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At first glance people think this will only make
them look unsure. It doesn't. It makes you look con-
cemed that you give an appropriate response. It also
gives the questioner an opportunity to rephrase and
ask a question that is more on point. Remember, the
questioner may well have just "thought on his or her

WANTED AIR CONDITIONING TECHNICIAN

We require for immediate employment an energetic
AC Technician with experience in industrial and central
AC work. Minimum experience should be 5 years vith a
Qualifcation from a recognized Technical Institute or
German Training School, Ratmalana. Abilty to drive a
Vehicle with a valid license will be an added qualfication.
Please apply by 10" March 2010

The General Manager

Koolair (Pvt) Ltd.

220, High Level Road

Kirulapone, Colombo 6

E-mail: powereal @isplanka.lk

feet" to ask the question, so when you
give them a second chance, the question may well
be better articulated and clearer to all.

By asking to have the question repeated you also
get another opportunity to assess the intentions of
the questioner. If it is more specific or better word-
ed, chances are the person really wants to learn
more. If the repeated question is more aggressive
than the first one, then you know the person is
more interested in making you uncomfortable than
anything else. When that's the case, the next tip
comes in very handy.

4. Use Stall Tactics

Sometimes you need more time to get your
thoughts straight and calm yourself down enough
to make a clear reply. The last thing you want to do
is blurt out the first thing that comes to your mind.
Often this is a defensive comment that only makes
you look insecure and anxious rather than confident
and composed.

Repeat the question yourself. This gives you time
to think and you clarify exactly what is being asked.
It also allows you to rephrase if necessary and put a

positive spin on the

Delivery Rider
More than 18 years
G.CE.(OL)

Driving licence

18-30 years
G.CE.(OL)

free of charge
Please send your applications.

3 You are Wanted !! F==

Crew Member (Male/Female)

Your are entitled for Bonus once in 3 months !!!
Attractive salary,Food, Transport facilities, uniforms

Dharshana: 0117500600, 0117500631

request. "How have |
considered the impact

on customers in order to make sure they have a con-
tinued positive i during the ion?"

6. Stick to One Point and One

Narrow the focus. Here, you ask a question of
your own to not only clarify, but to bring the ques-
tion down to a manageable scope. "You're interested
in hearing how I've considered customer impacts.
What impacts are you most interested in: product
availability or in-store service? "

Ask for clarification. Again, this will force the
questioner to be more specific and hopefully get
more to a specific point. "When you say you want to
know how I've analyzed customer impacts, do you
mean you want a detailed analysis or a list of the
tools and methods | used?"

Ask for a definition. Jargon and specific terminol-
ogy may present a problem for you. Ask to have
words and ideas clarified to ensure you are talking
about the same thing.

5. Use Silence to your Advantage

We are conditioned to believe that silence is
uncomfortable. However, if you use it sparingly, it
communicates that you are in control of your
thoughts and confident in your ability to answer
expertly. When you rush to answer you also typical-
ly rush your words. Pausing to collect your thoughts
tells your brain to slow everything down.
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Jeddah KSA

General English Teacher

Male Up to 40 years
2Free Process 9No Placement Fee

Qualification & Experience:

Bachelor Degree in English Linguistics.
TEFL/TESOL/CELTA/DELTA or any equivalent
certification

5 years of English teaching experience.

Degree in Education and Gulf experience will

be considered as an asset.

Must be well versed with computer usage and
ability to conduct multimedia training (added value)
A competitive Salary Package. (SR 2500 to 3500)
Free accommodation and medical.

Highly professional work environment.

Two years renewable contract.

All other terms and conditions will be as stipulated
by the SLBFE.

Please Contact: Azher: 0777 420643
por
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There's a high risk that, under pres-
sure, you'll answer a question with
either too much or too little informa-
tion. If you give too short an answer,
you risk letting the conversation slip
into interrogation mode. (You'll get
another question, and the questioner
will be firmly in control of how the dia-
logue unfolds). When your reply is too
long, you risk losing people's interest,
coming across as boring, or giving
away things that are better left unsaid.
Remember, you aren't being asked to
give a speech on the subject. The
questioner wants to know something. Respect that
and give them an answer, with just enough support-
ing information

This technique gives you focus. Rather than try-
ing to tie together all the ideas that are running
through your head, when you pick one main point
and one supporting fact, you allow yourself to
answer accurately and assuredly.

Tip:

p:
If you don't know the answer, say so. There is no
point trying to make something up. You will end up
looking foolish and this will lower your confidence
when you need to think on your feet i the future.
There is (usually) nothing wrong with not knowing
something. Simply make sure you follow up as
soon as possible afterwards with a researched
answer.

7. Prepare some "what ifs"

With a bit of forethought, it's often possible to
predict the types of questions you might be asked,
50 you can prepare and rehearse some answers to
questions that might come your way. Let's say you
are presenting the monthly sales figures to your
management team. The chances are your report
will cover most of the obvious questions that the
management team might have, but what other
questions might you predict? What's different
about this month? What new questions might be
asked? How would you respond? What additional
information might you need to have to hand to sup-
port more detailed questions?

In particular, spend some time brainstorming the
most difficult questions that people might ask, and
preparing and rehearsing good answers to them.

8. Practice Clear Delivery

How you say something is almost as important
as what you say. If you mumble or use "umm" or
"ah" between every second word, confidence in

APPOINTMENTS

what you are saying plummets. Whenever you are
speaking with people, make a point to practice
these key oration skills:

Speak in a strong voice. (Don't confuse strong
with loud!)

Use pauses strategically to emphasize a point or
slow yourself down Vary your tone and pay atten-
tion to how your message will be perceived given
the intonation you use Use eye contact appropriate-
ly Pay attention to your grammar Use the level of
formality that is appropriate to the situation.

9. Summarize and Stop

Wrap up your response with a quick summary
statement. After that, resist adding more informa-
tion. There may well be silence after your summary.
Don't make the common mistake of filling the
silence with more information! This is the time
when other people are adsorbing the information
you have given. If you persist with more informa-
tion, you may end up causing confusion and undo-
ing the great work you've already done in delivering
your response.

Use words to indicate you are summarizing (i.e.
"in conclusion," "finally") or briefly restate the ques-
tion and your answer. So - what did | do to analyze
customer impacts? | reviewed the Dallas case files
in detail, and prepared a "What if" analysis for our
own situation."

Key points:

No one enjoys being putting on the spot or
answering questions that you aren't fully expecting.
The uncertainty can be stressful. That stress does-
n't need to be unmanageable and you can think on
your feet if you remember the strategies we just
discussed. Essentially, thinking on your feet means
staying in control of the situation. Ask questions,
buy time for yourself, and remember to stick to one
point and make that one point count. When you are

Email: darshana@gamma.lk
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PRIVATE) LIMITED (SLBFE License No. 1648)
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you'll answer like an
expert and you impress
your audience, and your-
self, with your confi-
dence and poise.
mindtools.com

VACANCY
BUSINESS DEVELOPMENT/PR LADY EXECLITIVE

A company specialising in TV Productions & Photography)
requires a personable lady capable of independentl
ing busi i goodwill.
Sales / Marketing experience would be an advantage.
Fluent English is a must.
Working hours are flexible.
Parttime would also be considered.
please e mail resume before the
10th of March 2000 0

ladyexeclpr@yahoo.com

Travel / Tourism
Executive
Trainee)
Experience Mot |
Mecessary,

High Salary, é;.
Please complete
the APTITUDE TESTat 2
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Meal time

A world class restaurant & Food outlet to be staried soom with branches in
several disiricis in Sré Lanka. Bandarawels, Colontbo Branches will commence
aperations in March 2010. Vacanses exist for he following positions ith
attractive remuneration packages.

» General Manager ( Manager Operations )

Should have over 5 years experience & proven track record.
Should be good in English. Interview @ 9.30a.m.

> Pastry Chefs (Male)
Should be creative, should have experience in a star class hotel & proven track
record in pastry & bakery work. Good knowledge in preparation of variety of food
items & pastries essential. Interview @ 10.30a.m.

> Restaurant supervisor (Male / Female)
Interview @ 11.30a.m. H]
> Accounts Assistant - cum - Cashier (Female) E
Interview @ 2,00 p.m. H
> Customer Care Executives (Male /Female) g
Interview @ 2.00 p.m. g
> Kitchen Helpers / Restaurant Helpers )
Interview @200 p.m. Walk in interviews are held at
> Waiters & Waitresses WISDOM TRAINER AUDITORIUM
Interview @2.00 p.m. No.217 A, Stanley Thilakaratne Mawatha,

Nugegoda.

on 11th Thursday March 2010.

Please be ready to hand over your CV with recently taken photograph and all other

professional academic certificates.



