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“Let’ s consider vocabulary”

When speaking, we tend to say what comes up in our mind without giving much thought
to it. However, the degree of comprehension of the other party is different
depending on the words we use. The more words do not make us understood easily
but instead talking too much will lead people to be bored. I believe that when

we make an explanation, making use of the appropriate vocabulary and speaking in



an appropriate amount of time is the most important. To that end, it is necessary

that you choose your vocabulary prior to a meeting, and put together the key points.

The reporting party only has to do so at one time, but the party to be reported to
receives reports from many people with various contents for a long time. Therefore,
it is very helpful to receive a straight forward, easy to understand, and pleasant
explanation. You should also avoid duplication. Also, please explain matters in
the order of priority based on their importance. Please develop a technique where
you are able to present the points while you wait for an elevator for period of 1-

2 minutes.

Before I call someone on the phone that I know is busy, I write the contents using
key words with a number before each item on a piece of paper. Also, in the course
of one phone call or one meeting, I do not discuss more than 1 sheet’s worth of
contents at a time. As for the key points, I limit them to 5 at most, and as much
as possible, I keep it to 3. Then, I select the words to accurately indicate the
contents, and list them as a key word. At the beginning of the conversation, I
convey to the other party how many important points there are for discussion that
day. Because the other party knows the number of key points while they are
listening to me speak, they can estimate about how much time is needed for me to
finish the conversation. In this way, I rarely talk on the phone at work for
longer than 10 minutes. Most conversations will end in about 5 minutes. If you
have a habit of frequently spending more than 10 minutes on the phone, you certainly
cause a nuisance for the other party, and it would be better for you to change the

habit immediately.
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