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Unit One

Forms of Address

Forms of address play an important role in

determining the type of relatlonshlp between the addressor

and the addressee Consequently, unawareness of thefr correct

use creates problems in communication.

The influence of forms of address on language is SO _
immense to the degree that they can make the simplest
conversation look like a great ceremony. Every form of
address has a certain place to occupy; when this place is
changed, and consequently a deviation from the norm takes

place, a message is there in the mind of the speaker.

Speaking to others needs thinking of the beginning of
the conversation for a while. The beginning is usually a

‘word” to draw the attention of the person spoken to i.e. the
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addressee. This word is never chosen at random but is
dependent, to a large extent, on the conversing people i.e. the

addressor and the addressee.

Addressing the public in the street differs completely
from addressing a teacher in a school for example. A good
illustration of the former case is found in T. Mc Arthur’s
dictionary (1985: 80) where he states the following example:
“Hey, you fellows, what are you doing?”. Using “Hey” here
signifies that the relationship between the addressor and the
addressee is informal. It also means that the persons spoken to
belong either to the same or a lower social class of that of the
addressor. In addition, the form “fellow” itself is not a form of

respect most of the time. It is usually used to address someone

who is not important. The two words “hey”, “fellow” can

never be used by a student to address his teacher in a school.

Instead of that, the former will address the latter by something

like “sir” which is a formal form of respect.



* Telephoning

Telephoning in a language which is not your own is
not easy. You should be aware that the person you are
tho
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speaking to may have difficulties toc. Therefore keep
following points in mind:
’ Speak clearly. Use clear articulation and fry to avoid

difficult words and long sentences if it is not necessary to use

them.

. Do not speak too fast. Keep in mind that many people
tend to speak to fast when they are nervous. Hardly anyone
ever speaks too slowly.

. Confirm what you have understood. This 1s especially
important if the other person gives addresses or dates.

o Be polite. Start and end the conversation politely. Try
to avoid being too direct. In English this 1s often done by

Using would, Compdrc: T want some more informdhiop - T
would like to have some more information.

. Be efficient. Make sure that you have prepared the call

and know what you want to say and how you wink fo sdy itin
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advance.

Know frequently used expressions.

Listen carefully, so that you do not need to ask the

other person to repeat information.

* Greetings

The following list includes greeting forms of everyday usage,
as well as some forms found in literature. Most expressions

can be used in both formal and informal settings by changing
the verb torm.

Note: Informal learning should no longer be regarded as an
inferior form of iearning whose main purpose is to act as the
precursor of formal learning: it needs to be seen as
fundamental, necessary and valuable in its own right, at times

directly relevant to employment and at other times not

\
ralevant at all

tormal Informal
b Informal ,What's wrong with you?
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Informal {Lool\ who i is here!
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Informal How gomg? Iy
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;Infcrmal HO\\ S oon\o‘?

J Imormal Lool\ who is here'

e —— — ....-... -

Inmrma] Look who is here!
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Informal \Iake yourself at ‘home

N —— < —— - S—

formal Informal zAl your service
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Formal iInformal ‘Welcome

e ——— . —— — i i S — .

Formal lnformal 'Well met
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Formal Informal *Welcome

e s - — e —— o WA .

Formal Informal Good evemng
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-Formal lnformal 'Good mommg
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Formal Informal frWhat happened?
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Formal Informal ,Whatsthe matter‘7
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Formal Informal Vhat happencd to you?

o — e i ——— .

Formal Informal ’How nice to see you agam'

Formal ilnformal ;How nice to see you!

. ot o

Formal Informal What bﬁngs you here?
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1%7)};1:1] Informal "How do yeu do? How are you‘? B
}i:oaia'i*(ni}‘&n‘{{éf’ Xfter you )
- - 2 s ite'sS '. - -——--..._\
‘Formal (Informal ‘Please come in

;fFormaJ [Informal {Make yomself at home

Formal Infon;aluftPlease ("come in" or "help yourself") N
;fFormal “[Informal ‘N1f‘e to meet you |
jFoﬁnai [Informal _ ;Dontstand on ceremony .
Formal [Informal |Go ahead . i
}rForma] [Informal ;N.ice to meet- you

'Formal ‘Infermal ',R/Iey I‘h—eip yeu-? e o
;Feﬁnal '|Inforrr“1al fPiease, corﬁe iﬁ/sit down T
‘F'ormal [ Don't stand on cer_emony )

iFormaI [Informal 'Make yourself comfortable Y
;fFormal [Informal |Come in |

i . L L
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*Answers:

F*‘brmai [informal | S

I jformal Notwobad
ill?ofmali’ ;Infohﬁal '.Very well thank you And you"

]/ f Inform;ﬂ 'I manage T
I/ Informal [Soso

Fomal [iafomal §os0 l
N
J[Formal_ [nformal ;:Not too bad ]

i/ ~|Informal :We get by, we mahagé

; T '[In'Eo}rﬁﬁ"" Wegetby

v {Inforrnal We get by N
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A child cannot address his/her uncle by his first name because
there are social limitations which restrict us when we speak to
others. Forms of address, then, have a great impact; the case is
not the same when somebody is addressed by “sir” or by the
personal pronoun “you” in contexts like “sir come here!” or
“you come here!” The former is polite and is used to respect
the addressee, whereas the latter is impolite because saying
“you come here!” to scineone may be considered as an insult
most of the time. It is similar to saying “you stupid creature

come here!”

Forms of address are most of the time culture-
specific; therefore, they are considered a problematic area in
translation. A good il’'=-ation of this is seen when Arabs use
a certain term to in<.. e address like the term “owl”, The
term suggests that the dressee 18 ominous and not welcome
as his presence causes pessimism. The same term, however, if
translated as is into English carries, most of the time, exactly

the opposite meaning. The term “owl” especially in modern
English stands for positive qualities. Ilyas (1989: 124)

explains this idea and argues that:
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Suppose one comes across the occurrence of
the English term ((owl)) in a modern literary
text which is to be translated into Arabic. The
fact that the term “owl” refers to a universal
creature (or semiuniversal creature), i.e. bird
does not necessarily mean that it is less
difficult for translation. In English, it stands for
or carries positive connotaticns (wisdom, and

____grace), but in Arabic it is a symbol of

pessimism and other negative associations.

Thus one cannot translate without understanding the

two cultures and consequently we, as non-native speakers of

English, are supposed to understand the connotations of forms
of address before we use them in English. Just imagine the

consequence of an English person trying to praise an Arab by

his positive term “ow]”!

Below are some examples containing the use of different

forms of address in English.
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==Salutation

}Addressee |Address Saluta » o
/Academics, college or
| niversity i

- ________._.——-—-—---——-"“"_'_‘- L o
h)ean Dean Full name Dear Dean ast
| name
E - ) . ’ _ . e ’__,,___'___..;-w—-.-——--——-?——--—-h_
;President President Full name  [Dear President Last-l
| name
Professor V_ Professor Full name Dear Professor Last

‘name

. s o | .
IClerical and religious orders

Xr—chbisﬁop, Eastem 'FI‘he “Most Reverend gYour Eminence

Orthodox First name,'r
}Archbishop of Place

|
|
flname !

{

Archbishop, Roman {Fhe Most Reverend|Your Exceliency
Fatholic ?Full name,
}fArchbishop of Place!

i
| |
lf name |




, Pfx?éh&éhéah’,’ ﬂ fI‘he ‘Venerable " Full ,FDear_ Archdeacon
' "Episcopal 'name Archdeacon ofLast name
, 1P1ace name |

N L e et
- P———— bl

'Blshc;i), prscopal lThe nght Reverend;Rloht Reverend Sir

; !Full name, Bishop of! or Dear Bishop Last

' Place name name

:Blshopw,m - _otﬂer'fhe_- ﬁeverend " Fll Dear B_ls'fiii;{ “*I:est
| }Protestant name -‘name

:”élshop, | " Roman The Most Revelend;Your Fxceﬁe}le;&‘
%Catholie Full name, Bishop of Dear Bishop Last
: }’lace name lnalme

Cardinal ins Eminence First %G{é&ﬁéi{éﬁé o

i
! name Cardinal Last |
i |
' 'name !
{ : ‘

iClergyman/woman, The Reverend FuliDear Mr./Ms. Last
Protestant name or The Reverend name or Dear Dr.

Full name, D.D. Last name

Dean of a Cathedral. The Very Reverend Dear Dean  Last]
Episcopal Full name, Dean of name
Place name : |

Monsignor The Right Reverend Dear Monsignor

Monsignor Full name

L




Patriarch, “Greek [His All Holiness the Yéh% |
bnhodox p’atriarch of Place .

i name . |

;Patriarch,—— Rus_s‘iZn_lﬁ{:Mﬁ(—)liness the [Your HB]}[E;; -

Orthodox _Patriarch of Place

i ‘name

iu?oFe_' o "?%T"ﬁé'ﬁé{s“ The[Your Holes
| ;Pope Most Holy Fagy,

—
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Unit Two

Challenges of the audience

People may be afraid of speaking for an audience.
Fears can be of two main types: fears about the audience and

fears about themselves. Some examples:

Fears about the audience:
0 they will interrupt me, which will confuse me
° they will ask difficult questions

° they will see that I am fearful

they will hear my mistakes

they will not understand what I mean

they will dislike me

Fears about themselves:
. I failed before and will probably faj] again
. I do not have the necessary skilJg

. I will make mistakes



i -

. I will forget what I wanted to say

. I will not be able to bring out a single word

: I will be very nervous

If your fears are in this list you should feel relieved already.

It means that your fears are very common and that most

speakers share your fears. The audience will not notice your

fears better than you were able to notice them in speakers you

have listened to. The folfowing boints may help you to

overcome your fears.
War!

Many speakers feel that the audience is the enemy and
doing a presentation is like going to war. You should be aware
that nearly always the audience is friendly and wants to help
you rather then condemn you. They want you to succeed

because they are aware of the difficulties of speaking in
public.
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Stress

To some extend stress is good. Stress guarantees that
you are alert. That is why you feel stressed when you play

complex computer games Of drive fast. If a Formula 1 driver

were not stressed he would never win. The trick is to control

stress. Some advice:

. accept your body's reaction as normal

try to relax your body; take some deep breaths

. move hands, arms, feet
alise that this must be what

dmit publicly that they had

if you feel extreme stress; re

great people felt when they had to a

done something wrong. Sull, they looked calm and confident.

Rational

Be aware that many fears are not rational. An

irrational fear is often a fear for fear itself. Try to break the

vicious circle by rationalising your emotions.

Black out

Many speakers have experienced a black out to
35




some extent. Some strategies to fight black out:

. Stop and admit you have a black out. Pause. Then thiny
back to the point you discussed before the black out and Start
again from there. If that does not work:

. Look at material that you have; cue-cards,

transparencies, notes. If that does not work:

o Ask the audience where you were. If that does not
work:
. Skip the point you were going to discuss and continue

with the next point. If that does not work:

o Make a joke (which you prepared in advance). For

example: "if you don't know what's happening, don't worty.
- Neither do I"

6-step method

If, after reading the remarks above, you still have feas

for speaking in public try the 6 steps method below.
- s it
1. face your fear and investigate the nature of it; 15

realistic?; what is the cause?
2. remove fear and increase confidence

.o . . ammg
3. take a positive attitude; consider errors as 1€
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