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Let’s get started
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is ...
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shows ...
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see from this
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Tosumup ...
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Welcoming your audience

Introducing yourself and
the topic

Dealing with nervousness

Body language
Tips on presenting to an
English-speaking audience

Presentation tools

Using approximate numbers
Creating effective visuals
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Types of visuals

Describing graphs and charts
Interpreting visuals

Tips for describing trends

Concluding a presentation
Strategies for a good
conclusion

Handling the question and
answer session

Useful phrases and vocabulary

USEFUL PHRASES

Opening a presentation

Structuring a presentation

Organizational details (talking about
timing, handouts, questions)

Getting the audience’s attention

Signposting (phrases to organize
your presentation)

Talking about difficult issues

Referring to other points

Adding ideas

Introducing visuals

Saying numbers

The rule of six

Emphasizing important points
Making contrasts and describing results

Talking about visuals
Talking about trends (verb tenses,
adjectives and adverbs)

Summarizing the main points

Making recommendations

Phrases for effective conclusions

Using your voice effectively (stressing
words, making pauses)

Dealing with questions
Asking polite questions
Anticipating questions
Dealing with interruptions
Reforming questions



Let’s get started

Worl with a partner. Ask the questions below and make a note of the answers.
Then tell the group what you found out and discuss.

STARTER

@ How often do you give
presentations in your job?

@ Who do you normally present to?
(Colleagues, customers, other
firms, etc.)

€ When was the last time yougave a
presentation in English?
Was it a success? If yes, why?
If not, why not? Explain your
answer.

@ How do you feel about presenting in
aforeign language?

@ Think of an excellent (or terrible)
presentation that you have
attended. What made it good
(or bad)?

@ 1 Listen to the opening sentences of the three presentations and complete the table.

‘Presentation 1 Presentation 2 Presentation 3

Presenter’s name

Presenter’s position/function

Topic of presentation

Who is the presentation for?

Which presentations are formal and which less formal?
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2 Listentothe openings again and complete the sentences.

AUDIO

@ Presentation 1
1 , let me thank you all for being here today.
2 Letme myself. My name is ...
3 I'm here today to our new semi-automatic shelving system.
4 My talk is relevant to those of you who for the

different parts we supply.

AUDIO

@ Presentation 2
3
5 I'm happy that so many of you could today at such short
6 As you can see on the , our today is project

documentation.

7 This is extremely for all of us who are directly in
international project management, right?

AUDIO

@ Presentation 3

8 I'm that you all have very tight , 50 | appreciate you
taking the time to come here today.

9 Asyou know, my name is ... . I'm the new manager
here at Weston Ltd.

10 Today’s topic will be very important for you as since
your help to evaluate and select candidates for training.

3 Putthe sentences from above in the correct
category (a-d).

saying what the topic is:

a
b welcoming the audience:

]

saying who you are: 2
d saying why the topic is relevant for the

audience:

Now put a~d in the order you would use
to start a presentation.



