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1. speak up - KA & — AHBEIR, FHE THHK, SRR, tspeak BRI, L5 I
B, wROEERARS ), NHEHTIRARA RGNS &, BBC MEMEHZIEE HatREA: Tdo
sometimes get nervous speaking up in meetings because I have a bit of a fear of speaking in front
of people." (BAES PR SHEAN SR, FNRARITYARYEE,) ERGIM speak out (AFFRAE. i
WO BH: BFRIE NERS. AlFE), H speak up A*f,

2. I'm responsible for - HH T — HENFEMFE, Pippa FEBGE: 5HRIAMSKE, A
BIEMRRAR SRR T4 —— "So, for those who don't know me, I'm Pippa and I'm responsible for the
podcasts at BBC Learning English.", ‘CREMEENAEHE, IEEHNARIEB ST A FZKIR, flin
charge of B> Z5I: responsible for MIEIRZ{ERE, in charge of MEATT; FRNHAKEEE 157,
H responsible for Eiifh, FEREFIEARE,
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3.1 have a background in - &fE- - FTH ALK = — background fEIXBEARE EFRERD, M2

KA EE SBOARTE ). Phil RBIRERE: BBHZE "an area that you know a lot of or that you've
worked in before or that you ve studied a lot" (fRR T . oS s GR A AT . CREENERZE
E2W EMBRERME— RN 24631 —H4) [ have a background in data analysis, so I can help
with the metrics 1, RFFIHTELZEN A FBERIAIR, 5 B0 have a experience in,
experience A%, A have a background in & have experience in A%/,

4. tripping over your words - Bifhahicket — EmRRERISE: AXE THE ORGSR, THER
Bk, BESHEUUERAL &F3LIT45, Pippa MR RHKIRSN A2 E: "you're tripping over your
words, you're getting what you're about to say wrong." (WifStakmetet, HZEPIIGEIEE 17.) TIRAE
WHC M£% 7T, BIEEK forget words——H trip over my words A HijE, T Lt stutter (AEEM:ONZ)
BEMER KSR, #AXTCERERNZARE 51&,

5. my thinking is a bit different - T A A —H — RAEZBIS BRI, &2 e

, F¥&AT ). Ilike that idea, but my thinking is a bit different—7%¢f 1 like that idea 5% /7R,
ﬁﬁfl but HHARRIE W, Pippa sl T EFIEREE: f£2 FE#V "] think that idea is rubbish" (IF%E
BIEET) ANRAEE, THAERZAEANT &, ENDOETEESN T B2 TR4EIR), A
fi 1 disagree Eﬁ%f‘qﬁfﬁﬁ‘ﬁ‘lﬁiﬁzﬁ%‘l‘ﬁﬁﬁﬁzE"J%ZIKIJJO
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a big partof HIRAR—HE 7> "They're a big part of our time at work."
hate TR "And some people hate them."

agenda W "So, ideally, there's an agenda."

fill the time BN E), BRI "you're just trying to fill the time."
speak up NEV- 2= "how to speak up in meetings"

get your ideas heard LEURAYAR AR AL "get your ideas heard."

native English speakers JAERHEH "even for native English speakers."
stressful BRI "meetings can be very stressful"

It depends EIEM "It depends on the meeting."
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work closely with
contribute

alot harder

tripping over your words
talk you through

get your voice heard
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"people you work closely with"

"try and contribute and ask people"
"That's a lot harder."

"you're tripping over your words"
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"we're going to talk you through the basics"

"phrases you can use to get your voice heard."
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i) 5%
introduce themselves
professionally

expectation

job title

for those who don't

know me
I'm responsible for
I have a background in

expertise

bring to the meeting

get a chance to

asks you to speak

rehearsed

initial nervousness
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"everyone is asked to introduce themselves."

"How can we do this professionally, Phil?"

"it's sort of an expectation that people might

not know you."
"what your job title is"

"for those who don't know me, I'm Pippa"

"I'm responsible for the podcasts"
"you could say I have a background in..."

"if you've got a particular expertise in

something"
"what you have to bring to the meeting."

"if you don't get a chance to introduce

yourself"

"the first time when someone asks you to

speak."
"if you have kind of got that rehearsed"

"You've got over the initial nervousness"
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Pyl A RO

(HES
a few phrases

It makes me think about

engage with

relevant

disagree

my thinking is a bit

different

rubbish
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enter the conversation

How about

putting something on the
table

direct question
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"So we've got a few phrases here."

"It makes me think about... and then say our

point."

"it helps you engage with what someone's

saying."

"really relevant to what you're trying to sort

out"

"if we want to kind of disagree with

somebody"

"I like that idea, but my thinking is a bit
different."

"I think that idea is rubbish"

JEZ il

"try and enter the conversation"

"or How about... we try this?"

"you're putting something on the table for

everyone"

ERERITE W]

"rather than a very direct question"
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dominating the

conversation

What if

wait for the right moment
interrupt

Can I just ask

apologising for asking
hesitant

showing respect

ask permission

Could I add a thought

tend to

politeness
a lot more direct

cultures change
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"who are all dominating the conversation?"

"What if there are lots of important people"
"you kind of sit and wait for the right moment"
"you need to interrupt?"

"Can I just ask...?"

"You're almost apologising for asking there"
"the I think it's a bit hesitant"

"it's a way of showing respect and being polite."
"sort of ask permission to enter the discussion."

"Could I add a thought? or Could I say

something?"

"we tend to have politeness as a really important

thing."
"politeness as a really important thing"
"Some other cultures are a lot more direct"

"cos these cultures change, don't they?"
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08 [ETNRTRSVENEE;

[DFS HSORE JEi Sl
haven't talked about bNE2: 0 "there's one thing we haven't talked about"
what do we meanby - ) i=Na /A "So what do we mean by an agenda, Phil?"
slot () IER "you might have a slot at the end"
any other business HAtb=ZE 1 (AOB) "a AOB, any other business."
prepare in advance TER S "you can prepare in advance."
stay in control BRI TH "it helps you stay in control of the conversation"
off topic iR "I think we're getting a bit off topic"
stick to the agenda B SR T "please can we stick to the agenda"

0o NS ST
(OF HSORE X J Sl
chase them up AT, BRI "or chase them up for a response.”
career potential BRIV 8RE "unlock your career potential."
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pointless o= G NI=F7&)]:]
get nervous FRKiEER

a fear of speaking in front of people THY AR YFE
respond confidently SEEH YA

a polite way of disagreeing I FRA R R 77X
sort out figr, PRI

in charge of F# 5T

join in IR

finish on time MR E5 TR

make sure TpR

I Hh L

63 MAKE—ZELHIRIE, ZIXAEHT:

Meetings are a big part of our time at work — some people love them, some people hate
them. The trick is learning to speak up and get your ideas heard. Start by introducing
yourself: "for those who don't know me, I'm..." or "I have a background in..." Then engage
with what others say — "It makes me think about..." — and if you disagree, just say "my
thinking is a bit different". When senior people are dominating the conversation, wait for
the right moment, or politely interrupt: "Can I just ask...?" And if the discussion drifts, pull it

back — "we're getting a bit off topic; can we stick to the agenda?"
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FHEREOH? IFEIXE=857:: 115 for those who don't know me W5, #1EH It makes me think
about i F2:, #iEH Can I just ask fLRVIA, EFHERLGF T, HFERRKT,

v e (PPN

Phil: Meetings.

Phil: They're a big part of our time at work.
Phil: Some people love them.

Phil: And some people hate them.

[IF]4:15 %] Sometimes meetings can feel a bit pointless and

you're just trying to fill the time.

[IF19:15 7] So, ideally, there's an agenda.

[IF]9:15 %] So you know what's going to be talked about and

discussed.

[I79:15 7] T do sometimes get nervous speaking up in
meetings because I have a bit of a fear of speaking in front of

people.

Pippa: In this episode of Office English from BBC Learning
English we're looking at how to speak up in meetings and get

your ideas heard.
Phil: Welcome to Office English.
Phil: Our guide to the language of the world of work.

Phil: In this podcast we discuss words and phrases you can

use to help improve your business English in the office.
Phil: I'm Phil.

Pippa: And I'm Pippa.

Pippa: Today we're talking about meetings.

Pippa: We've already heard that meetings can be very

stressful, even for native English speakers.

Pippa: But what do you think Phil?

2

SUCETE T ATRE R TAERS T,
AANEE,

AANRE,

AN SBOE NI A RIS, RA
SETEAR) LI ]

PREA, BARTEOCR, ZA0MIZA 0
Wi,

IXFERAATE 2 TE LR 20

TES LR SNHLARN 2 EK,
NEA R ARV,

FEAH] BBC (Riz9eiE) w, ik
BUNTHER W ERIBA S, BRI AT
FIRATAE %,

XMW C(HIZEETE ).
TREVHIE & fE 7

R R E, Bl TeRe riErt
DIYNE SRR eIV R

2 Phil,
2 Pippa
SRBATI L

TME&s|, BERRIERIES,
TFRWRIRAEEN,

BIRELE, Phil?

BONFIRE, BREZE



[cn J§

ZiE chenglish.cn

Pippa: Do you speak up a lot in meetings?
Phil: Tt depends on the meeting.
Pippa: OK?

Phil: Sometimes you have a meeting with people you work
closely with, a small meeting, and I find it quite easy to try

and contribute and ask people and, and things like that.

Phil: Sometimes you're in a bigger meeting with people you
don't know so well, or maybe you're meeting people you

don't work with, a client or a different department.
Phil: That's a lot harder.

Pippa: Mmm, yeah.

Pippa: I agree.

Pippa: And when you get stressed like that, you maybe don't
want to speak, or you're nervous to contribute, or you feel
that you're tripping over your words, you're getting what

you're about to say wrong.
Pippa: And so that can be really stressful.

Phil: It's something that I think most people are nervous

about.

Phil: And so, today we're going to talk you through the

basics of meetings and phrases you can use to get your voice
heard.

Pippa: So, we've been invited to a meeting.

Pippa: There's lots of people in the meeting who we don't

know.

Pippa: And at the start of the meeting everyone is asked to

introduce themselves.
Pippa: How can we do this professionally, Phil?

Phil: OK, how about saying for those who don't know me,

I'm Phil and I do podcasts about business English?

Pippa: Yeah.
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Pippa: That's nice because it's sort of an expectation that

people might not know you.

Pippa: Another one you could maybe try is I'm responsible

for...

Pippa: So instead of saying what your role is, what your job

title is, just explain what you do.

Pippa: So, for those who don't know me, I'm Pippa and I'm

responsible for the podcasts at BBC Learning English.

Phil: And I think that's really good because, I don't know
how it is in other languages, but in English your job title

often doesn't really say what you actually do.
Pippa: Yeah.

Pippa: So it's not very useful to tell people that.
Pippa: Anything else we can say here Phil?

Phil: Perhaps, if you've got a particular expertise in

something, you could say I have a background in... and then

you're talking about an area that you know a lot of or that

you've worked in before or that you've studied a lot.

Phil: And that can be useful, perhaps saying, "Look, this is

how I can be useful in this meeting.
Phil: Ask me about these things".
Pippa: Yeah.

Pippa: Because if you don't know people they might be

questioning why you're there.

Pippa: And so it's good to kind of say early what your

expertise is and what you have to bring to the meeting.

Pippa: What about if you don't get a chance to introduce
yourself at the start of the meeting, Phil?

Phil: Well, yeah.

11/16
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Phil: Tt can be useful sometimes if you can just bring one of
those phrases in the first time when someone asks you to

speak.

Phil: So, for those don't know me, I'm [pause] and then you
talk about your background and what you're responsible for
just so people know who you are and how you can help the

meeting.
Pippa: Yeah.

Pippa: And if you have kind of got that rehearsed it is a good
way to kind of start talking.

Pippa: You've got over the initial nervousness and then you

can actually say what you want to say.

Phil: Right, so we've introduced ourselves and the meeting

has started.

Phil: What about if somebody else makes an interesting

point and we want to respond confidently in the meeting?
Pippa: Yeah.
Pippa: So we've got a few phrases here.

Pippa: We could say something like That's a really important

point.

Pippa: It makes me think about... and then say our point.

Pippa: What do we think about that, Phil?
Phil: Well, it helps you engage with what someone's saying.
Phil: You might be linking things that are useful.

Phil: Yeah, I think it can be useful, particularly if what
they've said is really relevant to what you're trying to sort out

in the meeting.

Pippa: Yeah and it's conversational.
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Pippa: Another option we can have, if we want to kind of
disagree with somebody, is to say I like that idea, but my
thinking is a bit different.

Phil: T guess it's, as you said, it's a polite way of disagreeing.

Phil: Do you think they really like that idea when they say it?
Pippa: I don't know.

Pippa: It depends, I think, on what we're talking about!
Pippa: But it's just a polite way to say it.

Pippa: It's not really very helpful in a meeting, especially if
you don't know people, to say "I think that idea is rubbish

and I prefer my idea".

Pippa: So it's all about kind of being friendly and polite with

people in meetings.

Pippa: Another way you could try and enter the

conversation is to just ask a question.

Pippa: So you can say What about... or How about... we try
this?

Pippa: That's a good way to kind of enter into a discussion

and a conversation.
Phil: Yeah.

Phil: It's like you're putting something on the table for

everyone to talk about.

Pippa: But sort of saying What about... or How about...

rather than a very direct question is just a bit more polite.
Pippa: And now a really difficult scenario.

Pippa: What if there are lots of important people in the

meeting who are all dominating the conversation?

Pippa: The meeting is moving really quickly and you're

nervous about speaking but you have some ideas too.

Pippa: What do you do, Phil?
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Phil: Well, I think T maybe do this too much.

Phil: But it's you kind of sit and wait for the right moment,
so you wait for it to be, there to be a little bit of a pause and

then you can say something.

Pippa: Yeah, but what about if you don't get the pause and

you need to interrupt?

Pippa: What would you say then, Phil?

Phil: We usually start by apologising.

Phil: So you could say something like I'm sorry.
Phil: Can I just ask...?

Phil: And that just is an interesting word there, cos you're

kind of saying "I'm not sure about doing it".

Phil: You're almost apologising for asking there: I'm sorry.

Phil: Could I just ask..., I'm sorry, but I think we need to talk
about... this topic.

Phil: And again the I think it's a bit hesitant, but sometimes
that can be useful cos you're showing, it's a way of showing

respect and being polite.

Pippa: Mmm, yeah so apologising and then kind of saying
I'm sorry, but I think we should talk about this is a really

useful way in.

Pippa: Another thing we can do is sort of ask permission to

enter the discussion.

Pippa: So say something like Could I add a thought? or

Could I say something?

Pippa: You're kind of showing that you realise that other

people in the room are important.
Pippa: And so sort of asking permission to join in as well.

Phil: Yes, 1 think that's a really good idea.
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Phil: Of course, we're talking here from a context, we're here
in the UK, and in Britain we tend to have politeness as a

really important thing.

Phil: So we say I'm sorry a lot.

Phil: Or can I just do this...
Phil: But this does differ in different places.

Phil: Some other cultures are a lot more direct and maybe
then you don't need to apologise quite so much for saying

things.

Phil: So it's... perhaps listen to how people speak in the
place where you're working, cos these cultures change, don't

they?
Phil: They're different in different places.

Phil: So we've learned some useful phrases to help us speak

up in meetings.

Phil: But let's hear again from our BBC colleagues because
there's one thing we haven't talked about and that's how to

make sure our meetings are useful.

[IF]4515 %] Sometimes meetings can feel a bit pointless and

you're just trying to fill the time.

[IF]9:15 7] So, ideally, there's an agenda.

[IF]9:15 %] So you know what's going to be talked about and

discussed.
Pippa: Beth talked about having an agenda.
Pippa: So what do we mean by an agenda, Phil?

Phil: An agenda is a... it's a list of things that you're going to

talk about in the meeting.

Phil: And it's very common, definitely in Britain it's very
common that you might have a slot at the end that might say

a AOB, any other business.
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Phil: But the idea is that during the, the other slots you only
talk about the things that are on the agenda.

Phil: And it's... ideally you share it before the meeting.

Phil: So everyone knows what you're going to be talking
about, why you're talking about those things, and it gives

you a chance to think about what you might want to say.

Pippa: And yes, it's really helpful because you can prepare

in advance.

Pippa: And if you're in charge of the meeting, making sure
you have an agenda is really helpful because it helps you
stay in control of the conversation and you make sure that

the meeting isn't a waste of time.

Pippa: So you can say things like I think we're getting a bit
off topic or please can we stick to the agenda and make sure

we talk about the important things.

Phil: Yeah, that gives you nice, efficient meetings that finish

on time, hopefully!
Pippa: That's the idea, anyway!
Phil: And that's it for this episode of Office English.

Phil: Remember you can find courses and activities to help

you with your English at bbclearningenglish.com.

Pippa: Next time, we'll be talking about how to remind

people to do something, or chase them up for a response.

Phil: And of course, we'll discuss some essential phrases to

help you unlock your career potential.
Phil: See you, then.
Phil: Bye.

Phil: Bye.
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