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Part One

Knowing How to Listen

Skills to acquire

Being able to:

· organize and memorize information heard

· refer the message to a specific communication purpose

· link the message to the context in which it is formed

· recognize the different sources of a message

· interpret the speaker’s body language 

· make inferences that complete the expressed information

· get the general gist of the message 

1.  The Act of Communicating as an Interactive Process
Communicating is an action which, through an exchange of words, is aimed at getting across information of different kinds, news, impressions, and evaluations.

In an oral communication process, the speaker and the listener are not independent from one another: they both influence each other.

This relationship of reciprocal interdependence plays a decisive role on the way of formulating and intending the message that is at the center of the communication process.

Actually, the communication process consists of the development of a series of operations, partly conscious and partly unconscious, aimed at exerting an influence on all the parties involved; for this reason, it can be defined as a true interaction process.

The oral communication process is not only determined by the communication activity carried out by the speaker and the listener, but also by the interaction that takes place between them.
Furthermore, let’s not forget that every form of communication, from the simple exchange of greetings among friends to the talk between two heads of state, is the result of a precise intention.

The communication intent of the speaker, or the purpose he wants to reach, aims at making itself explicit for the listener.

The stronger this intention, the more the communication act will need to be focused through the  clarification and precise expression of the message.

If we consider the simple greetings exchanged absentmindedly every day or for social obligation, we can see that the communication that they contain is quite low: the words often come out incomplete (“morning” instead of “good morning”), while we don’t look at the person we are talking to.

When, however, we voluntarily decide to start a communication process or to join in one that has already started, we start a series of mental processes that prepare us for this consciously. Specifically:

· the speaker

-   focuses his intention of communication 
-   looks for the proper words to express this intention in the most efficient way 

-   quickly analyzes the communication situation which he is in

-   chooses the tone of voice with which to speak   

-   chooses the attitude to have during the speech 

· the listener

-     focuses his intention on the speaker 

-     recalls to mind everything he knows about the subject of the conversation
-     tries to identify his interest for the object of the conversation 

-     formulates a project on how to lead the conversation in a way favorable to himself 

Prior experience in similar situations enables each of the participants in a communication process to somehow be able to foresee the other’s intentions and anticipate his next moves.

In general terms, it is rare that the listener completely recognizes the speaker’s intentions; in fact, it is impossible to penetrate another person’s mind, and thus the interpretation of that person’s communication intentions is always partial and limited.

Even when moved by precise intentions and centered around a particular subject, every communication process includes shades of meaning that can become the object of negotiations between the participants.
This fact, however, does not exclude that, in a communication process that is being carried out correctly, there can be a reasonable closeness between the speaker’s intentions of expression and the interpretation given by the listener.

2.  The Elements of Speech: Verbal Languages, Non-Verbal Languages, Implicit Elements
Receiving an oral message involves the interpretation of two languages that are closely connected to each other: the verbal and the non-verbal language.   

In the communication process, in fact, the speaker not only recurs to verbal language, but also to a complex system of non-verbal signs, consisting of variations in the tone of voice, of eye- and hand-movements, of facial expressions, of changes in the body position. Each of these acts accounts for a portion of the whole meaning of the message, that must be interpreted by the listener with the same attention with which he analyzes and tries to understand verbal language.

Verbal language has the task of precisely and definite way transferring knowledge, information, observations on all of the aspects of external and inner reality; non-verbal languages give to these contents a specific expressive intention that completes their meaning, both enriching it and, at times, modifying it.

What is being communicated with words differs from what is communicated by the eyes or by a sudden rise of the eyebrows, but the general meaning of the message comes from the addition of these two elements.

Communication scientists have divided the gestures that one usually makes while speaking in various categories; let us see some of them:

· symbolic gestures

these are hand or body movements that carry a conventional meaning within a specific culture. An example can be shaking the head to reinforce the concept of negation, or bringing one’s crossed fingers to the mouth to assure that one is telling the truth;

· deictic gestures

the gestures used as deictic are movements that indicate an object’s position, or a direction, or the distance in time of the event that one is telling;

· percussion gestures

consist of the successive repetition of simple gestures, like tapping the fingers, accompanying the talk.

Many non-verbal language signs can be immediately interpreted. For instance, the nervous interlacing of one’s fingers while speaking shows embarrassment or uncertainty; a sudden blushing shows shyness; the shedding of tears is linked to the rise of a sudden, violent emotion. But it is not always easy to catch the meaning of the different signs, some of which, like a sudden smile, can be ambiguous and even express opposite results, such as charm or mockery; the listener can give a correct interpretation to these signs only by recurring to his experience.

Next to gestural expressiveness, variations in the tone of the voice, stammering, and stuttering have great importance in a communication process.

Among non-verbal languages should also be included silence, that is, the pause made during the transmission of a message.

But oral communication, beside the verbal and gestural language, also includes an implicit part, made of unexpressed elements.

There are two levels in every oral communication process: the spoken speech (what is said or manifested through non-verbal languages) and the implicit speech (what is not said, but only thought).
It is thus necessary to interpret, next to the spoken speech, the thought speech: in order to do so, one has to tune in with the manner of thinking of the person who is talking to him, so as to catch the underlying messages of his speech.

Often, the speaker’s intentions are revealed by the inclusion in his talk of some connectives such as well, but then, I mean, that is, actually, etc.
A relevant part of the implicit element of a communication process is connected to the context in which it develops, that concerns, among many other elements: the place in which the communication takes place, the character of the intervening people, the level, that can be formal (for instance, a job interview or an exam) or informal (a conversation between friends), the time available, and so on.

The importance of the implicit part of a communication can easily be gathered from the reading of theater texts, that are meant to be played on the scene. They contain precise indications for the actors (the stage directions), that have the purpose of letting the spectators perceive, through acting, what the actors do not say on stage.

3. The Specificity of Listening

What distinguishes the reception mode of an oral text, compared to a written one, is the impossibility to go back, that is, to stop and clarify the meaning of a listened word or expression. When one is listening, it becomes essential to instantly understand the meaning of every part of the speech, otherwise one runs the risk of not being able to follow the rest of the communication process.

In order to fully evaluate the specificity of listening compared to reading (that takes place through sight), it is necessary to consider that a person who is looking can only see in one direction at the time: in order to change prospective, he must turn around; on the contrary, when one is listening, the sound comes simultaneously from all directions: the listener is wrapped in his auditory world, feels immersed in it, located in its center.

It is therefore necessary to keep in mind that the sight, while exercising its function, selects the objects around it, while hearing unifies them, establishing a direct contact between the listener’s inner and outer world.

Actually, listening is a complex activity that begins with the senses, but requires a strong intervention by the mind; in fact, two stages follow one another in the process of understanding an oral speech: the first is a sensorial activity, entrusted to hearing; the second is an activity that has a perceptual nature, to which the memory and the mind participate.

In addition to these two activities, one sensorial and the other intellectual, there is a third one having an intuitive nature, that consists of detecting in the oral speech an ample series of indications (intonation, pauses, rhythm, voice pitch).

Furthermore, while listening, there are specific unconscious mental mechanisms getting activated in our mind that act as a real filter of incoming messages, predetermining the outcome of their reception. The fact of remembering what we have heard is mostly linked to decisions that we ourselves have taken, before and after listening. If we decided, upon the basis of criteria connected to previous experiences, that the incoming message is important, the amount of information that we will be able to catch and hold in our memory will be very high, even when the speech is complex and the listening process is disturbed. If, conversely, we hold the opinion that what is being said does not concern us, very little information that is being transmitted to us will settle into our memory, just like when, after writing a text on the computer, we decide not to save it.

While we are listening, our mind establishes:

1. the level of attention that we want to keep

2. the quantity and type of information to acknowledge

3. the duration in our memory of the acquired information

Not all the information that is listened to is equally remembered; some is forgotten at once (it is said to go into oblivion); other information is briefly remembered; other yet leave an indelible memory.

Every message received through listening is elaborated and transferred to the “warehouse” of our short term memory; a further elaboration of the stored information leads to a decision about its destiny: it may be abandoned or transferred to the “warehouse” of our long term memory, from which it may be recalled every time it is needed.

Furthermore, the situation in which the listener finds himself with respect to the person issuing the message (defined, in technical terms, as the source of the message) carries out a decisive role.

The message that is being heard, in fact, can come:

-    from one only present source
this happens, for instance, in normal lesson hours, when the teacher is speaking and the students are listening;

-    from more than one present source
it is the situation that occurs, for instance, when one attends a debate or a simple discussion among friends;

-    from a distant source, with whom one cannot relate
such as radio, television, loudspeakers, registered messages….

When the message comes from a present speaker, the listener:

1. can be directly involved when the speaker is expecting an answer from him;

2. can simply acknowledge the message, without directly intervening.
The two situations correspond to two specific listening modes:

1.  when people know that they have to give an answer to what is being said, they pay particular attention to all of the elements of the message, in order to be able to understand exactly what is being asked;

2.  when people happen to listen to a communication that is not directly aimed at them, they only dwell upon the details that can somewhat concern them, without worrying too much about the rest of the message.

In order to understand a message coming from more than one source, it is necessary to:

1. connect the two single interventions to each other

2. grasp the logical correlation between questions, answers, examples, explanations

3. identify the attempts to deviate the speech

4. The Selection of Information
Normally, the listener has in front of himself a vast range of interpretational possibilities about what he is listening to. Among these, he chooses one, and on the basis of this choice he elaborates his answer and continues the communication exchange.

In most cases, the listener’s interpretative choice takes place among these three possibilities:

· accepting the immediate meaning
especially in occasional or habitual communication (greetings, exchanges of considerations about the weather, requests for simple information), the listener does not stop to consider the various possibilities of interpretation, and immediately welcomes the most adequate one to the situation or to the knowledge he has of the person he is speaking with;

· searching for the most reliable meaning

in particularly important circumstances (exams, job interviews, conversations with authoritative people…) the listener does not limit himself to receiving the immediate meaning of the speech, but formulates within himself a series of questions about its possible meaning. He asks himself, for example, why the person speaking has said precisely what he said about the topic of discussion, why he lowered his eyes at a certain point, or looked at him straight in the eyes, why he used that tone of voice, and so on. Similarly, he tries to ascribe all possible meanings to the words uttered by his interlocutor; 

· searching the most convenient meaning

when the listener expects from the speaker information or behaviors that differ from the ones that are actually being expressed, he usually tends to falsely interpret what he is listening to, making it unconsciously coincide with what he wishes to hear.

The selection of the information transmitted by the speaker is of great importance for the listener.

Usually every message, even the simplest, contains more than one information. The person who receives the message pays attention only to part of it, operating a choice based on the importance he ascribes to each bit of information and considering the logical connection with the context in which the communication takes place.

The reception of a message is never total; the receiver always selects from it a series of information that he holds to be connected to his interests or particular purposes.

A fundamental role in the interpretation of a message is carried out by the inferences, that is, those mental operations aimed at interpreting everything that can implicitly be deduced either from the situation in which the communication takes place, or from the possession of preceding information.

Those who listen to a message continuously make inferences, that is, they connect the information contained in that message to that which they already possess.

5. Learning through Listening

To learn through listening means to understand what one is listening to, critically evaluate it, and fix it into the long-term memory.
In order to reach this result, it is necessary to perform a series of operations, specifically:

1. to recognize the obstacles that prevent from understanding what is being said
Such obstacles essentially have two causes: the first one is cognitive (relevant to our inability to understand, for various reasons, the integral meaning of the message, or to interpret part of its verbal language); the second one is psychological (concerning the attitude with which we listen).

The negative effect on learning that results from a psychological cause can have at least three different roots: firstly, the lack of interest for the communication process, that creates inattention. When the topic of discussion does not meet our interest, the attention level drops abruptly, determining the loss of a great deal of information. The second root is the  presumption of knowing in advance the content of the message, an attitude that is common in family communication or in communication exchanges with friends; the listener, after paying attention to the first words of the message, considers that he already knows what his interlocutor means to say and does not acknowledge the rest of the message. Finally, the fear of being unable to understand the meaning of the message: this is the condition of psychological unease that occurs whenever there is a different competence level between the speaker and the person who receives the message, as it can happen while listening to a conference or to the speech of people having a high cultural level.

2. to activate the will to listen
In order to learn, there is always the need for an intervention by the will, that imposes our attention also to notions that are difficult to memorize or that are of little interest for our immediate experience.

3. to tune in with the speaker
In order to receive a message in a correct way, it is essential to look for a rational and emotional closeness with the person who is transmitting it; this means to recognize his expression mode and the meaning of his specific non-verbal language.

4. to select and organize information
In oral communication, the central elements of an argument, or the essential events of a story, are frequently surrounded by accessory elements, whose purpose is to make the speech richer and more attractive (examples, references to previous events, quotations…). 

Within this multiplicity of elements, one has to recognize the main information, from which depends all other information relevant to the topic being treated. In turn, the secondary information will have to be organized according to criteria of logical dependence. As we listen, we must elaborate in our minds the pattern of the speech that unravels, reducing it to its essential units. What will remain impressed in our memory is this very pattern, not the whole communication that we have heard.

The recognition of the elements to be remembered is made easier by the presence of some markers of the speech; these are:

· changes in the tone of the voice, aimed at emphasizing the importance of some words 

· the insertion in the speech of expressive elements that belong to the language’s “phatic” function, aimed at verifying and spurring the listener’s attention level 

· introduction of connectives that perform the task of indicating the passage to an important part of the speech

· alternating pauses with the resumption of the speech

5. to know how to take notes
The main difficulty in taking notes about an oral text lies in the need to follow the unfolding of the speech and at the same time to establish which is the most important data to write down. It is important to underline that the notes must not substitute the mind’s work aimed at retaining the most important information; on the contrary, focusing the whole attention on taking notes can be a serious error with respect to learning, resulting in excluding from memorization all of those passages of the speech that one is unable to write down.

The notes must integrate the memorized text; it is of paramount importance not to “lag behind” with respect to the development of the speech that one is listening to, to avoid the risk of being unable to complete the written text with directly remembered information, when one reads over his notes.

In order to take notes while listening, it is necessary to keep these rules in mind:

· adapt to the speaker’s speed
· do not stop to make corrections
· sum up one concept at the time 


If one realizes that he made an error in understanding a sentence, a concept, or a name, he must simply cancel what he wrote with a pen stroke; only if there will be time, for instance during a pause  in the speech, it will become possible to add the desired corrections.

The basic ability to gain is the ability to immediately single out the key word or concept of each individual fragment of the speech; the taking of notes must be founded on highlighting a series of essential points in the speech, around which the speaker will later build the net of accessory information that he is going to communicate.

It is therefore appropriate to avoid starting to take notes immediately, and to begin only at the moment one understands the central concept around which the speech revolves: only at this moment it becomes possible to point out the key element of the text that we have to write.

The selection of the essential concepts must be connected to an efficient strategy about the preparation of adequate spaces for the possible integration of information concerning each conceptual kernel.

In fact, it is essential to learn to organize the total information that we keep receiving in minor units, connected to each other in a logical way.

Part Two

Knowing How to Speak

Skills to acquire

Knowing how to:

· coherently answer a question 

· ask and give information on specific subjects

· participate to a conversation, a debate, an interview in an efficient way

· tell an experience or an event

· present an argument

· argue in favor of one’s own thesis

· confute a thesis

· sum up an oral message

1. The Languages of Speech 

Unlike written language, for which there is a normative model, oral language does not refer to a single code but to a number of codes, so that it would be more correct to speak about oral languages.

First of all, it is necessary to recognize, next to the usual language of communication, the existence of a plurality of micro-languages, or jargons, that have specific traits.

Jargons are varieties of language used in restricted contexts by people having in common the same profession or the same cultural, scientific or sports interests.
Furthermore, it is necessary to point out the influence on the use of language exerted by different communication contexts and particularly by the presence or absence of an interlocutor.

The first situation occurs when one speaks with one or more people who can intervene in the discussion (as it happens, for instance, in a conversation, but also in a class interrogation); the second, whenever one speaks before a public that only listens (as in a conference or a scientific report).

The presence or absence of an interlocutor who can enter into a conversation with the speaker deeply modifies the structure of the speech.

The diversification of the Italian language also results from the many dialects that represent the precious legacy of popular culture passed down throughout the centuries. Although the use of dialect instead of the national language is getting increasingly rare, nevertheless it continues to form a linguistic substratum that can modify, in the different regions, the lexicon and the sentence construction.

Notwithstanding these differentiations in the use of language, it is however possible to identify an average spoken language, recognized by the entire national community and used when communicating in a social context.

2. Formal and Informal Language
The peculiarity and richness of the possibilities offered by oral speech have even determined the distinction between two oral languages: the formal one and the informal one.

The formal language specifically concerns those communication exchanges in which the interlocutors have different roles, or that occur between people who have a high cultural level, in public circumstances.

It is also used by those who speak at conferences, in official celebrations, in statements released by institutions, when celebrating famous people, etc. It uses a high language register.

The register of the oral language depends on the linguistic choices (concerning lexicon, grammar, rhetorical artifices, sentence structure) taken by the interlocutors in a given communicative situation.
A high register is characterized by the presence of words, connectives, elaborate sentence structures that are enriched through rhetorical artifices usually not used in daily language.

The creation of a formal oral text involves the passage from the simple participation to the world of words, to its mastery.

In order to confer to an oral text a formal dimension, in fact, it becomes necessary to know and respect specific rules concerning the way of presenting a speech, the construction of the text for a speech, the role of the interlocutors.

The informal language is the one used in most common situations of daily life (when talking with family or friends, when answering to someone on the street who is asking us for information, etc.).

It uses a familiar or colloquial register: the lexicon is reduced; the grammar structures are simplified to the utmost; expressiveness is obtained through an abundant recourse to non-verbal languages.

The fundamental trait of informal speech is spontaneity: words are chosen at the same time as thoughts formulate the concepts, and they are spoken without undergoing a grammatical-syntactic check.

The remarkable freedom of grammar rules in informal speech is not a sign of a limited expressiveness; on the contrary, this natural form of communication is very rich in shades of meaning that cannot always be transferred with the same effectiveness into a rigidly organized structure like that of written language or even of formal oral language. In an informal communication, our manner of speaking is the manifestation of our manner of thinking, of acting with others, of evaluating ourselves. Those who can communicate in a clear and complete way, shows that they have clear ideas, imagination, and inner balance.

It must be especially kept in mind that the familiar or colloquial speech, with its total lexical and syntactic freedom, represents more than 90% of the spoken language.

3. Verbal Articulation
In order to make our speech clear and efficient, it is first of all necessary to take care of our verbal articulation. This quality depends primarily on the physical structures of our body: to pronounce a word, it is necessary to activate the vocal system, adjust the respiration, move the tongue, the lips, the mouth. Moreover, the hand movements, the facial expression, the gaze, they all contribute, together with the sound of the voice, to oral communication, and do so with such power that they can even change the meaning of the spoken words.

The elements that give life and form to words are: 

· pronunciation 

The mastery of words is primarily connected to a correct pronunciation; it is necessary to eliminate overly marked dialectal inflexions and any defects in the articulation of some consonants (particularly the s and the r). It is important to check on the dictionary the value of the vowel sounds “eh” and “oh”. In the Italian language, in fact, these vowels can have an open sound [ è, ò ] or a closed sound [é, ó]. Think about the difference in sound between the e’s in the words pèsca (peach) and pésca (catch of fish) and between the o’s in the words vòlto (past participle of volgere) and vólto (face).

An exact pronunciation must go together with a correct articulation that confers emphasis and pleasantness to the words. People often speak too quickly, they don’t open their mouth enough, they don’t move their lips. It is good to keep in mind that a clear articulation of the words is perceived as a respectful act towards the listener.
· intonation

It is determined through the rise and fall of the tone of the voice and it plays a decisive role in communication and in human relations. The same word can kindle opposite reactions in the listener, depending on the tone of the voice with which it is pronounced.

Intonation is unconscious and corresponds to our emotions or to the intention of our words. In order to acquire a good ability to speak, however, we must learn to master it consciously, appropriately evaluating its effects: shyness, lack of confidence, hesitation, doubt, anxiety, and incompetence manifest themselves through our intonation.

The variety in intonation can be obtained by alternating two movements: an upward movement, that attracts the listener’s attention and creates expectation, and a downward movement, that satisfies expectations and unfolds the speech. A totally downward intonation gives to the sentence the sensation of a flat statement, without producing any relevant emotions; the passage from a downward to an upward intonation determines the listener’s concentration on what will subsequently be said.

Questions have mostly an upward tone. Yet, even within a question it is possible to emphasize more one element by letting the peak of the upward tone fall on it, and using a descending intonation immediately after. This change in intonation changes the meaning of the sentence.

Also the meaning of an exclamation can be modified by changing the intonation: an upward intonation shows a positive emotion (pleasure, joy, surprise); a downward intonation lets a negative emotion show (pain, sadness, pity).

· the speed at which words are spoken

A varying intonation of the voice must be accompanied by a variation in the speed with which words are uttered. The speed at which we speak, in a formal situation, depends on many factors: our habit to speak, our mastery of the language (if one does not have a rich vocabulary, he will often find himself at a loss for words…), the knowledge of the topic of discussion. It is necessary to be aware of the fact that speaking slowly can indicate that the speech has been accurately prepared, but can also show indecision and slowness in elaborating thoughts; conversely, speaking fast can show self-assurance and ease in verbal expression, but can also show superficiality and a lack of attention for the listener.

In order to create in the listener the impression that what is being said is the product of personal observations and that the speech has been appropriately prepared, it is necessary to vary the speed with which words are spoken, so as to underline the different internal passages of the speech.

Whenever one needs to give a definition or make a demonstration, it is advisable to speak slowly; whenever one has to communicate a personal impression, or to make an example, it is better to speed up the speech, so as to stimulate the interest in the listener.

Pauses carry out very relevant function in making an oral speech pleasant.

A fast way of speaking, but punctuated with pauses in the most important points of the speech, can be better understood than a slow, drawled speech without pauses.

The pauses are the punctuation in oral expression, they underline the speaker’s thinking pattern, and indicate his mastery of the topic he is dealing with.

4. How to Prepare a Speech

In order to adequately prepare an oral speech (presenting a research, a report on a workshop experience, intervening in an assembly…) it is first of all important to plan the work that must precede its development: putting into focus the topic of discussion, acquiring adequate knowledge about it, reflecting about its meaning. In fact, it is necessary to master all the aspects concerning the subject about which one is going to speak; then, the speaker ought to identify the central points, decide which ones need to be widely developed and which ones to mention only by short references.

The planning of the work that precedes a speech must include:

· the acquisition of the contents relevant to the subject of the speech
· the collocation of that subject into a specific cultural, historical, and social context

· the formulation of a personal point of view on the matter that will be expounded.  

The next phase concerns the organization of the speech.

The organization of a speech consists of planning and developing the speech in each of its parts, of determining the time to dedicate them, and of identifying the techniques of expression that are most efficient with respect to the different moments of the exposition.
To reach a good oral exposition, it is also necessary to preventively choose the method of presentation (intonation, attitude and gestures) and to register parts of the prepared speech, repeatedly listening to them in order to detect and modify any defects.

Only once a reasonable confidence about the development of the speech, its passages and its expression mode has been reached, it becomes possible to draw up an outline, that is the schedule of the essential points to cover.

The task of the outline is to make the memory work easier; while speaking, it is kept in view, so that the notions accumulated into the memory will be able to emerge.

The outline is made of a series of annotations, placed according to a logical succession and time sequence, that concern the most important points of the speech.
For the speaker, the usefulness of the outline depends on the way it has been structured: an indistinct outline, too charged with points of discussion, creates the risk of confusion, rather than being of help.

A well-structured outline must contain a brief introduction to the subject matter and its subdivision in a few points, each one followed by a limited series of sub-points.

In order to highlight the passages and underline the key-words (those words that contain the fundamental concepts), it is possible to use specific graphic signs: squaring off, underlining, arrows, etc.

Under the sub-points, it is advisable to indicate with appropriate abbreviations the examples that one intends to make and any quotations of works and authors. In the outline’s margins it is possible to write notes concerning the time to dedicate to each single point and the most appropriate way of exposing it.

It must not be forgotten that every speech draws its strength from the ideas that compose it and from their coherent organization. However, not every type of speech requires the same logic: one thing is to make a report or to present the plot of a novel, another is to try to convince the listener about the validity of one’s ideas.

5. How to Assert a Thesis in a Speech

It may happen that the speech to be prepared requires the statement of one’s point of view concerning a particular matter; in this case, the speech must assert a thesis.

The thesis is the proposal of an opinion or the assertion of a point of view concerning a particular problem, and its validity must be demonstrated through adequate documentation and coherent logical arguing.

Whenever one must maintain a thesis in a speech, it is necessary to identify an adequate strategy in order to give credibility to one’s proposal.

A speech aimed at maintaining a thesis must include:

· the presentation of the proposal

· the demonstration of its fitness for solving the situation or the problem being dealt with

· the confutation of others’ hypotheses.

A good way to begin the speech is by clarifying the problem that is being dealt with, illustrating all of its aspects in such a way that to each identified aspect will correspond the solution that will be expounded later.

Specifically, in outlining an argument (aimed at maintaining a certain thesis about the way to face and solve a problem) it is appropriate to include the following points:

· classification (various hypotheses of solution and possible effects of each solution)

· suggestion of the speaker’s own hypothesis of solution

· demonstration that this solution is better than the others

· pointing out the obtainable results

· clarification of the implementation methods

· invitation to accept the proposed solution 

In this type of speech it is of fundamental importance to organize supporting points that lead the listener to understand how the thought is unraveling.

When a new subject is introduced, it is expedient to use an expression, such as: “At this point…; let us now consider…; in order to understand this fact…; we only have to add that …; in conclusion….” Also within each part it is necessary to give relevance to those connectives that signal the development of a line of reasoning or of a story: “consequently; notwithstanding; on the other hand; finally….” The absence of connectives, or an improper use of them (for instance, a monotonous sequence of “and then…”), makes the speech confused and boring for the listener.

It is furthermore essential to exactly calculate the presentation time; if there are fifteen minutes available, the speech must be organized so that it will be developed and concluded in that amount of time.

It is a good rule to avoid repeating too frequently the pronoun “I” as opposed to “you”: the listeners would receive an impression of pushiness, of a will to impose the speaker’s point of view at all costs. To speak is to communicate, that is, to create an interrelation between the person giving a speech and the listeners; therefore, this aspect of communication should be underlined by using, when possible, the pronoun “we”.

6. How to Hold an Interview
For various reasons, it becomes sometimes necessary to gather information (for instance, to include them into a research) through oral sources, that is, from people that we have to ask questions to concerning the subject of the work that we are doing.

Let us consider, for instance, that the subject matter is the relationship between fathers and children in the 60s; the information, in this case, will have to be searched by consulting the people, now old, who were adolescents during the 60s.

It will thus be necessary to identify the sample group of people to interview, choosing them from different environments, in order to have data at hand that is not excessively homogeneous. A good sample group should be made up of at least ten people.

Each person included in the sample group will be asked the same questions; however, care should be placed in avoiding any prior contact between group members.

The interview has to take place with the use of a recorder; the answers will later have to be transcribed and catalogued. The interviewer, however, will have to write down on his notebook any reactions to specific questions by the interviewed person: embarrassment, emotions, irony, self-satisfaction…. These elements will be quite useful to complete the meaning of the answers given during the interview.

In order to draw reliable data from the consulted people, it is essential to use a specific technique; in fact, the method by which the interview is held can greatly modify the answers.

The basic elements for a correct and efficient interview are:

· the precise definition of the subject

The interview must be centered on a specific subject, around which the consulted person can gradually focus his memories and thoughts (in the quoted example it is the relationship fathers-children in the 60s). 
If the interviewed person tends to repeatedly change the subject, this attitude may induce to presume either that he does not like to speak about the subject about which he is being asked questions, or that he does not have the specific information requested. The interviewer must make the effort of bringing the interviewed back to the specific subject of the interview; if his attempts are not met with success, he must speed up the conclusion of the interview, giving up on trying to obtain reliable data from it.

· the preparation of a series of adequately coordinated and graded, but flexible, questions 

The subject of the interview must be dealt with through a limited series of questions (generally, not more than five, even articulated in sub-questions on the same subject), connected to each other in such a way that the answers will provide in succession the data of interest for the interviewer. The outline of the questions must however be flexible, that is, subject to changes, in order to be able to conform to the answers by the interviewed person. In fact, it may happen that the interviewed person anticipates a later question in one of his answers; in this case it will be necessary to recreate the logical order of the questions, avoiding repetitions. With respect to our example, the questions may be as follows:

When you were young, did you think that you could question your father’s decisions? If a request made by you was not accepted, what were your reactions and what was your father’s attitude with reference to them? Who chose the type of school that you attended? At what age did you leave your family to live on your own, and in what circumstance?

· The impartiality of the interviewer with respect to the answers given by the interviewed
The interviewer must not show any reaction to the answers given by the interviewed, in order to avoid influencing the rest of the interview. At the end of the interview he must thank the interviewed persons and let them know the purpose of the interview.

7.  How to Answer and Intervene in Interrogations, Assemblies, and Debates 

At school, the most frequent chance of a communication exchange in a formal situation is the interrogation. In this particular communication interaction, the ability with words is strictly connected with the ability to listen; in fact, the evaluation of an answer depends not only on the correctness of its content, but also on its being attuned with the question.

In order to answer in an appropriate way to a school interrogation, it is necessary to: 

· identify the specific subject matter on which to answer

· adjust the answer to the type of talk started by the examiner

· mentally elaborate the outline of the topics to deal with in a logical and subsequent order

· express in a formal language, using the lexicon required by the cultural environment in which the talk takes place.

As with any communication, it is necessary to pay a great deal of attention to the formulation of the question.

If the question is asked in a clear-cut and linear way (“When and who accomplished the unification of the reigns of Upper and Lower Egypt?”), the answer must be just as short and concise: “The unification of the two reigns of Upper and Lower Egypt was carried out by the mythical King Menes, the founder of the first dynasty, around 3100 B.C.”

If, however, the question is expressed in an open way, as a stimulus for the presentation and the in-depth analysis of a problem, it becomes possible to introduce the actual answer with a general organization of the subject to which that specific topic belongs. For instance, starting from a question worded like this: “What can you tell me about the unification of the two reigns in ancient Egypt?”, it is possible to develop a rather wide talk, starting in this way: “The unification of the two reigns of ancient Egypt marks the beginning of the actual history of Egypt. The two reigns were the Upper Egypt, with Thebes as capital city, and the Lower Egypt, whose capital city was Memphis. According to tradition, this unification was accomplished by King Menes at a time that can be set around 3100 B.C. Menes was the founder of the first dynasty….”

What is important, in either case, is to exactly grasp the question’s key-word and insert it into the answer: in the examined case, the key-word is “unification”, referred to the reigns of ancient Egypt.

To ensure that the communication process will be maintained, it turns out to be very useful to include in the answer a few formulas connecting with the terms of the question (“As you said…; with reference to the problem presented by you…; I would like to add to what you said that…”).

Let us consider this question: “We have seen that, in order to solve the problems of the environment, a super-national action is essential. What are the difficulties that prevent all the nations in the world from fully collaborating?”

The student can develop his answer by resuming the initial formulation of the question he was asked: “As you said, the environmental problems cannot be solved by a single nation. Air and water, it is evident, don’t recognize political borders. However, many obstacles prevent a full collaboration among the states, first of all, conflicting economic interests….”

The resumption of the subject presented by the previous speaker is a very efficient expedient in interventions at assemblies and debates. In these cases, it is actually a good rule to start from what has been said by the other interlocutors, declaring one’s agreement or opposition.

To present a proposal during a debate or an assembly, it is first necessary to identify the most suitable moment, so that the public may positively welcome and evaluate it, avoiding the moments of greater tension or the ones in which many other proposals, not yet evaluated, have been made. It is appropriate to intervene when there is a state of expectation for a solution proposal or a lack of complete agreement with the proposals already presented.

The interventions must be brief, centered around a specific point of the problem under discussion; the resulting proposal must be based upon data that demonstrate its validity. In this way, the listeners will receive the impression that the proposal takes into account all the elements of the problem in question and not only the speaker’s point of view.

