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First year Graduates 

Lecture Two 

Using Vocal Elements Effectively 

 

 

In a conversation, your voice is the medium, or channel, you use to 

communicate with others. People not only listen to the words you say, but the 

way you say them—the vocal elements of your speech. Vocal elements include 

voice inflections, rate of speech, volume, and tone, and can add interest and 

meaning to your messages. Using vocal elements that are appropriate for your 

purpose and audience can make your words more appealing and powerful, 

causing others to pay attention to what you say. You have a good idea of what 

you want to say during your short presentation at the career fair. Juan Ramirez 

suggests you also rehearse how to use vocal techniques effectively. 

 

• Understanding Nonverbal Language 

Besides words and tone, nonverbal cues contribute to the spoken communication 

process. Body language and nonverbal signals add meaning to your message. 

Nonverbal language includes hand and arm gestures, eye contact and movement, 

facial expressions, the position of your body, and your overall appearance. Your 

audience perceives nonverbal language as part of your message, and uses it to 

determine how to interpret your words. Being more aware of body language and 

nonverbal cues will help you be a more effective listener and speaker. Table A-2 

summarizes do’s and don’ts for using nonverbal language. As you rehearse your 

presentation for the career fair, Juan Ramirez gives you a few pointers about 

your body language and nonverbal communication.  
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ESSENTIAL ELEMENTS 

1. Maintain eye contact  

Eye movements send signals that help regulate the flow of information between 

people. Your eyes can show interest, understanding, happiness, confusion, 

anxiety, and fear. Make eye contact to establish credibility and show you are 

engaged with your audience. People trust you when you look directly at them as 

you speak, and are sceptical if you don’t maintain eye contact.  

2. Present pleasant facial expressions  

The human smile is a powerful cue that transmits messages including 

friendliness, happiness, warmth, and acceptance. If you smile frequently when 

you are talking with others, they perceive you as approachable, appealing, and 

friendly. They are also likely to react positively to your message and remember 

what you say. A frown or grimace also sends a powerful message, though it is 

usually negative. 

3. Gesture appropriately  

 People usually move their arms, hands, and fingers when they speak. Effective 

communicators use physical gestures to emphasize important points. When 

properly used, gestures can enliven and animate what you say and help to 

communicate your enthusiasm and sincerity. If you do not move at all when you 

speak, others might perceive you as boring or tense. 

4.  Maintain good posture  

Your posture is your body’s position when you are sitting, standing, or walking, 

and it communicates your mood, attitude, and interest in a topic. When 

communicating with others, sit or stand with an erect (but not stiff) posture, 

which sends a message of confidence and competence. Lean slightly towards 

your listener to show you are receptive and interested in what they have to say. 

Avoid speaking when your back is turned or you are distracted with another task 

because this signals disinterest and insincerity. 
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5. Keep your distance 

 In communication, proximity is how physically close you are to your audience. 

Maintaining appropriate proximity is an important part of verbal 

communication. People expect you to respect their personal space and feel 

uncomfortable if you intrude on it. Appropriate proximity is affected by the 

relationship you have with the listener, the type of communication (intimate, 

friendly, professional, or public speaking), and your cultural norms. If you 

notice signs of discomfort that suggest you’ve moved into your listener’s space, 

immediately increase the distance between you and your listener. 

(Travaux dirigés) 

Lesson 1: Getting Acquainted  

Pronunciation: (Selected from classroom work) 

Phrases 

I want to... 

I want to go to college next year. 

I want to finish eating before I leave. 

 Do you want to...?  

Do you want to go out to eat tonight?  

Do you want to go to a movie with me?  

Do you want me to...? 

 Do you want me to do that for you? Do you want me to come with you? 

Vocabulary 

Address My address is _____. 

Appointment Our appointment is at _____. 
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bow Please bow to the _____. 

Characteristic A good characteristic to have is _____. 

Contact Can I contact you _____? 

Favourite My favourite food is _____ . 

first impression To make a positive first impression you should _____. 

Friendly Friendly people are _____. 

Handshake Give a handshake when you meet _____. 

Hobby My hobby is_____. 

Impressed My friend was impressed with_____. 

Interests One of my favourite interests is _____. 

Introduce My name is _____. I’d like to introduce my friend _____. 

Meet Let’s meet at _____. 

Personality I have a _____personality. 

phone number My phone number is _____. 

Picture This is a picture of _____. 

Smile _____makes me smile.  

Taste He has good taste when it comes to_____. 

to open up My friend began to open up and talked about _____. 

to exchange I always like to exchange business cards with _____. 
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(Travaux dirigés 2 ) 

Conversation 

A:Hello, nice to meet you. My name is (Jane). 

B:Nice to meet you (Jane).I am (Jon). 

A:Where are you from? 

B:My hometown is(Boston), but I live in (New York). And you? 

A:I’mfrom (Washington). 

B:Really? What is your favourite hobby? 

A:I like (watching movies). 

 

Reading 

The other day we went to a party at our friend’s house. Before the party we had 

to go to another appointment so we showed up a little late. We ate dinner 

together. Then we sat and talked for a while. I had not met many of the people 

there. I am a shy person and very quiet. Sometimes it is hard to get the courage 

to ask people questions to get to know them. But as I try, it is getting easier to 

talk to people. I found in talking to them that we each have similar experiences. 

I learned that some of us had similar hobbies. Afterwards, we shared our 

addresses, phone numbers, and e-mail addresses so we could contact each other 

again sometime. I was impressed with the personality and character of them all. 

Throughout my life I have met many different people. We all look different, but 

we are all human beings. 

Questions for discussion: 

 •How can having courage help us to make more friends? 

•What are some characteristics that all human beings have in common? 

 


