Week 8 Catch-Up Worksheet 2
Spoken structure + body language and voice
	Important
You missed the live speaking practice, so this worksheet helps you think through the skills at home. You do not need to record yourself. If you feel comfortable, you may practise saying your message quietly to yourself.



Part A: A simple structure for spoken messages
Even a short spoken message needs structure. Use this structure to help the listener follow you:
	Part
	What it does

	Opening
	Tell the listener what you are going to talk about.

	Key point
	Give the main message or issue.

	Example / short story
	Give one concrete example to make the message clearer.

	Close
	Explain why this matters for the team, customer or business.



Part B: Choose one workplace scenario
Choose ONE scenario. Then plan a short 30-45 second spoken message. Use keywords only.
Schedule change: the team now starts 15 minutes earlier on Mondays to reduce pressure later in the day.
Service improvement idea: customers wait a long time for help during busy periods, so staff roles could be clearer.
Process update: requests are now logged through a new online form instead of email, so they are easier to track.
Attendance issue: more absences caused delays during busy periods, so better planning could help cover peak times.
My chosen scenario: ______________________________________________

	Structure
	My keywords / notes

	Opening
What are you going to talk about?
	




	Key point
What is the main issue or message?
	




	Example / short story
What concrete example will help the listener?
	




	Close
Why does this matter?
	






Part C: Body language, voice and eye contact
In class, students said the same message twice: first with poor posture/voice, then with improved posture/voice. At home, read the do/don't list and think about why it matters.
	Area
	Helpful choices
	Choices that make listening harder

	Posture
	Stand or sit steadily; face the listener.
	Look down; turn away; shift too much.

	Voice
	Speak clearly; use a steady pace; pause sometimes.
	Speak too quietly, too fast, or with no pauses.

	Eye contact
	Look naturally at the listener or audience.
	Avoid looking up at all; stare at notes only.

	Movement
	Use small, purposeful movement.
	Move too much or distract the listener.

	Purpose
	Help the listener follow the message.
	Focus only on finishing quickly.



Part D: Self-check
☐ My opening tells the listener what I am talking about.
☐ My key point is clear.
☐ My example helps the listener understand.
☐ My close explains why the message matters.
☐ I know how voice, posture and eye contact can help the listener.
☐ I understand that good speaking is not about perfect English; it is about helping the listener.

Final reflection
Write 2-3 full sentences.
One speaking skill I understand better now is...
	





