--When someone speaks too fast, ask him or her to repeat; never pretend to
understand.

--Practice using your face muscles daily, saying uh-ah-oh-oo-ee. Don't be afraid
to open your mouth.

--Sometimes it helps to smile when you speak. It relaxes your voice.
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Tips for native speakers:

--Face your listener when speaking.

--Be aware of slang and jargon and limit your use of it.

--Repeat key words slowly.

--Slow your pace so the listener has a chance to ask for clarification.

--If you don't understand what the person said, and asking them to repeat it
doesn't help, ask the speaker to 'say it another way', or ask to see the word in
writing.

--In conversations (or meetings), summarize and check for understanding often.
--Be careful with sarcasm and humor; these are culturally bound.

--Use short, direct statements; avoid embedded questions.



--Avoid the temptation to take control of the conversation. Give the non-native
speaker time to absorb and process what you say-and room to respond.
--Stay focused on one idea at a time. Make transitions clear to help the listener
follow your ideas.
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