PART TWO – LECTURE AND NOTE-TAKING

· This part of the exam aims at testing your note-taking ability from a lecture.

· You are going to listen to a lecture about variety of conversations. Take notes on the two following pages as you listen to the lecture. Your notes will not be marked.

· At the end of the lecture, you will be given questions which you have to answer by using the notes you have made. You will have 15 minutes to answer the questions.

· Listen to the lecture and take notes. You do not have to note down everything. Note down the important information, as well as examples. Information is often repeated in the lecture. Therefore, you will have enough opportunity to take notes.

· You will hear the lecture only ONCE.

You may use this page and the following two pages to take your notes.

NOTES
Importance of holding conversations:
Informative Function:

Emotive Function:
Directive Function:

Functions of words:

Playful Conversation:

Personal Conversation:

Theoretical Conversation:

Practical Conversation:

PART TWO – LECTURE AND NOTE-TAKING  – VARIETY OF CONVERSATIONS

QUESTIONS

Answer the following questions by using the notes you have made.  You have 15 minutes to complete this part.

1. For what reason do individuals use the informative function of speech?

___________________________________________________________________________

2.
What is one of the purposes of expressive function of communication?.


____________________________________________________________________________

3.
What is the goal of directive communication?


____________________________________________________________________________

4.
What type of conversation are we using when


a.
we ask a person’s address?
______________________________________________


b.
we ask someone to do something for us?
__________________________________


c.
we admire a person’s clothes?
________________________________________

5.
What is the function of “neutral” words?


____________________________________________________________________________

6.
According to the speaker, a word like “bureaucrat” has both ____________________________


and ____________________________________ function.

7.
What are three of the characteristics of playful conversation?

a. ___________________________________

b. ___________________________________

c. ___________________________________

8.
When does small talk produce efficient results?


____________________________________________________________________________

9.
A person would have a heart-to-heart talk with _________________________________ or with 

_________________________________
10.
Under which two circumstances can heart-to-heart talk occur?


a.
______________________________________________________________________


b.
______________________________________________________________________

11.
Theoretical talk is different from playful and personal conversation because ________________

12.
What is the aim of theoretical conversations?


____________________________________________________________________________

13.
When is theoretical talk said to be

a.
instructive?
___________________________________________________________

b.
enlightening?
___________________________________________________________

14.
What would be a good example of an occasion which requires practical conversation to take place?


____________________________________________________________________________
THE VARIETY OF CONVERSATIONS – ANSWER KEY

1.
For what reason do individuals use the informative function of speech?

To communicate factual information
2.
What is one  of the purposes expressive function of communication?.


to express our feelings / arouse the feelings and attitudes of the person we are talking to

3.
What is the goal of directive communication?


To get people to act

4.
What type of conversation are we using when


a.
we ask a person’s age?
informative


b.
we ask someone to do something for us?
Directive


c.
we admire a person’s clothes?
emotive
5.
What is the function of “neutral” words?  Convey ideas

6.
According to the speaker, a word like “bureaucrat” has both descriptive and  emotive  function.

7.
What are three of the characteristics of playful conversation?


No purpose/goal/can’t be planned in advance / can’t be held in large groups / no direction

8.
When does small talk produce efficient results?   In groups of two

9.
A person would have a heart-to-heart talk with family members / lovers / friends

10.
Under which two circumstances can heart-to-heart talk occur?


a.
the participants must have an intimate relationship


b.
the participants must face each other as equals
11.
Theoretical talk is different from playful and personal conversation because it’s impersonal

12.
What is the aim of theoretical conversations?



to change or modify our ideas or opinions about a subject.

13.
When is theoretical talk said to be

a.
instructive?
When people form new ideas

b.
enlightening?
When people understand what they didn’t know before

14.
What would be a good example of an occasion which requires practical conversation to take place?


to get your business plan or business policy adopted by others

THE VARIETY OF CONVERSATIONS – CAREFUL LISTENING – NOTE-TAKING

Conversations are an indispensable form of communication in our daily lives. We have or hold conversations in order to exchange news, feelings and thoughts, or to ask and answer questions or to exchange information. When we hear an interesting piece of gossip, we have telephone conversations to pass on the news. We have a private conversation with a family member or a close friend when something lies heavily on our heart. We make conversation with strangers to find out who they are. In short, we hold a variety OF conversations for several reasons. There are different kinds of conversations and in this lecture today, I will first classify conversations according to their purpose, then according to their characteristics. 

We can divide conversations into three distinct types according to their purpose: the informative, the expressive and the directive. I’ll go over these one by one so that you can take notes. 

So, like I said, we can say that there are three different reasons for speaking. The first type, the informative function, is carried out with the aim of communicating factual information. So, this is the informative function. For example, if you ask a person how old he or she is, you want that person to provide you with factual information and hence the purpose of that line of the conversation is informative. 

But that is only one reason to communicate. There is also what we call the expressive, or the emotive function. When we make expressive conversation, we do either one of the following two things: one, we speak in order to express our feelings; two, we speak in order to arouse the feelings and attitudes of the person we are talking to. If you tell me, for example, that you really enjoyed my lecture, you express your feelings of appreciation. Or, if you tell your lover how much you love him or her, you want to stir his or her feelings and attitudes toward you. We shall call this the expressive or emotive function. 

And, finally, the directive purpose of conversation. When we use this function, we speak in order to get people to act. Ordinarily, commands and requests fall under this category. If someone asks me to have tea with him or her, the message conveyed is that I should join him or her over a cup of tea. This is the directive function of a conversation. 

Having made this classification according to the different purposes of conversation, we may also make a similar classification for words that we use in conversations. There are what we call neutral or descriptive words and there are also what we call emotive words. When and why do we use these different types of words? Well, neutral or descriptive words just convey ideas to us, as when I say: "The sun rose at six this morning." And, these kinds of words do not have an emotional impact on us. Some words, however, can have both a descriptive function and an emotive one. Let's take the word "bureaucrat." A bureaucrat is a government functionary, a person who works in a bureau of the government. This is a descriptive definition, isn’t it? But the word "bureaucrat" can also have an emotive function. Many people think of a bureaucrat as a person who causes them harm or difficulty. In this context, the word "bureaucrat" arouses feelings of resentment and disapproval and thus the word adopts an emotive function. 

So far we have discussed the purposes of conversation and the functions of words. Now, I will classify types of conversation into three, with respect to their different characteristics. 

The first type is playful conversation. This type of conversation is also known as social conversation or small talk. By small talk I mean all forms of talk that have no set purpose, no objective to achieve, or no controlling direction. Imagine the following situation: Two students are sitting at a counter in a restaurant waiting to be served. The waiter is very busy with other customers, and after a few minutes one student turns to the other and speaks. What do you think they will be talking about? In other words, what would be the characteristics of such a conversation? Since they do not know each other, their chit-chat doesn't have a set purpose, i.e. there is no way of telling beforehand whether their conversation will be informative, expressive or directive. In other words, there is a lack of purpose in this type of conversation. Their conversation can hardly have a goal to achieve, as they are still perfect strangers and do not have a common ground to operate on. Another characteristic of this type of conversation is that it is difficult to predict what course the conversation may follow as it doesn't have a controlling direction. What I mean by this is their conversation may be informative or enlightening but not necessarily so. It may give the two students pleasure and bring them together in friendship or help to make them better acquainted with one another. Another characteristic of this type of conversation is that it can never be planned in advance. It just happens if the circumstances casually lead to its occurrence, as has been the case with the two students at the restaurant. Let me now draw your attention to the final characteristic of social conversation. Social conversation or in other words, small talk, is most effective in relatively small groups. The best is often just between two persons, but the group can be slightly larger. However, when the group exceeds five or six persons, it usually breaks up into two quite separate conversations. 

The other two types of conversation I am going to talk about are all serious rather than playful. Unlike playful conversations, these types of conversation are purposeful and directed. The first of these serious types of conversation is personal conversation. This is often called heart-to-heart talk. In this kind of talk, we talk to one another about things that affect our hearts, that is our emotions and feelings. This is the kind of conversation that occurs between members of a family, lovers and friends. For example, if a married couple is having difficulties because one of the partners is not happy with the marriage, a heart-to-heart talk may help them express their grievances and seek solutions to their marital problems. Two important conditions exist for heart-to-heart talk to take place:  the first one is, naturally, heart-to-heart talks can only occur between persons who have intimate relationships with one another. This intimate relationship is essential because it would be very hard for a person to bare his heart to a person who he or she doesn't feel close to. In addition, the persons involved in this type of conversation must face each other as equals. When I say they have to face each other as equals this has nothing to do with being of the same age or belonging to the same social group, but what I mean is the person you open your heart to is someone you love and usually consider your friend. 

Social conversation and heart-to-heart talks are personal in nature but the last type of conversation I want to talk about is, in contrast, impersonal. This is called theoretical conversation. Let’s start with the aim of theoretical conversations. Theoretical conversations aim to change or modify our ideas or opinions about a subject. Because, the goal of such conversation is to alter our view we have on a certain topic, it is usually instructive or enlightening. For example, suppose you are listening to a person knowledgeable about the state of the Turkish economy explaining why it is necessary to follow a tough fiscal policy in the year 2005. If you do not have much of an opinion about the economic measures the Turkish government has taken so far primarily to reduce the rate of inflation and create a stronger economy, you will find this conversation highly instructive. In general, when people involved in this type of conversation acquire knowledge that they don't have, so the conversation is usually instructive because they form ideas about a subject they don't have much or any information about. On the other hand, this type of conversation can become enlightening, if they come to understand what they didn't understand before, or if they come to a better understanding of things that are already familiar to them. So, if you already have some ideas about the reasons why the government has to adopt strict economic measures in the year 2005, you may find the conversation enlightening because you either understand certain points you didn't quite grasp before or come to a better understanding of the state of the Turkish economy as you are already familiar with the topic. 

Right, of course, there are other types of conversations that we use, as well. There is, for example, practical conversation, which aims at an adoption of a course of action. I will not go into practical conversations in much detail but perhaps I should point out their aim before I finish off for today. When I say practical conversations, I mean conversations, which revolve around getting a business plan or a business policy adopted. So, to repeat that last point, if you want to get your business plan or business policy adopted by others, then you would have to have what we call practical conversations with the parties involved. But this is a subject I would like to talk about in another lecture when we discuss managerial strategies in corporate firms. So, I’d like to conclude my talk today. I hope you were able to take effective notes.
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