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1 How to Open
a Conversation

Know Your Counterpart
AEFTA—TER 2R, BhOFIRENZEES, OERR. .

BEERZRRE I 2EMER T 1 BWEHNABRRZEZ 2R, =
EEEA T 2ERREIERNIMES 1 FF. ASREIRERISAITE R
ChRREIRIF AN LHE BRREIMHIBENRES. BiafltE.

Say Something Interesting

BidR, EFEIY9%. WRT —RTHEINF-FERINE IR

. Aba, RERRMEBARMENRL. N TR RN HT
TE. BN, MEREEEBNBME. b0, AIHBEEBHNBIEAFH
BHRENELE, SFEMEERL. B, BE., KESHUETTEESTN
MBS ERTOTARIEF. PID:

Hi, Tom, did you watch the game between Manchester and Madrid last

night?

W, B, ReEe A T R 2 K DT e b ey

I heard that you like playing golf a lot. Can you tell me how long it took

you to learn this sport?

FUTHARRERAT SR KK, TSR AR FXAE § A TS

To be a doctor must be a very hard and challenging job. Why did

you choose this career years ago?

ME SR — GRS AP T, A4 3 8T Akl H

A2 Ak o

It seems drug abuse is everywhere in our society. I usually can’t

understand why people take drugs to fulfill their emptiness.

o b HF AN PAERGEEHE., KFFLME, A2 ANEEL

& Rpab o AT R,

l'alk More and Talk Skillfully

MRIMEE—TA. SiFf. TURIMEFLTR, EEBOBEN
W, PR, IEHFED -TE@RNOVIV)ER, DR 1MRERD



MIEEEOE

REEM]SREA. Bk, BESREHER.

I do think that’s charming.

I must say the soup is really very good.

Oh, how nice!
You have good taste.

You look smart in your new suit.

00T A IR AL
AL D AR EA,
#, fLA

BF A B4 K

o A B LA R,

I’ve got to hand it to you; you really did a good job, .2 i 4l ,

Just look at it! Isn’t it amazing?

T4,
&, £ Adze!

If I may say so, your smile is quite charming, v 4 T 002 4§09

My compliments on your memory.

I’m extremely glad to hear about that.

That’s a great relief.

That had me worried for a moment.

How terrible for you!

I do hope it’s nothing serious.
I’'m dreadfully sorry for you.
You must be feeling terrible.

Bless you!

Is there any way [ can help?

Come on, you’ll make it.
Don’t give up hope.
That’s better than I could do.

Don’t worry. I'm sure you’ll do

better this time,

5, HAGLE e KR A
SLRARL S 044 A

KELE-SU RS- o
B RAECT
A AREES,
S dh gt
HEAFRHAHTEE.
KA AR,
Uh— R i,
Lo R AE AR

AW Hy?

15 A E) ah

# A F A

PR AR AT ST
B8, IR AR— R AR R
.
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b

I’m right behind you!
You have our backing.
Stick to it!

Cheer up, boy!

RTERE / AR

I quite agree with you.
Oh,exactly.

My own view precisely.

Good, it’s the correct thing to do.
That sounds very sensible to me.

Do you honestly feel that’s reasonable?

I can’t approve of your decision.
Is that really necessary, do you think?

Iwouldn’tsay that.

M FRBEREE

I’'m very glad you think so.
It’s very nice of you to say so.
Oh,I’'mflattered.

AR, BE:

With pleasure.

That’d be delightful.

If you’re sure it's no trouble for you.
I’d like nothing better.

Thanks all the time, but I won't.

Not for me, thank you.

That’s really not necessary.

£ E R
HATF o LA
iR
RAE L, EH!

KA ERE.
L.

IR
FFHLT!
I S

1 BAA A i A A e
EXSTEES A0
TGN Al e Reely?
T A AL

M iR S AR AN A
R A A ARTT .
Eib & EEE.

o AEE (e diif).
(A i&E) AEASH.
o B L6 T AR 6795 .

ik R AR E M.

#T, EALATE.
TR BT, il

A FLT .




HIEEEQIE

Oh, what a shame! I'm going to a party. M T, MEEE A —
AR A

Sorry, I can’t. But thanks anyway. A, KT Ade At
R S AT k.

-~ How to Make Your-
self Understood

BRANRS RN ORE. 04, (FARREBIET DR ERE
B, 124E: Be logical and clear.
5 Signposting
First, I'm going te talk about ... point 1...
W, HEBAIG 5
Then I’ll move on to ... point 2 ...
RIG, =T REEWSFH b
After that I will look at ... poeint 3 ...
2R, BEEEA -
And finally I will finish my presentation with ... point 4 ..
BE, RAERNFosrERENEET
%*  Starting the Presentation
Let’s begin with ... point 1...
A A — E A
*¢*  Moving on to the Next Point M—EHETS— 5
I would now like you to look at ... point 2...
A F b
Now let’s move on to ... point 2
AR



ot
*

Referring to a Visual {EBIESIHIAE
As you can all see from the ... graph/chart/diagram ...
AT A M- |/ A

Developing a Point tHE
Furthermore ... % RTIEE
And also ... ar . A

Back Referencing 2 E|njmAY
To go back to what I was saying ... @ 3| 45 0] 7 3 ¢] -
As I said earlier ... o KR A PR

Dealing with Questions [V ¥{$z(0]
That's a good question. May I come back to it later?
EAE M . KT AF T RS SR

Concluding =
1'd like to finish by saying ... fHAA KRR ET.
Tosumup ... B
Let’s remind ourselves of the PR EL RIS

main points: ..

Ending the Presentation 45537 1X
And that concludes my presentation. If you have any questions, please
feel free to ask.

EEAE T RO E . o RARATA M, AR,

Rephrasing Expressions #-7iER)RIA

What I meant to say was ... S
Let me rephrase that ... R 3 %4 51 AR
Let me put this another way. ik g% 3 — APk



h

FIEHEFEOE

Perhaps I'm not making myself clear ... 3§ 3% #L13 7 48 5§ % .

If we go back to the beginning ... o B AN H F k-
The basic idea is ... EAELH#HE -
One way of looking at it is ... LA —FpF XL

Another way of looking at it is...

AAFE AN ERE R s —FhF KA

I’m not sure that this is the right word, but ...

HAARM AL~ AEHEGH, B2

What I want to say is ... K ARG eI

3 How to End a
Conversation

BM—THEREDES Y. MO —TEEMRS (white
e}, MOILISCAIR: S, WRAETWHNERE, FEAREENS
. DHFEARNE. BNABEEEMAMBTIRTSIZOR, i
iR, SAPRBHN EIRER “BTARBI”, “HEi RIIMEEEE-
EE. ENSHMEALRIMERS, 2—-ESMAHIEBEN.
I’'m afraid I have to leave now.
BRI EET.
Sorry, something urgent is coming and I have to say goodbye to you.
fRdod, HEEF. AL MEFHEBELT
I'm afraid I've disrupted you too long. Thank you for sharing so
much time,
BMAATHR AR T, ##HIRF Rt T2 A
It’s really nice to have talked with you.
SR F Al i,
Do hope we will have the opportunities to talk later.

A6 B RS A A Bt
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REREOIE

Sorry, my family was calling and I have to go now.
Ad, ARTZAGTERFRT, HFAT.

I have an appointment with my boss in the evening.
F AV Ao K0 B R DY R

Thanks for everything you've done for us.

it 1R A AN A — .

I’m leaving now. Have a good night, buddy.

KEAT. Fh, RE!

q How to Give Speeches
and Presentations

EHEDERTE 4RI, XN ) IRAE R = £ 218
FRGIMR. BIFRRED. BEXINE, HRETARCRERITE
SHRF0 A,

Principles of Effective Talks #5322 na e 40

Any effective ialk must do three things:

communicate your arguments and ideas,

persuade your audience that they are true, and

be interesting and entertaining.

TEERORRUIIAR=HE: . TRRINERIONR: =, RIBMR
BUOFABISIR: =. BBRRIEIIREM.

No rule applies always and everywhere. But the follow-
ing principles work almost all the time. Try them!
HRZREN AR FRETTM. ETE

KIZH W, !

Talk rather than read. ik, MmALEHE K.




HIEREDEF

2) Standup. shAL R DLIE .
3)  Use visual aids. iE - F T e HAR N Bh IR iR 4T 0
4) Movearound. Lo

5)  Vary the pitch of your voice. ib {5 69 -5 F it 34,
6) Speak loudly, clearly, and confidently. Face the audience.
sE. Fw. AE RS, @ e k.
7) Make eye contact with the audience. B o G i AT R AP 2 A
8) Focus on main arguments. SR LI I A O
9)  Finish your talk within the time limit, B TR B TA) A £ g i
10) Summarize your talk at the beginning and again at the end.
£ T4k Aa 25 69 BT IR MLAE 4R 69 5 9.
11) Notice your audience and respond to their needs.
E ARty A, W R R
12) Emulate excellent speakers. 5% F67igit £ 6 & £,

None of these principles can substitute for excellent content. Nor will follow-
ing them guarantee that people will agree with you! What they will guarantee is that
your audience will understand you, will stay with you, and will remember what
you've said. That's effective communication, which is, after all. the whole point.

LEHBZENAESHEHNASTBIRAE, BARERIERzAE 5 AL
LABHREM . B R BB E ReIR GAEHIRRRREY. Mg, TR
WEME. EfF, XEHoMnMERMERR R,

A
b

< IR Lk

1 OBFE. HREA. BENNTALE, WREWXKFI T
24, 5SINERE
Once when 1 was ...
You wanna know what happened with my friend George last Friday?
I’ve got a friend who once told me that ...
It is said that ...



10

WERE: Big—BEHRMOEE, A B EEHER KR
k3
What do you think will happeniif ...
What do you think will happen if everyone in China keeps a pet?
What would you do if you were ...
What would you do if you were the president of the United States?
How about ...
How about giving criticism? Does it do more harm than good to
people?

HETYE: MEsEdnAX. FNRL, REREFEZRH
®E

My own opinion on this point is ...

You know, what I am thinking is ...

I always believe that ...

When we think of ..., we normally think of ...

Btk MECHHEE—1TRE. ERACHANA. .

[n the last analysis, cvery kind of peaceflul cooperation among
men is primarily based on mutual trust and only secondly on institu-
tions such as courts of justice and police ... (Peace in the Atomic Age.
Albert Einstein)

T 2—Le A5 B35 In the last analysis / Finally / In a word /
Above all these / Generally speaking

3 Mi%: SIAREREEE LR, H2EFHE., Bl L
—8, XRHSIERT. LMEXRBBREEE, —IRHE
iX#Ei5. “But do you really want to be a hundred? What's wrong with




