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General guidance for writing and speaking

(1) Preparation
' Understanding 1

Planing 1

A. Compositon writing

Read the wording of the subject carefully so that you are sure you
have understood exactly what you have to write about.

Follow any instructions carefully about length (number of words) ,
treatment of the subject (in the form of a letter,a story,a dialogue,
an explanation, expression of opinion exc. )and arrangement.

Spend .a few minutes thinking about your ideas on the subject.
You may want to make a few notes.
Make a plan suggesting the subject of each paragraph.
Example : My feelings about taking this examination.
1 Why 1 decided to enter for it.
2 My feelings during the past day or two.
3 How I feel at this moment.

(2) Writing the composition

1
2

5

Keep to the plan you have made.

Think in English using the English you know already. Do not
translate from your own language.

Write in sentences unless for some special reason sentences are not
needed.

Read each sentence through as you finish it ,looking out for care-
less mistakes.

Remember that your teacher or the examiner must be able to read
your writing.

On Completion, read through the composition slowly, correcting
mistakes.

(3) Examination choices

You are asked to write 2 compositions in the First Certificate examina-
tion. Read through all the possibilities before choosing the first. You
can make tour second choice at the same time or later.

(4) Length and timing

You have 1

1
2

hours to write 2 compositions, that is, 45 minutes for

each; each composition should be between 120 and 180 words in
length.

Suggested timerable
1 Consideration of ideas and planning (10 minutes)



z  Writing (25 —30 minutes)
3 Reading through and correcting (5—10 minutes)

B. Improving your composition
(1) Practice

1 Take every opportunity of writing the compositions set and correct-
ed by your teacher. You can also write compositiors on your own.
Leave these a few weeks before correcting them : by then you should
be able to criticise them and make some corrections yoruself.

2 Make a note of your teacher’s corrections and suggestions and make
sure you don’t make the same mistakes again.

3 Write down and make use of words and phrases you find in vour
English coursebook and in English books and magazines you read in
your free time.

(2) Using a dictienary

1  Remember that a dictionary is for occasional use when you are writ-
ing. Your ideas should be expressed in the English you know already
but there may be a single unknown word or phrase you would like
to use.

2 Choose a dictionary carefully. It should be fairly be fairly detailed
with examples of how words and phraese are used.

3 Use your dictionary sensibly. Words of quite different meaning may
be spelt the same so check carefully that you have chosen the right
form.

4 Always have a dictionary handy when reading English for pleasure.
You need not look up every unknown word, just those you think

- will be useful later or those you will remember easily.

(3) Some conventions of formal written English

1  Spoken abbreviations (such as I'm,didn’t,isn’t ,can’t)are used
in dialogues and informal writing (such as letters to friends ) but
rarely in business letters, study bboks, learned articles and other
kinds of formal writing.

2 Numbers may appear as figures in dates(3/st March. 1908) .techni
cal and scientific wrting and a few other cases but (as in many other
languages )are normally written as words unless they are long and
complicated ones: three lessons a week,half an hour, four thousand
people.

3 Abbreviations such as e. g. and etc. often appear in notes but in for-
mal writing these are usually avoided with the help of other expres-

sions like including vsuch assas for exam ple.



C. Spoken English
(1) First Certificate Interview

Besides a passage to be read aloud and identified . the Interview is
likely to include a variety of topics as subjects of a conversation be-
tween the examiner and one or more candidates. A candidate will
probably also be asked for his/her ideas about a photograph.

In addition a candidate could be asked to talk about or answer
questions on:
a map .timetable , programme ,diagram (of a house for example)
preferences and criticisms, giveing reasons
how 1o deal with a situation in action or speech
a specific topic
giving instructions (e. g. how to make or do something) .directions.
advice
6  his or her opinion on a certain subject
or to take part in a discussions.

Tl o W D =

While the ideas expressed should be sensible ones, the examiner’s
judgment depends less on the quality of the ideas than on
(a) how well the candidate has understood what has been said

"~ (b) his /her ability to express ideas effectively.

(2) Pre-examination practice

Fluency in a language depends to a large extent on:

(a) how widely the speaker has read.heard and absorbed the lan-
guage

(b) how much practice he/she has had in making use of it

(¢) self-confidence which partly depends on ability and practice.

(3) Practical advice

1 Listen as often as possible to
(a) Fnglish radio programmes(e. g. B. B. C. World Service and
English by Radio)
(b) English tapes,cassettes.English-spoken films and video
(¢) your teacher
(d) local English-speaking people
2 Speak English
(a) in class
(b) with frends
(¢ silently or aloud when alone
Eramples : talking about or repeating a story or dialogue you
have heard;talking about a picture;imagining what you might
say in a certain situation. -
When you talk about the photograph of a person(for exam-
ple) , examine it for interesting things you can say. including
the person’s ;height . build . position, facial features , hair , clothes
(with comments:e. g. too big for him), personality . mood .
probable occupation.




Orne advantage of talking to yourself is that you can take your
time in deciding how best to express your ideas.

(4) Speaking English in the classroom and at the Interview

Remember

1

Shyness and silence are luxuries you can’t afford, If success depends
on speaking , you must speak.
Talking carelessly ,too quickly and too much is dangerous. You may
irritate the other students and you will almost certainly make a lot of
unnecessary mistakes. ,
Single word or phrase answers are useless:add ideas or opinions.
Example:Have you ever visited London?

No,not yet. But I hope to spend some time there soon.
Speak clearly (don’t mumble)and slowly enough to avoid mistakes
and have time to introduce useful expressions and ideas.
Make use of the natural and colloguial English you have learned .
Natural and colloquial forms include;
Short answers: Yes,I do/No,I don*t think so.
Question tages: You will come,won’t you.
Other expression;Well,...Oh,. .. Yes,I see . 'm afraid ... I won-

der if. .. By the way...

Polite requests: Would you mind. .. , (etc. )
Slang may sound unnatural and out of date so is best avoided.
If you don’t understand what has been said to you,ask for it to be
repeated ;

DIm sorry. I didn’t quite understand that. Would you mind saving

i again.

If you know very little about the subject,don’t hesitate to say so:

Well,P’m afraid that’s something I know very little about.

DPve got the impression that. . . but I haven’t any definite opinion.

In class, be ready to learn from your teacher’s corrections. Keep a
notebock handy even in a conversation class: note down things
worth remembering and study them again after the lesson.
Look as if you are interested in the conversation. There are exami-
nation candidates who (probably because of nervousness)give the
impression that they consider the exam interview is a waste of time.
Almost every exam interviewee is nervous but most of them are suc-
cessful.
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