell me about the information portrayed in this graph. (60 seconds)

Practice Question 10.5

Exercise Characterisitics in Counties

O Women
B Men

% exercising weekly

ul &

East  Upper Middle Lower West
County County County County County

Please tell me about the information portrayed in this graph. (60 seconds
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Practice Question 10.6

_11_

Farming Trends

0 South County
B North County

Analyze a Graph

Number of farms

L .
1985 1990 1995 2000 2005 chapter you will:

+ Become familiar with the instructions for the analyze a
graph questions of the TSE®.

« See examples of analyze a graph questions and correspon-
ding responses.

* Learn what makes an effective response to analyze a graph
questions.

* Practice responding to a variety of analyze a graph
questions.

Please tell me about the information portrayed in this graph. (60 seco

e general directions for the graph section of the test may be something
e this:

Here is a graph of State University’s enrollment over two
decades. You now have 15 seconds to review the graph.
(preparation time = 15 seconds)

this example the graph is about enrollment at State University. Chapter
10 covers the describe a graph questions, and this chapter covers the analyze
4 graph questions. After studying the graph for 15 seconds and describing it
for 60 seconds, you should have a fairly good understanding of what it
OWS- In the analyze a graph question, do not merely continue describing
RRIaph as shown. You will be expected to discuss possible reasons for the



information. You might not know the full background on the graph V
there may be many possible explanations for the information. It is io; ?nd
porta.nt VYhether you have the correct analysis or the best anal sis ’i‘m-
question is given to assess your ability to communicate your ownyan. 1 h'e‘
of graPhical data. Since you only have 60 seconds to respond, do n atYSISv
stuck in an explanation of an overly complex analysis. Think, of reo -
that are straightforward and concrete. This will allow you to focus 0: 31:25

guage and communication rather than difficult content.

Enroliment for State University

22

20 -

18 -

16 A

14

students (in thousands)

12

10 -

1985 1990 1995 2000 2005

After being asked to describe the graph, you may be asked something like this:

! Student applications
& Students admitted

shown in the graph. (60 seconds)

Please propose some reasons that may explain the data

So i
X lmé pleople get nervous trying to respond to this type of question because
ogical reason may not come to mind immediately. One way to prepare is

to th.mk about categories or themes that often cause changes, such as eco-
nomics, politics, technology, education, and culture and values. For a given
1ssue, try to think which category provides the most logical reasons for the

information. Generally it is better to focus on one reason
and to provide supporting details. ’

or maybe two,

™ A

51 Exercise 11.1: Using Categories
to Explain Scenarios

Following each scenario is a list of categories. Write a reason
after each category that could potentially explain the scenario.
The first one has been done for you.

1. A change in students’ test scores could be attributed to:

Economics: An increased school budget allowed hiring of

more teachers and smaller classes to pro-

vide more individualized attention.

An_implementation of standardized testing

Politics:
from the local authorities helped eliminate

differences in grading.

Technology: Computers provided students easy access

to more information.

Education: The changes in teaching methods encour-

aged deeper learning.

Culture and values: If a culture values education at well-

known institutions then students may be in-

fluenced to strive to do better on tests in

hopes of entering a quality school.

Note: Without knowing more background information, we
can’t be sure which, if any, of these reasons is correct. But any
one of them could be developed into a coherent response.
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2. A reduction in the number of nurses could be attributed to:

Economics:

1. Anatyze a Graph
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Politics:

Technology:

Education:

Culture and values:

3. A reduction in the cost of medications could be attributed to:

Economics:

Politics:

Technology:

Education:

Culture and values:

4. An increase in the number of construction injuries could
be attributed to:

Economics:

Politics:

Technology:

Education:

Culture and values:

5.An increase in the number of visa requests could be
attributed to:

Economics:

Politics:

Technology:

Education:

Culture and values:




Now go back and choose one scenario for which you will give
a 60-second response. Do not describe all potential reasons as
listed; rather, choose one reason and explain it in detail,
Share your answer with a partner. Your partner can provide
feedback on how coherent your response is. If you do not have
a partner to work with, record your response and evaluate it

yourself. Rephrase confusing sentences and then try recording
a second time.

Here is an example response based on the graph for Enrollment at State

University:

mm that’s a tougher one uh /I think the uh / one thing uh /
(cough) if actual applications went down / as in nineteen
ninety five / that could be maybe the economy was going
really well that year and uh / you know that will um / that
will impact maybe less people thought they needed / more
education because they already had a job / um / other than
nineteen ninety five / there is a general trend upward for
applications received / which could mean that / uh more
people wanted to go to college / which probably meant that
either the job situation or the um / careers that they |
wanted required an education / as more and more people
realized this uh / and the school’s actual admissions went
up probably because they were increasing capacity / hiring

more teachers or / uh building more classrooms and things |
like that

The graph shows data for student applications and student admissions, and
the response provides reasons for the changes seen in both. Economic and
education reasons are suggested for the changes in applications. If the

economy is strong and people readily find good work without more educa-
tion, then there is less economic motivation to applyto a university. If edu-

I

cation becomes a necessary prerequisite for more and more jobs, then pe?-

le have more motivation to apply to a university. Reasons for c.h.anges in
students admitted are related to resource allocation, such as hiring more
teachers and building more classrooms. o

At the beginning of this response the speaker is thinking aloud. ,He
comments that this question is harder than the previous one (rr.zm thats. a
tougher one uh). He hesitates a couple of times before he starts his analysis:
I think the uh / one thing uh / (cough) if. This speaker sounds ver?f nat.urefl as
though he is comfortably talking with a friend about what he is thinking.
However, some people do not sound natural when they do not ha.ve. a clear
direction for what they want to say. For those kinds of speakers it is often
helpful to take a few seconds to quietly gather some thoughts.before spealf-
ing and then start with a strong opening statement that pr.eV1ews the ma'un
ideas. For example, this speaker could have said, Economics and educafzon
are the most probable causes for changes in the number of student applications
while resource allocation may influence the number of students admitted. To
add extra emphasis to key ideas, there could be a short pause after the
words economics, education, and resource allocation. A brief pause after key
words helps the listeners to process these key words and categorize them as
significant.

Since the speaker can’t be absolutely positive if his reasons are accurate
or not, he uses phrases like: if actual applications, maybe the economy, maybe
less people, which could mean, which probably meant, probably because, and
things like that. All of these indicate the speaker is expressing possibilities
rather than verifiable conclusions. This speaker stays on task, speaks with
clear pronunciation, and conveys his ideas in a coherent manner. Despite
the hesitations, this would be considered a moderately strong response.

@ Exercise 11.2: Speaking Fluently

In this exercise the student response has been rewritten more
concisely. Read each line. Then look up and say each phrase as
fluently as you can. Don’t worry if you don’t remember the
words exactly as long as you convey the general meaning. Your
focus should be on speaking fluently, with reasonable message

units and correct phrase stress.



1. Actual applications went down in nineteen ninety five.
2. Maybe the €conomy was going really well that year.

3. So maybe less people thought they needed more education
because they already had a job.

4. Other than nineteen ninety five, there is a general trend
upward for applications received.

5. This probably meant that either the job situation or the
careers that they wanted required an education.

6. The school’s actual admissions went up probably because
they were increasing capacity by hiring more teachers or

building more classrooms,

Here is another example response:

|

5 Cause if we look back into / the history you can see /

| maybe twenty years agothe/uh /it’s the /ii i it’s the start
g of the growing birth rate of the county / so Jor each year

| you will find more / and more coming / new students / and
| they will apply Jor university / so that’s why the students’

§ application / is growing /uh / and uh / and meanwhile of

f course / the university accepts more and more fund(s)

| from the government / and also / some donations from

| some / alumni / so the students could be ad / admitted by
the university is also increasing / uh / however / there

is a kind of /uh /down / just a going down trend from
nineteen . ,

MMWMM%WMAW'“"'m”’”"“”’”’””"'“”"”"“'—M»——M»x«-—-«m»<~~/~$w.,~y e |
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Ithough this response is less sophisticated than the previous one, it still
hows good coherence, It provides reasons for the growing number of ap-

plications and the growing number of students admitted. T}.lelsp;ak:; 1(1)snez
his imagination and suggests that the studc.ents.come malnt?f rc2)0 one
county and that this county had an increase in birth r.ate? star Tiﬁozs "
ago. At the end, the response begins to addres's the dip in appt;1 e
1995, but time runs out. This response is a little short evelgﬂ oug o
speaker was talking the whole time. This indicaFes some lack l()) u;nzz;l o
score may be reduced for lack of fluency, but it would not be redu

being cut off or not finishing the response.

@ Exercise 11.3: Rewording for Clarity

Some of the phrases in the previous response could be reworded
for clarity. Suggest clear alternative expressions for each phrase
that fit the context of the response. The first one has been done

for you.

1. into the history

into the history behind the graph

2. more and more coming new students

3. apply for university

4. students’ application is growing

5. 50 the students could be admitted by the university is also

increasing

6. there is a kind of just a going down trend




Here is another example response:

From the graph we know that uh / the number of / the
student who / are admitted / from / State University is / is
much lower / than the number of student who apply for
the university / so I think a / a university should uh /
should help uh / admit more students so that they can /
attend the State University otherwise they have to go to
private one / that mean they need to pay more for the
tuition (15 seconds remaining)

In the first half of this response the speaker describes the graph again. In
the second half she shares her opinion about why State University should
accept more students. No reasons for the data are suggested. Therefore, this
response would be scored low. Additionally, many of the message units

have a flat tone, and the response is very short with time remaining.
Here is another example response:

hm / some of the reason can be / (. laugh) this university / I
dom’t know (spoken softly) / found new / departments that
9 need / more people / there was a greater investment dur-
ing the year nineteen (eighty five) to ninety five so / there
was more places for 3 students in their university / and / as
you can see here the / students admit during those years
was almost the same from nineteen ninety five to two
thousand five / so maybe their reputation of the university
increased during those year / so the number of application
increased / but the university just can / admit / the same
amount of / student / a certain amount of student that /
was the same the results ten years / mm /

AR Ak !

The speaker suggests that new departments were created e.lt thfe u)mversuy,
which increased enrollment. He also proposes that the university's repu.ta-
tion increased and prompted more students to apply. The .taslf (?f an;lyzmg
the graph was accomplished, but the communication \jvas inhibited ylpro(;
nunciation and grammar. An extra uh sound, symbolized by o, wa.s place
between words in these phrases: that o need and forls students. Thls added
vowel sound distorts the rhythm and makes it difficult f01: listeners to
process the information. This happens most often between ad].acent' conso-
nants within words and between words. If you hear yourself with t}.ns prob-
lem, you can create a smoother link between the sounds by holding back
some air when pronouncing the first consonant.. Ad‘ded vowel sound.s also
happen with some speakers before words starting in s when the s is fol-
lowed by another consonant, as in the words students and school.

@ Exercise 11.4: Creating a Smooth Link
between Sounds

Each of the sentences describes the value of questioning in the
classroom. Underline all adjacent consonants and words be-
ginning with an's plus a consonant. Say each sentence aloud as
one message unit. Focus on linking consonants together, c.md
pronouncing words beginning with s- plus a consonant with-
out adding extra vowel sounds. The first sentence has been un-
derlined for you.

1. Questions can stimulate student interest in a topic.

2. Asking questions is a good strategy to encourage commu-
nication between the instructor and students.

3. Questions help to focus the attention of students on im-

portant points.

4. Questions provide an opportunity for students to struggle
with content to obtain deeper learning.



5. Student skill and confidence are developed as they learn
to respond to questions.

6. Questions give students practice in structuring ideas and
speaking clearly.

7. Questions prompt students to think through sticky issues
for themselves.

8. Questions and the struggle to answer them can build
group cooperation in the classroom.

9. The instructor can take steps to assess the scope of learning
through student responses to carefully crafted questions.

@Exercise 11.5: Speaking Grammatically

The sentences in this exercise were taken from the response on
page 148. Rewrite each sentence in correct grammatical form.

Reword for brevity and clarity as needed. Say each corrected
sentence aloud as fluently as you can.

1. Some of the reason can be this university found new de-
partments that need more people.

2. There was a greater investment during the year 1985

to 95 so there was more places for students in their
university.
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3. As you can see here the students admit during those years
was almost the same from 1995 to 2005.

4. So maybe their reputation of the university increased

during those year.

5. So the number of application increased but the university
just can admit the same amount of student, a certain
amount of student, that was the same the results ten years.

Here is another example response:

Well it looks like over time / uh more students are interested
in attending college / um / the college also appears to be
growing / probably um / overtime people realized that / t.o get
better jobs they’re going to need a little bit better education /
and / (clears throat) so more people are wanting to attend
college / and the colleges are also admitting more people / uh /
to prepare the / population for the workplace / it coul.d also
be that other universities nearby have closed / or signifi-
cantly raised their tuition / so / State University woulz? lool.c
more attractive to more students / Why isn’t State University
growing more? / well / it might be because there ar.e not
enough state funds to expand quicker / .these are just a few
possible reasons that applications have mcrec‘lse so .much /
and students admitted have increase only a little bit /. . .




This response analyzes both the large rise in the number of student applica-
tions and the small rise in the number of students admitted. To say this
much with 60 seconds the speaker had to be very fluent in English. Stil]
there are some hesitations like well or um, but these are used in a natural
way and do not interfere with communication. The rhetorical question,
Why isn’t State University growing more? is used effectively, and the conclu-
sion briefly summarizes the key ideas. Phrase stress and intonation are used
accurately throughout. This would be considered a strong response.

Tips for ANALYZING A GRAPH QUESTIONS

1. Do not repeat a description of the graph. Focus on the specific analysis
questions asked like discussing possible reasons that explain the data in
the graph.

2. Remember categories of causes to help you think of reasons that explain
the information in the graph, such as economics, politics, technology,
education, and culture and values.

3. Focus on one, maybe two Causes, and explain those in detail. Do not list
a half dozen causes without explaining any one of them very well.

4. Think before you begin speaking, and start with a fluent sentence that
previews the main ideas.

5. 1If time allows, summarize the main point of the analysis at the end.

6. If you finish slightly before the minute s over, don't force yourself to say
more if you have nothing more to add.

7. Don't worry if you didn't finish analyzing the graph. The raters will rate
the language sample you did provide.

8. Let both words and the tone in your voice emphasize key points and log-
ical connections.

9. Pause after key words or phrases to provide time for listeners to process
what you are saying.

10. Pause in grammatical places. Link the sounds within any single phrase.
Include primary stress on each phrase, and alternate pitch between
stressed and unstressed syllables. Use appropriate intonation for
phrases that end in the middle of sentences and for phrases at the end
of sentences.

Analyze a Graph Practice Questions

These practice questions will help you prepare to think qulcl}clly andhrier-1
spond concisely to analyze a graph questions. You should study't e gralztion
each practice question before analyzing it. Work on one Pract.lce }cllue

at a time. If you preview all the questions at o.nce, you will rtli%n t ; sp(ci)n;
taneity. Make your practice as realistic as p'oss.lble by not loo 1;1g a ete.t a
other questions and by keeping the time limit. For each set o.fques 1}(l)ns,
record your responses. Then listen to each response to see }i .youﬂ avi
clearly explained your analysis of the informatlo'n in the graph in a fluen
manner. Correct and repeat responses that need improvement.

Practice Question 11.1
Average Household Budget in 1995

M Taxes
O Food
B Housing
O Clothing

EEEEEEERE B Other

15%

Average Household Budget in 2000

M Taxes

J Food

B Housing
O Clothing
[l Other

39%

ee s e0 e s s

6%

15%
Please propose some reasons that may explain the data shown in the graph.

(60 seconds)



Please propose some reasons that may explain the data shown in the graph.

Practice Question 11.2

Circulation at

Midstate University Library

[1 Books and records

Numbers in thousands

& In-building use

2000-01 2001-02 2002-03 2003-04 2004-05

Note: “Books and records” include general books,
reserve material, journals, and reference materials.
“In-building use” includes microfilm, journals,
references, and indexes.

(60 seconds)

Avg tuition & fees in $

Practice Question 11.3

Tuition at Public & Private
Institutions
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Please propose some reasons that may explain the data shown in the graph.

(60 seconds)
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Practice Question 11.4

Unemployment Rates

0O 2000

& 2005

Percent unemployment
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City A CityB
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Please propose some reasons that may explain the data shown in the grap}

(60 seconds)

Practice Question 11.5

Exercise Characterisitics in Counties
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Please propose some reasons that may explain the data shown in the grap

(60 seconds)



Number of farms

Please propose some reasons that may explain the data shown in the graph

(60 seconds)
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Practice Question 11.6

Farming Trends
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Extend a Greeting

In this chapter you will:
« Become familiar with the instructions for the extend a

greeting questions of the TSE®.
« See examples of extend a greeting questions and correspon-

ding responses.
+ Learn what makes an effective response to extend a greeting

questions.
* Practice responding to a variety of extend a greeting

questions.

The general directions for the extend a greeting, the respond to a phone
message, and the give a progress report questions may be something like this:

For the next three questions, you are to pretend that you
work in a business setting or are talking with someone
about business. These situations provide you with an op-
portunity to demonstrate how well you can converse in a
business environment. Your response should be suitable
for addressing the people and context provided in the sit-
uation of each question. You may find it helpful to take

notes as you listen.




This question tries to provide some kind of context for you to demonstragg
the appropriateness of your language, or your sociolinguistic competen
The context will most likely be a business, commercial, or industria] g
ting, although it could be an academic or social setting as well, The rel
tionship of the person you pretend to talk with will be defined in
question, such as business colleague, unknown company representativ;
work supervisor, new acquaintance, peer, or friend.

The respond to a phone message questions and the give a progress repq
questions are the only questions with listening passages, so this is the fi
time in the test where you are encouraged to take notes. You are free to ta
notes during any portion of the test, but you may find it most helpful f
the questions with listening passages. If you do take notes it is best to wrj
key words or short phrases and then to briefly order these for your
sponse. Don’t try to write out everything you want to say; you won’t hay
time. Use the notes to trigger your memory so that you can focus on speal
ing fluently. If taking notes distracts you, do not take notes.

The extend a greeting question may be something like this:

Although there is no preparation time for this question, you may think for
few seconds before speaking. The question provides an outline for your
ale

response:

. greet the colleague,

« mention the business,

. react positively, and

. extend appropriate wishes.

Try to include all four aspects in your response, so be car‘eful n.ot to spend
too much time on any one aspect. Since the pre of busmess is not men-
tioned, you should feel free to choose one. Pick something you feel com-
fortable talking about. For example, if you know a lot ab.out sports, you
might congratulate your colleague on opening a sports equipment store% or
if you love fine coffees, you can pretend your colleague has opened.a coffee
house. If you don’t know anything about computers or constljuctmn,' you
won’t want to pretend that your colleague has started an on-line business
or a construction company. It is generally easier to talk about topics that are

familiar to you.

Let’s take a look at one example response to this question.
In this situation you will be asked to talk with a business

associate. Pretend that your business associate has just
recently started his or her own business. Greet your
business associate and be sure to:

Hi / Peter / people told me that you just opened a coffee
shop / across / the street of Psychology Building / isn’t it
true? / Wow! / Congratulations! / I guess you should have a
lot of customers / going to your / coffee shop / I know that
there is no coffee shop around the Psychology Building /
there should be / um / so you should have a lot of customers /
oh do you have um / wireless Internet in your coffee shop? /
I'know that a lot of people / um like to go to the coffee

shop with the lap top / so if you / um / if you installed
wireless Internet in your coffee shop / then a lot of people
would go to your coffee shop / and that’s really attractive /
I'think / so if you haven’t installed a wireless Internet I
suggest you to do so / maybe / it can attract more customers /
ok um / I wish you / um / good luck with your / new

* say something about the new business,

* say somethin ositive regardin the new business,
g 8 4
and

* offer appropriate wishes to the business associate.

Use the next 30 seconds to prepare your response. I will
indicate when you should begin speaking. (preparation
time = 30 seconds)

You may begin your response now. (60 seconds)




business / and I’ll see you around your new coffee shop / I
will uh / find some time to go to your coffee shop to have a
/ cup of coffee / bye bye /

they do not interrupt the flow of the conversation. Frequ.ent use of filler
sounds, such as after every other phrase, can become distracting. Most
phrases have one strong stress or primary stress along with a good alter.na—
L (ion of pitch on stressed and unstressed syllables to crciate appropriate
" thythm. However, the intonation on I know that there is no coffee shop
- around the Psychology Building sounded flat. It might help the speaker to
L pause after shop. During the test, some examinees find it helpful to move
; their hand forward, point their finger, or nod their head as they speak to re-
mind them to alternate pitch or to emphasize primary stress.

E s speaker also used appropriate intonation on questions, su.ch as the
E tag question, isn’t it true? and the yes-no question, do you have erel?ss In-
ternet in your coffee shop? Since the intonation dropped after the primary
stress, the tag indicates that the speaker is fairly confident that what she just
said is indeed true. If high-range intonation were used, then it would indi-
{‘; cate that the speaker was uncertain as to how true the last statement was.
or the yes-no question the speaker used high-range intonation after the
rimary stress; however, a low-range intonation would be equally accept-
able. On the phrase I guess you should have a lot of customers, the speaker
sed low-range intonation. Since this phrase is not the end of a sentence,
ise-to-mid-range intonation would be the correct way to signal to the lis-

PSR S SISERN

This response was delivered well and addresses all parts of the task. It begi
with a simple but effective greeting Hi Peter and is followed by mentioni
the new business. The name Peter and the business of a coffee shop were
vented by the speaker and give her something concrete to talk about.
also makes the response more realistic. The positive reaction is clearly cong
municated with words like wow and congratulations. In addition to th g
well-chosen words, the positive reaction is communicated with intonat
that expresses excitement, indicated in the text with exclamation marks
the end of the conversation, the speaker tells the business associate good I
and mentions that she will go to your coffee shop to have a cup of coffee.

In addition to addressing the four parts asked in the question,
speaker also mentions the location and expresses why she thinks this is;
good location for a new business. She also asks the business associaf
whether or not the coffee shop has a wireless Internet connection. Thes
additional items go beyond the task and help the one-sided conversation
keep flowing; however, it is not necessary to go beyond the task in orde
perform well on this question.

Now that we’ve discussed the content of the message, let’s talk about
linguistic features. In general, the speaker pauses in appropriate places |
make grammatically meaningful phrases or message units. However, d
ing the greeting, the speaker pauses between Hi and the name Peter whe
would sound better to say the two words together. The pause between goff
to your and coffee shop could be eliminated as well. Many of the phrases
quite long and show advanced fluency by linking words together for.
smooth flow of sound and by using rhythm appropriate for English. F
phrase like people told me that you just opened a coffee shop, a less flu
speaker might feel more comfortable pausing after people told me. Ei
one long phrase or two short phrases is acceptable; however, it would
be acceptable to pause after every or almost every word.

There are some pauses for filler words like um, uh, and ok. Even na i
speakers will use filler sounds. If these are short in duration and infrequeé™

L tener that more information is coming.
This speaker sounds very natural with her greeting (Hi Peter), her con-
 gratulations (Wow! Congratulations!), and phrases like I guess you, oh do
ou have, and I think. Yet some of the wording seems a bit formal. The
hrase people told me could be changed to I heard or someone told me. The
egative form of the tag question isn’t it true? sounds more formal than is it
rue? The general singular with a lap top or the plural with lap topsis prefer-
ible to the specific with the lap top. Lap top acts as a compound noun and
speaker correctly placed stronger stress on lap. The phrase that’s really
ractive sounds a little stiff. It could be reworded as that would attract a lot
People or that would be really popular. The phrase I suggest you to do so
¥ould be reworded as I suggest that you do it or I recommend that you give it

There is no one right way to respond to the type of question where you
are asked 1o greet someone and wish them well on their current activities.



Hi Bill /uh it’s good to see you here / uh I heard that you /
just started a / new coffee house this town / few days ago /
and /I actually visited your coffee house yesterday / uh /I
was impressed by the interior design / and I thought / the
location is great / and / the most important / uh the flavor
of the coffee was fantastic /I really enjoyed it / us so /uh /I
hope / your coffee house will draw a lot of people /and / 1

am quite sure / that uh people will / uh keep coming to H
your coffee house once they visit / your coffee house / uh /
good lick on your business! !ﬁ

This speaker accomplishes the four tasks involved in the question. Accurate %

intonation patterns are used. Mid-sentence phrases carry rise-to-mid-
range intonation (design and great),

Intonation (fantastic and enjoyed it). The frequent use of filler sounds
to be distracting though.

Here is another example response:

Hi Mi(ke) / congratulation(s) / on your new business? /
(did) you / start up / a business on / peer-to-peer search
engine company? / that’s a great idear / now / peer-to-peer
system / are / more and more popular / lots of people using /
peer-to-peer / system to search / dentistry (industry) /
movies/ _____ shows /but /we / we need / a good
techenolgy (technology) to help research / those stuff / and
there / there / there isn’t / the good product for help in
these (this) / market / so your business / will open a new
business (line of business) / on this market / (which) is
really a great idear / and I wish you/success / and help
(hope) you / beat Google / to be / come ( become) the
number one / peer to peer / circling (searching) system

and ends of sentences carry low—range k-

tends 4
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This speaker gave a greeting based on a ?reative technol'o}glycl) viz‘:fatrlll); ﬁ;l}
four parts of the questions are included in the response(,i one p;renthe-
sponse is weakened by missing sounds and words as note .1 e
ses. Rising intonation is used correctly on the yes-no questlotn arch ngine
company? but is used incorrectly on the congratulatozy ;ta errlrﬂlhis N yens
new business. An /r/ sound has been added to t'he word eqa. " Anp:)Xtra
after a vowel when the tongue is raised too high in the ;nouh . e
sound has been added to the word tech.nology between the ¢ ;n -thoué
Some speakers have trouble linking ad)acer'lt consonar?t 'soun. }sl wi hout
adding a vowel between. Some words are d%fﬁcult t.o d;ftlnguls ;iﬁis -
dentistry for industry and circling for. searching. While the core o

sponse is good, the delivery could be improved.

®)] Exercise 12.1: Marking Intonation

Before each phrase indicate what type of intonation would be
appropriate by marking: H for high range; L for l.ow range;
RM for rise-to-mid-range. Say each phrase aloud with the ap-
propriate intonation.

Response A
1. Hj,
2. how are you doing?
3.1 heard you're starting a new business.
4. That’s really exciting.
5. How are things going with that?
6. Tell me a little bit about your business.
7. Things sound really good.
8.1 wish you really great luck
9. and success with that.

10. I hope that things turn out really well for you.



Response B
1. Hello,

2. how are you?

3.1 got word that you are starting a software
business.

4. I'm very happy that I have a friend
5. who wants to try to develop a business.

6. T hope you can compete with the big
companies

7. because competition improves the market.
8. More companies mean
9. better quality

10. and better prices.

©] Exercise 12.2: Practicing Intonation

Gfeet three people today and compliment them. You can talk
with people you know, like a friend or colleague, or someone

0 , . .
you don. t know, like a bus driver or store clerk. Practice proper
intonation as you speak.

e

®)] Exercise 12.3: Analyzing Extend
a Greeting Responses

Look at the sample responses in this exercise. Identify strengths
and weaknesses of each response. The first one has been started

for you.

Hi Mary /I knew that you just set up a new restaurant on
Green Street / is that true? / yeah / I think that’s SO great /
you know / there are so many students at the university /
and most of the students / you know / will go out for /
lunch / because they do not have enough time to prepare
their lunch / so that I think your restaurant will havea/a
lot of / customer(s) / and if your restaurant is a GOOD
restaurant / that / is uh / in a style of uh / Asian food /1
think MORE students / including Asian / and westerners /
will go these / uh do you have a good cook now? / oh / you
hired a good cook from Chicago? / that’s even greater /I
think a cook / a good cooker / is uh / half of the success of
the restaurant / and I know that / you have a / good
management / capabilities / so I/ P’m sure that your
restaurant will earn a lot of money / and /I do wish that /
you will get more success / get / more money in your own
business / and I hope that I can go to your restaurant for a
free meal / ok? / bye




Strengths Weaknesses
pronunciation pronunciation
Good stress (So, More, Good)

wording wording

Appropriate greeting (Hi Mary)

coherence / organization

other

I'knew that you just set up could be
changed to | heard that you just

impression so they / not / gonna visit again / so that the one
good point for / good restaurant and / the other one is / uh /
make variety of food / menu / uh so it can give customer /
have a multiple choice to eat / so that’s another things / so
I hope / uh your restaurant gonna be one of famous
restaurant / in this town / and good luck to your business

set up

coherence / organization

other

coherence / organization

other

engths Weaknesses
pronunciation pronunciation
wording wording

coherence / organization

other

Hi John /I heard that you opened a new restaurant on
Green Street / congratulation / I think that’s a good idear /
to open the lestaruant / on Green Street because there is /
no other / restaurant / on GREEN Street / so /uh / to be a
good rest / aurant / I'd / like suggest / two thing / for you /
uh first one / keep your restaurant clean / so / if you / uh if
the restaurant is dirty / it / can give the customer / bad




168 Toward Speaking Excellence

o— Tips for EXTEND A GREETING QUESTIONS

1. You may want to use your pen and paper to jot down some key words or
phrases.

2. Start with a simple greeting: hi Carol, hello Joseph. Speak clearly, and
avoid filler sounds at the start.

3. Since you are role playing you are free to create a name and details that fit
the context, such as type of new business. Keep your ideas simple. Talk
about things you are familiar with.

4. Try to address all four parts of the question: offer a greeting, mention the
new activity or event, share a positive reaction, and extend appropriate
wishes.

5. Identify the relationship between you and the person you are speaking
with. Choose appropriate language for the context. Consider level of for-
mality, tone of voice, and choice of words.

6. Let both the words and the expression in your voice carry the positive re-
action. Congratulations! Wow! That's fantastic! Great, we really needed a
business like that in our town!

7. End with appropriate wishes: Good luck on your new business. | hope your
business does well. | wish you the best on your new business venture.

8. Pause in grammatical places. Link the sounds within any single phrase. In-
clude primary stress on each phrase, and alternate pitch between stressed
and unstressed syllables. Use appropriate intonation curves for mid-
sentence and sentence-final phrases.

Extend a Greeting Practice Questions

These practice questions will help you prepare to think quickly and re
spond concisely to extend a greeting questions. You should read each ques-;
tion and think about it for 30 seconds before answering the question. Feel :
free to write down a few notes during your 30-second preparation time, bu
do not try to write down everything you want to say. Work on one practic
question at a time. If you preview all the questions at once, you will ruin-
the spontaneity. Make your practice as realistic as possible by not lookin
ahead at other questions and by keeping to the time limit. For each ques

12: Extend a Greeting 1oz

tion below, record your responses. Then listen to each response to see if you
have accurately responded to all parts of the question, and if you have ap-
propriately addressed the intended audience. Correct and repeat responses
that need improvement.

Practice Question 12.1

In this situation you will be asked to talk with a friend. Pretend that your
friend has just recently been awarded an academic scholarship. Greet your
friend and be sure to:

« say something about the scholarship,
« say something positive regarding the scholarship, and
« offer appropriate wishes to the friend.

Use the next 30 seconds to prepare your response. I will indicate when you
should begin speaking. (preparation time = 30 seconds)

You may begin your response now. (60 seconds)

Practice Question 12.2

In this situation you will be asked to talk with a co-worker. Pretend that

your co-worker has just recently published an article. Greet your co-worker
and be sure to:

* say something about the article,
* say something positive regarding the article, and
* offer appropriate wishes to the co-worker.

Use the next 30 seconds to prepare your response. I will indicate when you
should begin speaking. (preparation time = 60 seconds)

You may begin your response now. (60 seconds)
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Practice Question 12.3

In this situation you will be asked to talk with a co-worker. Pretend that
your co-worker has just recently received a research grant. Greet your co-
worker and be sure to:

+ say something about the research grant,
+ say something positive regarding the grant, and
« offer appropriate wishes to the co-worker.

Use the next 30 seconds to prepare your response. I will indicate when you
should begin speaking. (preparation time = 30 seconds)

You may begin your response now. (60 seconds)

Practice Question 12.4

In this situation you will be asked to talk with a co-worker. Pretend that
your co-worker has just recently received a desirable overseas assignment.
Greet your co-worker and be sure to:

* say something about the overseas assignment,
* say something positive regarding the overseas assignment, and
+ offer appropriate wishes to the friend.

Use the next 30 seconds to prepare your response. I will indicate when you
should begin speaking. (preparation time = 30 seconds)

Practice Question 12.5

In this situation you will be asked to talk with a friend. Pretend that your
friend has just recently received a college degree. Greet your friend and be
sure to:

« say something about the recent graduation,
+ say something positive regarding the degree, and
+ offer appropriate wishes to the friend.

12: Extend a Greeting 11

Use the next 30 seconds to prepare your response. I will indicate when you
should begin speaking. (preparation time = 30 seconds)

You may begin your response now. (60 seconds)

Practice Question 12.6

In this situation you will be asked to talk with a business associate. Pretend
that your business associate has just recently received a large consulting
contract. Greet your business associate and be sure to:

» say something about the large consulting contract,
« say something positive regarding the large consulting contract, and
« offer appropriate wishes to the business associate.

Use the next 30 seconds to prepare your response. I will indicate when you
should begin speaking. (preparation time = 30 seconds)

You may begin your response now. (60 seconds)

Practice Question 12.7

In this situation you will be asked to talk with a co-worker. Pretend that
your co-worker has just recently received an invitation to speak at an im-
portant professional conference. Greet your co-worker and be sure to:

* say something about the conference invitation,
* say something positive regarding the conference invitation, and
* offer appropriate wishes to the friend.

Use the next 30 seconds to prepare your response. I will indicate when you
should begin speaking. (preparation time = 30 seconds)

You may begin your response now. (60 seconds)
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Practice Question 12.8 1 3
In this situation you will be asked to talk with a colleague. Pretend that T

your colleague has just recently won a sales award. Greet your colleague and
be sure to:

* say something about the sales award,

* say something positive regarding the sales award, and Re Sp Ond fo a Phone Message
» offer appropriate wishes to the colleague.

Use the next 30 seconds to prepare your response. I will indicate when you
should begin speaking. (preparation time = 30 seconds)

In this chapter you will:
You may begin your response now. (60 seconds)

. Become familiar with the instructions for the respond to a
: ®
phone message questions of the TSE”. . .
« See examples of respond to a phone message questions an
H corresponding responses. |
. Learn what makes an effective response to respond to a
phone message questions.
« Practice responding to a variety of respond to a phone
message questions.

Practice Question 12.9

In this situation you will be asked to talk with a friend. Pretend that your
friend has just recently retired. Greet your friend and be sure to:
* say something about the retirement,

* say something positive regarding the retirement, and
* offer appropriate wishes to the friend.

Use the next 30 seconds to prepare your response. I will indicate when you

The general directions for the respond to a phone message question are the
should begin speaking. (preparation time = 30 seconds)

same as for the extend a greeting question presented in C'hapt.er 1.2. A suc-
cessful response will take into consideration wha.lt the 51tuat10T1 is and to
whom you are speaking. The context will most likely be a bu51.ness, cor.n—1
mercial, or industrial setting, although it could be an academic or soc1.a;1
setting as well. The relationship of the person you pretend to talk with wi
be defined in the question, such as business colleague, unknc?wn company
representative, work supervisor, new acquaintar'lce, peer, or friend.

For the respond to a phone message questions, you hear a telephone
message and you pretend to call back with a r'esponse. Th? 'phone. message
is heard, it is not written in the test booklet. Since your ability to listen anc
remember what you hear will affect how w§ll you respo.nd, you may wan
to take notes. You are free to take notes dur%ng any. p0r~t10n'of the test, bu
You may find it most helpful for the questions with listening passages. I

You may begin your response now. (60 seconds)



T T oy TRy i vy RwmeeEm— T

TT————

you do take notes it is best to write key words or short phrases and then to
briefly order these for your response. Don't try to write out everything you
want to say; you won't have time. Use the notes to trigger your memory so
that you can focus on speaking fluently. If taking notes distracts you, thep
do not take notes.

The respond to a phone message question may be something like this:

everyday, and | don't want to have to worry about this prob-
lem anymore.

(XXX AR Y]
vesose PP EEPERLINRLRIIEIENRIRINERESRPIIGENISIRTERNIVIRRRINSROEOOOSITTS .

You may now take 30 seconds to think about your response
to the caller. I will tell you when you can start recording
your response. (preparation time = 30 seconds)

Please begin your response now. (60 seconds)
In this situation you will hear and respond to a telephone

message containing a complaint. Pretend that you are the
manager of an apartment rental company. After the mes-
sage is played you will have 30 seconds to think about a
response. Your response should:

The question is written in the test booklet, and a short message is played
aloud without any supporting text. Here is an example of a phone message:

a. demonstrate that you understand the caller’s prob-

lem, and This call is for Ellen Harrison / um / this is the manager of
b. suggest a solution to the problem that would sat- the Green Street apartments/’m very sorry that your
isfy the caller. lof / your faucet is still dripping / um / our person who'’s

supposed to be here over the weekend was out of town /
(cough) um / we’ll try to get someone over there as soon as
we can / uh to fix this leaky faucet / um in the meantime I
hope you can just bear it / we’ll hope someone / could get
over there / uh / this afternoon / I again I wanna apologize
for the inconvenience that this is causing you Ellen

(20 seconds remaining)

Please listen to the voice message.

(On the TSE®, the voice message will be played aloud. It
will not be written as it is here.)

A A A Al R A A L R N Y R L R R N N N W R P Sy ey

Hello. My name is Ellen Harrison. Last week | moved into
apartment B in the Green Street Apartments. | was told that
the loose tiles on the kitchen floor and the leaky faucet in the
bathroom would be fixed within three days. The repairperson
came yesterday to fix the tiles, and it looks really nice. But |
haven't seen the plumber yet, and the dripping from the
faucet is driving me crazy at night when | am trying to sleep.
Please call me back today, and let me know how you're going
to take care of this. | tried calling all weekend but kept
getting your answering machine. The leak is getting worse

It is common to greet the person you are leaving a message for at the begin-
ning of the message. This response does that clearly by stating, This call is
for Ellen Harrison. When listening to the message, be sure to note the name
of the person calling so you can use his or her name in your response. Lis-
ten to the pronunciation of the name so you can pronounce it correctly. In
this situation you want to avoid calling Ellen Helen or Allan, or something
else by mistake. If you realize you don’t remember the name, give a friendly
greeting anyway and identify yourself. In this response the speaker identi-
fies her position as manager of the apartments. Alternatively you could give
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your name, or a made up name for the response, along with your position, |
such as I'm Jane McDonald, the manager of the Green Street Apartments,
The speaker’s tone is familiar and understanding throughout the re
sponse. This familiarity is conveyed by using the person’s name at the be
ginning and end. She also uses a number of contractions to add to th
informality, such as: I'm, who’s, and we’ll. Using the reduced form wanng .
instead of want to also makes the tone sound familiar. I’m very sorry that -
your faucet is still dripping sounds more familiar than just Sorry your faucet
is dripping. The phrasing and tone help to create a friendly, collaborative:
feeling rather than a confrontational one.
The speaker shows sympathy for the caller’s complaint by saying, 'm
very sorty that your faucet is still dripping. Another way to show sympathy is
to identify with the caller’s dilemma by saying something like, I know how
irritating a dripping faucet can be, or I once had a dripping faucet and I
didn’t get any rest until it was fixed. The speaker goes on to explain why the
problem hasn’t been fixed yet. This shows that the manager does care and
hasn’t forgotten about this problem.
All of these are preliminaries before presenting a solution to the prob-
lem. If the greeting, self identification, expression of sympathy, and expla-
nation of what’s been done up until now are skipped over, the message will
seem abrupt to the listener. Although the speaker proposes a solution, she
adds some tentative expressions like we’ll try, as soon as we can, I hope, and
we'll hope. Speaking in cautious terms like this can discourage future com-
plaints if the help doesn’t come as soon as was hoped for. This type of re-
sponse can also backfire if the listener interprets the tentative language as a
lack of commitment to solve the problem now. Yet this speaker’s response
seems reasonable, and if the help arrives before too long, then everyone
should be happy. The speaker ends the message politely by reinforcing her
apology.
An appropriate pattern to follow for responding to a complaint is:

* extend a greeting;

* identify yourself and your position;

* show sympathy for the person’s situation;
* explain what has been done up until now;

13. Respona 1o a Phone Message

. : hen:
. propose a solution with details about who will be doing what when

and . .
. close by repeating important information,

help will arrive, or by apologizing and promising to help.

like a time and date when

Here is another example response:

5 Miss Harrison /I want to thank you for your call and Ihmsh
to uh / just apologize that nobody got out there over the t
weekend um / for the leaky faucet / over there'at apartmen
3B on Green Street /I understand uh / the tiles were / were 1
fixed and I'm glad that happened um / as far as the / the ;
leaky faucet is concerned I'm goin to get a' verbal gua;antee
from him that he’s going to be out there in the next day or
two / uh / again I’'m sorry our our weekend guy was out of
town / so we're actually gonna call/ call a plumber to get |
him out there today (26 seconds remaining)

In this response the speaker uses the Jast name instead of the ﬁrst ?:Vr;l:
which makes the message sound a little more fom.lal. The expressionforma
to thank you, especially in reference to a complalr.lt sounds o'vetr t}}ll o
Before going into the problem, the speaker mentions th? p}:nn.n tZ -
are happy about, the tiles were fixed. At first the speaker 1.s opi i o &
plumber within the next day or two, but by the end promises 10 g "
there today. In the previous two example responses there wa; atr}rlll;:l .
remaining at the end. This suggests that these speékers mig t f g
few seconds before starting their response, which might result in fewer

itations or restatements.
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@ Exercise 13.1: Identifying the
Pattern of a Response

Write the corresponding phrase from the previous example re-
sponse for each of the sections below.

1. Extend a greeting:

2. Identify yourself and your position:

3. Show sympathy for the person’s situation:

4. Explain what has been done up until now:

5. Propose a solution with details about who will be doing
what when:

6. Close by repeating important information, like a time and
date when help will arrive, or by apologizing and promis-
ing to help:

M AT A N VR AW . B R R W L L It

Here is another example response. Write the corresponding phrase for each
of the sections below.

Hello, is this Ellen / my name is Colleen / I'm from the rental
company / I got our message / but I’'m sorry that uh / our
an / our message system didn’t work during the weekends /
uh /mm /I learned ther / I understand that the leaking
problem is annoying you / a lot/ and uh / make t / and
brings trouble to your life / ’'m awfully sorry about that /I
have send a person / to resolve this problem you should
hear from / you you should see him / uh this afternoon / if
not please call me again /I assure you /1/you will have a
good sleep tonight / th the it will / the leaking problem will
(wor’t) alloy (annoy) you any more / so / uh / again /
please /uh/again pl ...

1. Extend a greeting:

2. Identify yourself and your position:

3. Show sympathy for the person’s situation:

4. Explain what has been done up until now:




5. Propose a solution with details about who will be doing
what when:

6. Close by repeating important information, like a time and
date when help will arrive, or by apologizing and promis-
ing to help:

Here is another example response:

Okay / hello Ellen /I am calling for your rent-al office / I
hear about your complaint / we were / trying to solve that
in / last week but / we we / we were not be able to reach a
efficient plumber for / to repair your problem so / at this
point we think / we found one that will be / there probably
next week / what we can do during this time is / maybe
make some kind of provisional repair / to try to /I don’t
know ha / to / low the noise of this / uh that this particular
problem has interrupt apartment but / we can not do any /
any thing more so / try / the only solution that we have is
just wait until next week that we can solve the problem /
we will be able to solve that /

This speaker suggests a complex solution of a temporary repair now and a
permanent fix in a week from now. While this is a valid response, it seems
like the speaker is struggling to explain this approach, especially in this
phrase: to try to, I don’t know ha, to, low the noise of this. It’s hard to imagine
what a temporary fix might be—turn off the water supply, close the bath-

room door, put a sponge in the sink to catch the drips? Since t}.lere is n(?t
enough detail provided from the speaker, the listener is left guessing what is
really meant. Furthermore, the raters may not take into account that the
Janguage for a complex solution could be more difficult to generate tha.n
the language for a simple solution. Also by delaying the permanent repair
for a week, the listener may be left with the impression that the speaker
can’t accomplish this task easily. Even though the speaker gets his point
across, he may be more successful by suggesting a simple solution in a clear,

congcise mannetr.

®] Exercise 13.2: Correcting Grammar

The sentences below were taken from the previous example re-
sponse. Rewrite each sentence in correct grammatical form.
Reword for brevity and clarity as needed. Say each corrected
sentence aloud as fluently as you can by focusing on alterna-
tions of stressed and unstressed syllables, primary stress, and
intonation.

1. 1 hear about your complaint.

2. We were trying to solve that in last week.

3. We were not be able to reach a efficient plumber for to re-
pair your problem.
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4. What we can do during this time is maybe make some
kind of provisional repair to try to, I don’t know, to low

the noise of this that this particular problem has interrupt
apartment.

5. So try the only solution that we have is just wait until next
week that we can solve the problem.

Here is another example response:

Ellen / I'm very sorry because I was out of town /uh /in

during the last several days so I can’t answer / your / uh /

requests very prom / very timely / and now I I should give
you a very /uh/try to give you a satisfactory answer / to
your problem / first of I should / express our apology for /
uh / our / just some / carelessness / or / delay for the / uh /
for the main / uh / for the fix / for the fix of the the leaking
faucet /and uh /1 just uh / assure you that we / uh / we
were going to just send some people to make it / uh / right
now/and uh/and uh /so /the I I 'm quite sure the
problem will be solved very soon

This speaker uses the person’s name and extends an apology. When the
speaker forgets the word promptly, he changes to the word timely, which
works just as well. The phrase now I should try to give you a satisfactory an-
swer sounds a bit stiff and formal. Likewise, rather than say, first I should ex-
press our apology, the speaker could directly say, I apologize that the leaky
faucet hasn’t been repaired sooner. The phrase we were going to just send

D BT P 20T -

e people sounds like this was the speaker’s initial 1dea' but mazlrbree t:;
. has changed. This could be rephrased as we are sending over p‘ ’
pen a’ mediately or we are going to send a repair person a_s fOOTl as I ﬁ”.’S
pe'TSO” ; mThe use of we can help take the blame off the ind1v1dua.11 speaking
is ' he speaker appear to be working with the caller. In this respons.e
and ;i spwitches back and forth between I and we. Although Fh1s
e i(iiaa:complishes the task of responding to the message, communica-
if;j is weakened by repetitions, phrasing, and tone.

@ Exercise 13.3: Expressing an Apology
Here are some useful expressions for expressing an apology:

« I'm sorry.

I’'m very sorry.

I'm really sorry.

I’'m terribly sorry.

Please forgive me.

I’ll have someone take care of that.
I’ll have someone look into that.

I'll have that taken care of right away.
» I apologize for . . ..

1 n me;
You may also hear the expressions excuse me o7 pardo ” ;
] ] ] 1 rather

these are used when interrupting or disturbing someone

than as apologies. . )
For each of the situations below, write an apology. In addi

1 in-
tion to the words expressing regret, you may also war:it to o
clude a reason for the situation. The first one has been done

you. Say each apology aloud with a_sincere tone.

1. You arrive late for a business meeting.

I ally sorry for coming late. There was an accident on
i re

the toll road. and it backed up traffic for half an hour.
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13: Respond to a Phone Message s

2. You can’t get the report to your boss by the deadline.

1. You may want to use your pen and paper to jot down some key words or

phrases, such as names, places, times, etc.
3. You accidentally hit another car parked on the street. 2. Include all six parts of an effective phone message response, including:

greeting, self identification, expression of sympathy, explanation of past

actions, proposed solution, and a closing.

3.1n the greeting use the person’s name to create an informal, friendly
mood.

4. You can’t hel i i I
p a colleague with a computer problem this 4. In the self identification, you can state your name or a pretend name and

ekend igl
weekend as you originally planned. your position for the role-play.

5. Let both the words and the expression in your voice convey sympathy,

apology, regret regarding the problem, as well as confidence and certainty

in your solution.

5. You promised to call a client with the results of a lab test, 6. Reinforce that you do care by explaining the actions you've already taken

but you forgot. on behalf of the caller.

7. Keep your solution simple, and explain it clearly.

8. Close by repeating your apology or by summarizing the key points to your
solution.

9. Pause in grammatical places. Link the sounds within any single phrase. In-
6. Your company didn’t make a profit this year so there

won't be any employee bonuses at the end of the year.

clude primary stress on each phrase, and alternate pitch between stressed
and unstressed syllables. Use appropriate intonation for phrases that end
in the middle of sentences and for phrases at the end of sentences.

Respond to a Phone Message Practice Questions

These practice questions will help you prepare to think quickly and re-
spond concisely to respond to a phone message type questions. On the TSE’
you would normally hear the questions without being able to read them. Ir
this practice section you will be able to see the messages in written form
For practice you should read each question and think about it for 30 sec
onds before answering. Feel free to write down a few notes during your 30
second preparation time, but do not try to write down everything you wan
to say. Work on one practice question at a time. If you preview all the ques
tions at once, you will ruin the spontaneity. Make your practice as realisti
as possible bv not looking ahead at other questions and by keeping to th
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time limit. For each practice question, record your response. Then listen to
each response to see if you have accurately responded to all parts of the
question, and if you have appropriately addressed the intended audience,
Correct and repeat responses that need improvement.

Practice Question 13.1

In this situation you will hear and respond to a telephone message contain-
ing a complaint. Pretend that you are the manager of a car rental agency.

After the message is played, you will have 30 seconds to think about a re-
sponse. Your response should:

a. demonstrate that you understand the caller’s problem, and
b. suggest a solution to the problem that would satisfy the caller.

Please listen to the voice message.

00.lQ.C'QIQ'lQ..‘Q.!I..O.tlll..l'.ll.......l.O.C..l.'.‘.l.i.‘.ll'tl..llD

Voice Message

(On the TSE® this message will be played aloud; it will not
be written as it is here.)

Robert: Hello. My name is Robert Gardner. Just this morning
I came to your office to rent a car for my business trip down-
state. After driving for only a half hour the car started over-
heating and finally stalled. | was finally able to contact a
garage who towed the car in. Now they are telling me it will
take two days to fix. Before | picked up this car | was told that
it was given a thorough check over. I've called three times al-
ready today. | need another rental car, and | need it now. You
can call me back on my cell phone.

Narrator: You may now take 30 seconds to think about your
response to the caller. I will tell you when you can start
recording your response. (preparation time = 30 seconds)

Please begin your response now. (60 seconds)

---o--OQ.o¢ooo....--o.-.u-ooo--'OO'Q"OGO-OO-o-ooo.c-o.-.-.-o..-uaoo-oo-
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Practice Question 13.2

In this situation you will hear and respond to a telephone message contain-
ing a complaint. Pretend that you are the manager of the local newspaper
company. After the message is played, you will have 30 seconds to think
about a response. Your response should:

a. demonstrate that you understand the caller’s problem, and
b. suggest a solution to the problem that would satisfy the caller.

Please listen to the voice message.

ssvesesnes
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Voice Message o
(On the TSE® this message will be played aloud; it will not

be written as it is here.)

Chris: Hello. My name is Chris Coleman. Apparently there is a
new person delivering the morning newspaper. Every day this
week I've had to hunt for the paper. One time it was behind
the bushes, and another time it was on top of the bushes. But
this morning my newspaper was thrown into my flower gar-
den and destroyed a bunch of my flowers. I've had enough of
this. If the newspaper doesn’t wind up on my front doormat,
I'm canceling my subscription. Please call me back today and
let me know how you're going to take care of this.

Narrator: You may now take 30 seconds to think about your
response to the caller. T will tell you when you can start
recording your response. (preparation time = 30 seconds)

Please begin your response now. (60 seconds)

ssessevssseses
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Practice Question 13.3

In this situation you will hear and respond to a telephone message contain-
ing a complaint. Pretend that you are the manager of the trash company.
After the message is played, you will have 30 seconds to think about a re-
sponse. Your response should:

a. demonstrate that you understand the caller’s problem, and
b. suggest a solution to the problem that would satisfy the caller.

Please listen to the voice message. (60 seconds)

Voice Message

(On the TSE® this message will be played aloud; it will not
be written as it is here.)

Susan: Hello. My name is Susan Farnsworth. Your company
has been picking up trash from my house for over five years.
But lately there have been a lot of problems. Apparently not
all the trash is getting into the truck, and litter is left on my
front lawn. In addition there are large dents in my trash can,
and the lid doesn’t even fit on any more. This has been very
frustrating, to say the least. We are never late paying our
trash bill; | think we deserve better service than this. Please
call me back today and let me know how you're going to
take care of this. | called and left a message yesterday, but no
one has called me back.

Narrator: You may now take 30 seconds to think about your
response to the caller. I will tell you when you can start
recording your response. (preparation time = 30 seconds)

Please begin your response now. (60 seconds)

LR Y T T Y R Ll L O

3. Respond to a Phone Message T

Practice Question 13.4

In this situation you will hear and respond to a telephone message contain-
ing a request. Pretend that you are a hotel manager. After the message is
played, you will have 30 seconds to think about a response. Your response
should:

a. demonstrate that you understand the caller’s problem, and
b. suggest a solution to the problem that would satisfy the caller.

Please listen to the voice message.

'..n.'.n.‘..-!.lln‘a'vta.l.u’l..’.l.l-'oll'..-O..o..".'..OC'I.C!.Q...OO

Voice Message
(On the TSE® this message will be played aloud; it will not
be written as it is here.)

Jessica: Hello. My name is Jessica Lundell. | have reservations
for the middle of the month. We were intending on celebrat-
ing our anniversary with a small vacation. | sent in my nonre-
fundable deposit last week. Unfortunately, my travel plans
have changed. | can't get away from work until the end of
the summer. Is there any way | could get my deposit back? |
know it's your policy not to give refunds for cancellations, but
I'm hoping that because I'm calling so early that you can
make some accommodations. I'm really disappointed to can-
cel this trip, but | really can't afford to lose this money. Could
you call me back later today and let me know what you
think? Thanks.

Narrator: You may now take 30 seconds to think about your
response to the caller. I will tell you when you can start
recording your response. (preparation time = 30 seconds)

Please begin your response now. (60 seconds)

0008006800000 800000000Uscnsetssassnaaoasittsttossencconane “ssavsencanse .o



Practice Question 13.5

In this situation you will hear and respond to a telephone message contain-
ing a complaint. Pretend that you are a bank loan officer. After the message

is played, you will have 30 seconds to think about a response. Your response
should:

a. demonstrate that you understand the caller’s problem, and
b. suggest a solution to the problem that would satisfy the caller.

Please listen to the voice message. (60 seconds)

.COIQQ-Ql'00'lOQ'C‘QOQ'.I-a0-.‘00uol...-'C.o.lci.-llc.!OCOUOO‘OOIOOI'QIp

Voice Message

(On the TSE® this message will be played aloud; it will not
be written as it is here.)

David: Hello. My name is David Griswold. Two weeks agoyou
helped me fill out the paperwork for a home mortgage. You
said | needed to supply copies of my bank statements and ver-
ification of employment. | dropped all that off last week. i
really need to know if the loan is approved or not. We are
trying to schedule a closing date on a house. But the owner
is getting anxious because we haven’t been approved for a
loan yet. Could you please check the status of our loan
request and give me a call back at work? Thanks.

Narrator: You may now take 30 seconds to think about your
response to the caller. I will tell you when you can start
recording your response. (preparation time = 30 seconds)

Please begin your response now. (60 seconds)

Ilo.Oll.'..QO......O'-......C..'..0'!.000!.c.‘o‘t.i.ct'ot.o-u.....l..ll‘
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Practice Question 13.6

In this situation you will hear and respond to a telephone message contain-
ing a complaint. Pretend that you are a clerk at a pharmacy. After the mes-
sage is played, you will have 30 seconds to think about a response. Your

response should:

a. demonstrate that you understand the caller’s problem, and
b. suggest a solution to the problem that would satisfy the caller.

Please listen to the voice message.

sssssse
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Voice Message o
(On the TSE® this message will be played aloud; it will not

be written as it is here.)

Kara: Hello. This is Kara Payne. | need the medicine that the
doctor prescribed for me. I was sick all night, and | seem to be
getting worse every minute. | dropped off the two prescrip-
tions the doctor gave me after | saw her this morning. You
said you'd call me when they were ready to be picked up. |
left messages at noon and at two, but | never heard back
from you. Now it’s almost four o'clock, and | really need those
prescriptions. | don't know what the problem is, but | can't
wait much longer. Bye.

Narrator: You may now take 30 seconds to think about your
response to the caller. I will tell you when you can start
recording your response. (preparation time = 30 seconds)

Please begin your response now. (60 seconds)

sessccessesens
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Practice Question 13.7

In this situation you will hear and respond to a telephone message contain-
ing a complaint. Pretend that you are a nurse in a doctor’s office. After the

message is played, you will have 30 seconds to think about a response. Your
response should:

a. demonstrate that you understand the caller’s problem, and
b. suggest a solution to the problem that would satisfy the caller.

Please listen to the voice message.

Voice Message

(On the TSE® this message will be played aloud; it will not
be written as it is here.)

Dennis: Hello. This is Dennis Stanford, | was in two days ago.
Dr. Clark looked at a really bad rash | have and prescribed
some ointment. I've been applying the ointment every six
hours like he said, but it just gets worse and worse. Not only
that, | feel sick to my stomach. He said the medication should
start working within 24 hours. I'm beginning to worry be-
cause it's just gotten worse. | left a message earlier this morn-
ing, but | really need to set up another appointment with Dr.
Clark for this afternoon. Please call me back on my cell
phone. Bye.

Narrator: You may now take 30 seconds to think about your
response to the caller. I will tell you when you can start
recording your response. (preparation time = 30 seconds)

Please begin your response now. (60 seconds)
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13! Respond to a Phone Message -

Practice Question 13.8

In this situation you will hear and respond to a telephone message contain-
ing a complaint. Pretend that you are a representative from an insurance
company. After the message is played, you will have 30 seconds to think
about a response. Your response should:

a. demonstrate that you understand the caller’s problem, and
b. suggest a solution to the problem that would satisty the caller.

Please listen to the voice message.

0000000000 REEEesenonttssestetetssestisssinioneisstnsssnsesnesonsosssnase

Voice Message
(On the TSE® this message will be played aloud; it will not
be written as it is here.)

Valerie: Hello. I'm Valerie Wilkinson, my insurance number is
87-346222. | just got a letter in the mail from your company
that said my insurance would not be covering the emergency
room visit or the x-rays from last month. | understood that
the policy would cover 50 percent of the emergency room
visit and all of the x-rays. | had to pay the hospital for the full
cost of everything at the time of the incident. | don't have a
lot of extra money, and | really need to get reimbursed right
away. Could you take a look at my file and call me back? I'l
be out between 1:30 and 3:00, but you can call after that.
Thanks.

Narrator: You may now take 30 seconds to think about your
response to the caller. I will tell you when you can start
recording your response. (preparation time = 30 seconds)

Please begin your response now. (60 seconds)
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Practice Question 13.9

In this situation you will hear and respond to a telephone message contain-
ing a complaint. Pretend that you are a financial aid officer at a university.

After the message is played, you will have 30 seconds to think about a re-
sponse. Your response should:

a. demonstrate that you understand the caller’s problem, and
b. suggest a solution to the problem that would satisfy the caller.

Please listen to the voice message.

Voice Message
(On the TSE® this message will be played aloud; it will not
be written as it is here.)

Graham: Hello. My name is Graham Jennings. My son is Jef-
frey Jennings; he’s a junior. A letter from the University ar-
rived two days ago saying he was denied financial aid for this
semester. He has been getting financial aid all along, so |
don’t know what the deal is. We resubmitted his financial aid
application the same way as before. Everything was in on
time. He’s always gotten good grades, so | really dont know
what the problem could be. We really can't afford not to get
financial aid. | left a message yesterday, but haven’t heard
back from anyone yet. Could you give me a call so we can
straighten things out? Thanks.

Narrator: You may now take 30 seconds to think about your
response to the caller. I will tell you when you can start
recording your response. (preparation time = 30 seconds)

Please begin your response now. (60 seconds)
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Practice Question 13.10

In this situation you will hear and respond to a telephone m.essage conta%n—
ing a complaint. Pretend that you are the director of operations and ma'm-
tenance. After the message is played, you will have 30 seconds to think
about a response. Your response should:

a. demonstrate that you understand the caller’s problem, and
b. suggest a solution to the problem that would satisfy the caller.

Please listen to the voice message.

sees
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Voice Message ‘
(On the TSE® this message will be played aloud; it will not

be written as it is here.)

Evelyne: Hello. This is Evelyne Sellers. | work in the Adminis-
tration Building, east wing, third floor. Yesterday it was ex-
tremely warm over here. We turned on the air conditioning.
Air was blowing, but it wasn't cool air. Today the air condi-
tioning has been blowing cold air all morning and no matter
what we do to the thermostat, the cold air just keeps coming.
It's 67 degrees in here right now. Everyone’s wearing a
sweater or jacket, and we're still freezing. | talked with the
people on the floors above and below me, but everything
seems to be fine there. Please give me a call as soon as you
can and let me know what can be done. Thanks.

Narrator: You may now take 30 seconds to think about your
response to the caller. I will tell you when you can start
recording your response. (preparation time = 30 seconds)

Please begin your response now. (60 seconds)
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Give a Progress Report

In this chapter you will:

» Become familiar with the instructions for the give a
progress report questions of the TSE®.

» See examples of give a progress report questions and corre-
sponding responses.

» Learn what makes an effective response to give a progress
report questions.

+ Practice responding to a variety of give a progress report
questions.

The general directions for the give a progress report question are the same as
for the extend a greeting question presented in Chapter 12. A successful re-
sponse will take into consideration what the situation is and to whom you
are speaking. The context will most likely be a business, commercial, or in-
dustrial setting, though it could be an academic or social setting as well.
The relationship of the person you pretend to talk with will be defined in
the question, such as a work supervisor or client.

For the give a progress report questions you are shown a visual, like a
flow chart of a business process, and are allowed to study it for 15 seconds.
You will also hear a dialogue that provides specific details related to the vi-
sual. The dialogue is heard, not written in the test booklet. You have 45 sec-
onds to prepare an answer and 60 seconds to deliver your progress report
based on the information in the visual and the dialogue.

Since your ability to listen and remember what you hear will affect how
well vou respond. vou mav want to take notes. You are free to take notes
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during any portion of the test, but you may find it most helpful for the
questions with listening passages. If you do take notes, it is best to write key
words or short phrases and then to briefly order these for your response.
Don’t try to write out everything you want to say; you won’t have time. Use
the notes to trigger your memory so that you can focus on speaking flu-
ently. If taking notes distracts you, then do not take notes.

The give a progress report question may be something like this:

Along with a flow chart you will hear a conversation between
two people. Based on that information, you will be asked
to make an oral progress report as if you were leaving a
voice-mail message on the telephone. Pretend that you
work in the human resources division of an organization
that is going through the hiring process. You will have
the next 15 seconds to review the flowchart that outlines
the hiring process. (preparation time = 15 seconds)

Hiring Process

Management team makes decision to hire

Y

Committee advertises position

Y

Committee reviews resumes

Y

Committee selects candidates to interview

Y

Committee conducts interviews

Y

Committee drafts recommendations

Y

Management gives approval
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In a2 moment you will hear two people talking about the
company hiring process. When the conversation is com-
pleted, you will have 45 seconds to prepare a voice-mail
progress report for your supervisor, Mr. Richland. Please lis-
ten to the conversation.
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(On the TSE® the dialogue will be played aloud; it will not
be written as it is here.)

Maria: Hi, Andrew! Have you made any progress on filling
that job opening?
Andrew: You won't believe it; it's been quite a job. That

committee takes up more of my time than anything else right
now.

Maria: Did many people apply?
Andrew: Exactly! That's the problem. We received over 100
resumes, and each committee member had to review each

one. It took forever, but we finally narrowed it down to three
candidates.

Maria: When will the interviews be?

Andrew: Actually, we held two of the interviews yesterday,
and the third one is on Friday. I've been in charge of arrang-
ing to give each candidate a company tour, so ['ve gotten to
know each one fairly well so far.

Maria: When will the final decision be made?

Andrew: The committee will meet early next week to pre-
pare a recommendation for the management team. If every-
thing goes smoothly, we should have a new worker on the
job before the busy season starts.

Maria: That would be great. I'll bet you'll be happy when
this process is over.

Andrew: ['ve learned a lot during the process, but I'll defi-
nitely be glad when it's over.
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4. Qive a rrogress rkeport

Use the next 45 seconds to prepare your report for Mr. Rich-
land. In your report be sure to:

* describe what the situation is,
* explain what has been accomplished, and
« report what is left to be done.

Do not begin your progress report voice-mail until you are
instructed to do so. (preparation time = 45 seconds)

You may begin your response now. (60 seconds)

As you listen to the dialogue, try to place the specific information into the
outline of the general information shown on the visual. Be sure to note
names, dates, and places accurately. If you don’t remember some specific
details, it will be hard to give an effective report. On the other hand, it is not
necessary to remember every detail. The test is not a memory test. If there
are a few details that escaped you, don’t worry. Focus on clearly talking
about the details you do remember. The question itself suggests an appro-
priate outline for your response: describe the situation, explain what has
been done, and what still needs to be done.
Here is an example response:

Mr. Richland / I'm just calling to get a hold of you and to
give you an update / (cough) on the current hiring situation
going on in human resources / we / ehm received over one
hundred applications / to the committee and we’ve reviewed
them all / and uh the committee has narrowed them down
to three candidates / uh we are currently conducting
interviews / two of them are already done / and uh the third
one is slotted for Friday / Andrew has been giving those
three candidates tours um / the last one / uh / during his
inter or before his interview is going to get the tour this
Friday / turns out we should have uh / the committee meeting
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next week for recommendations we hope to have one
produced by the end of the week / and then um / depending
on how long the management approval process takes we
expect to get a/ a new hire before the busy season / uh / so
Mr. Ro Richland just wanted to give you that update /
um feel free to contact me if you’ve got any questions

This response begins with the person’s last name preceded by the formal
title Mr. to show respect, even though in many offices today, workers and
supervisors use first names to address one another. The caller gets down to
business right away as indicated by the absence of a greeting like Hello or
Hi, Mr. Richland. If the last name is spoken alone with a sharp or flat tone,
it could give the impression of anger or dominance. Proper alternations of
stressed and unstressed syllables as this speaker used help to keep the tone
friendly, yet professional. The addition of hello or hi is not necessary but
could add a friendlier, more polite tone.

In the first sentence the speaker identifies his reason for calling: to give
you an update on the current hiring situation going on in human resources.
The speaker first reviews what has been done and then goes on to talk
about what remains to be done. This organizational structure follows the
suggested outline from the question prompt. Key points are discussed, such
as number of applicants, number of candidates, scheduling of interviews,
company tours, and committee recommendations. The presentation of
these points is organized according to the steps in the process. Details are
accurately and concisely expressed, such as: we received over one hundred
applications, narrowed them down to three candidates, currently conducting
interviews, and a new hire before the busy season. The speaker reminds the
listener that the approval process depends on management’s review, but
also sounds hopeful that they will successfully hire someone before the
busy season begins. The conclusion extends an offer to respond to any re-
maining questions, which is common in business correspondence.

The following is a list of typical elements that can be found in an oral
progress report. Not all elements need be in every report.

+ Extend a greeting.

- Lea
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+ Identify the purpose of your call.

+ Give the main conclusion of your report if known.

+ Summarize the important steps that have been accomplished.

+ Summarize the important steps that have yet to be accomplished.

» Ask the caller for advice or help.

+ Close with emphasizing the main idea or by offering to provide more
details.

Here is another example response:

Mr. Richland / this is Renee Browning / uh / in the human
resource division / I just wanted to fill you in on what’s
going on here / right now um / we received over a hundred
applicants to the position / and we’ve narrowed it down to
three / two of them were interviewed yesterday / and the
third will be interviewed later this week / um / the com-
mittee should have a recommendation early next week
and / we hope to have the position filled before the busy
season begins /(23 seconds remaining)

This speaker also begins with the supervisor’s title and last name, Mr.
Richland. She goes on to identify herself and her position. The body of
the response focuses on key points without going into small details. She
mentions the applications but doesn’t say that each committee member
read each application. She mentions the interviews but doesn’t mention
the company tours given by Andrew. She mentions when the committee’s
recommendation should be ready but doesn’t mention the need for man-
gement’s approval. By focusing on the major points and skipping over
the minor details, this speaker finishes in about half the time allotted. The
Tesponse was spoken with excellent alternations, primary stress, and into-
nation and would be considered a strong response. If the delivery wer
Dot as strong, this speaker might consider talking about more details anc
using more of the response time to better illustrate her communicatio

. ability.



®] Exercise 14.1: Identifying the Elements
of a Response

Write the corresponding phrase from the previous example

response for each of the sections that follow. Not all sections are
represented in each example.

1. Extend a greeting:

2. Identify yourself and your position:

3. Identify the purpose of your call:

4. Give the main conclusion of your report if known:

5. Summarize the important steps that have been
accomplished:

6. Summarize the important steps that have yet to be
accomplished:
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7. Ask the caller for advice or help:

8. Close with emphasizing the main idea or by offering to
provide more details:

Here is another example response. Write the corresponding
phrase for each of the sections.

Hi Mr. / Mr. Richland this is Sharon from the company
hiring committee / recently we are working on / the process /
hire a new staff / for our company / uh we / we received
one hundred resumes / this is a lot of / this is a big number
of applications / and each committee uh read through one
resumes and finally we / got three committees (candidates) /
in last o Friday we interviewed two / and we h / we still
have one / I need to interviews /so / uh / if / and Andrew /
uh show / uh guide the a / applycant (applicant) / a a tour /
in the in the company / so if everything goes smoothly we
will get a decision / uh in the early next week / and we will /
uh find a new / uh / new work partner in our lab / in our
company

1. Extend a greeting:
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2. Identify yourself and your position:

14. Qlve a Frogress Report _

Here is another example response:

3. Identify the purpose of your call:

4. Give the main conclusion of your report if known:

5. Summarize the important steps that have been
accomplished:

This time we accepted more than / uh / we we accepted
hundreds of applications / right now the situation the
committee has selected three candidates for the / opening
job / and uh / uh / yesterday the committee held two
interviews with interview / interviewers / and they are
going to have / one more interview on Friday / and uh /
the committee is planning to give / all the candidates a
touring / over the company / and uh so / uh / if everything
is ok / uh in the early days / of next week the committee
will finish the / uh / the recommendation draft / and uh /
will send it to the manager approver / so we hope that /
the / the job will be fused (finished) before the b-/b-uh/
busy season / (pause) / that’s my report

6. Summarize the important steps that have yet to be
accomplished:

7. Ask the caller for advice or help:

8. Close with emphasizing the main idea or by offering to
provide more details:

This response jumps right into the details of the process, which weakens
the coherence of the response. This requires listeners to listen for awhile be-
fore they can determine which situation is being described. Imagine pick-
ing up the phone in the middle of a conversation or hearing a conversation
of two people walking past you. You may be able to understand some of
what is being said, but it is difficult to interpret and understand without
knowing the context. This response could be made stronger by starting
with a greeting and identification of self, followed by a brief statement
identifying the situation being discussed.

The general meaning is conveyed in this response, but a number of
phrases could be reworded for clarity. For example, opening job could be
phrased as job opening; two interviews with interviewers could be phrased as
met with two interviewees (or job candidates); a touring over the company
could be rephrased to give a company tour; in the early days of next week
could be rephrased to early next week or in the first half of next week; and
send to the manager approver could be rephrased to send to management for
approval.
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Here is another example response:

Mr. Richland / the interview for the current opening / uh
has / has not finish-ed yet / but three candidates / pick-ed
out / two have been interviewed yesterday / and uh one
will be interviewed uh / this Friday / during the previous
couple of weeks / there / were / around one hundred persons
who applied for this opening / the committeer / the
committee member has / uh / one by one / and they
selected three candidates / as I mentioned they / have /
they have or will have been / interviewed / and the

decision / Andrew will give the / to / will give the tour for
ther / for the interviewees

This speaker begins appropriately and touches upon the main points of a
job opening—three candidates interviewed, around 100 applicants, and a
company tour for the interviewees. The speaker generally uses rise-to-mid-
range intonation for mid-sentence phrases and low-range intonation for
ends of sentences. However, the information is hard to follow because a
number of ideas are left incomplete. For example, the committee member
has one by one is not enough to explain that the committee members all
looked at each of the resumes. The phrase and the decision is left hanging
without any details of when or how a decision will be reached. It is unclear
if the speaker forgot these details or just didn’t know how to express them.

Mentioning the tour after bringing up the decision is confusing because the
tours come before the decision chronologically.

ST T T T s e g e T T

@?xercise 14.2: Correcting Grammar

The sentences below were taken from the previous example
response. Rewrite each sentence in correct grammatical form.
Reword for brevity and clarity as needed. Say each corrected
sentence aloud as fluently as you can by focusing on alterna-
tions of stressed and unstressed syllables, primary stress, and
intonation. The first one has been done for you.

1. The interview for the current opening has not finished

yet.

All the interviews for the current opening have not been

finished yet.

5 But three candidates picked out, two have been inter-
viewed yesterday and one will be interviewed this Friday.

3. The committee member has, one by one, and they se-
lected three candidates.

4. As T mentioned they have or will have been interviewed
and the decision.
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®] Exercise 14.3: Analyzing Verb Tense Use

In this exercise you are given a paragraph adapted from an
example response. Notice the mix of past, present, and future
tenses. Different verb tenses are used for different reasons. For
each verb listed, write a brief note to explain why the tense
was used.

Hi, Mr. Richland, I'd like to give you a brief progress report on
the hiring process for the open position. There were more
than one hundred people who applied for this job. We spent
a lot of time reading their resumes. We narrowed this down
to a short list of three names. Two candidates were inter-
viewed yesterday, and the third will be interviewed on Friday.
Andrew is giving a company tour to each of the candidates.
Early next week the search committee will meet to finalize a
recommendation for management’s review and approval. If

all goes well, we should have a new employee before busy

season.

1. I'd like to give . ..

This indicates a wish or desire for the future.

2. there were more . ..

177, JIVE a T 1UYITOo e puwr ©

3. who applied . ..

4. we spent. ..

5. narrowed this down to . ..

6. will be interviewed . . .

7. Andrew is giving . . .

8. will meet ...

9. If all goes well . ..

10. we should have . ..




@Exercise 14.4: Pronouncing Words
with -ed Endings

Many verbs use -ed to form past tense. Generally when past
tense -ed follows a /t/ or a /d/ sound, then -ed is pronounced
as a syllable and a consonant, /d/. Otherwise led] is generally
pronounced as a single consonant, either It/ or /d/. One error
that some speakers make is to leave off -ed endings when
needed. This might be a grammar error or it might be a pro-
nunciation error. Another common mistake is to mispro-
nounce the single consonant led/ sound as a vowel and
consonant. Mistakes with /ed/ endings can make g speaker
sound immature, or they can lead to misunderstandings.

Say each of the following phrases aloud while focusing on
correctly pronouncing the -ed endings.

1. omitted details
2. collected data
3. viewed on-line
4. learned it last week
5. required references
6. compared cost and reliability
7. selected problems
8. provided resources
9. operated the equipment
10. practiced frequently

Say each of the phrases again in a sentence that you create.
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Ej Exercise 14.5: Describing a Past Event

Record yourself describing a past event you took phartt zZ;A 1;):1
could talk about a trip you took last summer or w all i/he i
last weekend. Listen to your recording, and identify a p fach
tense verbs with -ed. Check to see that you pronouncee cact
correctly. Practice pronouncing each'of the past tens
with Jed/. Record a second time and listen for accuracy.

Here is another example response:

Hi Mr. Richland / this is Julia / uh / from hfdman resotr.c:
department / we have been working on filling the positio
we had talked about two months ago / well um / morel )
than one hundred people sent us their resun.tes to app ; f:
the job / the committee evaluated each ap?ltcant bc/zs.: to(:) .
their qualifications and the position requirements /1 o

a long time to finish the review / but ﬁnally we na.rrow

it down to three applicants / two appltcan.ts wer"e mte.r- ]
viewed Wednesday / and one applicarft will be mtervu;:'e

on Friday / if all three pass the interview / we hope to hire

all three / (10 seconds remaining)

i i ic
This response is well organized and clearly delivered. This would be cons

ered a strong response.
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10.

Tips for GIVE A PROGRESS REPORT QUESTIONS

. You may want to use your pen and paper to jot down some key words

or phrases, such as names, places, times, etc.

. Organize your response according to the pattern provided in the ques-

tion prompt: tell what the situation is, what has already been done, and
what still needs to be done.

. Be aware of the components that can go into giving a progress report,

including: extend a greeting; identify yourself and your position; identify
the purpose of your call; give the main conclusion of your report if
known; summarize the important steps that have been accomplished;
summarize the important steps that have yet to be accomplished; ask
the caller for advice or help; and close with emphasizing the main idea
or offering to provide more details.

. In the greeting use a salutation like hello or hi with the person’s name to

create an informal, friendly mood.

. In the self-identification, you can state your name or a pretend name

and your position, company, or division within the company.

. Briefly state the reason for your call early on in order to orient the lis-

tener to the appropriate context.

. First, explain what has been done, and then go on to teil what is yet to

be done. include main points and leave out unnecessary details.

. Let both the words and the expression in your voice convey the appropri-

ate message. If you are hopeful that everything will be accomplished on
time, let your words and tone sound positive. If you have doubts that
everything can get done in time, use words and tone that communicate
the seriousness of the situation. In most business contexts you will want
to sound positive, and if there are problems you will want to provide so-
lutions for solving the problems, such as more time or resources.

. Close by emphasizing main ideas or offering to provide more details if

wanted.

Pause in grammatical places. Link the sounds within any single phrase.
include primary stress on each phrase, and alternate pitch between
stressed and unstressed syllables. Use the appropriate tense for what has
been accomplished and what will be done in the future. Pronounce past
tense -ed endings accurately.
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Give a Progress Report Practice Questions

These practice questions will help you prepare to think quickly and respond
concisely to give a progress report questions. On the TSE® you would normally
hear the questions without being able to read them. In this practice section
you will be able to see the dialogues in written form. For practice you should
review the visual for 15 seconds, and then read the dialogue and think about
it for 45 seconds before answering. Feel free to write down a few notes during
your preparation time, but do not try to write down everything you want to
say. Work on one practice question at a time. If you preview all the questions
at once, you will ruin the spontaneity. Make your practice as realistic as pos-
sible by not looking ahead at other questions and by keeping to the time
limit. For each question, record your responses. Then listen to each response
to see if you have responded to all parts of the question in an organized man-
ner. Correct and repeat responses that need improvement.

Practice Question 14.1

Along with a diagram you will hear a conversation between two people.
Based on that information, you will be asked to make an oral progress re-
port as if you were leaving a voice-mail message on the telephone. Pretend
that you work in the planning division of an organization that is expanding
facilities. You will have the next 15 seconds to review a diagram that outlines
the facilities expansion for a company. (preparation time = 15 seconds)

Facilities Expansion

Concept

Y

Design
B?d |
Y

NEEREEE

Construct T
Operation & Maintenance —l
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In a moment you will hear two people talking about the fa-
cility expansion. When the conversation is completed, you
will have 45 seconds to prepare a voice-mail progress report

for your supervisor, Ms. Witherspoon, but first listen to the

conversation.
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(On the TSE® the dialogue will be played aloud; it will not
g

be written as it is here.) .

Steve: Hi, Renee! How are the design drawings coming along
for the facility expansion?

Renee: It's turned out to be more complicated than everyone

thought. But we're making progress. The design drawings are "

complete.

Steve: Did the executive committee approve of the design

yet?

Renee: Oh, yes! They were quite pleased with what we came
up with, but they were a bit worried about how much it
would cost.

Steve: Do you know how much it will cost?

Renee: Well our estimate was 20 percent higher than the
original budget, but we’re not making any changes in the de-
sign until we get all the bids in from the contractors. If the
bids look reasonable, the executive committee will select one
of the contractors to construct the facility. If the bids are
higher than the estimate, then we may make some changes.

Steve: When will you have all the bids in?
Renee: They are due in four days, by noon Friday.
Steve: I'm anxious to hear what happens.

Renee: I'll let you know after Friday.

l“.!l.."llo.....n.....Q..l00....00!.0.0.l.!-0O.ul.luo........'.....'..

Use the next 45 seconds to prepare your report for Ms.
Witherspoon. In your report be sure to:

« describe what the situation is,
+ explain what has been accomplished, and
- report what is left to be done.

Do not begin your progress report voice-mail until you are
instructed to do so. (preparation time = 45 seconds)

You may begin your response now. (60 seconds)

Practice Question 14.2

Along with seeing a diagram you will hear a conversation between two peo-
s you will be asked to make an oral progress

information,
ple. Based on that info e telephone. Pre-

report as if you were leaving a voice-mail .rness?g'e.on t}; e bre
tend that you work in the customer service division of an orgad -
where customer orders are filled. You will hav.e the next 15 seconds to re-
view a diagram that outlines the process for filling customer orders. (prepa

ration time = 15 seconds)

Filling Customer Orders

Receive sales order

Y

Check customer credit

Y

Check product availability

Y

Create invoice

Y

Ship product J




In a moment you will hear two people talking about filling
customer orders. When the conversation is completed, you
will have 45 seconds to prepare a voice-mail progress report

for your supervisor, Ms. Gordon, but first listen to the
conversation.
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(On the TSE® the dialogue will be played aloud; it will not
be written as it is here.)

Susan: Hi, Neil! The big holiday is almost here. How are the
customer orders coming?

Neil: Well, we don’t have as many orders as last year, but
we're still waiting on orders from our two biggest customers.

Susan: You mean Smithson and Andrews?

Neil: Yes, that's right. We always receive large orders from
them around this time of year. In fact my best sales agent has
been in touch with both of them, and we're expecting to re-
ceive their sales orders next week.
Susan: How is your product supply?

Neil: Sales have been up, but we have good product avail-
ability in our inventory, so within 24 hours of receiving their
order we should be able to ship their requested products.

Susan: What part takes the longest in filling an order?

Neil: Well, once the sales order is received, usually checking
the customer credit is the step that takes the longest.

Susan: But Smithson and Andrews both have excellent credit.

Neil: That’s right, so the credit check won‘t delay us at all in
their case.
Use the next 45 seconds to prepare your report for Ms. Gor-
don. In your report be sure to:

+ describe what the situation is,
« explain what has been accomplished, and
* report what is left to be done.
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Do not begin your progress report voice-mail until you are
instructed to do so. (preparation time = 45 seconds)

You may begin your response now. (60 seconds)

Practice Question 14.3

Along with a diagram you will hear a conversation between two people.
Based on that information, you will be asked to make an oral progress re-
port as if you were leaving a voice-mail message on the telephone. Pretend
that you work in the manufacturing division of an organization. You will
have the next 15 seconds to review a diagram that outlines the production
process. (preparation time = 15 seconds)

Production Process

Receive materials

y
Test materials

\
Manufacture product parts

A
Assemble product

\
Inspect product

\
Distribute product
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In a moment you will hear two people talking about the
production process. When the conversation is completed,
you will have 45 seconds to prepare a voice-mail progress
report for your supervisor, Mr. Oglesby, but first listen to the
conversation.
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(On the TSE® the dialogue will be played aloud; it will not
be written as it is here.)

Ed: Hi, Megan! How has the production process been going?

Megan: Didn't you hear? We had a big problem with quality
control. Over 10 percent of assembled products were failing
inspection.

Ed: That's terrible! What did you do about it?

Megan: Well, at first we thought it might be because of a
problem in assembly. But that wasn't the case.

Ed: If it wasn't in assembly, where was the problem?

Megan: The problem was in the materials we were receiving
from a new supplier. The materials were defective, but the
materials test wasn't catching the problem.

Ed: Did you revise the materials’ testing?

Megan: Yes, of course. But we also changed suppliers. Even
though the materials cost a little more from this new supplier,
in the long run it's cheaper than trying to deal with defective
products.

Ed: Is everything running smoothly now?

Megan: Yes, we're very happy with our new supplier, and the
inspection pass rate is better than ever.

Use the next 45 seconds to prepare your report for Mr.
Oglesby. In your report be sure to:

* describe what the situation is,
+ explain what has been accomplished, and
* report what is left to be done.

14. Give a Progress keport

Do not begin your progress report voice-mail until you are
instructed to do so. (preparation time = 45 seconds)

You may begin your response now. (60 seconds)

Practice Question 14.4

Along with seeing a diagram you will hear a conversation between two peo
ple. Based on that information, you will be asked to make an oral progres
report as if you were leaving a voice-mail message on.the' telephone. Pre
tend that you work in the editorial division of an organization where b.ook
are prepared for publication. You will have the next 15 seconc.ls to .revuiw
diagram that outlines the book publication process. (preparation time = 1

seconds)

General Model of Book Publication

Editor receives manuscript from author.

\
Editor reviews manuscript and returns it to author
with comments regarding content.

\
Author revises manuscript and sends to editor.

\

Editor gives manuscript to the copyeditor to rgview for errors
and typos. Manuscript returned to author with comments.

\
Author revises and returns manuscript.

A
Production coordinator prepares page layout for printing.
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In a moment you will hear two people talking about the
publication process. When the conversation is completed,
you will have 45 seconds to prepare a voice-mail progress
report for your supervisor, Ms. Griffith, but first listen to the
conversation.
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(On the TSE® the dialogue will be played aloud; it will not
be written as it is here.)

Tina: Hey, Keith, what's up?
Keith: I'm editing three books right now. Two are in the 4
copyediting stage, and the third is almost ready for printing.
Tina: That's terrific! | thought you were short on staff?
Keith: We were. One of our copyeditors was in a bad car ac
cident and is expected to be out for six months. But we were

able to hire our summer intern Mandy full time, and she’s
turned out to be a fantastic copyeditor.

Tina: That doesn't surprise me. She really excelled on her
summer project. I'm glad to hear you were able to hire her.

Keith: The only problem | have now is with laying out that
third book. There are so many figures and tables that my pro- |
duction coordinator is having an awful time trying to inte-
grate it all with the text.

Tina: That does sound like a challenge.

Keith: it is, but at least the other two won't be as hard as
this one.

Tina: Well, I'm sure you'll meet your deadline, Keith; you al-
ways do.

Keith: Thanks for your confidence, Tina.
Use the next 45 seconds to prepare your report for Ms.
Griffith. In your report be sure to:

» describe what the situation is,
» explain what has been accomplished, and
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Along with seeing a .
ple. Based on that information, you wi
report

tend that you work in the placement o ha
the next 15 seconds to review a diagram that outlines the resume writing
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Do not begin your progress report voice-mail until you are
instructed to do so. (preparation time = 45 seconds)

You may begin your response now. (60 seconds)

Practice Question 14.5

workshop. (preparation time = 15 seconds)

Resume Writing Workshop

diagram you will hear a conversation between two peo-
1l be asked to make an oral progress

as if you were leaving a voice-mail message on the telephone. Pre-
ffice of an institution. You will have

List education, experience, and skills

Y

Use action verbs to detail responsibilities

Y

Quantify accomplishments

{

‘ Format in easily readable sections

Y

Ask a colleague to proofread

Y

L Revise and finalize your resume
L Draft a cover letter
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In a moment you will hear two people talking about the re-
sume writing process. You will be asked to summarize the
status of the resume workshop to the placement office direc-
tor, Mr. Hopkins, but first listen to the conversation.

(On the TSE® the dialogue will be played aloud; it will not
be written as it is here.)

Barry: Hi, Sandra! | passed the seminar room this morning
and saw you teaching to a packed crowd. What was going on?

Sandra: That was my workshop on resume writing. This group
was one of the most receptive I've taught in a long time.

Barry: That's good to hear. What kinds of things did you cover?

Sandra: Well, | asked all of them to come with a list of edu-
cational experiences, job experiences, and work skills.

Barry: That was a good idea to save time. What did you do
next?

Sandra: | showed them examples that highlighted the differ-
ence between using weak and strong action verbs to describe
their experiences. Then | asked them to write out their own
work experiences with action verbs.

Barry: Were they able to do that?

Sandra: Yes, they caught on real fast. The next part was '
more difficult for them though. Working with a partner they
had to help each other quantify their work contribution: so
many dollars saved, so many customers served. You know,
things like that.

Barry: it sounds like you did a lot.
Sandra: For homework | asked them to format a draft of

their resume and to bring three copies that we can peer edit
at part two of the workshop next week.

Use the next 45 seconds to prepare your report for Mr.
Hopkins. In your report be sure to:
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+ describe what the situation is,
« explain what has been accomplished, and
« report what is left to be done.

Do not begin your progress report voice-mail until you are
instructed to do so. (preparation time = 45 seconds)

You may begin your response now. (60 seconds)

Practice Question 14.6

Along with seeing a diagram you will hear a conversation between two peo
ple. Based on that information, you will be asked to make an oral progres
report as if you were leaving a voice-mail message on the telephone. Pre
tend that you work as a teaching assistant for a large university course. Yo
will have the next 15 seconds to review a diagram that outlines the proce
for team building. (preparation time = 15 seconds)

Team Building

Gather information about skills and
experiences of all participants

Y

Form diverse teams by dividing up participants
with similar skills and experiences

Y

Assign projects to teams

Y

L Forming: team members get to know

each other’s strengths and weaknesses

Y

Storming: team members experience some difficulties with
possible conflicts of personalities or goals

Y

Norming: team members negotiate and establish their roles
mes efficient in accomplishing tasks

L

Performing: team beco
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In a moment you will hear two teaching assistants talking
about the teams in one of the classes they teach. You will

be asked to summarize the status of the team work to the

course supervisor, Ms. Walters, but first listen to the
conversation.

L R Y Y Ty s

(On the TSE® the dialogue will be played aloud; it will not
be written as it is here.)

Laurel: Hey, Allan! Don't you teach on Tuesdays?

Allan: I've got class in 15 minutes. Today the student teams
are presenting an update on their projects.

Laurel: | taught that class last semester. At that time there
were a lot of problems with team members not getting
along.

Allan: I'm really pleased with how we formed the teams. The

first day of class we collected some information about each of

the students and used this to create diverse teams. Each team .

has someone who is good with spreadsheets, someone else
who is good with writing, and someone else who is good
with research.

Laurel: So, are the teams working well together?

Allan: Well, things started smoothly. We assigned some easy :

group tasks as getting-acquainted activities that helped team
members get to know each other. But things got a little
rough after that.

Laurel: Rough? What do you mean by that?

Allan: In three of the five groups there were people with
strong opinions and students were arguing a lot over who
was in charge and how to do things. This was the classical
“storming” phase. We gave the groups some training on the
phases of group work, and that realily helped the groups
come together. The groups are in the “norming” phase now.

Laurel: That was smart to introduce some training in group
dynamics. | wish we would’ve done that last year.

Allan: Yeah, | think I'm going to recommend to the depart-
ment that group training become a regular part of the cur-

riculum from now on.

sesessce
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Use the next 45 seconds to prepare your report for Ms.
Walters. In your report be sure to:

ssssevssacscncssns

« describe what the situation is,
« explain what has been accomplished, and
« report what is left to be done.

Do not begin your progress report voice-mail until you are
instructed to do so. (preparation time = 45 seconds)

You may begin your response now. (60 seconds)

Practice Question 14.7

Along with seeing a diagram you will hear a conversation between two pec

ple. Based on that information, you will be asked to make an oral progre:
report as if you were leaving a voice-mail message on the t.eleph(?ne. Pre
tend that you work in an academic department of a univer51Fy wh1c}'1 has
graduate program. You will have the next 15 seconds to review a 'dlagr‘a]
that outlines the process for obtaining a graduate degree. (preparation tin

= 45 seconds)
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Diagram 8: Graduate Degree Process Raymond: They approved it with some minor revisions

their suggestions were really helpful.

Complete core graduate courses in your department

Nicole: Have you started collecting data yet?
/

Take qualifying exam

Raymond: | only took a few days off during w?nter br:-:'ak
and used the rest of the time to set up my experiments. 1've
been able to collect a lot of data already.

[

Complete additional courses inside
and outside your department

Nicole: When do you think you'll take your prelim?

Raymond: | hope to take it at the beginning of next semester.

i
Give a presentation on your proposed research plan

Nicole: Wow, that would be fast!

Raymond: | know it's ambitious, but if things keep going as
smoothly as they are now | think | can do it.

/

Take a preliminary exam as your research nears complet

ssssscess
ssacssssessonss
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Use the next 45 seconds to prepare your report for Ms.
Welch. In your report be sure to:

ion [
\J
Defend your thesis or dissertation before your committ

ee, ’
and deposit your final work with the Graduate College .

« describe what the situation s,
+ explain what has been accomplished, and
- report what is left to be done.

Do not begin your progress report voice-mail until you are

graduate degree process. You will be asked to summarize
Raymond’s progress for degree completion to a new faculty
member, Ms. Welch, but first listen to the conversation.

You may begin your response now. (60 seconds)

...Qol...II.....‘..-QQl..-00tOOI.....'-O.'.OOQ.Q..i.l.!.!‘....l.."o“"

(On the TSE® the dialogue will be played aloud; it will not
be written as it is here.)

Nicole: Hi, Raymond. | haven‘t talked with you much this se-
mester since we're not in any of the same classes.

Raymond: Actually, I'm done with my coursework now. Re-
member, last semester | presented my proposed research
plan?

Nicole: Oh, yeah, that’s right. So did your committee approve
your plan?
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Final Notes and
Test Registration Information

If you have worked your way to this point in this book, you have done some

of the best preparation possible to maximize your performance on the TSE®,

You are now familiar with test instructions, sample questions, time allot-
ments, and the qualities that make good answers. Take advantage of the
practice questions included at the end of each chapter. Sit down and record
your answers to the practice questions in the time allotted for that type of
question. Listen to your answers, and check to see how well you do in com-
parison to the criteria discussed in this book. Practice until you are comfort-
able answering new questions in a fluent, coherent, comprehensible manner.
Of course, actually speaking with native speakers of American English on a
regular basis is a great way to improve your communication skills.

Health, stress, environment, and other factors can have an effect on
your final test performance as well. Here are some general guidelines for

taking tests. Many of these suggestions came from the Counseling Center at
the University of Illinois.

o— Tips: BEFORE THE TEST

1. Get a good night’s sleep.

2. Avoid taking stimulants to keep you up late the night before the test.

3. Allow ample time to get to the test site. If you don’t know where the
test site is, focate it prior to the test date.

4. Bring a magazine or book to read to keep you relaxed while you wait to
be seated in the exam room.

. em g ttemme— s e

. Be positive about the test. Visualize yourself competently answering
each question. Push negative thoughts aside.

6. Ask the test proctor any questions you have before the test actually begins.
7. Don't wear noisy jewelry that could make distracting noises on your test
recording.

_ Prepare for the test well in advance with this book and by speaking Eng-
lish as much as possible. Avoid cramming the night before the test.

o— Tips: DURING THE TEST

. Give your complete attention to each question. Don't become distracted
by noise or other examinees.

. Sit up straight during the test in order to breathe enough air to speak clearly.
. Talk clearly into the microphone. Don't eat candy or put other things in
your mouth that could detract from your speech. Keep your hands away
from your mouth and face so you can be clearly recorded.

. Listen and read instructions carefully.

. If you have prepared well for each type of question, you will have a good
feel for how much you can say in the time allotted. However, if you get
nervous about time, bring a watch with a second hand or a digital watch
that counts seconds in order to pace yourself through the test. Do not
bring cell phones or recording devices with you to the exam.

. If there are any problems at all with the test equipment, notify the test
proctor immediately.

.Don't leave any question unanswered. If you don’t hear a question
clearly, be sure to read it in the test book. If you are unsure of the mean-
ing of a specific question, say so. Explain how you interpret the question
and answer as best as you possibly can. Raters will rate the speech sam-
ple provided as best they can. If there is no answer given or the simple
response of | don’t know or | don’t understand, then that response will
not receive many points.

. Focus on performing the language functions required in each question,
like narrating a story, sharing an opinion, or describing a graph.
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The websites and e-mail addresses for specific tests are provided.
e— Tips: AFTER THE TEST

- il
' i ; t Website E-mal
17. Don't dwell on the details of the test; this may produce more anxiety for Tes Y
TSE http://Awww.ets.org/tse/
-~ i toeic@ets.org
i i i : .ets.org/toeid/
18. Reward yourself by doing something you enjoy. TOEIC http:/Avww.ets.org oo
19. Remember, test scores do not set a value on your personal worth! TAST http://www.ets.org/tas —
TOEFL http://www.ets.org/toefl/ toefl@ets.org

The phone number at ETS to inquire about the TSE is:
1-877-863-3546 (inside the U.S.)
1-609-771-7100 (outside the U.S.)

Test Registration Information
TSE® Test

In addition to the TSE® (Test of Spoken English), Educational Testing Ser-
vice (ETS) offers other oral English tests, including TOEIC® (Test of Eng-
lish for International Communication), and TAST® (TOEFL Academic
Speaking Test). Many interviews and teaching performance tests have been
developed by individual institutions for local use as well. Oral English tests
serve a variety of purposes, such as placement into English programs, eval
uation of progress and ability, entrance into academic or employment posi-
tions, and certification and licensing. The TSE® is an oral English test for
academic and professional settings. The TOEIC® is an oral English test of
everyday language in international work environments. The TAST® is an
oral English test that utilizes academic contexts, The TAST® may be offered
with or without the TOEFL® (Test of English as a Foreign Language). Orga-
nizations choose to utilize a particular test for a variety of reasons.
Information about these tests, such as test dates and registration
forms, is distributed by ETS in various bulletins as well as on their website.
ETS bulletins are frequently available at universities in the United States
through the International Student centers or ESL offices on campuses. To
request current test information, contact Educational Testing Service:

SPEAK®

SPEAK® tests are given at many universities in the U;lit?d States. Some(;
times the SPEAK® test is referred to as the retired TSE® since ETS create
SPEAK® from TSE tests. Contact your academic department to find out
who to talk to about the SPEAK® testing program on your campus.

Educational Testing Service
Rosedale Road

Princeton, NJ 08541-6151 USA
(609) 921-9000
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Practice Tests

Each of the two practice tests in this chapter are similar to the TSE® test.
After completing this book, use these two tests for realistic practice of an
entire test. Record yourself and monitor your time. Evaluate your responses
alone or with a friend based on the criteria of language function, coherence
and cohesion, appropriacy, and accuracy as discussed in this book.

SEMGLEGLACT ot

— Practice Test 1 —
(ID# = 28-3967)

This test is designed to help you practice for the TSE® test. Record
your answer to each response. Remember to speak directly into your
microphone. There are time limits following each question. The test
narrator will let you know when to start and stop talking. Do your
best to answer as well as you can within the stated time limit. The total
test time will be about 20 minutes. These questions are not intended
to measure your knowledge of any particular field, but to provide a
context so that your communicative ability can be evaluated.

The next few questions are given as a warm-up. They ask simple ques-
tions about you. Do your best to give complete answers to each of
these questions.

1. What is the identification number of this test? (10 seconds)
2. When did you begin studying English? (10 seconds)
3. Why are you taking this test today? (10 seconds)

That completes the warm-up questions section, and now the actual
test begins. For each question, try to be as clear as possible and to re-
spond as completely as you can.

In this section of the test, you will see six pictures that depict a story
line. You will be given 60 seconds to review the pictures. After that,
you will be asked to tell the short story that is illustrated by the pic-
tures. Try to include all six pictures in your story. I will let you know
when to begin telling the story. (preparation time = 60 seconds)
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1. Here are six pictures that illustrate a short story.
Starting at the beginning, tell me the complete story
picture by picture. (60 seconds)

2. Many national parks contain beautiful beaches and
forests. Some people think that national parks should
be free for all citizens of that nation. Other people
think that it is good to charge entrance fees. Pretend
you are talking with a friend and discuss the pros and
cons of entrance fees for national parks. (60 seconds)

The next few questions will ask you about your thoughts on a number
of different issues. Feel free to think for a couple seconds before you
begin answering. Try to answer as thoroughly as you can in the time

given for each question.

3. Tenure is an employment system that guarantees
teachers employment under certain conditions. Some
people think that it is good to have tenure for teach-
ers. Other people think that tenure is problematic.
Please tell me your opinion on this topic. (60 seconds)

4.1f you could be a professional athlete, what type of
sport would you choose to play? (60 seconds)

Here is a graph of Government Allocations to Education over one
decade. You now have 15 seconds to review the graph.

Government Allocations
to Education
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listen.

5. Please tell me about the information portrayed in
this graph. (60 seconds)

6. Please propose some reasons that may explain the
data shown in the graph. (60 seconds)

For the next three questions, you are to pretend that you work in a
business setting or are talking with someone about business. These
situations provide you with an opportunity to demonstrate how well
you can converse in a business environment. Your response should
be suitable for addressing the people and context provided in the sit-
uation of each question. You may find it helpful to take notes as you

7. In this situation you will be asked to talk with a col-
league. Pretend that your colleague has just recently
received her medical license. Greet your colleague
and be sure to:

+ say something about the new medical license,

+ say something positive regarding the new
medical license, and

+ offer appropriate wishes to the colleague.

Use the next 30 seconds to prepare your response. |
will indicate when you should begin speaking.
(preparation time = 30 seconds)

You may begin your response now. (60 seconds)

8. In this situation you will hear and respond to a tele-
phone message containing a complaint. Pretend that
you are the manager of the kitchen in a hospital.
After the message is played you will have 30 seconds
to think about a response. Your response should:

+ demonstrate that you understand the caller’s
problem, and

+ suggest a solution to the problem that would
satisfy the caller.

Please listen to the voice message. (On the TSE® the
voice message will be played aloud. It will not be
written as it is here.)

Hello. This is Gayle Hughes. I'm an RN in the east
wing. I'm calling about the lunches. The lunches have
been extra good this week, but they have been arriv-
ing to the rooms more than an hour late. Many of our
patients are on medications that they need to take
with their meals. 1t is really throwing off our medica-
tion schedule to have the lunches arriving so late. It's
also delaying our afternoon routines and tests. I'm
hoping that you can get the lunches up here on time.
Please call me back this morning and let me know
what you can do. I'll be at extension 7004. Thanks.

2000402000000 0000008000000000000000000050000 0050008008000 00058s

(The text in this box is what you will hear and is not
written in the test booklet.)

You may now take 30 seconds to think about your
response to the caller. I will tell you when you can
start recording your response. (preparation time =
30 seconds)

Please begin your response now. (60 seconds)

9. Along with a diagram you will hear a conversation

between two people. Based on that information, you
will be asked to make an oral progress report as if
you were leaving a voice-mail message on the tele-
phone. Pretend that you work in a department of an
organization that is hosting a conference. You will
have the next 15 seconds to review a diagram that
outlines the process for creating a registration sys-
tem. (preparation time = 15 seconds)
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Creating a Registration System Angela: [s the system up and running yet?

Miguel: The database and the Web interface are de-
signed, and I'm still waiting for approval from the com-

Identify information needed for registration
Create a database and website for registration

+ |

Create a response message to confirm each registration

Y

Test registration process and adjust as necessary

Y

Open system for registration

Y

Create a report to summarize registration status

mittee on the confirmation response that is sent out to
each registrant.

Angela: Will the system be ready in time?

Miguel: Yeah, we shouldn’t have any problem making

the deadline now. I'm piloting the system this week, and
it should be on-line ahead of schedule.

Angela: I'm looking forward to the conference. A lot of
my colleagues are coming to town for it. I'm sure they’ll

appreciate the on-line registration system you created.

ssesccce
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Use the next 45 seconds to prepare your report for Mr.

i i ton. In your report be sure to:
In a moment you will hear two people talking about the process of Overton. Iny P

creating a registration system for a conference. You will be asked to
summarize the status of the work to the department chair, Mr.
Overton, but first listen to the conversation.

+ describe what the situation is,
« explain what has been accomplished, and
« report what is left to be done.

A A A R N O

(On the TSE® the dialogue will be played aloud; it will
not be written as it is here.)

Do not begin your progress report voice-mail until you
are instructed to do so. (preparation time = 45 seconds)

You may begin your response now. (60 seconds)
Miguel: Hi, Angela.

Angela: Hi, Miguel. | heard you were put in charge of
developing the conference registration system.

Miguel: More than 1,000 people register for the confer-

ence, so we decided to develop a Web-based registra-
tion system. | thought it would be easy, but it's taken

End of test

longer than | expected.
Angela: What's been the hang-up?

Miguel: The first thing | needed to know is what infor-
mation was needed for registration. Well the conference
committee only meets once a month, so | waited forever
to get a simple answer from them.




— Practice Test 2 —
(ID# = 42-5159)

This test is designed to help you practice for the TSE® test. Record |
your answer to each response. Remember to speak directly into your
microphone. There are time limits following each question. The test |
narrator will let you know when to start and stop talking. Do your best
to answer as well as you can within the stated time limit. The total test |
time will be about 20 minutes. These questions are not intended to
measure your knowledge of any particular field, but to provide a con-
text so that your communicative ability can be evaluated.

The next few questions are given as a warm-up. They ask simple ques-
tions about you. Do your best to give complete answers to each of
these questions.

1. What is the identification number of this test? (10 seconds)
2. When did you begin studying English? (10 seconds)
3. Why are you taking this test today? (10 seconds)

That completes the warm-up question section, and now the actual test
begins. For each question, try to be as clear as possible and to respond
as completely as you can.

In this section of the test, you will see six pictures that depict a story
line. You will be given 60 seconds to review the pictures. After that, you
will be asked to tell the short story that is illustrated by the pictures.
Try to include all six pictures in your story. I will let you know when to
begin telling the story. (preparation time = 60 seconds)
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1. Here are six pictures that illustrate a short story.
Starting at the beginning, tell me the complete story
picture by picture. (60 seconds)

2. The federal governments of many countries operate
post offices. Some people have suggested that private
industry should take over the delivery of letters and
packages. Pretend you are talking with your supervi-
sor and discuss the pros and cons of private industry
operating mail service in a country. (60 seconds)

The next few questions will ask you about your thoughts on a number
of different issues. Feel free to think for a couple seconds before you

begin answering. Try to answer as thoroughly as you can in the time
given for each question.

3. Some people think that watching TV is a good way to
learn a second language. Other people think that TV is
not very helpful for language learning. I'd like to know
what you think about this issue. (60 seconds)

4.1f you could hire an office assistant to help in your
business, what kind of qualities would you look for?
(60 seconds)

Here is a graph of Road Construction over three decades. You now |

have 15 seconds to review the graph. (preparation time = 15 seconds)

Road Construction
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5. Please tell me about the information portrayed in
this graph. (60 seconds)

6. Please propose some reasons that may explain the
data shown in the graph. (60 seconds)

For the next three questions, you are to pretend that you work in a busi-
ness setting or are talking with someone about business. These situa-
tions provide you with an opportunity to demonstrate how well you can
converse in a business environment. Your response should be suitable
for addressing the people and context provided in the situation of each
question. You may find it helpful to take notes as you listen.

7. In this situation you will be asked to talk with a co-
worker. Pretend that your co-worker has just recently
received the employee-of-the-year award. Greet your
co-worker and be sure to:

« say something about the employee-of-the-year
award,

- say something positive regarding the employee-
of-the-year award, and

« offer appropriate wishes to the co-worker.

Use the next 30 seconds to prepare your response. I
will indicate when you should begin speaking.
(preparation time = 30 seconds)

You may begin your response now. (60 seconds)

8. In this situation you will hear and respond to a tele-
phone message containing a complaint. Pretend that
you are the manager of an auto parts distribution
center. After the message is played, you will have 30
seconds to think about a response. Your response
should:

+ demonstrate that you understand the caller’s
problem, and



* suggest a solution to the problem that would
satisfy the caller.

Please listen to the voice message. (On the TSE® the
voice message will be played aloud. It will not be
written as it is here.)

Hello. This is Frank Cleary. | run the auto repair shop in
Williamsport. We were supposed to receive a shipment
of parts last Friday. It's already Tuesday, and nothing
has come yet. I've got half a dozen vehicles here in my
shop that are ready to go once the parts come in. I also
sent back a bunch of defective hoses and belts that
came in the shipment two weeks ago. This never used
to happen with you guys. | called yesterday and left a
message. | need to hear back from you today on this.
Call me at the shop, I'll be here all day.

.-o----.ooo-.-o-co-a.o-oooooo-o-o---o-o--o-oo-c---.-o.--ooo-.c-o

You may now take 30 seconds to think about your
response to the caller. I will tell you when you can
start recording your response. (preparation time =
30 seconds)

Please begin your response now. (60 seconds)

9. Along with seeing a diagram you will hear a conver-
sation between two people. Based on that informa-
tion, you will be asked to make an oral progress
report as if you were leaving a voice-mail message
on the telephone. Pretend that you work in the
Dean’s office of a university. You will have the next
15 seconds to review a diagram that outlines the
procedure for filing a grievance (racial, sexual, reli-
gious harassment or discrimination, etc.). (prepara-
tion time = 15 seconds)

Procedure for Filing a Grievance

l Complainant discusses situation with the intake officer

{

Complainant files a formal complaint
referred to as a grievance

Y

Grievance officer conducts a grievance
investigation within 45 days

Y

Grievance officer compiles a report of the investi_gation
and submits it to the executive officers and those involved

Y

Executive officers have 45 days to make
a decision on the grievance

Y

Appeals can be made by either side to
the executive officer within 21 days

Y

Next higher executive officer has 45 days
to make a decision on the appeal

In a moment you will hear two grievance officers talking about a cur-
rent grievance. You will be asked to summarize the status of the recent
grievance to the director of the grievance office, Ms. Miller, but first

listen to the conversation.

(On the TSE® the dialogue will be played aloud; it will
not be written as it is here.)

Evan: Hi, Karla. How's it going?

Karla: Hi, Evan. It's been really busy. I've met with three
complainants this month already.

Evan: That’s pretty unusual.




Karla: It sure is. But it just so happens that all three
were complaining about the same instructor.

Evan: Have any of them filed a formal complaint?

Karla: Oh yes, one filed a complaint and the other two
are supplying additional evidence.

Evan: Do you have other witnesses to interview?

— PART 3 —

Karla: There were two and | met with them yesterday.
I've also met with the grievant again and the respondent.

Evan: It sounds like you're ready to write your report.

Karla: I've started writing it. | should be able to send it
to the executive officer by Friday.

The SPEAK® Test

Use the next 45 seconds to prepare your report for Ms.
Miller. In your report be sure to:

+ describe what the situation is,
+ explain what has been accomplished, and
+ report what is left to be done.

Do not begin your progress report voice-mail until you
are instructed to do so. (preparation time = 45 seconds)

You may begin your response now. (60 seconds)

End of test
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Recommending, Giving Directions,
and Describing Questions for
the SPEAK® Test

In this chapter you will:

« Become familiar with the instructions for SPEAK® (the
TSE® prior to 2004) questions on recommending, giving
directions, and describing,

« See examples of recommending, giving directions, and
describing questions and corresponding responses.

* Learn what makes an effective response to recommending,
giving directions, and describing questions.

* Practice responding to a variety of recommending, giving
directions, and describing questions

The general directions for the map section of the test will be something
like this:

That finishes the warm-up questions and now the actual
test is beginning. For each question, try to be as clear as
possible and to respond as completely as you can.
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For the next few questions try to pretend that we are
classmates from college. We are looking at a map of your
hometown together. Please look over the map for the

next half of a minute. After that you will be asked some
_questions.

In this section you will be shown a map that will be used as the context for
the next three questions. Pay close attention to the context. Is the map of a
place that is supposed to be new to you, or is it supposed to be of a place
you are familiar with like your hometown? Are you speaking to someone
who has been to this place before or is it new to them? What is your rela-
tionship to the person you are speaking with? Should you speak in a for-
mal or informal manner? It is important to evaluate the context in order to
score well on the appropriacy of your language.

You will be given 30 seconds to study the map. Use this time wisely.
During those 30 seconds you should look over the names of the streets,
buildings, and other landmarks. Practice pronouncing those names that
look difficult to you. Generally longer words and words with consonant
clusters will be more challenging to pronounce.

There are a number of common themes for street names that are used
throughout cities in the United States. These themes include numbers,
presidents, states, and trees. English has a number of words that are used in
formal street names besides the ending Street. These include Road, Avenue,
Drive, Way, Boulevard, Circle, and Court. The primary stress on street
names depends on whether it has the ending Street or not. Street names
with the ending Street carry primary stress on the word before Street (see
Hahn and Dickerson 1998). In the following street names the underlined
word carries the primary stress: First Street, Washington Street, and QOak
Street. For street names using endings other than Street, the primary stress
goes on the ending. For example, in the following street names the under-

lined word carries the primary stress: Fifth Avenue, Wilson Road, and
Riverside Drive.

LINCOLN AVE.
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@ Exercise 17.1: Pronouncing Street Names

Various lists of street names are shown. It is useful to practice
pronouncing some street names before the test. Look at a :.Sw
of your own town or a town you plan to visit in the United
States, and find three additional street names to add to each of
the lists. Practice saying each of the street names from the list



252

Toward Speaking Excellence

aloud. Look back over the list and put a check mark by the ten
street names that are hardest for you to pronounce. Repeat
these ten aloud for extra practice, and ask a native speaker of
English to listen and correct your pronunciation if necessary.

Number streets generally use ordinal numbers like:

First Street
Second Street
Third Street
Fourth Street
Tenth Street
Twentieth Street
Twenty-first Street

Common presidential streets include:

Washington Street
Lincoln Avenue
Jefferson Street
Roosevelt Road
Wilson Road
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Common state streets include:

Ohio Street

Tllinois Street
California Street
Pennsylvania Avenue

Common tree streets include:

Qak Street
Elm Street
Pine Street
Maple Street

Other common U.S. street names include:

State Street
Main Street
Prospect Avenue
Franklin Road
Park Avenue
Riverside Drive
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During your time to study the map, also observe the compass directions of
north, south, east, and west. Notice if there are any rivers, lakes, parks, and
railroad tracks. Then look over the map and pick one place that you are fa-
miliar with and could talk about. Think of vocabulary that is associated
with that place. For example, if you pick the Post Office, think of vocabu-
lary that would be useful in describing it, like: stamps, letters, packages,
long lines, overnight express, mail, ship, send, and deliver.

G) Exercise 17.2: Generating Terms about Places

For each of the places listed, list between five to ten words or
phrases related to that type of place. Remember to include
nouns, verbs, adjectives, and adverbs if possible.

Library Bank Book Store
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Health Club Pet Store Discount Store

Recommend Questions

The recommend question may be something like:

Imagine that we are classmates from college. I came to
visit you at home during break, but you got sick after I ar-
rived. Suggest one place in town you think I should go 01.1
my own and explain the reasons why you recommend this

place. (30 seconds)

Although only 30 seconds is allotted for the answer of this question, 1t 1

wise to take a couple of seconds to organize your thoughts. Since this sam

i i n. Fo
ple question asks you to give reasons, try to give more than one reaso

example, if you chose the Ice Cream Shop, you might mention the l’arge va
riety of flavors, the natural ingredients, and the low prices. Don't try t



think of too many reasons because you will either waste time or rush to g

everything you want to say. On the other hand, if you can only think of oﬁ
reason, that is alright as long as you clearly explain your one reason. Fr
your response in a way that will help the rater to understand what you say
this includes previewing your reasons, providing details, and concluding, §
Speaking in this manner communicates that you are a clear thinker wj
the ability to communicate your thoughts in words. In other words, jf
sounds like you are in control of your language rather than just speakin
haphazardly off the top of your head. Furthermore, because you have 5.}

solid strategy to answer questions, you can speak more confidently. Here i¢
a sample response:

I think you really ought to go to the Ice Cream Store. I
know youw’ll enjoy it for three important reasons!

First of all they have a variety of flavors, over 100
different kinds! Second, all their ice cream is made with
natural ingredients. No preservatives or artificial flavors
are used. But best of all are the low prices!

I know you like a choice of healthy, inexpensive

treats, so the Ice Cream Store is definitely a place you’ll
want to go!

The exclamation marks point out the need to speak enthusiastically. Since
you have been asked to role-play, you want your recommendation to sound
convincing. Enthusiasm will help you put the needed intonation in your
voice. Enthusiasm also tends to lower your anxiety level, which in turn lets
You communicate to your maximum potential.

Since this context stages two college classmates talking, informal lan-
guage is appropriate. Notice the use of contractions like you’ll. Also notice
the familiarity expressed in phrases like I think you really ought to, I know
youw'll enjoy it, and I know you like a. Rhythm can also be enhanced by using
reduced forms like oughta for ought to and wanna for want to.

The previous answer is divided into three parts: preview, details, and
conclusion. The preview is just two short sentences. Its purpose is to intro-
duce the topic and clue the rater about what to listen for. The topic i

clearly the Ice Cream Shop, and the rater is guide'd to.listén fo‘r three ke.);
reasons. U.S. listeners expect to be guided in their hst.emng in this way. So i
you don’t guide your rater like this, you will make him or her work harder
to understand you. N

The middle four sentences give the details one by one. Transitions and
markers are used to highlight the key ideas: First of all, Secon.d, an.d But
best of all. Details are given to make the ideats conc.rete. .Varlety- is de-
scribed as over 100 different kinds, and natural 1ngrc?d1en'ts is explained .aS
no preservatives or artificial flavors. The response tm.1e is short, so avoid
talking about ideas that are abstract because abstract ideas are hard to de-
scribe and explain. N

The conclusion is only one sentence in this example answer, l?ut it is fin
important part of the answer because it summarizes the main ideas with
the words choice, healthy, and inexpensive. At the end of the allotted re-
sponse time, you will hear the narrator say the .number of the next t'est
question followed by directions for the next question. If you keep spe.akm.g
about your reasons until after the narrator goes on to the next quest'lon, it
might sound as if you don’t know how to concisely answer th.e question. If
you do run out of time, rather than stop mid-sentence, finish yqur sen-
tence, but don’t say more than a few words after the response tlme. has
ended. However, by including a short summary within the allotted time,
you demonstrate that you are in control of your thoughics and your lan-
guage. The summary keeps the main ideas in the rater’s mind, so the raters
find it easier to recall your main points and thereby conclude xou }.1ave ac-
complished the intended language function. This gives a positive impres-
sion of your communication skills. .

One common mistake made by test-takers is to merely give a list of
Places to go, as was done in the following response.

It would be nice to go to the Ice Cream Shop, or you might
want to go to the Discount Store, or the Bakery is nearby,
or the Book Store. The Sporting Goods Store is another
place or the Health Club next door. The other place you

could go is the Library.
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This type of response, even if spoken fluently, will be scored low because jt
does not give any reasons for visiting any of these places.

@ Exercise 17.3: Generating Ideas about Places
This exercise is for additional practice on generating ideas
quickly about different places. Place a check mark by one of the
five places listed, and write a short paragraph about it. After
writing your paragraph, close your book and describe the same
place aloud in order to work on fluency.

a crowded supermarket

a picnic in the mountains

a championship basketball game

a classroom on the day of the final exam

a computer lab at a university

A AR R AR RS T
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Giving Directions Questions

The giving directions question may be something like this:

I would like to pick up a movie at the video store for us to
watch. Could you please give me directions from the cof-
fee shop to the video store? (30 seconds)

During the time given to review the map, you already noted the compass
directions of north, south, east, and west. You may choose to use these
compass directions, or you may say up, down, left, and right. Whichever
form of directions you choose, be consistent. Don’t switch back and forth
from north to up to east, etc. If you identified any street names that you
don’t feel confident in pronouncing, try to avoid them if possible. Other-
wise, pronounce them slowly to enunciate each syllable of each problem
word. For distance on a city map you can use the term blocks. Since you
need a few seconds to find these two places on the map, don’t expect to talk
for the whole 30 seconds. Remember your role, the context, and your rela-
tionship to the speaker. You may also want to include other landmarks as
you describe the way to go. Here is a sample response:

Exit the coffee shop onto Twenty-third Street between
Park Avenue and Grove Street. Walk west on Twenty-third
Street for one and a half blocks. At Twenty-third and
Main, turn north. On the second block you’ll see a large
restaurant on the east side of the street. On the west side,
across from the restaurant, is the video store.

In this example you are talking to a classmate who has probably never been
to your home town before. Referring to landmarks like across from the
restaurant is appropriate language to employ in this context. Clear direc-
tions are important for someone who is new in town. For example, if the
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starting place is on a corner, be sure to specify which street you are starting
on. Also look for indications of doorways or entrances to know where to
start and finish. It’s important not to confuse the rater from the start; there-
fore, it is a good idea to specify exactly where you are beginning your direc-
tions. Look for the most direct route. There are other ways to get to the
Video Store from the Coffee Shop, but all of these require more streets and
more turns. Some people can finish responding to this question before the
30-second time limit. If you finish the task clearly and concisely with time
remaining, don’t feel pressured to add more to your response because you
may make mistakes or sound unorganized. A simple, concise answer will
communicate clearly to the rater and will reduce the opportunity for errors
and confusion.

Here is another good alternative response. Think about what makes this
set of directions clear.

OK, you want to get from the Coffee Shop to the Video
Store. From the Coffee Shop take Twenty-third Street west.
Pass Grove Street and then turn right on Main Street. The
first street you come to is Twenty-second Street. Crossing
Twenty-second Street you will see the Video Store on the
left. There’s a large neon sign in the window, you can’t
miss it.

@ Exercise 17.4: Using Pauses
When Giving Directions

An important part of giving directions is using appropriate
pausing. In the preceding response, put a slash (/) at each place
you would pause. Now give the directions in the response out
loud while using appropriate pausing. Ask a native speaker of
English to give you feedback on your pausing and pace.

®! Exercise 17.5: Writing and Giving Directions

For additional practice, write out directions from your home to
the grocery store for an older uncle who has come to visit you.
Remember to use appropriate directions and landmarks.
Review your directions and insert a slash (/) where you think it
is appropriate to pause. Practice giving your directionis aloud.

Describing Questions

The describing question may be something like this:

Imagine that after coming back from the Video Store you

show me the title of the movie you picked out. It happens

to be one of your favorite movies. Please tell me about the
movie and why you find it interesting. (60 seconds)

You may have many favorite movies; don’t take a long time debating with
yourself about which one you should talk about. Pick a movie that will be
easy for you to talk about. This could be a movie you have seen recently so
the story is fresh in your mind, or it could be a movie you enjoy a lot so it
is still vivid in your memory. If you have never seen a movie, or can’t
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remember the last time you have seen a movie, pick a favorite book to talk
about and pretend that it has been made into a movie.

Notice that the question has two parts: first you are asked to talk
about the movie, and then you are asked to explain why you like it. As
with the recommendation question, give your answer in the form of pre-
view, details, and conclusion. If you try to talk about the plot of the story
and then give the reasons you like it, you are probably going to run out
of time. Therefore, give the reasons you like the movie by giving exam-
ples from it. In that way you will be able to describe part of the movie
and the reasons you like it at the same time. With this approach you are
much more likely to complete your answer in the time allotted. Be sure
to keep your comments short and to the point. Think of one or two rea-
sons why you like this story; you probably won’t have time to talk about
more than that. Keep your reasons short, but make them concrete so
they will be easily understood by the rater. If you are talking about a
movie the rater has never seen and your explanation is vague and ram-
bling, your rating will suffer.

Since this is a movie you like, be enthusiastic. In the conclusion encour-
age the rater to watch this movie. Remember, enthusiasm will help you put
the needed intonation in your voice and will help lower your anxiety level,
which in turn lets you communicate to your maximum potential. Here is
an example response:

One of my favorite movies is “It’'s a Wonderful Life”! There
are two main reasons why I like this fascinating story.

The first reason I like this movie is because it shows
how the decisions and actions of one person’s life can
affect many other lives! For example, when George was a
boy he jumped into the broken ice of a pond to save his
younger brother. George’s brother later grew up to be a
pilot in the Air Force and saved the lives of many Ameri-
can soldiers. If George hadn’t saved his brother when he
was a kid, his brother couldn’t have saved those soldiers!
The other reason I like this movie is because it’s shown on
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TV every year at Christmas time. It has become like a
tradition to watch it every year.

If you haven’t seen “It’s a Wonderful Life,” I highly
recommend it. It’s an interesting story that shows us how
closely our lives are tied to each others’. Who knows, you
may start your own tradition of watching it every year!

This answer starts out by identifying the movie and clueing the rater that
there are two key reasons for liking it. The middle part gives details about
the story and the reasons for liking it. Each reason is introduced with a
transition statement or marker: The first reason and The other reason.
Enough details are shared to give the rater an idea of the plot, but not so
many details that the speaker strays from directly answering the question.
Pronouns are avoided in specific places in order to eliminate confusion.
So instead of saying, He later grew up to be a pilot, the speaker says,
George’s brother later grew up to be a pilot. That way there is no confusion
about who is the pilot. When making comparisons or contrasts make sure
the primary stress reflects this focus. (See Hahn and Dickerson 1998 for
more information on how to use primary stress for comparison and con-
trast.) For example, in this sentence the underlined words are being com-
pared and should therefore carry primary stress. If George hadn’t saved his
brother when he was a kid, his brother couldn’t have saved those soldiers!
George and brother are being compared to brother and soldiers. Since how
you say something communicates as well as what you say, be sure to place
appropriate stress within a phrase. The final two sentences conclude the
answer first with a brief summary and then with an encouragement to
watch this movie. Notice exclamation points throughout as reminders to
let your intonation show your enthusiasm for the movie. Other markers
that communicate enthusiasm are expressions like fascinating story and I

highly recommend it.
Another approach to answering this question would be to talk about
the director or the stars rather than the plot.



This is a video of one of my favorite movies, “It’s a Won-
derful Life”! Both the directing and the acting in this clas-
sic film are superb!

This is one of the better-known films directed by the
famous director, Frank Capra. In this movie, Capra shows
how a kind-hearted individual can triumph over evil in
the world. Capra depicts life in small town America
through the Depression and World War II in such a way
that you feel like you are really living it. The acting is
great too. Jimmy Stewart plays the lead role of George
Bailey in such a natural way. Stewart beautifully portrays
the conflict between dreams and responsibility in this
part. Donna Reed also does an excellent job of starring as
George’s wife.

I think you will be glad that you saw this memorable
movie with me.

@ Exercise 17.6: Describing a Movie

Now think of a movie you have seen and record yourself while
you pretend to tell a friend why you did or did not like it. After

recording your response, listen to your response and evaluate
how well you:

* introduced the name of the movie,

* clarified your opinion, whether you like or don’t like this
movie,

* used specific examples,

* used transitions,

* related your explanation to your audience, and

* used appropriate intonation.
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Recommending, Giving Directions, and
Describing Practice Questions

These practice questions will help you prepare to think quick.l){ and re-
spond concisely to recommending, giving directions, and descrzbm.g ques-
tions. You should study the appropriate map before. answering the
questions. Work on one practice set at a time. If you prev1emi all the q1:1e§-
tions at once, you will ruin the spontaneity. Make your pract1c§ as reah.suc
as possible by not looking ahead at other questions and by keep.lng the time
Jimit. For each set of questions, record your responses. Then listen to each
response to see if you have accurately responded to the specific language
function, and if you have structured your answer in an easy-to-follow man-
ner. Correct and repeat responses that need improvement.

Practice Set 1
See Map on page 251.

Imagine I am your co-worker visiting you from out of town:

« There are plans for a new fast-food restaurant to be built in town.
What are some reasons a person might like to go there? (30 seconds)

+ I'm getting hungry. Please tell me how to get from the park to the
restaurant. (30 seconds)

- It’s a sunny day and you are taking a walk in the park. Please tell
me about the activities you see taking place at the park and why
this park is beneficial to this town. (60 seconds)

Practice Set 2
See Map on page 251.

Imagine I am your supervisor at work and we are talking during coffee
break:

* Coffee shops have become popular places. What are some of the
reasons people like to go to coffee shops? (30 seconds)
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+ I need to buy some food for my pet. Please give me directions
from the coffee shop to the pet store. (30 seconds)
* You just stopped at the pet store last night. Please tell me about an

animal you think would make a good pet and why you think so.
(60 seconds)

N. MAIN ST.

French

Post Office

Restaurant

W. ELM ST. E. ELM ST.

VAN BUREN DR.

HAMILTON ST.
Hamburgers
MARSHALL DR.

Shoe Repair

S. MAIN ST.

Practice Set 3
See Map on page 266.

Imagine we're classmates from college and I came for a visit in your home
town:

« Because you have a soccer match, you won’t be able to meet me at
the train station when I arrive. So, give me directions from the
train station to the soccer field. (30 seconds)

« After the soccer match we are both hungry. Suggest one of the
restaurants for us to eat at and give reasons why you think it
would be a good place for us to eat. (30 seconds)

« Over dinner we talk. Tell me about a recent book you’ve read and
why you like it. (60 seconds)

Practice Set 4
See Map on page 266.

Imagine you are talking with your younger sister who is visiting from out
of town:

« There is a large library in town. What are some reasons for going
to a library? (30 seconds)

* I need to look at some newspapers at the library. Please tell me
how to get from the post office to the library. (30 seconds)

* You just came from the library. Please tell me about your favorite
newspaper or magazine and why you like it. (60 seconds)



Video Rental

Bakery

Pharmacy

Photo

Frozen Foods

Deli

Processing

Customer

Service

Paper Goods

Coffee
Rice and Pasta

Household Cleaﬁers

Personal Hygiene

Vegetables

Eggs

Canned Goods

Health Foods

Salad Dressing

Rest Rooms

Ice Cream

Cheese Milk

Practice Set 5
See Map on page 268.

Imagine that you work at this store and this is my first time to come here:

. 1 have wanted to lose some weight and just started a diet. Could
you suggest some food for me to buy and tell me why you think it
would be good for my diet? (30 seconds)

. P'm running late and need to pick up a few things quickly. I have
just entered the store. Please give me directions from the apples to
the toothpaste to the coffee. (30 seconds)

. This evening I have invited some friends over for a party. Please

tell me about some food I could serve and give some reasons why
you think this is good party food. (60 seconds)

Practice Set 6
See Map on page 268.

Imagine that we are neighbors and run into each other at this store:

+ Pm thirsty and am trying to pick out something to drink. Recom-

mend one beverage and tell me why you think I should buy it. (30

seconds)
« 'm not sure where to find a couple of items in the store. Please

give me directions from the napkins to the sandwich meat to the

carrots. (30 seconds)
« Please tell me about one of your favorite breakfast foods and why

you like it. (60 seconds)
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Narrating the story shown in the picture sequence is still part of the
SPEAK?® Test and is covered in Chapter 6. In the SPEAK®, the narrate a story
question is generally followed by a hypothetical question about how to
avoid the problem shown, and another question asking to persuade some-
one. Please refer to picture sequence 1 in Chapter 6 on page 63 for the fol-
lowing questions.

18-

Suggest and Persuade Questions
for the SPEAK® Test

Suggest a Solution Questions

The suggest a solution question may be something like this:

In this chapter you wilk: What could the biker have done specifically to avoid this

problem? (30 seconds)

« Become familiar with the instructions for the SPEAK®
(the TSE® prior to 2004) suggest a solution and persuade
questions.

+ See examples of suggest a solution and persuade qucstlons
and corresponding responses.

* Learn what makes an effective response to suggest g 5alut: )t

In the initial 60 seconds you are given to study the picture story, you should
anticipate this question by first identifying the main problem or conflict
and then determining ways to avoid the problem. Listen to the question

and persuade questions. ; carefully. If the question is in conditional form, then the answer should be
» Practice responding to a variety of suggest a solutionand in conditional form. An if-then statement is a useful way to express this.
persuade questions. Organize your answer by first clearly stating the problem, then offering one

possible solution, and then concluding. Here is a sample response:

The general directions for the picture section of the test may be something
like this: The biker needs to ride more carefully to avoid getting a
flat tire. If the biker had watched the path instead of gazing
at the trees and lake, then the biker could have steered the
bike away from the sharp rock. It does not look like there
are many rocks in the path, which means that this flat tire
was just an unhappy coincidence. With a little care and a

little luck this problem will probably not happen again
soon.

In this section of the test you will see six pictures that de-
pict a story line. You will be given 60 seconds to review
the pictures. After that you will be asked to tell the short
story that is illustrated by the pictures. Try to include all
six pictures in your story. When the test narrator tells you
to, you may start telling the story.
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his response starts out with a clear statement of the problem and clues
ae rater that a simple solution will be discussed. Then the details of the
olution are given. The if-then statement clearly explains the alternative
olution and the result. The possible solution is, If the biker had watched
he path instead of gazing at the trees and lake. The result from this solu-
ion is then the biker could have steered the bike away from the sharp rock.
Jotice how details are used to clarify meaning. Instead of just saying gaz-
ng away, the examinee responds with the details of at the trees and lake.
\lso the appropriate tense is used in the if-then statement, had watched
ind could have steered away. Again, transitions are important. The transi-
ion phrase which means that connects the ideas of not many rocks and an
unhappy coincidence.

It is not necessary to give more than one alternative solution. If you try
to say too much you may rush yourself and hurt your communicative abil-
ity. Furthermore, if you try to say too much, you may not have time to
fully explain your ideas, thereby hurting your communicative ability. Try
to speak for at least 75 percent of the time allotted.

This response also includes a one-sentence conclusion. This conclusion
emphasizes that the problem is easily avoided and leaves the rater with a clear
understanding of what was trying to be communicated. Hence, the rater is
left with a good impression of the communicative ability of this examinee.

One thing to avoid with this type of question is a vague response such
as “This could have been avoided if he had been more careful” This state-
ment can apply to almost any accident or problem, so it is not very effective
in communicating your ability to suggest specific solutions to problems.
One technique to overcome this problem of vagueness is to imagine that
your boss is asking you to suggest solutions. It would be unacceptable to
simply suggest being more careful to a problem your boss asked you to
solve. Likewise it is unacceptable to give such a vague answer on the
SPEAK?®. Here is another alternative response to this question:

The bike path needs to be maintained better in order to
avoid flat tires. Workers should be hired to clear the path
of rocks and branches on a regular basis. It would not take
a lot of effort to make the path safe for bikers.
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Persuade Questions

The persuade question may be something like this:

Pretend that you are the bike rider portrayed in the pic-
tures. After you have taken the bike back to the rental
booth, you find out that the cashier will not return your
money. You think you deserve a refund; however, the bike
rental has a policy of no refunds. After you arrive home
you call the owner of the bike rental. Try to persuade the
owner to refund your five-dollar rental fee. (45 seconds)

This question asks you to imagine that this situation is happening to you.
In order to role-play you must take on the feelings and goals of the charac-
ter and express those in English. Since you are role-playing a phone call, the
first thing you need to do is to greet the person on the other end of the
phone and identify yourself. Be sure to speak in present tense because you
are acting out the situation, not describing a past event. Typical phone
greetings are Hello, or Hello, this is John Smith. Since this is a one-sided
phone conversation, you have to imagine that someone answers on the
other side of the telephone. You will need to maintain the telephone call for
45 seconds without someone giving a response to your comments.

After the greeting, explain the reason you are calling which, in this case,
will include what happened and why you want your money back. Say the
specific amount of money you expect to be refunded so the rater knows ex-
actly what you hope to receive. In the United States most people will be po-
lite but firm when making this type of request over the phone. The test task
is asking you to use your language ability to persuade. Rude or overly com-
manding behavior generally is not considered very persuasive in the United
States. Stating logical reasons for why you want your request granted will
usually be more persuasive than demanding something to be done. An-
other facet of persuading is making some concessions in order to make it
easier for the other person to do what you ask. In this situation you could
offer to accept a $5.00 coupon for biking rather than demand the $5.00
cash back. Here is an example response:
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Hello, this is John Smith. Earlier today I rented a bicycle
from your rental booth in the park and the bike I was rid-
ing had a flat tire. I then had to walk the bicycle back in
the hot sun! This was exhausting and not much fun! You
know, if you’re going to be renting these bicycles, I think
they should be in better condition. Furthermore, the bicycle
paths need to be better maintained. There are rocks and
litter all over the path, it is impossible not to hit some-
thing! So I would like to ask for my $5.00 back. . . . Well, if
your policy doesn’t allow refunds, at least you could give
me a coupon for a free bicycle rental another day. . . .
Thanks, I knew you'd understand.

This answer starts with an appropriate telephone greeting. Since your iden-
tity as a test-taker is supposed to remain unknown to the rater, do not use
your real name in the greeting. Since the name John was arbitrarily chosen
for an earlier question, it was used again here so as not to confuse the raters
with a name change. The last name of Smith was arbitrarily chosen as well.

The speaker quickly identifies the reason for his call: I rented a bicycle
and . . . had a flat tire. Descriptive words like hot sun, exhausting, and not
much fun are used to explain why this was an inconvenience to the cus-
tomer and to encourage the owner to sympathize with the situation. To
further persuade the owner, the speaker provides two reasons why the
owner should take responsibility for the flat tire: The owner needs to bet-
ter maintain the bicycles and the bicycle paths. Along with logical organiza-
tion, transitions and connections also help to enhance the communicative
power of the response. Expressions such as Earlier today, I then had to walk,
if you are going to, Furthermore, So I would like to, and Well, if help the re-
sponse to flow smoothly.

The speaker is successful in expressing his request while remaining po-
lite. The request is softened or made more polite by phrases like I think
and I would like to ask. Exclamation marks point out the need to speak
persuasively and with passion in order to accomplish the desired goal. Ad-
ditionally, U.S. speakers are frequent users of contractions in informal
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conversation, so a number of contractions are used, like you're, do?sr?’t, and
yowd. Contractions allow the speaker to sound fluent by maintaining the
rhythm of English.

One important aspect of appropriacy of language is to call people by
appropriate names. Don’t just put Miss, Ms., Mrs., or Mr. .m front of some-
one’s title, like Mr. Owner, Ms. Storekeeper, Miss Supervisor, or Mrs. Pro-
fessor. These expressions are never used in real life. Role-plays should
sound realistic, so if necessary insert a name such as Mr. Johnson, Ms. Nel-
son, Miss Brown, or Professor Cole. .

Brief pauses are indicated by the three dots (.. .) in the response. This
makes for a more realistic role-play and makes the speaker sound more
communicative. The last sentence concludes the phone conversation on a
positive note. Since there is no one actually responding to you, you shou.ld
assume that the owner is positively persuaded by your answer. The polite
positive ending will leave the rater with a positive impression of your abil-
ity to use English to persuade others.

Here is an alternative response to this question:

Hello. May I speak with the owner of the bike rental? . . .
Thanks.

Hello, Mr. Johnson? This is John Smith. I’d like to talk
with you about a problem I had while renting one of your
bikes in the park today. The bike I rented had a flat tire, so
I had to walk the bicycle back to the rental booth in the
hot sun! I spent $5.00 for a bike ride and spent most of the
hour pushing the bike back! When 1 explained the situation
to the cashier at the booth, he wasn’t very helpful. This
just doesn’t seem fair to me! So, I would like to ask for my
$5.00 back. ... Yes, I can stop by this afternoon to pick it
up. Thanks.




G) Exercise 18.1: Generating Expressions
for Making Requests

3. set an appointment:

Here is a short list of polite expressions for making requests. See
what others you can add to the list.

4. ask for the time:

please

could you please

would you mind

if you don’t mind

if it’s not too much trouble

if it’s not too much of an inconvenience

5. ask a friend to proofread your paper:

6. ask for a ride home:

®) Exercise 18.2: Making Polite Requests Suggest a Solution and Persuade
. : i uestions
Now choose a few of the expressions in Exercise 18.1 to make a Practice Q
variety of requests. After each request suggested in the phrases,

These practice questions will help you prepare to think quickly and re-
write out a polite request. Then say your requests aloud.

spond concisely to suggest a solution and persuade questions. You should
study the sequence of six pictures shown with each practice set before an-
swering the questions that follow. Work on one practice set at a time. If you

1. borrow a book:

preview all the questions at once, you will ruin the spontaneity. M?ke your
practice as realistic as possible by not looking ahead at other questions and
by keeping the time limit. For each set of questions below, record your re-
sponses. Then listen to each response to see if you have accuratel}l re-
sponded to the specific language function, and if you have appropriately
addressed the intended audience. Correct and repeat responses that need
improvement.

2. repeat that question:




Practice Questions 18.1

Please refer to the practice question 6.1 picture sequence in Chapter 6 on
page 75.

* What precautions could have been taken to avert this incident?
(30 seconds)
* Let’s pretend you are the customer who falls in this scene. Go talk

to the manager of this restaurant and convince her to replace your
food free of charge. (45 seconds)

Practice Questions 18.2

Please refer to the practice question 6.2 picture sequence in Chapter 6 on
page 76.

* What precautions could have been taken to avert this incident?
(30 seconds)

* Let’s pretend that you are the person in this scene. You have an
important date in about an hour, and you want to make a good
impression. You need to shower and change your clothes, but you
can’t leave with a dirty car. Talk to your roommate and convince

him or her to clean your car for you while you get yourself ready.
(45 seconds)

Practice Questions 18.3

Please refer to the practice question 6.3 picture sequence in Chapter 6 on
page 77.

* What precautions could have been taken to avert this incident?
(30 seconds)
* Let’s pretend that you are the person in this scene. Call the neigh-

bor, who owns the dog, and convince him to buy you new flowers.
(45 seconds)

Practice Questions 18.4

. . i 6 on
Please refer to the practice question 6.4 picture sequence in Chapter 6 o
page 78.

« What precautions could have been taken to avert this incident?
(30 seconds) .

+ Let’s pretend you are a parent of a child with a bwi 938_.9 The
brakes on the bicycle break the first day your child uses :.. You
decide to take the bicycle back to the store. Persuade the bicycle
store manager to replace the broken parts free of charge. (45

seconds)

Practice Questions 18.5

Please refer to the practice question 6.5 picture sequence in Chapter 6 on

page 79.

+ Let’s pretend the customer drops the new TV as he is carrying W
to his car. What precautions could have been taken to avert this
accident? (30 seconds)

« Let’s pretend you are the person in this scene. Although you m#,
ready have a pretty good TV at home, you really want to buy a.:m
new one. Call your spouse on the phone and try to persuade him
or her that you should buy this new TV set. (45 seconds)
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Define or Explain Questions
for the SPEAK® Test

In this chapter you will:

« Become familiar with the instructions for the SPEAK® (the
TSE® prior to 2004) define or explain questions.

+ See examples of define or explain questions and correspon-
ding responses.

- Learn what makes an effective response to define or explain
questions.

« Practice responding to a variety of define or explain questions.

"he general directions for the graph section may be something like this:

The next few questions will ask you about your thoughts
on a number of different issues. Feel free to think for a cou-
ple seconds before you begin answering. Try to answer as
thoroughly as you can in the time given for each question.

The questions in this section cover a number of topics, and each question
ocuses on a different function of language. This chapter focuses on the
define or explain questions. In order to accomplish these communication
yoals in the small amount of time given to respond, you will need a strategy

and some practice. The raters don’t expect you to begin speaking immedi-
ately, so don’t start speaking your response :mmediately after the question
is given. Take a few seconds to organize your thoughts.

The define or explain question may be something like this:

Imagine you are a graduate student and a group of high
school students come to visit your campus. As you give
them a tour of your department, tell them about a basic
topic in your area of study. (60 seconds)

Defining a concept or term or explaining a topic is a language function you
should think about and prepare for. The test may give you something spe-
cific to define or may give you the freedom to pick a concept or term of
your choice within a given range of possibilities, as in the preceding sample
question. Generally, it is not useful to memorize definitions, because it is
too difficult to predict what you might be asked for on the test. Addition-
ally, memorized responses tend to focus the speaker on remembering the
“right words” rather than on communicating the message t0 2 specific au-
dience with the appropriate intonation and rhythm. Furthermore, memo-
rizing definitions may tempt the speaker to give a memorized definition as
an answer to a question where the term itself or the phrasing doesn’t fit the
given audience and context. Raters can generally see through memorized
answers and rate them down accordingly. Nonetheless, it will help you to
have practiced defining other concepts and terms ahead of time so you will
have a strategy to use in defining any concept or term asked of you. The
outline below is adapted from an approach for defining a term that is rec-
ommended by Smith, Meyers, and Burkhalter (1992).

1. Clearly state the concept or term you are defining.

2. Explain the importance of this concept or term.

3. Give a concise definition of the concept or term.

4. Provide examples or analogies that relate to your listeners and
help clarify the concept or term.

5. Conclude your definition by emphasizing key ideas or by moti-
vating your listeners.
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7ith practice you can learn to apply this strategy for defining concepts and
rms in order to maximize the effectiveness of your communication.
The first thing to do in responding to this question is to choose a con-
zpt. You should choose something that is very simple, because you only
ave one minute to define it. Since the question implies that the audience
as no background in your field, try to pick a concept that most people
ave heard of before. In this way, as you speak the rater may recall what he
r she already knows about this concept. If you choose an obscure term,
hen the rater may be unable to relate anything you say to his or her own
nowledge or experience. Picking somewhat familiar terms or concepts is
mportant because your communicative ability will be rated on, in part, by
10w well you respond to a particular audience.
Here is a sample response:

The topic I would like to explain for you is concrete. Concrete
is a very important substance because it is a basic material
for most construction projects like large buildings and
airports. Concrete is composed of three parts, aggregate,
cement, and water. Aggregate includes gravel and sand.
Cement acts as a glue. Water is necessary to start the
binding action of the cement. One way to understand
concrete is to think of the candy peanut brittle. Peanuts
can be compared to aggregate. Sugar and water are mixed
to form a syrup that dries to hold the peanuts in peanut l
brittle. This is similar to the way cement and water dry to
hold the aggregate in concrete. Sometimes peanut brittle
gets pretty hard, but concrete is even harder. That is why
concrete is an excellent material for construction.

The topic chosen for this response was concrete. This is a good choice be-
cause most people have a general idea of what concrete is and how it is
used, though they may not know how it is composed. The response begins
with a clear statement that the concept to be discussed is concrete. It is im-
portant that the rater knows what you are defining before you go into the
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details of an explanation. It is also important to tell why this term is impor-
tant. The second sentence of the response says that concrete is important
because it is a basic material for most construction projects and then goes on
to give specific examples of projects like large buildings and airports. Spe-
cific examples help the rater to better understand the ideas expressed.

Next, a formal definition of concrete is given. In this case concrete is
formally defined by the parts that go together to make it, aggregate, cemment
and water. Cohesion is maintained by defining each of the three parts in
the order they were mentioned. Long chemical names are avoided because
they may be difficult to pronounce and the rater may not understand even
if they are pronounced correctly. Formulas and other technical details are
avoided because there is only a short time to respond and these would
more than likely confuse the rater and detract from communication.

After the formal definition an analogy is given to help a non-expert un-
derstand a field-specific term. This may be the hardest part of the strategy
for giving a definition, depending on the term. Generally, it takes people
time to think of and develop analogies. So if an analogy does not readily
come to mind, this may be something that is skipped in your definition.
However, analogies are a powerful way for you to communicate to non-
experts the basic ideas of your field-specific term. In this response the anal-
ogy is introduced with a transition: One way to understand concrete. Choose
an analogy that most people are familiar with. Peanut brittle was chosen in
this case. This is a candy most people know about. Avoid analogies to com-
plex items because they cause you to focus on explaining the analogy rather
than the concept, and in the end communication suffers. When using analo-
gies make clear connections to your concept. In this response peanuts were
compared with aggregate, and sugar and water were compared with cement
and water. Specific expressions are used to make this relationship clear like
compared to and similar to. The analogy even extends to the strength of the
material: peanut brittle gets pretty hard, but concrete is even harder.

If an analogy does not readily come to mind, you should try to include
examples that help to make your term more relevant to your audience. If
the peanut brittle analogy were not used in this response, there are other
examples that could have been shared instead. It is possible to give exam-
ples of how the strength of concrete is put to use, as shown in the alterna-
tive response that follows.
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The last two sentences bring closure to the response and keep it ¢ohe:
7e. First of all the conclusion emphasizes that concrete is hard and Secongs
at concrete is an excellent material for construction. This response folloy
e five-step strategy for defining concepts or terms presented earlier, |
a solid strategy for communicating the definition and explanation of
mcept or term. If you use this strategy well you communicate a sense
aency, knowledge, and confidence to the rater.

Here is an alternative response that focuses on examples rather than g
1 analogy.

When we walk through the engineering lab, you’ll have a
chance to see some of the student projects involving con-
crete. While you all may know what concrete looks like,
you may not know what it’s made of. Concrete has three
basic components, aggregate, cement, and water. Aggre-
gate includes gravel and sand. Cement acts as a glue.
Water is necessary to start the binding action of the cement.
Concrete has many uses in society. Concrete foundations
hold the weight of large buildings. Concrete runways en-
dure the repeated landings of jumbo jets. Concrete dams
hold back tons of water. Concrete can also make our lives
more pleasant in smaller ways, like concrete sidewalks for
our neighborhoods and concrete benches for our parks.
Anyway, concrete is not something that’s taken for granted
by our engineering faculty and students.

@ Exercise 19.1: Generating Examples

Now let’s work on quickly thinking of examples, because spe-
cific examples can be an effective method for communicating
ideas. For each of the following categories, list two or three ex-

amples. Make sure your examples are specific and relevant to
the topic.

e LN iy g e o

1. How to lose weight.

2. The benefits of having someone else proofread a paper

you write.

3. The costs and benefits of a state lottery.

4. The importance of voting in a democracy.

5. Surfing the Internet.

Now choose one of the topics—losing weight, proofreading,
lottery, democracy, or Internet—and give an oral definition
of it, including the details you have listed.
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Practice Question 19.5

Define or Explain Practice Questions
ne else attending the party has

Imagine that you are at a party where no o _
been to your country. Your friends at the party are interested in the govern-
ment of your country. Choose one branch or division of government of

your country and define it for your friends. (60 seconds)

ese practice questions will help you prepare to think quickly and re-
»nd concisely to the define or explain questions found in the graph sec-
n. Work on one practice question at a time. If you preview all the
estions at once, you will ruin the spontaneity. Make your practice as real-
ic as possible by not looking ahead at other questions and by keeping the
ne limit. For each practice question, record your response. As you listen
your recorded responses, see if you have accurately responded to the spe-
ic language function, and if you have appropriately addressed the in-
nded audience. Correct and repeat responses that need improvement,

Practice Question 19.1

lthough we are friends, we are interested in different career areas. Think
>out a typical job position in your field and tell me about the responsibil-
ies of someone with this position. (60 seconds)

Practice Question 19.2

magine that I am a friend who is not familiar with the equipment used in
our profession. Think about one tool, piece of equipment, or machinery
1sed frequently in your field and tell me how it is used. (60 seconds)

Practice Question 19.3

[magine that I am a student in your class. Define for me what you mean by

plagiarism. (60 seconds)

Practice Question 19.4

Imagine that P'm a friend who is not familiar with your field of study.
Please define for me research that is considered excellent in your field. (60

seconds)
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2 o this trip. You mailed a copy of the trip agenda to all the
- - members of the Glenview Historical Society two weeks
] ago. Since then, there have been some last-minute

changes. Pretend you are at the monthly meeting of the

Glenview Historical Society and you want to review the
schedule of the trip with the other members and empha-

nouncement QueSthIlS fOl‘ : ; size the changes in the agenda. Because this is an oral
® e tation to the members of your organization, you
the SPEA presen you organization,
K TeSt I , do not want to just read the information printed on the
agenda. Take the next 60 seconds to plan your presenta-
tion. After that you will hear the test narrator ask you to
begin your presentation. (90 seconds)

In this chapter you will:

* Become familiar with the instructions for the SPEAK® (the

TSE?® prior to 2004) announcement question

* See examples of announcem i
ent -
* questions and correspon GLENVIEW HISTORICAL SOCIETY
ing responses. I
.L . Springfield Trip
earn what makes an effective response to announcement Frid
. ridd
questions, , Date: Ihu;séa—y, October 13
* Practice responding to a variety of announcement l
questions. Transportation: Glenview Club Van
) v 7:30
s Departure: 800 aMm. Jefferson Community College
This is the final question }
of the exam. You are ask -
B ed to role-play the part of Agenda: 10:00 am. Guided tour of Lincoln's home
giving an announcement. The announcement will usually have = tal Cari ' |
e b & 2 Anouncemen " y & 12:00 em. Memorial Carillon (special demonstration)
, an . . . ",:'
© e changes marked on | ¢ kese are the details you should hlghllght 12:30 pM. Lunch at Washington Park Botanical Gardens®
. Als i i
e c.)ﬁt ink about the intended audience and the 2:00 pM. The Lincoln Tomb, Oakridge Cemetery
ress '
T 1S SpECl. C group. 3:00 pm. Illinois State MusesnT
€ announcement question may be something like this: : mr
Return: 5:00 pm.
Let’ d i e
s pretend that you are the president of the Glenview Cost: per pesson o hel cover g2
Historical Society. Following is an agenda for a trip to
Springfield, Illinois. As president of the Glenview Histori-
cal Society you have had the responsibility for planning iing yourown bnchs denks Rl o pue e pere




In responding to this type of question it is important to role-play the part.
That is, imagine that you really are the president of the organization and
that you really are talking to the members. It will be important to choose
Janguage that is appropriate for your audience and for the task of express-
ing the details of the schedule and highlighting the scheduling changes.
Reading the information off the schedule word for word, or without orga-
nizational markers or transitions, will make the announcement sound like
a telegram and it will not be scored well.

You are given 60 seconds to review the schedule before you need to start
speaking. Since you have been asked not to read the information, think of
Janguage you can use to package the information in a way that is appropri-
ate to the context. Practice pronouncing words you think you may have
trouble saying clearly. For example, if you have trouble pronouncing /th/ or
/t/, then consciously practice pronouncing Thursday and thirteen. Addi-
tionally, prepare an opening statement to greet the audience and tell them
what you will be talking about. As you look over the details of the schedule,
think of ways you can highlight the changes. Also think of a way to bring
your presentation to a close. Here is an example response:

Good afternoon, ladies and gentlemen of the Glenview His-
torical Society. You are all invited on our trip to Springfield.
Let’s take a few minutes to review the schedule together.

Our trip will take place on Friday, October 13, not Thurs- |
day as was misprinted in the schedule. We will be taking the
van, which is very comfortable, and will be leaving from |

Jefferson Community College at 7:30 A.M. Don’t come at
8:00 as originally scheduled or you will miss the van!

Four activities are planned for our time in Springfield.
At 10:00 A.M. we will start with a tour of Lincoln’s home.
From there we will drive to Memorial Carillon for a spe-
cial noontime demonstration of the bells. This will be
followed by lunch at 12:30 P.M. at the Washington Park
Botanical Gardens. You should plan on bringing your own
lunch, although drinks can be purchased there. At 2:00
P.M. our site-seeing continues at the Lincoln Tomb.

Because the Illinois State Museum is closed this weelf for
repairs, we will be touring the Illinois State Capital in-
stead. Our van will be leaving from the Capital at approx-
imately 5:00 P.M. '

The cost of the trip is $3, not $5 as originally estf—
mated. If you haven’t signed up already, be sure to sign up
today before you leave!

This response begins with a formal greeting from the president. ofa sc?ciety
to its members, Good afternoon, ladies and gentlemen. A teaching assistant
addressing a class, or a student addressing other students who are Part o'fk a
campus club, would probably start out with a less formal greeting like
Hello, everyone. However, a professor presenting a paper at a conference or
an executive giving a report to the board of directors would probably use a
formal greeting. Therefore, it is important that you know what role yo;lk?re
supposed to be playing and what audience you are supposed to be talking
to in order to appropriately address the audience. .

The greeting is followed by a preview of what is to be. sh'arefl in the an
nouncement. The topic of the trip is introduced with an 1nv1tat10n:' You ar
all invited. Then the preview specifically states, Let’s take a few minutes
review the schedule together. This type of preview tells the audience and th
rater what to listen for in the next few minutes. Because the rater has clue
on how to listen, the communication becomes more effective. .

Public speakers as well as teachers often use inclusive language 1
order to show unity with the group they are speaking to. T.herefore, rathe
than saying I will tell you, the phrase Let’s take a few rmflutes was use
Identifying the trip as our trip rather than the triP and stating that We w

be taking the van, rather than the van will be leaving, makes t'he a'nnoun.o
ment sound more inclusive as well. Expressions like our time if Sprin

field, we will start with, our site-seeing continues, we will be touring, ai

our van will be leaving all add to the inclusiveness of the announceme

which is the type of atmosphere a president would want to create in

organization.
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n responding to this type of question it is important to role-play the part,
'hat is, imagine that you really are the president of the organization and
hat you really are talking to the members. It will be important to choose
anguage that is appropriate for your audience and for the task of express-
ng the details of the schedule and highlighting the scheduling changes.
Reading the information off the schedule word for word, or without orga-
nizational markers or transitions, will make the announcement sound like
a telegram and it will not be scored well.

You are given 60 seconds to review the schedule before you need to start
speaking. Since you have been asked not to read the information, think of
language you can use to package the information in a way that is appropri-
ate to the context. Practice pronouncing words you think you may have
trouble saying clearly. For example, if you have trouble pronouncing /th/ or
/x/, then consciously practice pronouncing Thursday and thirteen. Addi-
tionally, prepare an opening statement to greet the audience and tell them
what you will be talking about. As you look over the details of the schedule,
think of ways you can highlight the changes. Also think of a way to bring
your presentation to a close. Here is an example response:

Good afternoon, ladies and gentlemen of the Glenview His-
torical Society. You are all invited on our trip to Springfield.
Let’s take a few minutes to review the schedule together.
Our trip will take place on Friday, October 13'h, not Thurs-
day as was misprinted in the schedule. We will be taking the
van, which is very comfortable, and will be leaving from
Jefferson Community College at 7:30 A.M. Don’t come at
8:00 as originally scheduled or you will miss the van!

Four activities are planned for our time in Springfield.
At 10:00 A.M. we will start with a tour of Lincoln’s home.
From there we will drive to Memorial Carillon for a spe-
cial noontime demonstration of the bells. This will be
followed by lunch at 12:30 P.M. at the Washington Park
Botanical Gardens. You should plan on bringing your own
lunch, although drinks can be purchased there. At 2:00
i P.M. our site-seeing continues at the Lincoln Tomb.

Because the Illinois State Museum is closed this week for
repairs, we will be touring the Illinois State Capital in-
stead. Our van will be leaving from the Capital at approx-
imately 5:00 p.M.

The cost of the trip is $3, not $5 as originally esti-
mated. If you haven’t signed up already, be sure to sign up
today before you leave!

This response begins with a formal greeting from the president of a society
to its members, Good afternoon, ladies and gentlemen. A teaching assistant
addressing a class, or a student addressing other students who are part of a
campus club, would probably start out with a less formal greeting like
Hello, everyone. However, a professor presenting a paper at a conference or
an executive giving a report to the board of directors would probably use a
formal greeting. Therefore, it is important that you know what role you are
supposed to be playing and what audience you are supposed to be talking
to in order to appropriately address the audience.

The greeting is followed by a preview of what is to be shared in the an-
nouncement. The topic of the trip is introduced with an invitation: You are
all invited. Then the preview specifically states, Let’s take a few minutes to
review the schedule together. This type of preview tells the audience and the
rater what to listen for in the next few minutes. Because the rater has clues
on how to listen, the communication becomes more effective.

Public speakers as well as teachers often use inclusive language in
order to show unity with the group they are speaking to. Therefore, rather
than saying I will tell you, the phrase Let’s take a few minutes was used
Identifying the trip as our trip rather than the trip and stating that We wil
be taking the van, rather than the van will be leaving, makes the announce
ment sound more inclusive as well. Expressions like our time in Spring
field, we will start with, our site-seeing continues, we will be touring, an
our van will be leaving all add to the inclusiveness of the announcemer
which is the type of atmosphere a president would want to create in a

organization.



] Exercise 20.1: Pronouncing Dates

Dates, places, and times should be accurately stated to avoid
confusion. Except for the first, second, and third, dates carry q
voiceless /th/ sound as in April twelfth. Most announcements
include some kind of dates. Before you take the test, practice

pronouncing the 12 months of the year along with various
dates such as:

January first February twelfth ~ March thirteenth
April fourteenth May fifteenth June sixteenth
July seventeenth August eighteenth  September nineteenth

October twenty-fifth November thirtieth December thirty-first

Key words to check pronunciation on during the 60 seconds given to p
pare your announcement should include all multisyllable place names a
nouns. In this example that would include the Glenview Historical So
Springfield, Illinois; Jefferson Community College; Memorial Caril
Washington Park Botanical Gardens; Lincoln Tomb; Oak Ridge Cemetery;
Hllinois State Museum; and the Illinois State Capital.
Times can be clearly stated by referring to either A.M. or P.M. In this £
sponse, the first morning time was given as 7:30 A.M. When 8:00 was m
tioned right after this, no A.M. was used since the time frame had alrez
been established as morning. Clear communication of dates, places, 2
times allows the rater to accurately follow your announcement.
The schedule of the trip is given in a logical order starting with the da
and the departure time and going through each of the activities in ord
This is the way the information was given on the written announceme
By talking about the details of the schedule in this order, it makes it e
for the raters to follow your announcement as they follow along on th
own copy of the schedule.
Since the schedule will probably have some changes marked on it,
will need to think of wording that can highlight these changes. To makt
changes clear, the new information is given along with the old information;
so the audience doesn’t just assume what was announced refers to the old
information. For example, if all that was announced was Friday October
13th. then a listener might not realize that the 13th was a Friday

Thursday. This type of confusion is avoided in the response with the ﬁrnwm.m
Friday, October 13, not Thursday as was misprinted in the schedule. This
contrast of old and new information should further be highlighted by plac-
ing primary stress on Friday and Thursday. The change in plans for wr.m de-
parture time is highlighted in a similar way: Don’t comne at 8:00 as originally
scheduled or you will miss the van! The cost of the trip was also changed
and the change pointed out: The cost of the trip is $3 not $5 as originally es-
timated. To highlight this contrast, primary stress should be placed on mt
and $5. (For more practice with primary stress on contrasts see Hahn anc
Dickerson 1998.)

When announcements contain both the old information and new in
formation, it is important to clearly state which is right and which i
wrong. Clear statements are made in this response about what is incorrec
information, not Thursday as was misprinted, Don’t come, touring the Illinot
State Capital instead, and not $5. Clear distinctions between old w:m.ogwm
tion and correct information will help to increase your communicaty
competence rating.

Often there will be an asterisk within the schedule that refers to a foot
note at the bottom of the page. Include the footnoted information wher
appropriate and use complete sentences to explain the footnote. Choos
language that relates the information in the footnote to the context of th
announcement. Don’t just tack on the footnote as an incomplete phrase «
the end of your announcement.

As the person giving the announcement, you want to arouse the aud
ence’s interest in the information by making it interesting and relevant 1
them. However, there is not a lot of time to say much beyond what is in th
written announcement. Adjectives can be used to create this effect such :
.. . the van, which is very comfortable, and . . . special noontime demonstr
tion. However, be careful not to get sidetracked from the basic announc
ment. Notice how this response does not try to capture the interest of tl
audience by discussing the beauty of Washington Park or the details of tl
Memorial Carillon demonstration. If you try to make the announceme
more interesting by trying to share a lot of details that are not in the wr
ten announcement, then you will not have time to fully explain the chang

in the announcement as the question asks. This will leave the rater with t
sense that the stated goal of telling the basic announcement and indicati
the chanees has not been accomplished.
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) Exercise 20.1: Pronouncing Dates

Dates, places, and times should be accurately stated to avoid
confusion. Except for the first, second, and third, dates carry a
voiceless /th/ sound as in April twelfth. Most announcements
include some kind of dates. Before you take the test, practice

pronouncing the 12 months of the year along with various
dates such as:

January first February twelfth ~ March thirteenth
April fourteenth May fifteenth June sixteenth

July seventeenth August eighteenth  September nineteenth
October twenty-fifth November thirtieth December thirty-first

Key words to check pronunciation on during the 60 seconds given to pre-
pare your announcement should include all multisyllable place names and
nouns. In this example that would include the Glenview Historical Society;
Springfield, Illinois; Jefferson Community College; Memorial Carillon;
Washington Park Botanical Gardens; Lincoln Tomb; Oak Ridge Cemetery; the
llinois State Museum; and the Illinois State Capital.

Times can be clearly stated by referring to either A.M. or P.M. In this re-
sponse, the first morning time was given as 7:30 A.M. When 8:00 was men-
tioned right after this, no A.M. was used since the time frame had already
been established as morning. Clear communication of dates, places, and
times allows the rater to accurately follow your announcement.

The schedule of the trip is given in a logical order starting with the date
and the departure time and going through each of the activities in order.
This is the way the information was given on the written announcement.
By talking about the details of the schedule in this order, it makes it easier
for the raters to follow your announcement as they follow along on their
own copy of the schedule.

Since the schedule will probably have some changes marked on it, you
will need to think of wording that can highlight these changes. To make
changes clear, the new information is given along with the old information
so the audience doesn’t just assume what was announced refers to the old
information. For example, if all that was announced was Friday October
13th, then a listener migcht not realize that the 13th was a Fridav not a

Thursday. This type of confusion is avoided in the response with the phrase

Friday, October 13th, not Thursday as was misprinted in.the.schedule. Thi
contrast of old and new information should further be highlighted by plac
ing primary stress on Friday and Thursday. The change in plans for t.h.e dlei
parture time is highlighted in a similar way: Don’t come at 8:00 as originall
scheduled or you will miss the van! The cost of the trip was als? .change(
and the change pointed out: The cost of the trip is $3 not $5 as originally es
timated. To highlight this contrast, primary stress should be placed on $
and $5. (For more practice with primary stress on contrasts see Hahn an
Dickerson 1998.) . ‘

When announcements contain both the old information and ne?v ir
formation, it is important to clearly state which is right anfi .whlch
wrong. Clear statements are made in this response about wha}t is incorre
information, not Thursday as was misprinted, Don’t come, touring tl'1e ling
State Capital instead, and not $5. Clear distinctions between old mf.orrrT:
tion and correct information will help to increase your communicati’
competence rating.

Often there will be an asterisk within the schedule that refers.to a foc
note at the bottom of the page. Include the footnoted information whe
appropriate and use complete sentences to explain the footnote. Chfoq
language that relates the information in the footnote jco the context of t
announcement. Don’t just tack on the footnote as an incomplete phrase
the end of your announcement.

As the person giving the announcement, you want to arouse the aus
ence’s interest in the information by making it interesting and relejvz?nt
them. However, there is not a lot of time to say much beyond what is in t
written announcement. Adjectives can be used to create this effect such
... the van, which is very comfortable, and . . . special noontime demonst

tion. However, be careful not to get sidetracked from the basic announ
ment. Notice how this response does not try to capture the intere.st of
audience by discussing the beauty of Washington Park or the details of
Memorial Carillon demonstration. If you try to make the ann'ouncem
¢ interesting by trying to share a lot of -details that are n(?t in the w
ten announcement, then you will not have tlm.e to.fully explain the d.lan
in the announcement as the question asks..Thls will leave the rate.r w.1th
sense that the stated goal of telling the basic announcement and indica

the chanoes has not been accom plished.

mor




G) Exercise 20.1: Pronouncing Dates

Dates, places, and times should be accurately stated to avoid
confusion. Except for the first, second, and third, dates carry a
voiceless /th/ sound as in April twelfth. Most announcements
include some kind of dates. Before you take the test, practice

pronouncing the 12 months of the year along with various
dates such as:

January first February twelfth ~ March thirteenth
April fourteenth May fifteenth June sixteenth
July seventeenth August eighteenth  September nineteenth

October twenty-fifth November thirtieth December thirty-first

Key words to check pronunciation on during the 60 seconds given to pre-
pare your announcement should include all multisyllable place names and
nouns. In this example that would include the Glenview Historical Society;
Springfield, Illinois; Jefferson Community College; Memorial Carillon;
Washington Park Botanical Gardens; Lincoln Tomb; Oak Ridge Cemetery; the
Hlinois State Museum; and the Illinois State Capital,

Times can be clearly stated by referring to either A.M. or M. In this re-
sponse, the first morning time was given as 7:30 A.M. When 8:00 was men-
tioned right after this, no A.M. was used since the time frame had already
been established as morning. Clear communication of dates, places, and
times allows the rater to accurately follow your announcement.

The schedule of the trip is given in a logical order starting with the date
and the departure time and going through each of the activities in order.
This is the way the information was given on the written announcement.
By talking about the details of the schedule in this order, it makes it easier
for the raters to follow your announcement as they follow along on their
own copy of the schedule.

Since the schedule will probably have some changes marked on it, you
will need to think of wording that can highlight these changes. To make
changes clear, the new information is given along with the old information
so the audience doesn’t just assume what was announced refers to the old

information. For example, if all that was announced was Friday October

13th, then a listener might not realize that the 13th was a Friday not a

Thursday. This type of confusion is avoided in the response with ﬁwm%r%mw
Friday, October 13th, not Thursday as was misprinted 3.%&. mnwmazvm. o
contrast of old and new information should further be ?mr:mwﬁmm Ww M Mm-
ing primary stress on Friday and Thursday. The change in ﬂmwm ocH:. e
parture time is highlighted in a similar way: Don’t comne at 8:0 _mm rwm el M
scheduled or you will miss the van! The cost of the trip was a mn.u n . m&-
and the change pointed out: The cost of the trip is $3 not $5 as o_:w:mm y .
timated. To highlight this contrast, primary stress should be place ro: ’
and $5. (For more practice with primary stress on contrasts see Hahn an
U_QM\M\MMM MMMMM:SB@G contain both the old m:@ﬂa.mao: and :m.i 5.-
formation, it is important to clearly state which is right mb.& .<<?nr ~M
wrong. Clear statements are made in this nmm@osm,m about s&wﬁ is Mzn%wﬂmn.
information, not Thursday as was misprinted, Uc.: t come, touring ﬂ. am inois
State Capital instead, and not $5. Clear distinctions between old in wzwm
tion and correct information will help to increase your communicative
ing.
ooB%MMM MMMH sm: be an asterisk within the schedule \&mﬁ Hmmﬁm.ﬁo a mmoﬁ-
note at the bottom of the page. Include the mooﬁ:.oﬂ& EmoHBmco:OM MMM
appropriate and use complete mmam:.nmm to explain the Moﬁboﬂ.ﬁ omﬁrm
language that relates the information in the footnote .8 the n_os o
announcement. Don’t just tack on the footnote as an incomplete phras
of your announcement. .
" MH%&m Mﬁao: giving the announcement, you want wo arouse ﬁ_wm mﬂmﬁ_n.
ence’s interest in the information by making it interesting and re m.<m.5 .
them. However, there is not a lot of time to say much vgo:.a what is in rﬁ n
written announcement. Adjectives can be used to create z:.m effect such a
.. . the van, which is very comfortable, and . . . special :co:&i.m demonstra
tion. However, be careful not to get sidetracked from the _umw_n mznosmsﬁnm,
ment. Notice how this response does not try to capture the ::Qm.m_ﬁ Om ﬁr”
audience by discussing the beauty of Washington Park or the details o o
Memorial Carillon demonstration. If you try to make the ms:.osﬂnma :
more interesting by trying to share a lot of details that are E.: int M Wwrl
ten announcement, then you will not have aB.m 8. fully explain the ¢ . MMHWM
in the announcement as the question asks. This will leave the Sﬁm.ﬂ M: .
sense that the stated goal of 855@. the basic announcement and indicatin
the changes has not been accomplished.



Transitions and markers help to make your response more cohesive, I
this response the phrase Four activities clearly marks the transition fro
departure time to what is planned for the day. The rater is also clued in
specifically listen for four activities. Transitions like, From there we
drive, This will be followed by, and our site-seeing continues indicate a gh;
from one activity to the next. By using cohesive devices in your respon
you demonstrate fluency and control of language to the rater.

The announcement ends with a concluding statement that encourage
the audience to participate in this upcoming event. If you haven’t signed up,
already, be sure to sign up today before you leave! Encouraging participation:
demonstrates audience awareness.

An alternative approach to responding to this question would be to refe
the audience to the printed schedule and focus on the changes as shown next,

Good afternoon, ladies and gentlemen of the Glenview
Historical Society. You are all invited on our trip to
Springfield. Please pull out your copies of the schedule so
we can briefly review it together. There are four important
changes that we all should be aware of.

First of all our trip will take place on Friday, October
13, not Thursday as was misprinted in the schedule.
Please note that on your schedule.

Second, we will be taking the van from Jefferson Com-
munity College at 7:30 A.M., not 8:00 A.M. as printed. So
don’t come at 8:00 or you will miss the van!

We have a full agenda of activities scheduled from 10
A.M. to 5 P.M. Please refer to your schedule for the details. I
think you will particularly enjoy the noon demonstration
at the Memorial Carillon.

The third change you should mark down is that we
will be touring the Illinois State Capital instead of the Illi-
nois State Museum. The State Museum will be closed for
repairs; however, I know you will enjoy the Capital.

Finally, and best of all, is that the cost of the trip has
been reduced from $5.00 to $3.00. Sign up today before
you leave, if you haven’t already done so.

A number of useful expressions for highlighting changes are summarizec

below.

instead

unfortunately

adjusted from to
please note that

please make a note of it
we changed

you should be aware

it was necessary to change
originally, . . . but now . ..

@ Exercise 20.2: Expressing a Change

In this exercise you are given sets of words, the- first is the orig-
inal information, the second is the change. Think of three wlays
to express each change. Write out these changes in complete
sentences and then say them aloud. The first one has been done

for you.

1. leave 9:00 A.M./8:30 A.M.

« We will be leaving at 8:30 AM., not 2:00 AM. as

originally scheduled.

* Please make a note of the change in departure time. We

will be leaving at £:30 AM., not 9:00.

« In order to beat the traffic we will be leaving at £:50

AM., instead of 9:00.




2. take the bus/car pool

3. date: Thursday, May 17/Friday, May 18

4. lunch at Allan’s Steak house/the Vegetarian Cuisine

5. entrance fee $20/$25

Announcement Practice Questions

;Fp};e;(ei E;act.icel questions will help you prepare to think quickly and re
. ncisely to announcement questions. Work on on i ,
: . € question at a
I\l/{f:;.e I}{ 371(1):1 prr:::iew all the .qu.estions at once, you will ruin th:zl spontaneity.
- practice as reahstl? as possible by not looking ahead at other

ns and by keeping the time limit. For each question
sPonse. As you listen to your recorded responses ’
highlighted the changes in the announcements, ’

record your re-
see if you have clearly

atel . . and if you have appropri-
y j’alddressed the intended audience. Correct and repeat pprop
need improvement. peat responses that

Practice Question 20.1

Let’s pretend that you are the chairperson of the Greenville Botanical Soci-
ety. Below you will see an agenda for an upcoming trip to the Botanical
Gardens. As chairperson of the Greenville Botanical Society you have had
the responsibility for planning this trip. You mailed a copy of the trip
agenda to all the Greenville Botanical Society members four weeks ago.
Since then, there have been some last-minute changes. Pretend you are at
the monthly meeting of the Greenville Botanical Society and you want to
review the schedule of the trip with the other members and emphasize the
changes in the agenda. Because this is an oral presentation to the members
of your organization, you do not want to just read the information printed
on the agenda. Take the next 60 seconds to plan your presentation, and

then begin your presentation. (90 seconds)

GREENVILLE BOTANICAL SOCIETY
Botanical Gardens Trip
24
Date: Saturday, August.23
Transportation: Tourlines Bus Service
10:45
Departure: 400 Am Park District Parking Lot B
Agenda: 12:00 pM. Lunch at the Garden Cafe
1:30 M. Tour Wildflower Gardens
2:30 pMm. Fields Agdltorlum Flower Arranging
Special Lecture on-}a-paﬂcsre'a'rétﬂ?
3:30 pm. Guided Tour of Japanese Gardens
4:15 em. Guilford Tea Room
Japanese Tea Ceremony™
Return: 5:30 pm.
$15.00
Cost: _$12-80Per person (includes lunch and transportation)
*No photographing permitted.

Announcement 2



Practice Question 20.2

Let’s pretend that you are the social director for the Cosmopolitan Club

Following is an agenda for the 4th of July holiday. As social director of the
Cos‘mopohtan Club you have had the responsibility of planning for this.“
holiday. You just finished passing out a copy of this announcement to a]}

the Cosmopolitan Club members at one of the regular meetings. Since this
announcement was printed, there have been some changes. Pretend you
need to review the schedule with the other members and emphasize the
changes in the agenda. Because this is an oral presentation to the members

of your organization you do not want to just read the information printed

on the agenda. Take the next 60 seconds to plan your presentation and then
begin your presentation. (90 seconds)

COSMOPOLITAN CLUB
July 4th Picnic

Date: Tuesday, July 4t
Parade: 1:00 pM. Main Street,e&sﬁt&e—ef-P-errUVEde“h 3!’4 and Sth Strect
Ro'l‘&r
Barbecue: 3:30 pM. —P-m&éme Picnic Shelter
Please bring:* A-H Side dish or chips
I-P  Salad
Q-Z Dessert
Y:30
Games: }«06’ P.M. Horseshoe contest
5:30 em. “olleybatt Whateh Softhall game
6:00 pM. 3-legged race, all age groups 7
Fireworks: 8:30 pM. (or after dusk)

Norton Golf Course, north of Pine Grove

*Drinks, hamburgers, and table service provided.

Announcement 3

Practice Question 20.3

Let’s pretend that you are the president of the University Alumni Associa-
tion. Following you will see an agenda for an upcoming trip to the Univer-
sity campus. As president of the University Alumni Association you have
had the responsibility for planning this trip. You mailed a copy of the trip
agenda to all the University Alumni members three weeks ago. Since then,
there have been some last-minute changes. Pretend you are at the monthly
meeting of the University Alumni Association and you want to review the
schedule of the trip with the other members and emphasize the changes in
the agenda. Because this is an oral presentation to the members of your or-
ganization you do not want to just read the information printed on the
agenda. Take the next 60 seconds to plan your presentation, and then begin
your presentation. (90 seconds)

UNIVERSITY ALUMNI ASSOCIATION

Campus Visit

12
Date: Saturday, October 5~
Roosevelt
Breakfast: 8:15 am.  Breakfast at Univessity Inn

Speaker: Prof. Atkins, Biological Sciences

Facilities Tour: 10:00 aM.  William Hall Research Center
Tour guide: ReofMarsh, Computer Science

12:00 .M Prof. Stevenson

Lunch/Shopping: 11:30-4m— Campus Town?*

Concert: 3:30 pm. Smith Center for the Performing Arts
Concert Band led by Prof. Rogers, Music

Dinner: 6:30 M. Grand Ballroom, Student Union
Dancing starting at 8:30 pm.

*Lunch on your own.

Announcement 4
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Practice Question 20.4

Let’s pretend that you are the instructor for a Chemistry class. Followj
you will see a schedule for December, the last month of the fall semeste‘:lng
he instructor for the class you have had the responsibility for plannin tﬁs
;yllabt.ls. You just finished passing out a copy of the schedule to all thegst :
i.ents in your class. Since the time you photocopied this schedule, you n‘:
:1ce.d some errors and some last-minute changes. Pretend )it is th-
beginning of class and you want to review the schedule of the trip witli
jour students and emphasize the corrections in the schedule. Because thi
s an oral presentation to the students in your class, you do not want to uz
read the information printed on the schedule. Take the next 60 secondJs to
lan your presentation, and then begin your presentation. (90 seconds)

Chemistry 201
December Schedule
leave campus at 1:30 puw.

Field Trip: Friday, December 3
Plymouth Pharmaceutical Labs

i (o]
Lab Report 5: Due Friday, Decemberﬂ"
Midterm Exam:* 10:00 am., Monday, December 13
open book, open notes
Final Review Session: 212 6:30 pM., Wednesday, December 15
2035 Chemistry Annex Building
. 1:00
inal Exam: 1:307pM., Saturday, December 18

Van Huis Auditorium

*Programmable calculators not allowed.

Announcement 5

Practice Question 20.5

Let’s pretend that you are the instructor for an Art class. Following you will
see a schedule for a field trip to the Art Museum. As the instructor for the
class you have had the responsibility for planning this field trip. You
handed out a copy of the agenda to all your students at the last class meet-
ing. Since then, you noticed some errors and some last-minute changes.
Pretend it is the beginning of the next class and you want to review the
agenda of the trip with your students and emphasize the corrections in the
schedule. Because this is an oral presentation to the students in your class,
you do not want to just read the information printed on the schedule. Take
the next 60 seconds to plan your presentation, and then begin your presen-

tation. (90 seconds)

ART 211
Museum Visit
Apri' Y
Date: Saturday, Marelr27—
west

Departure: 9:30 am. Bus leaves from the pertH entrance

of the Art & Design Building

American
Agenda: 11:00 am. Guided tour of EusepearrExhibit
12:30 em. Lunch at the Watercolor Cafe*
1:30 pm. Watkins Auditorium

special lecture on Modern Art

by Hazziett-Shields; Bireetor—
Debbie Farrell, Assist Dir.
2:30 pM. Guided tour of Egyptian Art Exhibit
3:30 PM. Free time to view exhibits
5:30 .
Return: 300 pm. Bus leaves from the main entrance

to the Art Museum

*Bring money for lunch.
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Answers Key for Selected Exercises

cercise 3.3 (page 32)

L,2.L,3.1,4.RM,5.L,6.RM, 7.RM, 8.RM, 9. L, 10. H, 11. H,
. L, 13.RM

cercise 7.1 (page 84)

wragraph 1: (a) 11, (b) 4, (¢) 5, (d) 6, (e) 1, (f) 10, (g) 7, (h) 2, (i) 12,
(4)9, (k) 8, ()3

wragraph 2: (a) 11, (b) 6, (¢) 1, (d) 5, (e) 8, (f) 9, (g) 2, (h) 7, (i) 10,
(j) 3, (k) 4

cercise 11.3 (page 147)
nswers may vary but could include the following:

more students coming

apply to the university

student applications are growing

so the number of students that could be admitted is also increasing

there is a temporary decline

xercise 12.1 (page 163)
esponse A: 1.RM, 2. L,3.L,4.L,5.L,6.L,7.L,8. RM,9.L,10. L

esponse B: 1. RM, 2. L,3.L,4.RM,5.L,6.RM, 7.L, 8. RM, 9. RM, 10. L
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